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APPENDIX A
INVESTIGATOR-IN-CHARGE CHECKLIST

Introduction

This advisory checklist is designed to lead an Investigator-in-Charge through most of the
administrative steps and many of the operational steps required for a major aircraft accident
investigation. It also provides continuity and standardization among 11Cs as the 11C staff changes
over the years. It is arranged for large, mgjor hull loss/numerous casualty type accidents. Items
not necessary for such an accident may be ignored.

The checklist should be used in conjunction with the standardized memorandums, letters,
etc., contained on this CD-ROM. Document titles are in italics following the checklist items.
Pertinent Board Orders are also on this CD-ROM and should be referred to periodically during
the investigation and report preparation process.

Suggestions for changes to this document should be brought to the attention of the Chief,
AS-10. This CD-ROM wiill be reissued periodicdly, as such changes warrant.
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Whileon Call

* Reguired Administrative Equipment

o Charged cell phone with spare set of charged batteries

O o

Pager with new battery
Laptop computer with appropriate peripheral equipment and software to

communicate with NTSB HQ

0000

At least 50 business cards

Small supply of NTSB lapel pinsand/or NTSB embroidered patches

Current official passport and NTSB credentials, and persona passport

Single notebook to record all notes on an accident from initial notification to

close of Board Meeting. Glue business card in notebook to avoid loss.

a
a

Wreckage release forms
ThisCD-ROM

» Required paper copies of:

0000000 Od

This checklist

[1C organizational meeting speech (On scene Opening Speech 11C.doc)
Party participation form (Party Participation Form.doc)

Risk management matrix (On Scene Risk Management Matrix.doc)
Party participant matrix (On Scene Party Participant Matrix.doc)
ICAO Annex 13

6120.1 form

SF44 form

¢ Reguired Persona Equipment

Q

Q

Q

Q

Clothing appropriate for the season and NTSB hat, NTSB reflective vest,
and jacket or coat with NTSB seal

Small backpack to contain personal survival items and material obtained on
scene in remote locations

Personal survival kit (first aid supplies, pocket knife, nonprescription and
prescription medicine supply for three weeks, etc.)

Gym bag with two days of clean clothes and toilet articles (stored in office)

Upon Initial Notification

¢ QObtan:

Q

Cal list, including numbers for AS-1/2, the Managing Director, the
Chairman, the Offices of Government Affairs (GA) and Public Affairs
(PA), the Office of Transportation Disaster Assistance (TDA), Board
regional offices, the FAA and other parties.
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General information on accident (time, location, casualties, aircraft
information, etc.)

Temperature and other weather conditions at accident Site

Site terrain information

Aid senior staff in determination of NTSB team members, including Board
Member, PA, and TDA representatives (investigators, Board Member, and
PA and TDA have priority on the FAA airplane; others go commercial)
Confirm availability of initial supply (approx. 20) of biohazard kits.

Confirm air transportation arrangements (number of seats available on FAA
airplane and show time at Hangar 6, or commercial flight information).
Confirm ground transportation arrangements (rental cars or 4X4s, as
appropriate).

Confirm forward location accommodations and command post setup (use
established hotel chain, if possible).

Obtain on scene contact phone numbers (local authority, regional NTSB
investigator cell phone number, etc.).

Obtain directions to site from expected destination arport.

Have Communications Center contact probable parties and notify them of
command post |ocation and organizationad meeting time.

Prelaunch/Launch

Q

Q

Perform head count at airport or Hangar 6.

Confirm fitness for duty of al investigators and ensure that they have
proper clothing for accident site.

Start the risk andyssmatrix.

If not already accomplished, establish time for organizational meeting and
have Communications Center spread the word to parties.

Deliver briefing on accident circumstances and general safety briefing to
investigators and staff.

Contact regional investigator on scene for briefing on situation and give
him your ETA and organizational meeting time.

Ask the FAA for air traffic control information.

On FAA or Commercial Aircraft

Q

Q

Via onboard telephone, ensure that regional investigator on scene is aware
of team'sSETA.

Establish initiadl game plan (i.e, divison of avallable rental cars,
airworthiness investigators, 11C, and Board Member to actua site,
everybody else to hotel command post).

If not aready accomplished, decide on time and place for organizational
meeting and relay to NTSB Communications Center and regiona
investigator on scene.
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Review 1IC organizational meeting speech (On Scene Opening Speech
[1C.doc) and edit for the situation at hand.

Be prepared for (compose brief notes) possible immediate press conference
upon arrival.

On Scenelnvestigation

Upon arrival at airport or on scene incident command post

Q

a
a

Obtain briefing from local authorities’lon scene commander and regional
investigator on scene.

Give press conference, if required.

Check on status of recorders.

Observe wreckage and accomplish the following

0000

Determine general scope of work ahead.

Confirminitial Site security arrangements.

Determine site safety hazards.

Order the callection of perishable evidence (paperwork, ice shapes, etc.).

Organizational meeting and press conference

O

0O00O0OO0O0D

Confirm that representatives from major parties are present.

Invite reporters and attorneys representing possible claimants out of the
room.

Distribute attendance roster.

Introduce NTSB investigators and staff.

Have all attendeesidentify themsdves and their affiliations.

Offer local authorities an opportunity to brief group on status of accident.
With local authorities, establish security access system for accident scene.
Deliver 11C opening speech (On scene Opening Speech 11C.doc).

Designate parties to the investigation and determine party coordinators (be
selective...extra “courtesy” parties will later become an administrative
burden).

Distribute party participation form (Party Participation Form.doc) for
party coordinator signature.

Select qualified party participants for investigative groups (record
participant’s names on party participant matrix...On scene Party
Participant Matrix.doc)

Collect business cards.

Determine which investigative groups will depart for other locations
(ARTCC, operator headquarters, etc.) and establish time and procedures
for daily contact.
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Establish duty hour plan (i.e., duty day begins at 0730, progress meeting at
1800 the first day, 1700 after 2 days, 1600 thereafter). Inform group that
only participants can attend progress meetings. The duty day should
generally end at the end of the progress meeting. No overtime will be
approved thereafter.

Designate time for next progress meeting and adjourn meeting.

With PA representative, prepare Board Member for press conference.
Attend press conference.

e |nitial Administrative Actions

Q

Determine phone numbers for command post and other possible locations
where I1C can be routinely found (police van, on scene commander’s van,
etc.) and relay thisinformation to AS and the Communication Center.
Determine need for administrative assistance and obtain same from AS or
local temporary hiring agency.

Arrange for security guard for command post, if required.

Perform first call-in to AS senior staff if during duty hours (include
information for ADMS preliminary report) and proposed time for next call-
in

If required, brief administrative assistant on duties upon arriva.

Send administrative assistant on shopping trip for basic administrative
supplies.

Meet with hotel services representative and confirm meeting groom rate
and other rental costs associated with command post. (Do not agree to pay
for any food services in command post, including coffee urns).

Determine need for administrative machines (copiers, phone lines, PCs,
printers fax machines) and rent same from local businesses or hotel.

Set up “mailboxes’ (shallow cardboard boxes) to contain distributed
paperwork for each party.

Print and distribute to party coordinators copies of the party information
pamphlet (Party Information Pamphlet.doc), the latest attendance roster,
and thefilled-in party participant matrix.

Establish “message board” area in command post for incoming phone

messages to participants.

» Dally activities

Q

Q

About 0700 meet with group chairmen to discuss potential investigation or
interpersonal problems.

About 0745 meet with party coordinators to discuss potential investigation
or interpersonal problems.

Visit site several times each day, if feasible, to check on security,
manpower, and environmental problems and to ensure site safety.

If timeis available, type up short progressreport and e-mail to AS.
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a
a

Review note sand perform dally cdl-into AS.
Prepare notes for progress meeting concerning administrative items, times
of later meetings, and the like. Then, hold daily progressmeeting.

+ Daily progress meeting/press conference

Q

0000

Q

Invite nonparticipants and attorneys representing possible claimants out of
room.

Distribute attendance roster.

Introduce new arrivals.

Make administrative announcements.

Ask each group chairman for 5 to 10 minute progress report toinclude the
current day’'s activities, tomorrow’s activities, significant problems that
arose, and help needed from other investigative groups.

Reemphasize information security issue.

Reemphasize site safety issue.

Determine time for next progress meeting, group chairmen meeting, and
party coordinators meeting.

Adjourn meeting and prepare Board Member for press conference.

e Predeparture Administrative Actions

Q

Q

a
a

Thoughtfully review and sign off individual group chairman notes, then
release group chairmen for return trip.

If entering into a long-term arrangement for wreckage storage, notify AS
for instructions to enter into a contract.

Pay outstanding hotel meeting room bills

If appropriate, return wreckage to owner after he signs the NTSB
Wreckage Release form (Wreckage Release.doc).

Immediately Upon Return to Washington, DC

Q

Submit travel voucher electronically and turn in overtime form (Overtime
Request.xIs).

Ensure that ADMS and Keys are updated.

Enter investigation into NTSB Works and ensure that group chairmen
division chiefs do the same.

Write and distribute progress report if interval between last written
progress report and return from scene is longer than 7 days.

Update Board Member on scene in person on latest investigation activities
In Microsoft Outlook, create Persona Distribution List for this
investigation containing al group chairmen, individual specialist,
appropriate division chiefs, and AS-2 e-mail addresses. This e-mail list is
for mass distribution of updates, meeting information, etc., to NTSB
personnel.



In Microsoft Outlook, create a Persona Distribution List for this
investigation with all party coordinators e-mail addresses. This e-mail list
is for mass distribution of updates, meeting information, etc., to party
personnel.

Create Party & Staff Participant List and distribute to all, including AS-10
administrative assistant (Party & Saff Participant List.doc).

Establish a single master electronic folder on the AS-10 common drive to
contain documents and e-mails associated with the accident. It must be
available to supervisors and titles so other investigators and supervisors can
find it and retrieve documents fromit.

Compose common summary opening paragraph for future factual reports
and distribute to group chairmen.

Send acopy of the fax and phone numbersof the party coordinators to RE-
51.

Work Planning M eeting(s) and Debrief for Launch

O

0000

Reserve meeting room.

If you need audio/visual services or the new Board Room, use the request
form on the NTSB intranet under “Projects.”

Determine outstanding issues.

Select proposed due datesfor factual and andytica reports.

Determine meeting date to coincide with availability of key personnd.
Write and distribute work planning meeting announcement memo and
meeting agenda for distribution at meeting (Work Planning Meeting
Agenda.doc).

Following the meeting, write and distribute a memo repesting decisions
made during meeting (due dates, discarded issues, new issues, €etc.).

Later Post-On Scene I nvestigation

Begin preparing |1C portion of Board Meeting Powerpoint presentation.
Query parties via e-mail on their views on need for a public hearing and
retain their responses.

With responses in mind, write memo recommending or not recommending
a public hearing (Hearing Memo No Hearing.doc or Hearing Memo Yes
Hearing.doc).

Preparation of Factual Reports/Exhibits

o Periodically query group chairmen on their progress and expectations

Q

making the declared due datesfor factual and andytica reports.

If a factual or analytical report due date has passed, reestablish a redlistic
due date and notify AS-10 and the investigators' division chiefs of the new
date.
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o Should a second due date be missed, reestablish a new due date and notify
AS-10, the appropriate divison chief, AS-2, and AS-1 of the difficulty.

o Create a docket for the accident in the Docket Management System
(DMS), and instruct group chairmen to upload their reports and
addendumsin .PDF format.

o Instruct group chairmen to upload a short .PDF description of non-
scannable items associated with factual reports to DMS (video or audio
tapes, etc.). Then leave the original with RE-51.

Opening of Public Docket

o Prepare a docket opening warning memo (Open Docket.doc) and begin to
circulate it about 2 weeks before your intended docket opening date.

o When the mgjority of factual reports are uploaded (if the reports include a
CVR transcript) adert Public Affairs, the Office of Transportation Disaster
Assistance, and Public Inquiriesthat AS-10 isready for the docket opening.

o Send electronic warning memo to parties to the investigation that the docket
will probably be opened on the agreed-upon date before that date.

o Review the docket in DMS. Mark all releasable docket items for release, and
set the docket opening date.

o After the initial opening of the docket review DMS periodicaly and release
reports and addendums added by group chairmen.

o Retain original factual and analytical reports for 1 year following the Board
Meeting on the accident.

Depositions
o Determine deposition location, time, and date.
o Reserve deposition location.
o Obtain hotel accommodationsfor NTSB participants.
o Obtain letter from Chairman authorizing 11C to administer oaths.
a Arrangefor court reporter through Office of Administrative Law Judges.
o Select witnesses to be deposed.
o Ensure that group chairmen brief witnesses about areas of questioning and
deposition procedures.
Public Hearing

a If the public hearing will not be conducted in our Board Room, reserve a
remote venue and accommodationsfor NTSB participantsimmediately.

o Announce location, date, and time of hearing to parties and the public.

o Announce location, date, and time of the prehearing conference to the
parties.

o Set adeadline for the factuals and exhibits to be at least 2 weeks before the
prehearing conference.

A-8



Q

Refer to the Hearing Officer’s Checklist for preparing for a public hearing
(see Appendix L).

Technical Review

Q

0000

O o

Decide upon review format...remote first draft review by parties or formal
technical review meeting at NTSB.

Reserve meeting room.

Invite parties to review material (Technical Review Invitation.doc).

Before meeting, refamiliarize yourself with reports.

At the meeting, offer up each factual report or study for factual criticism,
and carefully note agreed upon changes, deletions, or additions.

Announce need for and due date of party submissons.

After the meeting, write memo to parties and group chairmen listing agreed
upon changes, deletions, or additions, to factual reports.

Party Submissions

a
a

Q

Periodically query parties on the status of their submissions.

Deliver copies of party submissions to Board Members and appropriate
group chairmen, AS-70 staff, and senior staff, as they are received from
parties.

Place party submissionsinto public docket upon receipt.

Report Planning M eeting

a
a
a

Reserve meeting room.
Distribute meeting announcement and meeting agenda.
Update NTSB Works.

Preparation of Analytical Reports

Q

Q

Initial Draft

a
a

Periodically query group chairmen on progress of analytical reports and
report extreme late reports to appropriate managers.
Update NTSB Works.

Review and return to report writer in atimely manner.
Work with report writer to resolve conflicts and fill holesininitid draft.

Director’s Draft

Director’s Review Meeting
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o Assoon as meeting time, date, and place are decided upon by MD, e-mail
thisinformation to group chairmen and senior staff.

o Before the meeting, determine dissenting opinions from or between group
chairmen and discuss differences of opinions with group chairmen and
senior staff (consensusis the goa but not arequirement).

Notation Dr aft
o Ensure that Board Members have copies of all party submissions prior to
delivery of the notation draft to them.
o Ask each Board Member if they would like to discuss aspects of the
notation draft with staff. Set up appointments, if required.
Board Meeting

* Board Meseting Preparation

o Reserve Board Room for three practice sessions on the Tuesday, Thursday,
and Monday prior to the Board Meeting.

o Once announcement of Board Meeting is placed in Congressional Record,
send an announcement of date and time to party coordinators.

o Have group chairmen presenters read the informal pamphlet “How to
Survive aBoard Meeting”.

o Hold meeting with key group chairmen to coordinate Powerpoint
presentations.

o Consolidate 11C and group chairmen Powerpoint presentations into one
presentation with common colors, fonts, etc.

* Following the Board Meeting

o Place original factual and analytical reports in a sealed, clearly marked
cardboard box and store in the basement for a period of 1 year after the
Board Meeting.
Document Preservation and Archiving

* FOIA Notification and Subsequent Actions

o When a FOIA notification is received, cease destroying paperwork,
photographs, video tapes, audio tapes, electronic files and electronic
correspondence (Do not attempt to determine if what you have is subject
to the FOIA or not).

o Send electronic memo to group chairmen, technicians, Board Members,
and other appropriate staff to do the same.
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Q

If NTSB FOIA personnel request your material, make copies of items you
are still using or may use in the future to complete the investigation, then...

Déliver dl investigation material to NTSB FOIA personnel with the
exception of the copies you made in the previous step. Be advised that it
will be difficult to retrieve items once they are given up. Make copies of
what you need!

Make copies of material received by you subsequent to the first delivery to
NTSB FOIA personnel, for your use during the rest of the investigation.
Deliver originalsto FOIA personnel immediately thereafter.

Foreign Accidents

* |nitial Notification

Q

Attempt to establish contact with the foreign accident investigation
authority and determine the level of participation as an Accredited
Representative or Technical Advisor.

Notify the Managing Director and obtain approval to travel (see Appendix
U).

Request country clearance from the State Department (see Appendix U).
Determine whether assistance will be needed from the U.S. embassy in the
host country and obtain a point of contact from the State Department (do
not contact the embassy directly without first contacting the State
Department).

If visas are required, vist the State Department’'s web ste
(http://www.travel.state.gov/foreignentryregs.ntml) to determine foreign
entry visa requirements. Prepare a letter on official Safety Board letterhead
to accompany the visa application (see Appendix U).

* Prelaunch/Launch

Review ICAO Annex 13.

Vit the Sae Depatmant’'s web Ste
(http:/Amww.travel dategovitravel warningshiml) to  become famlliar with locd
cugoms, politica dimete, crime, recommended inoculations, ec.

Establish contact with the aircraft and/or engine manufacturer (as
applicable) and coordinate travel plans.

Make arrangements with the foreign investigation authority or the U.S.
embassy to join the investigation.

¢ On Scene Investigation Participation

a
a

Seek out theinvestigation authority.
As time permits, contact the U.S. embassy and maintain contact with
embassy representatives during your stay.
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o Communicate regularly with HQ via telephone or e-mail (depending on
differencesin time zones).

o If the host country requests a report of the team’'s work, prepare factual
documentation only. If conclusions or requested, seek the advice of
technical advisors on the team and Safety Board management before
advising foreign authorities.

* Predeparture

o Offer an out-briefing of key embassy officialsto cover the general nature of
the investigation. Refrain from speculation.

* Upon Return to Washington, DC

a Preparetrip report.
o Forward trip report and other related documents to the appropriate
supervisor. Retain acopy for the divison casefile.

* Report Preparation/Review

o Upon receipt of the host country's request for consultation on the draft
report, review and prepare an appropriate response to it. Coordinate
reviews with Office Directors and other staff. Employ an editorial style
when providing comments; do not usurp the Board's authority by using
language such as “the Board believes/is concerned,” etc.

o After the final report has been published, enter the report into the public
docket and forward the findings of the investigation to U.S. Government
agencies and corporations (as appropriate).

 FOIA Notification

o Do not turn over any information relating to the Board's participation in a
foreign aircraft accident investigation until the host country has issued the
final report or until 2 years have passed since the accident’s occurrence,
whichever occurs first. You may disclose information earlier if the host
country has authorized such release.
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Underwater Wreckage Recovery

Q

Q

If the accident aircraft had a CVR and/or FDR installed, make sure that a
search for the underwater locator beacon isinitiated immediately.

Request that AS management contact Department of Defense/Supervisor
of Salvage personnel to determine their level of participation in search and
recovery planning. (Consider foreign authority responsbilities if the
wreckage isin international waters.)

Depending on the circumstances of the accident, obtain witness statements,
weather data, radar tracking data, and trajectory analyses to aid in locating
the wreckage.

Once a search and recovery plan is approved, using U.S. Government
resources prepare a letter from the Safety Board Chairman to the Chief of
Naval Operationsto initiate funding.

Before recovery is attempted, ensure that personnel have been thoroughly
briefed on the recommended locations for attaching cables, straps, hooks,
etc. Be sure to consult specialists from the operator or the airframe/engine
manufacturer.

Immediately treat recovered wreckage with appropriate solvents to prevent
rapid corrosion.
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Cockpit Voice Recorder Handbook for Aviation Accident Investigation, November 2001

Foreword

This handbook provides general information to assist the investigator-in-charge, group
chairmen, and other Safety Board staff who may encounter a cockpit voice recorder during the
course of an aviation accident investigation. It is intended to provide guidance on the procedures,
laws and standard practice surrounding the cockpit voice recorder and its audio data within an
investigation.

The Vehicle Recorder Divison will be responsible for keeping this handbook updated. The
handbook'’s printing date will be indicated in the upper left corner of each page. While the intent of
the handbook is to provide guidance for handling a cockpit voice recorder and its data, the handbook
may not cover all situations, and any questions or concerns may be directed to the Chief of the
Vehicle Recorder Division for immediate assistance.

This handbook is intended to provide information and guidance to NTSB employees who are
involved in the cockpit voice recorder portion of an aviation accident investigation. This handbook is
not regulatory in nature and does not create any rights in any of the partiesto an NTSB investigation
or any other person. Deviation from the guidance offered in this handbook will at times be necessary
to meet the specific needs of an investigation.
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1.

1.1.

1.2

2.1.

2.2.

2.3.

2.4.

3.1

Cockpit Voice Recorder Handbook for Aviation Accident Investigation, November 2001

Director Authority

Permission must be obtained from the Directors of the Offices of Research and
Engineering and Aviation Safety regarding any exceptions to the cockpit voice recorder
(CVR) standard practices or procedures. It is the discretion of the Directors of the
Offices of Research and Engineering and Aviation Safety to grant approval for the
exceptions.

It is also the discretion of the Directors of the Offices of Research and Engineering and
Aviation Safety to adjust a standard practice or procedure, if necessary for a unique
circumstance.

Applicable Recorded Audio Data

The laws and policies that govern the procedures regarding CVRs and CVR recordings
are generally applicable to any and all audio that is recorded on board an aircraft. Any
audio recording that is recovered from an arcraft following an accident or incident is
given the same protection and security of aCVR or CVR recording.

Safety Board on-scene staff shall secure any device that records audio, found within the
cockpit or cabin, carried by a passenger, or installed in the aircraft. Devicesthat record
audio include, but are not limited to: camcorders, video recorders/cameras, digital
cameras, handheld tape recorders, persona digital audio recorders, and flight test
equipment. Furthermore, any magnetic tape or digital memory chips found in the
wreckage could contain recorded audio and shdl be secured by Safety Board staff.

Audio from aternate audio devices shall not be read out or played on scene and the
equipment or recording medium shall be secured by the Safety Board to prevent read-
out or damage.

In the event that audio from an alternate audio device is recovered, the investigator-in-
charge (11C) shall immediately contact the Director of the Office of Aviation Safety and
the Chief of the Vehicle Recorder Division for guidance.

CVR Recording Disclosure and Access

CVR recordings and transcripts contain highly sensitive material, and premature or
unauthorized release of information by Safety Board employees is grounds for
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disciplinary action. All Safety Board staff and Members who obtain information
concerning the contents of a CVR recording or written transcript, regardless of reason
or source, are bound by Federal CVR nondisclosure laws (refer to From 49 U.S.C.
81114-Disclosure, availability, and use of information).

3.2. The CVR specidist, the Directors of the Offices of Research and Engineering and
Aviation Safety, and the 11C are the only staff automatically authorized to listen to a
CVR recording.

3.3. The CVR specidlist assigned to the accident ordinarily has complete access to the CVR
recording, data and information at all times. Other Safety Board CVR specialists may
be called upon to assist with a CVR rewording, when necessary.

3.4. Any other Safety Board staff is required to consult with the 11C and seek approval from
the Directors of the Offices of Research and Engineering and Aviation Safety prior to
reviewing a CVR recording or written transcript.

3.5. All individuals who listen to a CVR recording are required to sign and log their CVR
review or audition into the CVR Audition Log. Thisisrequired for each session.

3.6. The CVR recording (original or copy) shall not be brought to any other facility for
investigative work without the specific approval from the Directors of the Offices of
Research and Engineering and Aviation Safety.

3.7. The CVR specialist shall keep the 11C apprised of information and activities concerning
the CVR or CVR recording.

CVR Recorder Recovery: From On Sceneto the Audio
L aboratory

4.1. Upon notification of an accident or incident in which a CVR is installed on the aircraft,
the 11C shall attempt to ensure that the CVR circuit breaker is pulled as soon as
possible.

4.2. The 11C then considers whether the CVR might contain information relevant to the
investigation, taking into consideration that the CVR can be 30 minutes or 2 hours in
duration. It is possible for the events from an accident or incident to be overwritten
when power is applied to the aircraft for an extended time following an event (through
its own power or external power). However, some aircraft have an automatic shutoff
logic that removes power to the CVR (even if the aircraft remains powered), and
possibly allow for the capture of the events. With a CVR part number, the Vehicle
Recorder divison may assist in determining the type of CVR installed.
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4.3.

4.4.

4.5.

4.6.

4.7.

4.8.

4.9.

4.10.

The CVR shall not be read out or played on scene.

The CVR unit shall not be opened and the recording medium shall not be removed (i.e.,
the tape or memory module) until it reaches the audio laboratory at Safety Board
headquarters in Washington, D.C.

If the CVR is recovered in water, it shal immediately be packed in water (fresh, if
possible) and not be allowed to dry out. Packaging may be accomplished by sealing the
recorder (in water) inside a plastic beverage container with silicon adhesive or a similar
sealant.

The CVR must be shipped to Safety Board headquarters in a manner that protects it
from damage (i.e., inside a cardboard or wooden box, wrapped in either foam or
bubble-wrap or in a contaner filled with foam peanuts).

The 11C shall contact the Chief of the Vehicle Recorder Division to coordinate the
shipment of the CVR to headquarters.

The Chief of the Vehicle Recorder Division assigns the CVR to a CVR speciadlist.

The CVR may be sent to Washington on board a commercia airplane. This usualy
needs to be coordinated with the captain of the flight. The 11C must also arrange for
headquarter staff to meet the arriving flight. 1f necessary, the CVR shall be packaged

appropriately.

Preliminary recorder and accident information shall be sent/emailed to the Chief of the
Vehicle Recorder Divison. The CVR specidist shal also be included in the
notification.

CVR Arrival at the Safety Board Audio Laboratory

5.1

5.2

5.3.

The CVR specidist is responsible for handling and securing the CVR, the origina
recording medium, and any audio copies.

If the recorder is damaged, the CVR specialist extracts the recording medium with the
use of cutting tools or other special equipment. Thisisnot ordinarily a group activity.

The CVR specialist checks the recording to determine that useable audio information
has been recorded (CVRs may be erased or mafunction and contain no useable audio).
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5.4. Useable audio is defined as any audio that is recorded by the CVR and includes, but is
not limited to: the accident events, overwritten post accident discussions, and aircraft
NOiSes.

5.5. The CVR specidist notifies the Directors of the Offices of Research and Engineering
and Aviation Safety of the condition of the audio in the recording.

5.6. The CVR specidist downloads the original tape or memory from the CVR. The
recording is digitally copied in its entirety without aterations or filters. This task is
ordinarily accomplished during the initial audition, if practicable.

5.7. All non-foreign CVR recordings are digitally archived regardless of whether the
recording contains useable audio.

5.8. Although most subsequent audio work is accomplished using the digital copy of the
original recording, the original recording may be used.

CVR Initial Audition

6.1. If the recording contains useable audio, theinitial audition is conducted by the Directors
of the Offices of Research and Engineering and Aviation Safety (or their designees).

6.2. The original recording istypically used for theinitial audition. A digital copy is made as
soon as possible — during theinitial audition, if practicable.

6.3. Any critical information that might assist in the field phase of theinvestigation is relayed
to the I1IC and other appropriate on-scene staff, by either (or both) Directors of
Aviation Safety and/or Research and Engineering (or their designees).

6.4. The discussion shall be held over a secure landline telephone — not a portable mobile
phone — and not routed through any conferencing facility.

6.5. The CVR recording shall never be played over the telephone.

6.6. If the recording contains audio information pertinent to the investigation, the 11C and
the Directors of the Offices of Research and Engineering and Aviation Safety (or their
designees) determine whether it is appropriate to convene a CVR group.

6.7. If aCVR group isto be convened, the I1C and the Directors of the Offices of Research
and Engineering and Aviation Safety (or their designees) determine which parts of the
transcript shall be transcribed (if the entire recording is not going to be transcribed). In
general, the entire recordingis transcribed in the event of a major invegtigation.
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Planning the CVR Group Meeting

Not all CVRs that are sent to Safety Board headquarters result in a CVR group
convening. The Directors of the Offices of Research and Engineering and Aviation
Safety, in consultation with the 11C, determine if agroup is necessary.

The CVR specidlist is the group chairman for the CVR portion of the investigation and
shall be included in any correspondence and discussions that pertain to al group
chairmen participating in the investigation.

The I1C must coordinate with the CVR group chairman to select a tentative date for a
CVR group meeting at Safety Board headquarters. The group meeting does not
necessarily occur immediately after the CVR is sent to headquarters.

The 11C snall notify the party coordinators that a CVR group is convening.

The I1C must ensure that only parties appropriate to the CVR group are invited: FAA
(must be invited), and typicaly, the manufacturer, pilot union, and owner/operator.
Flight crew cannot participate as group members. The Director of the Office of
Aviation Safety or the Director of the Office of Research and Engineering must approve
the party representativesthat the I1C recommends.

Party representatives that can provide a technical contribution may be assigned to the
CVR group. The CVR group shall include at least one pilot typed or current in the
accident aircraft model. Typicaly other individuals seated on the CVR group include
those familiar with the crew’ svoices, and those familiar with company procedures. The
party coordinator is not automatically qualified to be a CVR group member.

Ordinarily, only one representative per party is seated on the CVR group. Additional
party representatives may be seated, at the discretion of the Directors of the Offices of
Research and Engineering and Aviation Safety, in consultation with the 11C and the
CVR group chairman.

Transcribing a 30-minute recording may be accomplished in one day, but typically
continues late into a second day or more. The IIC finalizes a meeting time and date
with the group members and reconfirms with the CVR group chairman.

The I1C shall advise the party representatives attending the CVR group meeting that
once the CVR group meeting has started the group members are not alowed to leave
the group until the transcript of recorded events has been completed and the CVR
group chairman authorizes the group to be dismissed.
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7.10.

7.11.

7.12.

7.13.

The I1C must forward the names of the CVR group members to the CVR group
chairman prior to the CVR group meeting day. Only authorized individuals are
permitted to participate in the group. Authorized individuals are those individuals
recommended by the 11C and approved by the Director of the Office of Aviation Safety
or the Director of the Office of Research and Engineering.

For aregional investigation, if the FAA’s regional FSDO representative is unavailable
for the CVR group meeting, the 11C shal contact the FAA’s Accident Investigation
Divison (AAI-100 in Washington D.C.) as soon as possible. An AAI-100 investigator
is assigned to represent the FAA or the FAA may choose to decline participation. The
CVR group chairman shall contact the AAI-100 division before the day of the group
meeting to ensure that the AAI-100 divison has been notified of the CVR group
activities.

The I1C shall advise CVR group members to go to the 6th floor reception area at the
490 L’ Enfant Plaza office elevators and ask the receptionist to contact the CVR group
chairman.

The 11C is welcome to attend the CVR group meeting, but his or her presence is not
required.

The CVR Group Meeting

8.1.

8.2.

8.3.

8.4.

The CVR group chairman’s primary role is to provide technical expertise in handling
the audio recording and audio equipment. During a group meeting, the CVR group
chairman is responsible for facilitating and focusing the group members in extracting
factual audio data. The group chairman must exercise extreme caution in offering
opinions or speculation so as not to bias the group members and compromise the group
meeting.

At the designated meeting time, the CVR group members are met at the reception desk
and escorted into the CVR listening room by the CVR group chairman.

The CVR group chairman explains the CVR disclosure laws and policies. In particular,
CVR group members are prohibited from releasing CVR information to the public.
However, the Safety Board may decide to publicly release information regarding CVR
activity.

CVR disclosure policy does not prohibit a party from implementing safety-of-flight
related adjustments within their organization, as a result of their participation in a CVR
group. However, the Safety Board requires notification of the subject matter prior to
any disclosure of CVR information to the group member’s organization. Itisthe CVR
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8.5.

8.6.

8.7.

8.8.

8.9.

8.10.

8.11.

8.12.

8.13.

8.14.

group member’s responsibility to notify the CVR group chairman prior to disclosure.
The CVR group chairman shall ensure that the 11C and the Directors of the Offices of
Research and Engineering and Aviation Safety are apprised of the situation. Disclosure
of information to a group member’s respective organization shall include only
information that is directly related to safety—at no time shall remarks, comments, or
conversations be disclosed to any person, party, or organization.

The group members must sign the CVR Audition Log, CVR Non-Disclosure
Agreement, and Statement of Party Representatives to NTSB Investigation (see
attached). The FAA does not sign the party representative form.

Quotes and statements from the CVR recording are prohibited from being discussed
with anyone—except the CV R group members during the CVR group meeting .

Group members on a break shall not discuss the CVR or its contents while away from
the audio laboratory.

At the beginning of the CVR group meeting, before starting the transcription process,
the CVR group chairman plays the recording in its entirety without stopping.

The CVR group is a tool to help in the investigation. Only the facts (i.e., words and
sounds) are to be ascertained by the group—no analysis or interpretation shall be
introduced into the transcript.

Any notes taken during the meeting are collected by the CVR group chairman at the
end of the group meeting and destroyed. No notes shall be taken out of the CVR
listening room.

During group activities, group members are prohibited from bringing electronic devices
into the CVR Audio Laboratory unless explicitly authorized by the Director of the
Office of Research and Engineering (through the CVR group chairman).

The CVR group chairman, in coordination with the Directors of the Offices of Research
and Engineering and Aviation Safety, has the right to excuse any member who is
disruptive to the process or isin violation of the CVR nondisclosure policies and laws.

The CVR group chairman shall keep the IIC and the Directors of the Offices of
Research and Engineering and Aviation Safety apprised of the CVR group activities.

The CVR group may reconvene a a later date at the request of the CVR group
chairman. The decision to reconvene the group must be authorized by the 11C, and the
Directors of the Offices of Research and Engineering and Aviation Safety.
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8.15.

8.16.

8.17.

If the CVR group reconvenes, all members must be invited to return, but may decline
the invitation. Except in extenuating circumstances, substitutes are not alowed during
a reconvening of a CVR group. Approva for a substitute must be obtained in advance
from the Directors of the Offices of Research and Engineering and Aviation Safety, via
the CVR group chairman.

The individual group members may only listen to the CVR recording in a group setting.

Once a CVR group meeting has started, the group members are not alowed to leave
the group until the transcript of recorded events has been completed and the CVR
group chairman authorizes the group to be dismissed.

CVR Transcription

9.1.

9.2.

9.3.

9.4.

9.5.

The CVR group commences transcription at either the beginning of the recording or at
the point decided upon by the Directors of the Offices of Research and Engineering and
Aviation Safety in consultation with the [1C.

The transcript produced by a CVR group is a factual record of audio events. In
discerning an audio event, if a disagreement arises among the group members, the
differing observations may be documented in the transcript. Inclusion of differing
observations within the final transcript is the discretion of the Directors of the Offices of
Research and Engineering and Aviation Safety.

Non-verbal audio and other CVR noise events that are distinctly identifiable are noted
as “sound similar to...” within the transcript. Typical noise events identified in a
transcript include: engine sounds, crew seat movement, windshield wiper motors, and
aircraft aural warnings. Latched/detent handle movement, such as flaps, dats and gear
handles, are sometimes generically identified as a “sound similar to latched/detent
handle movement.” Care shall be exercised when associating generic noises, such as
clicks, clacks, and thumps, with a specific action or event. In general, any noise, or
series of noises, associated with a specific event or action must be distinctive and
readily identifiable by itself out of context from the CVR recording.

It is possible for an audio event to be recorded on severa channels by severa
microphone sources. The sound source identified in the transcript is the source with the
clearest audio.

All conversation recorded (within the portions of the recording specified by the
Directors and the |1 C prior to the group meeting) is transcribed for the draft sent to the
Directors of the Offices of Research and Engineering and Aviation Safety. The CVR
group does not decide the relevance of crew conversation—the Directors of the Offices

B-10



Cockpit Voice Recorder Handbook for Aviation Accident Investigation, November 2001

9.6.

9.7.

9.8.

9.9.

9.10.

9.11.

9.12.

of Research and Engineering and Aviation Safety evaluate the transcript for any non-
pertinent conversation.

A coversheset is attached to the preliminary transcript (see attached: Coversheet for
CVR Factual Report/Transcript and Review Log or Release of CVR Factual Report
with Transcript to Regional Director).

The transcript is punctuated and formatted to standard Safety Board transcript style.

Safety Board staff must obtain approval from the Directors of the Offices of Research
and Engineering and Aviation Safety prior to reviewing a written transcript of a CVR
recording.

Aside from minor editorial corrections by the CVR specidist, any significant changesto
the transcript require group consultation and consensus via telephone or through
reconvening the CVR group at Safety Board headquarters.

The transcript may be correlated from the relative time of the recording to local/UTC
time of the accident or any other appropriate correlation data point as determined by
the CVR gpecidlist. If applicable, the timing and correlation is coordinated with the
FDR and V ehicle Performance group chairmen.

Timing and correlation is not a group activity.

If ATC, FDR or radar data are unavailable or do not provide an appropriate correlation
point, the 11C shall supply the CVR specialist with a time that may be correlated to a
CVR event, such as accident time.

10. The CVR Factual Report

10.1.

10.2.

10.3.

If a CVR group is determined to be unnecessary, the CVR specialist writes a factua
report stating that a group was not convened. Additional information may be included
in the factual report such as a summary of the recording contents or timing of select
audio events.

The CVR factual report typically contains information about the CVR type, operation,
damage, recording extraction methods, audio quality, and a summary of transcribed
audio events.

If aCVR group convenes to prepare a transcript, the transcript is attached to the CVR
factual report.
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10.4.

10.5.

The Directors of the Offices of Research and Engineering and Aviation Safety review
the factual report and/or transcript. Any non-pertinent or expletive remarks or
conversations may be edited or deleted from the transcript as deemed necessary by the
Directors of the Offices of Research and Engineering and Aviation Safety, before public
release.

All notes, preliminary transcript drafts, and copies are destroyed when the content of
the CVR transcript has been finalized, unless there is a pending FOIA reguest, in which
all notes and paperwork are retained, as required.

11. Safety Board Staff CVR Review and Official Use of CVR Data

11.1.

11.2.

11.3.

11.4.

11.5.

11.6.

11.7.

11.8.

All Safety Board staff and Members who obtain information concerning the contents of
a CVR recording or written transcript, regardless of reason or source, are bound by
Federal CVR nondisclosure laws.

The Directors of the Offices of Research and Engineering and Aviation Safety
coordinate requests from Board Members to review a CVR recording or, prior to
public release, a CVR transcript.

All Safety Board staff are required to have approval from the I1C, and the Directors of
the Offices of Research and Engineering and Aviation Safety prior to reviewing a CVR
recording, transcript, or notes.

All Board Members and staff are required to sign the CVR Audition Log before each
audition.

Approval to listen to the recording during subsequent review sessions is covered by the
initial approval.

The 11C and other authorized staff may review the transcript, but at no time may any of
the information from the CVR recording, notes, or written transcript be shared or
distributed (verbally or in writing) to the party members or unauthorized staff until the
public release of the CVR factual report with transcript.

Notes may not be taken from the CVR listening room without authorization from the
Directors of the Offices of Research and Engineering and Aviation Safety. Notes may
be secured by the CVR specidist or destroyed.

To the extent possible, the transcript shall not leave the CVR listening room prior to
public release, except in the following instances:
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11.8.1.

11.8.2.

11.8.3.

With approval from Directors of the Offices of Research and Engineering and
Aviation Safety, and in consultation with the 11C and CVR group chairman,
authorized staff may recreate portions of the CVR recording or transcript, in their
report, as necessary for the investigation.

Staff must obtain explicit approva from the Directors of the Offices of Research
and Engineering and Aviation Safety to take CVR notes or portions of the
transcript outside of the CVR listening room. At all times, the authorized staff must
ensure the security of CVR-related portions of their reports and CVR notes. When
finished with any CVR notes, the notes shall be returned to the CVR group
chairman for storage or destruction.

No unauthorized copies of the CVR factual report or CVR transcript shall be made.
An authorized copy may be given to Safety Board staff on a case-by-case basis with
explicit written approval from the Directors of the Offices of Research and
Engineering and Aviation Safety. The CVR group chairman shall clearly mark the
authorized copy to indicate that it is a draft copy or a copy of the final pre-released
report. The transcript must be marked “DUPLICATE” or “COPY,” indicating that
it is not the original. A coversheet shall be attached to the report or transcript (see
attached: Coversheet for CVR Factual Report/Transcript and Review Log) and the
authorized staff shall sign the coversheet’s review log. The coversheet must also
clearly indicate that the copy must be returned to the CVR group chairman. The
name of the Safety Board staff that has been authorized to use the copy must also
be clearly stated on the coversheet. The copy must be returned to the CVR group
chairman for destruction.

11.9. CVR—elated sections of other group chairmen reports may not be distributed to any
party coordinators, group members, unauthorized staff, or the genera public prior to
the public release of the CVR factual report with transcript.

12. Public Release of the CVR Factual Report and Transcript

12.1.  After the report review process, the CVR specialist maintains the security of the factua
report and transcript. The release of the factual report with transcript into the public
docket is coordinated through the CVR group chairman, the Chief of the Vehicle
Recorder Division and either a) the 11C for a major investigation, or b) the Regional
Office Director with the 11C for aregiona investigation. A placeholder will be placed
in the Docket Management System (DMS) until immediately prior to the docket’s
release to the public. (see Docket Management System CVR Report Placeholder).
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12.2.

12.3.

For the case of a CVR factual report without an attached transcript, the factual report
may be released to the 11 C after the report review process.

Per 49 U.S.C. 81114(c), afactual report with a transcript is released to the public only
when the docket is opened to the public (see From 49 U.SC. 81114-Disclosure,
availability, and use of information). Upon the opening of the docket, the CVR
factual report with transcript may be made available through electronic means, including
viathe Safety Board’ s website: http://www.ntsb.gov.

12.3.1. Inthe event that a public hearing is held, the CVR factual report with the attached

transcript shall be released into the public docket at the time of the public hearing.
The general public, including parties to the investigation, may not receive the CVR
transcript prior to the time of the public hearing.

12.3.2. In the event that a public hearing is not held, the report is released into the public

12.4.

docket only when the mgjority of the factua reports are placed into the docket.
The general public, including parties to the investigation, may not receive the CVR
transcript prior to the time the transcript is placed into the public docket.

The CVR factua report with transcript may be sent to the party coordinators at the
time of public release.

13. Regional Investigations. Receipt of Factual Report with a
Transcript—Prior to Public Release

13.1.

13.2.

13.3.

For a regiona investigation, after the report review process, the CVR specidist may
release the factual report with transcript to the I1C, through the Regiona Office
Director. This is accomplished by mailing the transcript, in a sealed envelope, directly
to the Regional Office Director at the regiona office. A coversheet shall be attached to
the factual report and transcript (see attached: Release of CVR Factual Report with
Transcript to Regional Director).

It is the Regional Office Director’s responsibility to ensure that appropriate physical
security is afforded the written transcript (i.e., stored in alocked file cabinet).

The 11C may check out the transcript from the Regional Office Director and to refer to
this secured transcript in the preparation of the 11C’s factual report, but at no time may
any of the information contained in the written transcript be shared or distributed to the
party members until public release.
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13.4.

13.5.

13.6.

Other Safety Board staff must obtain authorization from the Directors of the Offices of
Research and Engineering and Aviation Safety prior to reviewing a written transcript of
a CVR recording.

Authorized individuals who check out the transcript from the Regiona Director are
required to sign the cover sheet attached to the factual/transcript. At al times, the
authorized staff must ensure the security of the CVR transcript, CVR-related portions
of their reports, and CVR notes.

No unauthorized copies of the transcript shall be made.

14. Flight Crew and Other CVR Review

14.1.

14.2.

14.3.

14.4.

14.5.

14.6.

14.7.

14.8.

14.9.

14.10.

14.11.

The 11C is responsible for notifying the surviving flight crew of the opportunity to listen
to the recording and review the CVR transcript. The crew review is a courtesy
extended to the crew, not a requirement.

A CVR specialist supervisesthe crew’s review of the CVR recording and transcript.
The crew isnot alowed to participate asa member of the CVR group activities.

After the crew’s review, additions or changes shall not be made to the CVR
transcript—changes or comments from the crew are notedin the CVR factud report.

A CVR group member may be permitted to accompany a crewmember during the CVR
review, if requested by the crewmember.

No copy of the transcript or notes shall leave the CVR listening room.

Any notes taken during the CVR review are collected by the CVR specialist and
destroyed.

All individuals who review a CVR recording are required to sign the CVR Audition
Log.

At the crewmember’ s discretion, each crewmember may listen separately or together.

All other non-Safety Board individuals provided the opportunity to listen to a CVR
recording must obtain explicit approval from the Directors of the Offices of Research
and Engineering and Aviation Safety.

Any individual who reviews a CVR recording is bound by Federal CVR nondisclosure
laws.
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15. Release of the Recorder and Audio Recording

15.1.

15.2.

15.3.

15.4.

15.5.

15.6.

15.7.

The 11C shall supply the CVR specialist with the recorder’s return organization and
address. Ordinarily with minor accidents and incidents, the owner/operator at the time
of the accident or incident is the rightful return organization. However, there are
instances when the rightful return organization is less apparent, such as when the
insurance company has control of the wreckage, or there arefractiona owners, orif the
aircraft is leased. If there is uncertainty regarding the proper return organization, the
[1C and CVR specidist shall contact the General Counsel, who can resolve any issues
regarding who shall receive the CVR and original CVR recording.

Because of the sensitivity of CVR recordings, it is possible that the return organization
for the CVR unit (the recorder box) is not the same organization that shall receive the
original CVR recording medium.

For tape-based CVRs, the CVR unit—minus the recording origina tape—may be
returned to the owner (or authorized recipient) as soon as the CVR speciaist
determines that there are no issues related to its operation. The origind tape recording
is returned to the authorized recipient only after the investigation is complete and the
transcript has been released to the public.

Typicaly with a solid-state recorder and recording, the actual recorder and its memory
cannot be easily separated. Therefore, the entire CVR is considered “The Original
Recording” and appropriate security measures and protection must be observed.

For solid-state recorders, the CVR, with its solid-state memory, shall not be released
until the investigation is completed or otherwise authorized by the Directors of the
Offices of Research and Engineering and Aviation Safety on a case-by-case basis.

Prior to returning an original CVR recording medium, the CVR specialist must obtain
specific permission from the Directors of the Offices of Research and Engineering and
Aviation Safety. The CVR speciaist shall notify the I1C of itsreturn.

Copies of the CVR recording shall not be released to the owner, or any other party
without the approval of the Directors of the Offices of Research and Engineering and
Aviation Safety.

16. Military Investigations or Other Federal Agencies

16.1.

On occasion the Safety Board is asked to assist with the recovery and read-out of a
CVR involved in a military/Federal accident investigation. The specific tasks requested
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16.2.

16.3.

by the DOD or Federal agency and the extent of participation by the Safety Board
audio laboratory is determined by the Directors of the Offices of Research and
Engineering and Aviation Safety. The requirements of the CVR specialist may include:
downloading the CVR, producing audio copies of the recording, preparing a transcript,
or running a CVR group.

Generally, a brief report of CVR-related procedures performed may be required by the
investigating organization.

Normally, the original and copies of the recording and reports are returned to the
investigating agency. The Safety Board shall not retain any copies.

17. NTSB Investigation with Foreign Representatives

17.1.

17.2.

17.3.

17.4.

When the Safety Board conducts an investigation that involves a foreign
operator/manufacturer, Safety Board CVR procedures and policies apply, in
consultation with the foreign government’s Accredited Representative. Coordination
between the governments is managed by the I1C with the Directors of the Offices of
Research and Engineering and Aviation Safety, and the foreign government’s
Accredited Representative.

If the recording contains useable audio, theinitial audition is conducted by the Directors
of the Offices of Research and Engineering and Aviation Safety (or their designees).
The foreign government’s Accredited Representative and their designees may be
provided the opportunity to review the recording prior to the CVR group meeting.

Participants from the foreign government and their technical advisors shall be clearly
identified to the CVR specialist to avoid unauthorized access to the recording or
written transcript.

The Safety Board and the French Bureau Enquetes-Accidents have a Memorandum of
Agreement that defines the cooperation between the two countries (see attached: NTSB
and BEA Memorandum of Agreement).

18. Foreign Investigationswith NTSB Participation or Assistance

18.1.

Under ICAO Annex 13, when the Safety Board is asked to participate or assist in an
investigation that occurs outside of the United States, the Safety Board audio
|aboratory may be used for the CVR portion of the investigation.
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18.2.

18.3.

18.4.

18.5.

18.6.

18.7.

18.8.

18.9.

18.10.

If the Safety Board assists a foreign government in their accident investigation and the
services of a CVR specialist are required, the Safety Board's Accredited Representative
shall coordinate the requested services through the Directors of the Offices of Research
and Engineering and Aviation Safety. Assistance in the CVR portion of a foreign
investigation may include: downloading the CVR, producing audio copies of the
recording, preparing a transcript, or running a CVR group.

Any subsequent sound spectrum analysis of the CVR recording shall be arranged
through the Safety Board's Accredited Representative in consultation with the Director
of Research and Engineering. Sound spectrum work may require additional Safety
Board staff and resources, and it shall not be assumed that the work is automatically
included as part of the CVR activities.

The point of contact for the foreign investigation (the [1C or the designee) isintroduced
to the CVR specidist. It shall be made clear to al participants involved with the CVR
activities that the CVR specidist shal only be coordinating with the foreign government
through the individual designated as the point of contact.

Participants from the foreign government and their technical advisors shall clearly be
identified to the CVR specialist to avoid unauthorized access to the recording or
written transcript.

The CVR specialist shall keep the Safety Board's Accredited Representative and the
foreign government’s |1 C or designee apprised of any CVR activities or actions.

When assisting in a foreign government’ s investigation, the CVR specialist may suggest
to the investigating government’s |1 C or designee the CVR policies and procedures that
are used by the Safety Board. However, if the foreign government wishes to use its
own policies or procedures, the CVR specialist shall try to comply. In the absence of
specific guidance from the investigating government, pertinent Safety Board CVR
standard practices and procedures apply.

Any issues or conflicts concerning procedures shall immediately be brought to the
attention of the Directors of the Offices of Research and Engineering and Aviation
Safety, in consultation with the Safety Board’'s Accredited Representative, for
immediate resolution.

Generally, the investigating government may require a brief report of procedures
performed, along with awritten transcript of the CVR recording, if applicable.

At the request of the foreign government’s 11C or designee, audio copies and written
transcripts and reports shall be distributed, in consultation with the Safety Board's
Accredited Representative and the Directors of the Offices of Research and Engineering
and Aviation Safety.
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18.11.

18.12.

18.13.

18.14.

The original recording and recorder shall be returned to the foreign government’s 11C
or designee. The Safety Board shall not retain copies of the CVR recording.

During a foreign investigation, the foreign officials are guests of the Safety Board and
shall be welcomed accordingly. During the CVR activities, coordination of daily
events, such as meeting time, lunch and other breaks, are the responsibility of the CVR
specialist. Tofacilitate our accommodating their needs, other concerns regarding faxes,
telephones, hotels, transportation, travel arrangements, and investigation activities not
related to the CVR shall be coordinated through and brought to the attention of the
Accredited Representative or the Office of Aviation Safety delegate. Additional Safety
Board staff may be needed to assist with these other concerns. During the initial
meeting after the arrival of the foreign officials, the role of the CVR specialist shall be
relayed to the group participants in order to avoid unnecessary delays in completing the
CVR activities.

The Safety Board and the French Bureau Enquetes-Accidents have a Memorandum of
Agreement that defines the cooperation between the two countries (see attached: NTSB
and BEA Memorandum of Agreement).

Investigations with Safety Board participation or assistance are protected from FOIA
requestsfor 2 years.
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ATTACHMENT A Statement of Party Representativesto
NTSB Investigation
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STATEMENT OF PARTY REPRESENTATIVES
TONTSB INVESTIGATION

Aircraft ldentification:
Acci dent Number
Regi strati on Number
Make and Mode
Locati on
Dat e

The undersi gned hereby acknow edge that they are participating
in the above-referenced aircraft accident field investigation
(i ncluding any conponent tests and teardowns or sinulator testing)
on behalf of the party indicated adjacent to their name, for the
pur pose of providing technical assistance to the National
Transportation Safety Board.

The undersigned further acknow edge that they have read the
attached copy of 49 CFR Part 831 and have famliarized thensel ves
with 49 CFR 8831.11, which governs participation in NTSB
i nvestigations and agree to abide by provisions of this regul ation.

It is understood that a party representative to an
i nvestigation may not be a person who al so represents clai mants or
insurers. The placenent of a signature hereon constitutes a
representation that participation in this investigation is not on
behalf of either <claimants or insurers and that, while any
information obtained may ultinmately be used in litigation,
participation is not for the purposes of preparing for litigation.

By placing their signatures hereon all participants agree that
they will neither assert nor permt to be asserted on their behalf,
any privilege in litigation, with respect to information or
docunents obtai ned during the course of and as a result of
participation in the NTSB i nvestigation as descri bed above.

It is understood, however, that this formis not intended to
prevent the undersigned fromparticipating in litigation arising
out of the accident referred to above or to require disclosure of
t he undersigned’ s comuni cati ons with counsel.

S| GNATURE NAME ( Printed) PARTY DATE
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Party Statement (cont.)
SI GNATURE NAME ( Pri nt ed) PARTY DATE
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CVR NONDISCLOSURE AGREEMENT

ACCIDENT ID:

Each of the undersigned acknowledges that he/she has read Nationa Transportation
Safety Board (NTSB) regulations 831.11(b) and 831.13(b), which are printed on the reverse side of
this document, and agreesto comply with those rules.

Each undersigned further agrees not to disclose or cause to be disclosed any
information from the cockpit voice recorder (CVR) recording or any transcript thereof except as
expressly authorized by the NTSB. Approval from the NTSB Investigator-In-Charge must be
obtained before disclosure of any information. Disclosure of information to his’her respective
organization shall include only that information which is directly related to safety and at no time shall
non-pertinent remarks, comments, or conversations be disclosed to any person, party, or

organization.

By placing hisher signature hereon, the undersigned acknowledges that the
unauthorized release of CVR information shall be grounds for immediate dismissal from the
investigation, and may result in further legal sanction.

| HAVE READ AND UNDERSTAND THE ABOVE CONDITIONS.
SIGNATURE NAME (PRINTED) PARTY DATE
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CVR Nondisclosure Form (cont.)

831.11 Partiesto theinvestigation.

() All Investigations, regardless of mode.

(1) The investigator-in-charge designates parties to participate in the investigation.
Parties shall be limited to those persons, government agencies, companies, and associations whose
employees, functions, activities, or products were involved in the accident or incident and who can
provide suitable qualified technical personnel actively to assist in the investigation. Other than the
FAA in aviation cases, no other entity is afforded the right to participatein Board investigations.

(2) Participants in the investigation (i.e., party representatives, party coordinators,
and/or the larger party organization) shall be responsive to the direction of Board representatives and
may lose party status if they do not comply with their assigned duties and activity proscriptions or
instructions, or if they conduct themsdvesin amanner prgudicid to theinvestigation.

(3 No party to the investigation shall be represented in any aspect of the NTSB
investigation by any person who also represents claimants or insurers. No party representative may
occupy a legal position (see 845.13 of this chapter). Failure to comply with these provisions may
result in sanctions, including loss of status as a party.

(4) Title 49, United States Code 1132 provides for the appropriate participation of
the FAA in Board investigations, and 1131(a)(2) provides for such participation by other
departments, agencies, or instrumentalities. The FAA and those other entities that meet the
requirements of paragraph (a)(1) of this section will be parties to the investigation with the same
rights and privileges and subject to the same limitations as other parties, provided however that
representatives of the FAA need not sign the “ Statement of Party Representatives to NTSB
Investigation” (see paragraph (b) of this section).

(b) Aviation investigations. In addition to compliance with the provision of
paragraph (a) of this section, and to assist in ensuring complete understanding of the requirements
and limitations of party status, al party representatives in aviation investigations shall sign
“ Satement of Party Representatives to NTSB Investigation” immediately upon attaining party
representative status. Failure timely to sign the statement may result in sanctions, including loss of
status as a party.

831.13 Flow and dissemination of accident or incident information.

(8) Release of information during the field investigation, particularly at the accident
scene, shall be limited to factua developments, and shall be made only through the Board Member
present at the accident scene, the representative of the Board's Office of Public Affairs, or the
investigator-in-charge.

(b) All information concerning the accident or incident obtained by any person or
organization participating in the investigation shall be passed to the I1C through appropriate channds
before being provided to any individual outside the investigation. Parties to the investigation may
relay to their respective organizations information necessary for purposes of prevention or remedial
action. However, no information concerning the accident or incident may be released to any person
not a party representative to the investigation (including non-party representative employees of the
party organization) before initial release by the Safety Board without prior consultation and approval
of thellC.
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CVR Factual and Transcript

DO NOT LEAVE UNATTENDED

RETURN TO: cVR Group Chairman: OFFICE: PH: X

NTSB Accident Number: IC:

CVR DRAFT REPORT/TRANSCRIPT REVIEW TRACKING: __ toustocompee

DRAFT FINAL
Routing Routing
S | Author ambq | RE40 | REL | ASL | RE40
Dae 10/16/2002 Dae
Initids Initids

CVR TRANSCRIPT REVIEW LOG

Prior to public release of this CVR report/transcript, the following

procedures are applicable:

THISDOCUMENT ISFOR OFFICIAL USE ONLY. DUPLICATION ISPROHIBITED.
ACCESS TO THIS TRANSCRIPT SHALL BE AUTHORIZED ONLY BY AS-1 AND RE-1.
THIS DOCUMENT ISNOT TO BE LEFT UNSECURED OR UNATTENDED.

THE CVR GROUP CHAIRMAN IS RESPONSIBLE FOR KEEPING THIS TRANSCRIPT
SECURE. THE INVESTIGATOR-IN-CHARGE OR OTHER NTSB STAFF AUTHORIZED
BY AS-1 AND RE-1 MAY TEMPORARILY “CHECK OUT” THIS DOCUMENT FROM THE
CVR GROUP CHAIRMAN AFTER SIGNING THE REVIEW LOG.

A TRANSCRIPT REVIEW LOG SHALL BE MAINTAINED TO DEFINE WHO HAS HAD
ACCESS TO THIS TRANSCRIPT.

THIS DOCUMENT AND ITS CONTENTS ARE NOT TO BE SHARED WITH ANY
UNAUTHORIZED INDIVIDUALS, INCLUDING UNATHORIZED SAFETY BOARD STAFF.
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CVR Nondisclosure Form (cont.)

Print Name Signature Date/Time OUT Date/TimelN
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CVR Nondisclosure Form (cont.)

ATTACHMENT D Release of CVR Factual Report with
Transcript to Regional Director
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National Transportation
Safety Board

Memorandum

Dat e
To:

Regi onal Director
From

CVR Group Chairman
Subj ect : Regi onal | nvestigati on—-CVR Factual Report/Transcript Rel ease
NTSB Number :
I1C

Prior to public release of this CVR report/transcript, the follow ng
procedures are applicable:

THI'S DOCUMENT IS FOR OFFI Cl AL USE ONLY. DUPLI CATION I'S PRCHI BI TED.

ACCESS TO THI' S TRANSCRI PT SHALL BE AUTHORI ZED ONLY BY AS-1 AND RE-1 (OR
AS-2M OR RE-2, | F NECESSARY).

THI'S DOCUMENT |'S NOT TO BE LEFT UNSECURED AND UNATTENDED.

THE REG ONAL DI RECTOR | S RESPONSI BLE FOR KEEPI NG TH S TRANSCRI PT SECURE.
THE | NVESTI GATOR- | N- CHARGE OR OTHER NTSB PERSONELL AUTHORI ZED BY AS-1 AND RE-1
MAY TEMPORARI LY “CHECK QUT” THI S DOCUMENT FROM THE REG ONAL DI RECTOR

A LOG SHALL BE MAI NTAI NED TO DEFI NE WHO HAS HAD ACCESS TO TH S TRANSCRI PT.

THIS DOCUMENT |S PROVIDED TO THE REG ON QUTSI DE NORVAL CVR SECURITY
CONTRCL.

THI'S DOCUMENT |'S NOT TO BE SHARED QUTSI DE SAFETY BOARD STAFF.

Print Nane Si gnature Date/ Ti me OUT Date/ Time IN

B-30



CVR Transcript Review L og, continued.
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Federal CVR Leaqislation and Requlations

The following codes are referenced in this section: 49 U.S.C. 81114, 49 CFR
831.11, 49 CFR 831.13, 14 CFR 23.1457, 14 CFR 25.1457, 14 CFR 27.1457, 14 CFR
29.1457, 14 CFR 121.359, 14 CFR 135.151, 14 CFR 91.609, and 49 U.S.C.8 1154.
Please check the appropriate sections and codes to obtain current regulations”.

From 49 U.S.C. 81114-Disclosure, availability, and use of information

(c) COCKPIT RECORDINGS AND TRANSCRIPTS.--(1) The Board may not disclose
publicly any part of a cockpit voice or video recorder recording or transcript of oral communications
by and between flight crew members and ground stations related to an accident or incident
investigated by the Board. However, the Board shall make public any part of a transcript or any
written depiction of visual information the Board decidesis relevant to the accident or incident --

(A) if the Board holds a public hearing on the accident or incident, at the time of the hearing;
or

(B) if the Board does not hold a public hearing, at the time a majority of the other factual
reports on the accident or incident are placed in the public docket.

(2) This subsection does not prevent the Board from referring at any time to cockpit voice or
video recorder information in making safety recommendations.

(d) SURFACE VEHICLE RECORDINGS AND TRANSCRIPTS.-

(1) CONFIDENTIALITY OF RECORDINGS.-The Board may not disclose publicly any part
of a surface vehicle voice or video recorder recording or transcript of ora communications by or
among drivers, train employees, or other operating employees responsible for the movement and
direction of the vehicle or vessel, or between such operating employees and company communication
centers, related to an accident investigated by the Board. However, the Board shall make public any
part of atranscript or any written depiction of visual information that the Board decidesis relevant to
the accident -

(A) if the Board holds a public hearing on the accident, at the time of the hearing; or

(B) if the Board does not hold a public hearing, at the time a magjority of the other factual
reports on the accident are placed in the public docket.

(2) REFERENCES TO INFORMATION IN MAKING SAFETY RECOMMENDATIONS.-
This subsection does not prevent the Board from referring at any time to voice or video recorder
information in making safety recommendations.

From 49 CFR 831.11-Parties to the investigation

(@ All Investigations, regardless of mode. (1) The investigator-in-charge designates parties to
participate in the investigation. Parties shall be limited to those persons, government agencies,

! Section iscurrent, as of November 2001. Internet website addresses of complete and current
regulations.  Code of Federal Regulations: http://www.access.gpo.gov/naral/cfr/index.html
United States Code: http://uscode.house.gov/uscode.htm
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Federal Legidation and Regulations (cont.)

companies, and associations whose employees, functions, activities, or products were involved in
the accident or incident and who can provide suitable qualified technical personnel actively to
assist in the investigation. Other than the FAA in aviation cases, no other entity is afforded the
right to participatein Board investigations.

(2) Participants in the investigation (i.e., party representatives, party coordinators, and/or the larger
party organization) shall be responsive to the direction of Board representatives and may lose
party status if they do not comply with their assigned duties and activity proscriptions or
instructions, or if they conduct themsdvesin amanner prgudicid to theinvestigation.

(b) Aviation investigations. In addition to compliance with the provisions of paragraph (@) of this
section, and to assist in ensuring complete understanding of the requirements and limitations of
party status, all party representatives in aviation investigations shall sign “"Statement of Party
Representatives to NTSB Investigation” immediately upon attaining party representative status.
Failure timely to sign that statement may result in sanctions, including loss of status as a party.

From 49 CFR 831.13-Flow and dissemination of accident or incident
information

(b) All information concerning the accident or incident obtained by any person or organization
participating in the investigation shall be passed to the I1C through appropriate channels before
being provided to any individual outside the investigation. Parties to the investigation may relay
to their respective organizations information necessary for purposes of prevention or remedial
action. However, no information concerning the accident or incident may be released to any
person not a party representative to the investigation (including non-party representative
employees of the party organization) before initial release by the Safety Board without prior
consultation and approval of the l1C.

From 14 CFR 23.1457-Airworthiness Standards: Normal, Utility,
Acrobatic, and Commuter Category Airplanes — Cockpit Voice Recorders

(a) Each cockpit voice recorder required by the operating rules of this chapter must be
approved and must be installed so that it will record the following:

(1) Voice communi cations transmitted from or received in the airplane by radio.

(2) Voice communications of flight crewvmembers on the flight deck.

(3) Voice communications of flight crewmembers on the flight deck, using the airplane's
interphone system.

(4) Voice or audio signds identifying navigation or approach aids introduced into a
headset or speaker.

(5) Voice communications of flight crewmembers using the passenger loudspeaker system,
if there is such a system and if the fourth channel is available in accordance with the requirements of
paragraph (c)(4)(ii) of this section.

(b) The recording requirements of paragraph (a)(2) of this section must be met by
installing a cockpit-mounted area microphone, located in the best position for recording voice
communications originating at the first and second pilot stations and voice communications of other
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Federal Legidation and Regulations (cont.)

crewmembers on the flight deck when directed to those stations. The microphone must be so
located and, if necessary, the preamplifiers and filters of the recorder must be so adjusted or
supplemented, so that the intelligibility of the recorded communications is as high as practicable
when recorded under flight cockpit noise conditions and played back. Repeated aura or visua
playback of the record may be used in evaluating intelligibility.

(c) Each cockpit voice recorder must be ingalled so that the part of the communication or
audio signals specified in paragraph (a) of this section obtained from each of the following sources is
recorded on a separate channd:

(1) For the first channel, fromeach boom, mask, or handheld microphone, headset, or
speaker used at thefirst pilot station.

(2) For the second channel fromeach boom, mask, or handheld microph one, headset, or
speaker used at the second pilot station.

(3) For thethird channel --from the cockpit-mounted area microphone.

(4) For the fourth channel from:

(i) Each boom, mask, or handheld microphone, headset, or speaker used at the station for
the third and fourth crewmembers.

(i1) If the stations specified in paragraph (c)(4)(i) of this section are not required or if the
signal at such a station is picked up by another channel, each microphone on the flight deck that is
used with the passenger loudspeaker system, if its Sgnas are not picked up by another channel.

(5) And that as far as is practicable all sounds received by the microphonelistedin
paragraphs (c)(1), (2), and (4) of this section must be recorded without interruption irrespective of
the position of the interphone-transmitter key switch. The design shall ensure that sidetone for the
flight crew is produced only when the interphone, public address system, or radio transmitters are in
use.

(d) Each cockpit voice r ecorder must be installed so that:

(1) It receives its electric power from the bus that provides the maximum reliability for
operation of the cockpit voice recorder without jeopardizing service to essentia or emergency loads.

(2) There is an automatic means to simultaneoudly stop the recorder and prevent each
erasure feature from functioning, within 10 minutes after crash impact; and

(3) There is an aural or visuad means for preflight checking of the recorder for proper
operation.

(e) The record container must be located and mounted to minimize the probability of
rupture of the container as a result of crash impact and consequent heat damage to the record from
fire. In meeting this requirement, the record container must be as far aft as practicable, but may not
be where aft mounted engines may crush the container during impact. However, it need not be
outside of the pressurized compartment.

(f) If the cockpit voice recorder hasa bulk erasure device, theinsta | ation must be designed
to minimize the probability of inadvertent operation and actuation of the device during crash impact.

(g) Each recorder container must:

(1) Be either bright orange or bright yellow;

(2) Havereflective tape affixed to its external surface tofaci litate its location under water;
and

(3) Have an underwater locating device, when required by the operating rules of this
chapter, on or adjacent to the container which is secured in such manner that they are not likely to be
separated during crash impact.

[Amdt. 23-35, 53 FR 26142, July 11, 1988]
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Federal Legidation and Regulations (cont.)

From 14 CFR 25.1457-Airworthiness Standards: Transport Category
Airplanes—Cockpit Voice Recorders

(a) Each cockpit voice recorder required by the operating rules of this chapter must be
approved and must be installed so that it will record the following:

(1) Voice communi cations transmitted from or received in the airplane by radio.

(2) Voice communications of flight crewvmembers on the flight deck.

(3) Voice communications of flight crewmembers on the flight deck, using the airplane's
interphone system.

(4) Voice or audio signds identifying navigation or approach aids introduced into a
headset or speaker.

(5) Voice communications of flight crewmembers using the passenger loudspeaker system,
if there is such a system and if the fourth channel is available in accordance with the requirements of
paragraph (c)(4)(ii) of this section.

(b) The recording requirements of paragraph (a)(2) of this section must be met by
installing a cockpit-mounted area microphone, located in the best position for recording voice
communications originating at the first and second pilot stations and voice communications of other
crewmembers on the flight deck when directed to those stations. The microphone must be so
located and, if necessary, the preamplifiers and filters of the recorder must be so adjusted or
supplemented, that the intelligibility of the recorded communications is as high as practicable when
recorded under flight cockpit noise conditions and played back. Repeated aurd or visud playback of
the record may be used in evaluating intelligibility.

(c) Each cockpit voice recorder must be ingalled so that the part of the communication or
audio signals specified in paragraph (a) of this section obtained from each of the following sources is
recorded on a separate channd:

(1) For the first channd, fromeach boom, mask, or hand -held microphone, headset, or
speaker used at thefirst pilot station.

(2) For the second channel from each boom, mask, or hand-held microphone, headset, or
speaker used at the second pilot station.

(3) For thethird channel --from the cockpit-mounted area microphone.

(4) For the fourth channd, from--

(i) Each boom, mask, or hand -held microphone, headset, or speaker used at the station for
the third and fourth crew members; or

(i1) If the stations specified in paragraph (c)(4)(i) of this section are not required or if the
signal at such a station is picked up by another channel, each microphone on the flight deck that is
used with the passenger loudspeaker system, if its Sgnds are not picked up by another channel.

(5) As far as is practicable all sounds received by the microphonelisted in paragraphs
(©)(2), (2), and (4) of this section must be recorded without interruption irrespective of the position
of the interphone-transmitter key switch. The design shall ensure that sidetone for the flight crew is
produced only when the interphone, public address system, or radio transmitters are in use.

(d) Each cockpit voice recorder must be ingalled so that --

(1) It receives its electric power from the bus that provides the maximum reliability for
operation of the cockpit voice recorder without jeopardizing service to essentia or emergency loads;
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Federal Legidation and Regulations (cont.)

(2) There is an automatic means to smultaneously stop the recorder and prevent each
erasure feature from functioning, within 10 minutes after crash impact; and

(3) There is an aural or visud means for preflight checking of the recorder for pr oper
operation.

(e) The record container must be located and mounted to minimize the probability of
rupture of the container as a result of crash impact and consequent heat damage to the record from
fire. In meeting this requirement, the record container must be as far aft as practicable, but may not
be where aft mounted engines may crush the container during impact. However, it need not be
outside of the pressurized compartment.

(f) If the cockpit voice recorder hasa bulk erasure device, the installation must be designed
to minimize the probability of inadvertent operation and actuation of the device during crash impact.

(g) Each recorder container must--

(1) Be either bright orange or bright yellow;

(2) Haverreflective tape affixed to its external surface to facilitate its location under water;
and

(3) Have an underwater locating device, when required by the operating rules of this
chapter, on or adjacent to the container which is secured in such manner that they are not likely to be
separated during crash impact.

[Doc. No. 5066, 29 FR 18291, Dec. 24, 1964, as amended by Amdt. 25-2, 30 FR 3932,
Mar. 26, 1965; Amdt. 25-16, 32 FR 13914, Oct. 6, 1967; Amdt. 25-41, 42 FR 36971, July 18,
1977; Amdt. 25-65, 53 FR 26143, July 11, 1988]

From 14 CFR 27.1457-Airworthiness Standards: Normal Category
Rotorcraft—Cockpit Voice Recorders

(a) Each cockpit voice recorder required by the operating rules of this chapter must be
approved, and must be installed so that it will record the following:

(1) Voice communi cations transmitted from or received in the rotorcraft by radio.

(2) Voice communications of flight crewvmembers on the flight deck.

(3) Voice communications of flight crewmembers on the flight deck, using the rotorcraft's
interphone system.

(4) Voice or audio signds identifying navigation or approach aids introduced into a
headset or speaker.

(5) Voice communications of flight crewmembers using the passenger loudspeaker system,
if there is such a system, and if the fourth channel is available in accordance with the requirements of
paragraph (c)(4)(ii) of this section.

(b) The recording requirements of paragraph (a)(2) of thissection may be met:

(1) By ingalling a cockpit-mounted area microphone located in the best position for
recording voice communications originating at the first and second pilot stations and voice
communications of other crewmembers on the flight deck when directed to those stations; or

(2) By ingaling a continually energized or voice-actuated lip microphone at the first and
second pilot stations. The microphone specified in this paragraph must be so located and, if
necessary, the preamplifiers and filters of the recorder must be adjusted or supplemented so that the
recorded communications are intelligible when recorded under flight cockpit noise conditions and
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played back. The level of intelligibility must be approved by the Administrator. Repeated aura or
visual playback of the record may be used in evaluating intelligibility.

(c) Each cockpit voice recorder must be ingalled so that the part of the communication or
audio signals specified in paragraph (a) of this section obtained from each of the following sources is
recorded on a separate channd:

(1) For the first channel, from each microphone, headset, or speaker used at the first pilot
station.

(2) For the second channd, from each microphone, headset, or speaker used at the second
pilot station.

(3) For the third channd, from the cockpit-mounted area microphone, or the continualy
energized or voice-actuated lip microphone at thefirst and second pilot stations.

(4) For the fourth channd, from:

(i) Each microphone, headset, or speaker used at the stations for the third and fourth
crewmembers; or

(i1) If the stations specified in paragraph (c)(4)(i) of this section are not required or if the
signal at such a station is picked up by another channel, each microphone on the flight deck that is
used with the passenger loudspeaker system if its signals are not picked up by another channd.

(iif) Each microphone on the flight deck that is used with the rotorcraft's loudspeaker
system if itssgnas are not picked up by another channel.

(d) Each cockpit voice recorder must beingaled sot hat:

(1) It receives its electric power from the bus that provides the maximum reliability for
operation of the cockpit voice recorder without jeopardizing service to essentid or emergency |oads;

(2) There is an automatic means to smultaneously stop the recorder and prevent each
erasure feature from functioning, within 10 minutes after crash impact; and

(3) There is an aural or visuad means for preflight checking of the recorder for proper
operation.

(e) The record container must be locate d and mounted to minimize the probability of
rupture of the container as a result of crash impact and consequent heat damage to the record from
fire.

(f) If the cockpit voice recorder hasa bulk erasure device, theinsta | ation must be designed
to minimize the probability of inadvertent operation and actuation of the device during crash impact.

(g9) Each recorder container must be either bright orange or bright yellow.

[Amdt. 27-22, 53 FR 26144, July 11, 1988]

From 14 CFR 29.1457-Airworthiness Standards: Transport Category
Rotorcraft—Cockpit Voice Recorders

(a) Each cockpit voice recorder required by the operating rules of this chapter must be
approved, and must be installed so that it will record the following:

(1) Voice communications transmitted from or received in the rotorcraft by radio.

(2) Voice communications of flight crewvmembers on the flight deck.

(3) Voice communications of flight crewmembers on the flight deck, using the rotorcraft's
interphone system.

Cockpit Voice Recorder Handbook for Aviation Accident Investigation, November 2001 B-38



Federal Legidation and Regulations (cont.)

(4) Voice or audio signas identifying navigation or approach aids introduced into a
headset or speaker.

(5) Voice communications of flight crewmembers using the passenger loudspeaker system,
if there is such a system, and if the fourth channel is available in accordance with the requirements of
paragraph (c)(4)(ii) of this section.

(b) The recording requirements of paragraph (a)(2) of thissection

may be met--

(1) By ingaling a cockpit-mounted area microphone, located in the best position for
recording voice communications originating at the first and second pilot stations and voice
communications of other crewmembers on the flight deck when directed to those stations; or

(2) By ingaling a continually energized or voice-actuated lip microphone at the first and
second pilot stations. The microphone specified in this paragraph must be so located and, if
necessary, the preamplifiers and filters of the recorder must be so adjusted or supplemented, that the
recorded communications are intelligible when recorded under flight cockpit noise conditions and
played back. The level of intelligibility must be approved by the Administrator. Repeated aura or
visual playback of the record may be used in evaluating intelligibility.

(c) Each cockpit voice recorder must be installed so that the part of the communication or
audio signals specified in paragraph (a) of this section obtained from each of the following sources is
recorded on a separate channd:

(1) For the first channd, from each microphone, headset, or speaker used at the first pilot
station.

(2) For the second channd, from each microphone, headset, or speaker used at the second
pilot station.

(3) For the third channd, from the cockpit-mounted area microphone, or the continualy
energized or voice-actuated lip microphones at thefirst and second pilot stations.

(4) For the fourth channd, from--

(i) Each microphone, headset, or speaker used at the stations for the third and fourth
crewmembers; or

(i) If the stations specified in paragraph (c)(4)(i) of this section are not required or if the
signal at such a station is picked up by another channel, each microphone on the flight deck that is
used with the passenger loudspeaker system if its Sgnds are not picked up by another channel.

(iif) Each microphone on the flight deck that is used with the rotorcraft's loudspeaker
system if itssgnas are not picked up by another channel.

(d) Each cockpit voice recorder must be ingalled so that --

(1) It receives its electric power from the bus that provides the maximum reliability for
operation of the cockpit voice recorder without jeopardizing service to essentid or emergency |oads;

(2) There is an automatic means to smultaneously stop the recorder and prevent each
erasure feature from functioning, within 10 minutes after crash impact; and

(3) There is an aural or visuad means for preflight checking of the recorder for proper
operation.

(e) The record container must be located and mounted to minimize the proba bility of
rupture of the container as a result of crash impact and consequent heat damage to the record from
fire.

(f) If the cockpit voice recorder hasa bulk erasure device, theinsta | ation must be designed
to minimize the probability of inadvertent operation and actuation of the device during crash impact.

(g9) Each recorder container must be either bright orange or bright yellow.
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[Amdt. 29-6, 35 FR 7293, May 9, 1970]

From 14 CFR 121.359-Operating Requirements: Domestic, Flag, and
Supplemental Operations—Cockpit Voice Recorders

(a) No cetificate holder may operate a large turbine engine powered airplane or a large
pressurized airplane with four reciprocating engines unless an approved cockpit voice recorder is
installed in that airplane and is operated continuously from the start of the use of the checklist
(before starting engines for the purpose of flight), to completion of the final checklist at the
termination of the flight.

(b) [Reserved]

(c) The cockpit voice recorder required by paragraph (a) of this section must meet the
following application standards:

(1) The requirements of part 25 of this chapter in affect on August 31, 1977.

(2) After September 1, 1980, each recorder container must--

(i) Be either bright orange or bright yellow;

(i) Have reflective tape affixed to the external surface tofacilitate itslocation under water;
and

(iii) Have an approved underwater locating device on or adjacent to the container which is
secured in such a manner that they are not likely to be separated during crash impact, unless the
cockpit voice recorder, and the flight recorder required by Sec. 121.343, are installed adjacent to
each other in such a manner that they are not likely to be separated during crash impact.

(d) No person may operate a multiengine, turbine-powered airplane having a passenger
seat configuration of 10-19 seats unlessit is equipped with an approved cockpit voice recorder that:

(1) Isingalled in compliance with Sec. 23.1457(a) (1) and (2), (b), (¢), (d), (e), (f), and
(9); Sec. 25.1457(a) (1) and (2), (b), (c), (d), (e), (f), and (g) of this chapter, as applicable; and

(2) Is operated continuoudy from the use of the checklist beforethe flight to completion of
the final checklist at the end of theflight.

(e) No person may operate a multiengine, turbine -powered airplane having a passenger
seat configuration of 20 to 30 seats unless it is equipped with an approved cockpit voice recorder
that--

(1) Is inddled in compliance with Sec. 23.1457 or Sec. 25.1457 of this chapter, as
applicable; and

(2) Is operated continuoudy from the use of the checklist beforethe flight to completion of
the final checklist at the end of theflight.

(f) In complying with this section, an approved cockpit voice recorder having an erasure
feature may be used, so that at any time during the operation of the recorder, information recorded
more than 30 minutes earlier may be erased or otherwise obliterated.

(g) For those aircraft equipped to record the uninterrupted audio signals received by a
boom or a mask microphone, the flight crewmembers are required to use the boom microphone
below 18,000 feet mean sea level. No person may operate a large turbine engine powered airplane
or alarge pressurized airplane with four reciprocating engines manufactured after October 11, 1991,
or on which a cockpit voice recorder has been installed after October 11, 1991, unless it is equipped
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to record the uninterrupted audio signal received by a boom or mask microphone in accordance with
Sec. 25.1457(c)(5) of this chapter.
(h) Inthe event of an accident or occurrence requiring immediate notification of the

National Transportation Safety Board under part 830 of its regulations, which results in the
termination of the flight, the certificate holder shal keep the recorded information for at least 60 days
or, if requested by the Administrator or the Board, for alonger period. Information obtained from
the record is used to assist in determining the cause of accidents or occurrences in connection with
investigations under part 830. The Administrator does not use the record in any civil penalty or
certificate action.

[Doc. No. 6258, 29 FR 19205, Dec. 31, 1964, as amended by Amdt. 121-20, 31 FR 8912,
June 28, 1966; Amdt. 121-23, 31 FR 15192, Dec. 3, 1966; Amdt. 121-32, 32 FR 13914, Oct. 6,
1967; Amdt. 121-130, 41 FR 47229, Oct. 28, 1976; Amdt. 121-135, 42 FR 36973, July 18, 1977;
Amdt. 121-143, 43 FR 22642, May 25, 1978; Amdt. 121-197, 53 FR 26147, July 11, 1988; Amdit.
121-251, 60 FR 65933, Dec. 20, 1995]

From 14 CFR 135.151-Operating Requirements: Commuter and On
Demand Operations and Rules Governing Persons On Board Such
Aircraft—Cockpit Voice Recorder

(2) No person may operate a mul tiengine, turbine-powered airplane or rotorcraft having a
passenger seating configuration of six or more and for which two pilots are required by certification
or operating rules unlessit is equipped with an approved cockpit voice recorder that:

(2) Isinstalled in compliance with Sec. 23.1457(a) (1) and (2), (b), (c), (d), (e), (f), and
(9); Sec. 25.1457(a) (1) and (2), (b), (c), (d), (e), (f), and (g); Sec. 27.1457(a) (1) and (2), (b), (c),
(d), (e), (f), and (g); or Sec. 29.1457(a) (1) and (2), (b), (c), (d), (e), (f), and (g) of this chapter, as
applicable; and

(2) Is operated continuoudy from the use of the check list before the flight to completion
of thefinal check list at the end of theflight.

(b) No person may operate amultiengi ne, turbine-powered airplane or rotorcraft having a
passenger seating configuration of 20 or more seats unless it is equipped with an approved cockpit
voice recorder that--

(1) Isingalled in compliance with Sec. 23.1457, Sec. 25.1457, Sec. 27.1457 or Sec.
29.1457 of this chapter, as applicable; and

(2) Is operated continuoudy from the use of the check list before the flight to completion
of thefinal check list at the end of theflight.

(c) Inthe event of an accident, or occurrence requi ring immediate notification of the
National Transportation Safety Board which results in termination of the flight, the certificate holder
shall keep the recorded information for at least 60 days or, if requested by the Administrator or the
Board, for a longer period. Information obtained from the record may be used to assist in
determining the cause of accidents or occurrences in connection with investigations. The
Administrator does not use the record in any civil penalty or certificate action.

(d) For those aircraft equipped to record the uninterrupted audio signals received by a
boom or a mask microphone the flight crewmembers are required to use the boom microphone
below 18,000 feet mean sea level. No person may operate a large turbine engine powered airplane
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manufactured after October 11, 1991, or on which a cockpit voice recorder has been installed after
October 11, 1991, unless it is equipped to record the uninterrupted audio signal received by a boom
or mask microphone in accordance with Sec. 25.1457(c)(5) of this chapter.
(&) In complying with this section, an approved cockpit voice recorder having an erasure
feature may be used, so that during the
operation of the recorder, information:
(1) Recorded in accordance with paragraph (a) of this section and recorded more than 15
minutes earlier; or
(2) Recorded in accordance with paragraph (b) of this section and recorded more than 30
minutes earlier; may be erased or otherwise obliterated.
[Doc. No. 16097, 43 FR 46783, Oct. 10, 1978, as amended by Amdt. 135-23, 52 FR
9637, Mar. 25, 1987; Amdt. 135-26, 53 FR 26151, July 11, 1988; Amdt. 135-60, 61 FR 2616, Jan.
26, 1996]

From 14 CFR 91.609-General Operating and Flight Rules—Flight
Recorders and Cockpit Voice Recorders

(a) No holder of an air carrier operating certificate or an operating certificate may conduct
any operation under this part with an aircraft listed in the holder's operations specifications or current
list of aircraft used in air transportation unless that aircraft complies with any applicable flight
recorder and cockpit voice recorder requirements of the part under which its certificate is issued
except that the operator may --

(1) Ferry an aircraft with an inoperative flight recorder or cockpit voice recorder from a
place where repair or replacement cannot be made to a place where they can be made;

(2) Continue a flight asoriginally planned, if the flight recorder or cockpit voice recorder
becomes inoperative after theaircraft has taken off;

(3) Conduct an airworthiness flight test during which the flight recorder or cockpit voice
recorder is turned off to test it or to test any communications or electrical equipment installed in the
aircraft; or

(4) Ferry anewly acquired aircraft from the pl ace where possession of it istaken to a place
where the flight recorder or cockpit voice recorder isto be installed.

(b) Notwithstanding paragraphs (c) and (€) of this section, an operator other than the
holder of an air carrier or acommercid operator certificate may--

(1) Ferry an aircraft with an inoperative flight recorder or cockpit voice recorder from a
place where repair or replacement cannot be made to a place where they can be made;

(2) Continue aflight as originally planned if the flight recorder or cockpit voice recorder
becomes inoperative after theaircraft has taken off;

(3) Conduct an airworthiness flight test during which the flight recorder or cockpit voice
recorder is turned off to test it or to test any communications or electrical equipment installed in the
aircraft;

(4) Ferry anewly acquired aircraft from a place where possession of it was taken toa place
where the flight recorder or cockpit voice recorder isto be installed; or

(5) Operatean aircraft:
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(i) For not more than 15 days while the flight recorder and/or cockpit voice recorder is
inoperative and/or removed for repair provided that the aircraft maintenance records contain an entry
that indicates the date of failure, and a placard is located in view of the pilot to show that the flight
recorder or cockpit voice recorder isinoperative.

(if) For not more than an additional 15 days, provided that the requirements in paragraph
(b)(5)(i) are met and that a certificated pilot, or a certificated person authorized to return an aircraft
to service under Sec. 43.7 of this chapter, certifiesin the aircraft maintenance records that additiona
timeisrequired to complete repairs or obtain a replacement unit.

(c) No person may operate a U.S. civil registered, multiengine, turbine-powered airplane
or rotorcraft having a passenger seating configuration, excluding any pilot seats of 10 or more that
has been manufactured after October 11, 1991, unless it is equipped with one or more approved
flight recorders that utilize a digital method of recording and storing data and a method of readily
retrieving that data from the storage medium, that are capable of recording the data specified in
appendix E to this part, for an airplane, or appendix F to this part, for arotorcraft, of this part within
the range, accuracy, and recording interval specified, and that are capable of retaining no less than 8
hours of aircraft operation.

(d) Whenever a flight recorder, required by this section, is indaled, it must b e operated
continuously from the instant the airplane begins the takeoff roll or the rotorcraft begins lift-off until
the arplane has completed the landing roll or the rotorcraft haslanded at its destination.

(e) Unless otherwise authorized by the Administrator, after October 11, 1991, no person
may operate a U.S. civil registered multiengine, turbine-powered airplane or rotorcraft having a
passenger seating configuration of six passengers or more and for which two pilots are required by
type certification or operating rule unlessit is equipped

with an approved cockpit voice recorder that:

() Isingalled in compliance with Sec. 23.1457(a) (1) and (2), (b), (c), (d), (e), (f), and
(9); Sec. 25.1457(a) (1) and (2), (b), (c), (d), (e), (f), and (g); Sec. 27.1457(a) (1) and (2), (b), (c),
(d), (e), (f), and (g); or Sec. 29.1457(a) (1) and (2), (b), (c), (d), (e), (f), and (g) of this chapter, as
applicable; and

(2) Is operated continuoudy from the use of the checklist beforethe flight to completion of
the final checklist at the end of theflight.

(f) In complying with this section, an approved cockpit voice recorder having an erasure
feature may be used, so that at any time during the operation of the recorder, information recorded
more than 15 minutes earlier may be erased or otherwise obliterated.

(9) Inthe event of an accident or occurrence requiring immediate notificationto the
National Transportation Safety Board under part 830 of its regulations that results in the termination
of the flight, any operator who has installed approved flight recorders and approved cockpit voice
recorders shall keep the recorded information for at least 60 days or, if requested by the
Administrator or the Board, for a longer period. Information obtained from the record is used to
assist in determining the cause of accidents or occurrences in connection with the investigation under
part 830. The Administrator does not use the cockpit voice recorder record in any civil penalty or
certificate action.

[Doc. No. 18334, 54 FR 34318, Aug. 18, 1989, as amended by Amdt. 91-226,
56 FR 51621, Oct. 11, 1991; Amdt. 91-228, 57 FR 19353, May 5, 1992]

From 49 U.S.C. 81154-Discovery and use of cockpit and surface vehicle
recordings and transcripts
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(@) TRANSCRIPTS AND RECORDINGS.--(1) Except as provided by this subsection, a
party in ajudicia proceeding may not use discovery to obtain--

(A) any pat of a cockpit or surface vehicle recorder transcript that the National
Transportation Safety Board has not made available to the public under section 1114(c) or 1114(d)
of thistitle; and

(B) acockpit or surface vehicle recorder recording.

(2)(A) Except as provided in paragraph (4)(A) of this subsection, a court may allow
discovery by a party of a cockpit or surface vehicle recorder transcript if, after an in camera review
of the transcript, the court decides that--

(i) the part of the transcript made available to the public under section 1114(c) or 1114(d) of
thistitle does not provide the party with sufficient information for the party to receive afair trid; and

(i) discovery of additiona parts of the transcript is necessary to provide the party with
sufficient information for the party to receive afair trid.

(B) A court may alow discovery, or require production for an in camera review, of a cockpit
or surface vehicle recorder transcript that the Board has not made available under section 1114(c) or
1114(d) of thistitle only if the cockpit or surface vehicle recorder recording is not available.

(3) Except as provided in paragraph (4)(A) of this subsection, a court may allow discovery by
a party of a cockpit or surface vehicle recorder recording if, after an in camera review of the
recording, the court decides that--

(A) the parts of the transcript made available to the public under section 1114(c) or 1114(d)
of thistitle and to the party through discovery under paragraph (2) of this subsection do not provide
the party with sufficient information for the party to receive afair trid; and

(B) discovery of the cockpit or surface vehicle recorder recording is necessary to provide the
party with sufficient information for the party to receive afair trid.

(4)(A) When a court allows discovery in a judicial proceeding of a part of a cockpit or
surface vehicle recorder transcript not made available to the public under section 1114(c) or 1114(d)
of this title or a cockpit or surface vehicle recorder recording, the court shall issue a protective
order--

(i) to limit the use of the part of the transcript or the recording to the judicial proceeding; and

(if) to prohibit dissemination of the part of the transcript or the recording to any person that
does not need access to the part of the transcript or the recording for the proceeding.

(B) A court may allow a part of a cockpit or surface vehicle recorder transcript not made
available to the public under section 1114(c) or 1114(d) of this title or a cockpit or surface vehicle
recorder recording to be admitted into evidence in a judicial proceeding, only if the court places the
part of the transcript or the recording under seal to prevent the use of the part of the transcript or the
recording for purposes other than for the proceeding.

(5) This subsection does not prevent the Board from referring at any time to cockpit or
surface vehicle recorder information in making safety recommendations.

(6) Inthis subsection:

(A) RECORDER.-Theterm "recorder” means a voice or video recorder.

(B) TRANSCRIPT.-The term "transcript” includes any written depiction of visual
information obtained from a video recorder.
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Guiddinesfor the Conduct of International Aviation Accident I nvestigations Between
the National Trangportation Safety Board and the Bureau Enquetes-Accidents

1. Purpose

On March 20, 1985, the Bureau Enquetes-Accident (BEA) and the National
Transportation Safety Board (NTSB) signed a Memorandum of Agreement (MOA) to
ensure that the investigating agencies coordinate their efforts closely during aircraft
accident investigations that involve aircraft equipped with CFM 56 engines, which are
jointly manufactured by SNECMA in France and General Electric Aircraft Engines in the
United States.

France and the United States are today the major States of design and manufacture
for the world's aircraft. As such, they are obligated to either conduct or participate in
numerous investigations throughout the world in accordance with Annex 13 to the
Convention on International Civil Aviation. In addition, France and the United States are
often asked to provide technical assistance, particularly in the readout and analysis of
flight recorders, even for investigations that do not meet the specific conditions of Annex
13. Further, in accordance with their international responsibilities, France and the United
States must oversee operations and continuing airworthiness of aircraft, as stated in
Annexes 6 and 8. This situation has led the NTSB and BEA to recognize the necessity of
replacing the previous MOA with these broader guidelines that would extend to accidents
and incidents involving aircraft of a maximum mass of more than 2250kg.

Article 26 of the Convention on International Civil Aviation, and Annex 13 to the
latter, contain language pointing out the importance for the safety of world air transport
that investigations be carried out with the greatest diligence and with the full cooperation
of the concerned States.

The purpose of these guidelines is to reinforce the cooperation between the BEA
and the NTSB to ensure maximum efficiency for the safety of world civil aviation. The
guidelines are also intended to improve communication and exchanges of information
between the two agencies.

2. Application of Annex 13
The text of Annex 13 referred to in this document is that of the eighth edition
dated July 1994. France and the United States apply the standards and recommended

practices contained in Annex 13 within the limits of the specific differences noted.

Insofar as the guidelines serve to reinforce joint work between the two
investigating agencies, it is the spirit of Annex 13 that isto be applied. In particular, each
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agency intends to make its best efforts to overcome potential difficulties arising due to
differencesin languages, national cultures or geographic locations.

3. Definitions

For application of these guidelines, the definitions of the following words and
phrases are to be those specified in or understood from Annex 13:

Accident

Incident

Serious incident

State of Occurrence
State of Design

State of Manufacture
State of Registration
State of the Operator
Investigator-in-charge
Accredited Representative
Adviser

Draft final report
Differences

For the purpose of these guidelines, “agencies’ are defined as the BEA and the
NTSB.

Along with the accredited representative, there may be a deputy accredited
representative, who should be accorded the same rights, in accordance with Annex 13.

4. Purpose of Technical Investigations

The purpose of accident and incident investigations is to determine the facts,
conditions and circumstances, to analyze and determine the probable causes of such
accidents or incidents, to make recommendations to avoid their recurrence, and to
safeguard human lives. It is not to impute fault or establish responsibility in terms of any
person or agency or to exonerate any person or agency. Any safety recommendations
produced by BEA/NTSB as a result of accident and incident investigations are intended as
ameans to improve safety and preclude recurrence.

5. Notification of Accidentsand Incidents
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When an agency becomes aware of an accident or incident that involves the direct
interests of the other State, it is to inform the other agency by the most rapid means
possible and provide the other agency with all available information consistent with Annex
13 and the laws of the notifying State. Both sdesintend to follow the guidance contained
in Annex 13 regarding serious incidents.

6. Procedures Relating to Investigations of Occurrences Wherein One State is
the State of Manufacture, Design, Registration, or of the Operator, and the
Other isthe State of Occurrence

6.1  Participation in the Investigation

During investigations conducted by agencies of either State, domestic participants
are to participate in the investigation in accordance with the organizationa structure
prescribed by the investigating agency.

During investigations conducted by agencies of either State, international
participants are to participate in the investigation as advisers to the accredited
representative of their State in accordance with the organizational structure prescribed in
Annex 13.

Normal communication is to be conducted through accredited representative
channels. The two agencies are to inform each other of any possible direct
communications with a participant or an organization of the other State.

For public hearings and submissions, the organizational structure may be atered to
provide participants with the ability to best represent themselves.

6.2  Accessto Data From an Investigation

The States affected by the investigation, such as the State of Manufacture or the
State of the Operator, have international duties, in accordance primarily with Annexes 6,
8, and 13. In order to fulfill these duties, they need to have access to the information.
Therefore, the State responsible for conducting the investigation is to provide the
accredited representative from the other State access to all available material, as cited in
paragraph 5.25 of Annex 13. The accredited representative is to receive the material as
soon as practicable. See paragraph 6.6 hereafter regarding proprietary or commercially
sengitive information.

Such dataisto include, but isnot to belimited to:
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* An €lectronic copy of the raw, unmanipulated data obtained from the flight data
recorder(s)(FDR), including datafromdl previousflights.

» Computer printouts, data files and plots of the data, once the accuracy of the datafiles
has been established and agreed to by all participants.

» Data obtained from Quick Access Recorders should be handled in the same manner as
FDR data, if it is determined that these data are relevant to the investigation. (For
example, if they provide more data than the FDR recording).

* A copy of the air traffic control voice recording and transcript of radio
communications, and any other available recordings.

* Radar data obtained from civilian sources in prescribed format and authorized,
available military sources.

* Plots of the time correlation between radar, FDR, air traffic control recordings,
cockpit voice recorder (CVR) data, and other relevant information. These plots are to
be produced in a way that does not disclose protected data from the CVR or image
recorders.

To ensure confidentidity of the sengtiveinformation containedin CVRs and image
recorders, initial readout, examination and analysis of the data derived from these
recorders are to be performed only in the laboratory selected by the State conducting the
investigation, participants should belimited strictly to:

— the investigator in charge and/or personnel from his agency that he will designate, as
well as technically qualified advisers that he will designate, based on the procedures of
his agency,

— the accredited representative or his desgnee,

— technically qualified advisers designated by the accredited representative.

The distribution of transcripts or reports derived from andyses of CVRs andimage
recorders is to be prohibited until they have been released by the agency conducting the
investigation. However, both agencies will proceed in a fully coordinated manner to
provide timely and full access to the CVR recording and transcripts to the accredited
representative or his designee and to selected advisers in the laboratory of the agency
conducting the investigation. Notes are not to be removed from the laboratory.
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6.3. Analyss, Conclusions, and Development of Safety Recommendations

6.3.1 Participation in the Analysis, Conclusions, and Development of Safety
Recommendations

The two agencies intend to apply the provisions of paragraph 5.25 of Annex 13,
particularly paragraphs g) and i), which state that participation shall confer entitlement to:

(9 participation in off-scene investigation activities such as component
examinations, technical briefings, tests, and simulation,

(i)  makesubmissonsin respect of the various e ements of the investigation.

Analysis, and determination of probable causes are the full responsibility of the
investigating agency. However, it is strongly recommended that the other participants in
the investigation provide their contribution on the study of the factual data and be
associated with the deliberations related to the analysis, findings, causes and safety
recommendations. This can best be achieved by regular contacts and discussions between
the investigator in charge and accredited representatives and by written submissons during
the investigation process.

6.3.2 Drafting and Distribution of Safety Recommendations

Safety recommendations should be discussed throughout the investigation.
Advisers should be part of this process. When the agency conducting the investigation
plans to issue safety recommendations before the completion of the draft Final Report,
that agency is to make every effort to share the content of the safety recommendations
with the accredited representative of the other agency (and other agencies, if appropriate)
as soon as practical. The accredited representative is to have the opportunity to comment
on those recommendations and provide those comments to the investigating agency within
a reasonable period of time based on the degree of urgency of the proposed
recommendations. The length of the comment period is to be determined by the
investigating agency. If the accredited representative or his designee is present, he will be
associated with the drafting process.

6.3.3 Didtribution of Safety Recommendations
Safety Recommendations are to be sent to the other agency, along with copies to

both aviation authorities, the U. S. Federa Aviation Administration and France's
Direction Generale de I’ Aviation Civile (FAA and DGAC).
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6.4. Exchangesof Correspondence

In the event that formal correspondence is necessary, each agency may choose the
most appropriate method to transmit correspondence and documents consistent with
prompt receipt. In order to facilitate record keeping and to avoid the loss of
correspondence, the recipient will acknowledge receipt of the correspondence.

6.5 Consultation

Regarding consultations on the draft Final Report outlined in Annex 13, each
agency should seek State comments from the other agency. In addition, the agency
conducting the investigation may give participants an opportunity to review the draft Final
Report and to provide observations through the accredited representative of their State.

6.6  Confidentiality

The agency that receives materials from the other agency should handle the
materials according to their confidentiality or proprietary status, within the bounds of the
respective laws of the two States. Drafts, internal, or working documents that have been
transmitted, except when explicitly indicated to the contrary, are to be considered as
proprietary/confidential documents and treated as such.

6.7 Informing the NewsMedia

The agency conducting the investigation is to be the sole organization that releases
information about the investigation to the news media. After an accident or incident, the
news media and relatives of the victims will be contacting their respective agencies.
Therefore, the press officers of both agencies are to establish working procedures to
ensure that information can be mutually developed and coordinated as much as possible.
Also, whenever possible, such information is to be transmitted by the investigating agency
to the other agency before it is made public. If there aredifferencesof opinion, efforts are
to be made to resolve them before the information is released.

7. Procedures Relating to Investigations of Occurrences Involving
Aircraft Equipped with CFM 56 Engines

The following provisions are to be applied to the investigations of occurrences

involving CFM56 engines, which are jointly manufactured by France and the United
States.
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1 In the case of an investigation directed by either agency, the other agency isto be
notified of the event that prompted the investigation, and may elect to designate an
accredited representative and advisers to participate in the investigation in
accordance with the provisons of Annex 13. If the other agency elects not to
appoint an accredited representative, the other agency is to be provided timely
updates on the progress of the investigation, safety issues developed, and
conclusions that arise.

2. In the event that an accident or incident occurs in the territory of athird State and
the United States or France is the State of Design or Manufacture of the aircraft,
the other agency, which is not the State of Manufacture, the State of Registration
or State of the Operator, is to provide notification of its plans for participation in
the investigation. The other agency may then elect to designate an accredited
representative and appoint advisers to the concerned agency. If the other agency
elects not to take such action, it should be provided timely updates on the progress
of the investigation, safety issuesthat are developed, and conclusions that arise.

3. In the event that there is an occurrence in the territory of a third State, for which
neither of the two agencies is the State of Design or Manufacture of the aircraft,
the two agencies together are to approach the State of occurrence to determine the
most appropriate procedures for representation and participation in the
investigation.

8. Cooperation Between the Two Agencies

8.1 Assstancein the Supervision of Examination of a Component Part

The agency that conducts theinvestigation may request that the other agency assist
in supervising the examination, testing, or disassembling component parts that have been
removed to the location of a manufacturer or other facility of the other State. The other
agency is to provide such assistance to the extent possible. In all cases, the agency that
conducts the investigation is to provide updates as soon as practicable to the other agency
of al investigation activities being carried out in the territory of that State and is to invite
the other agency to participate.

8.2  Training of Personnel
To the extent possible, the two agencies are to facilitate exchanges of personnel

for training and development, including observer status at major investigation accident
sites and subsequent off-scene investigative activities.
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8.3  Exchange of Information

Either agency may request information on the progress of investigations by the
other agency. The other agency is to do everything possible to provide the information.
This information is then to be treated with the same rules of confidentiality as those to
which the providing agency is itself bound, in accordance with the laws of the respective
States.

8.4  Conduct of the Agency Invited to Assist a State of Occurrence

When one of the two agencies is requested by the State of occurrence to provide
technical assistance for an investigation in which the other agency is participating, or
should be participating, under the provisions of Annex 13, the response to the request
should be coordinated with the other agency. The two agencies should work together to
ensure that the investigation is conducted in accordance with the spirit and procedures of
Annex 13. Specifically, all the data necessary to fulfill the responsibilities prescribed by
Annexes 6 and 8, including FDR and CVR information and copies of the recordings,
should be made available to the involved State as soon as practicable. Both agencies are
to update and refine data as it becomes available and are to coordinate to ensure that the
best data set is available as theinvestigation progresses.

8.5  FutureCoordination and Planning

The agencies’ representatives should meet at least annually and alternately at the
facilities of the respective agencies to discuss current investigations and any other relevant
issues.

9. Victimsand Relatives

Both agencies are to work in a fully coordinated manner to better meet the
expectations of the victims and their families to the extent provided for under the laws of
each State.

10. Duration

To the extent consistent with their international obligations, participating agencies
may cease following the procedures set forth in this document at any time, except that
they should continue to follow such procedures for purposes of any investigations in
progress at that time. Regarding investigations in progress, confidentiality of information
previoudy provided under these guiddines should continue consistent with domestic law.

To take into account any changes to international or national rules or policies,
these guidelines are to be reviewed periodicdly by both agencies.
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Signed at _Washington D.C. _on November 16, 2000 _in duplicate in the English
and French languages.

_/9/ Paul Ardanian /s dm Hal
Director Chairman
Bureau Enquetes-Accidents National Transportation Safety Board

NTSB-BEA MOA B-54



ATTACHMENT G Docket M anagement System CVR
Report Placeholder

B-55



APPENDIX C
STAKEDOWN DUTIES OF FIELD INVESTIGATORS

The following information discusses the initial response of Regional staff to a major accident

before the Go Team's arrival. There are two distinct areas of responsiility, those who go to the scene
and those who stay at the office or resdencefor phone coordination with dl involved parties. Both are
equally important and must function as a coordinated team.

ON-SCENE

Immediate response is necessary. All Regiona and Field Office Air Safety Investigators (ASI)

should have at the office a Bloodborne Pathogen protection kit, jump suit, suitable foot wear, and a
packed bag of necessities for an overnight stay. The first person to arrive on-scene should bring a cell
phone and, if possible, a video camera. The purpose of the video is twofold: 1) documentation of
wreckage in the early stages of responseand 2) training.

1

Upon arrival, contact the on-scene commander (or Incident Commander) introduce yourself as
the NTSB representative pending arrival of the Go Team. Explain that the team is en route
and dtate their ETA. Explain that recovery of the “black boxes’ iskey to the investigation and
brief his team on what to look for and where they are typically located. Whoever initially
establishes contact with the on-scene commander/Incident Commander should remain the
primary representative. If a change is appropriate, ensure that the on-scene
commander/Incident Commander is advised. Maintain contact with the command post and the
NTSB Communications Center.

Immediately after assessing the scene, call the designated contact back at the Hed Office. Ask
him/her to attempt to establish a conference cdl with Washington.

Attempt to make no media comments. If media pressure cannot be avoided mention only that
the team is en route, their ETA, and the names of the assigned Board Member, public affairs
officer, and I1C.

Work with locd officids to document any wreckage manipulation for removal of bodies or
rescue of survivors. Ensure that body removd is properly documented and photographed.
This should be done as a team effort by local officials and the medical examiner. You are not
expected to participate in the removal of bodies.

Do not initiate your own investigation. Do not contract for any services unless specificaly
requested or approved by the l1C.

Thoroughly photograph the scene with till and video cameras. Often your pictures will be the
only ones of the scene prior to body remova and the associated disturbance of wreckage.
Make copies available to the 11C as soon as possble, preferably before the Organizationa
Meseting. Retain your negatives, unlessthey are specifically requested by the [1C.



10.

11.

13.

14.

15.

Communicate frequently with those remaining at the office. This is especidly true if you are
out of beeper range. The two groups must work together to keep headquarters aware of what
isgoing on at the scene.

Put high priority on recovery of the CVR and FDR. Coordinate with those back at the office
and headquartersto get the recorders to the lab as soon as possible.

In the event of surviving crewmembers, make yourself aware of their location and pass that
information to the l1C.

Coordinate with the Incident Command Safety Officer for appropriate safety concerns and
procedures. Be prepared to conduct asafety briefing for the 11C and team.

Ensure that the designated media area is not too close to wreckage. If on an arport that has a
public relations department, coordinate with them.

Attempt to meet the Go Team and debrief the Board Member and 11C on known facts,
problems, and actions taken thus far. Introduce them to the Incident Commander and any
other pertinent individuals a the scene. A smooth trangtion of command from thelocd NTSB
to the Go Team is imperative. There should be no doubt in the Incident Commander’s mind
who isrepresenting and leading the Safety Board at any given time.

Make sure that someone from NTSB is at the scene until relieved by the Go Team. If this
becomes an extended period of time or conditions are intolerable, arrange shifts to share this
responsibility. Do not work under extreme conditions too long.

The Feld Office representative who responded on-scene should attend the Organizational
Meeting and be prepared to brief the team.

Do not commit to being a Group Charman without coordination with your Regiona Director

FIELD OFFICE

If after-hours, decide if duties can be performed at home or if they require use of the office.
This will be based on the complexity of the accident, time of day, and number of people
avallable. The regiona director/field chief, or whoever is acting, will normaly be the
designated Feld Office contact. If necessary, duties can be performed from either the regional
office or the satdllite office for any location in the region

Document al phone cdlsin detall.

Coordinate with AS-1, AS-10, and AS-20 continually. One of these offices will become
your primary point of contact at headquarters. The Safety Board's Communications



Center at Headquarters will make arrangements for hotels, rental cars, command post,
computer equipment and telephones.

4, Rental car arrangements may be delegated to you. If so, make sure no one from
headquarters duplicates your efforts. If in doubt, ask AS-10.

5. Coordination with local authorities and headquarters regarding activities on scene could be
the designated Field Office contact’s responsibility for up to four hours. Make yourself
available. This may dictate opening the office in order to have access to severa phone
lines. 1n such cases, it will probably be a two-person job for the first hour of so.

6. For after-hours accidents, whoever takes the first call will be the primary point of contact until
relieved by the Field Office chief. Depending on the Situation, this could be a few minutes or
the duration of the initia response. Once you redize that you are taking notification on a
potential Go Team accident, establish a conference call with the Field Office chief through the
Safety Board's Communications Center (202-314-6290).  Notification of headquarters will
then begin with that conference call.

ATC TOXICOLOGY TESTS

Either those remaining at the office or those reporting on-scene may be called upon by
the IIC or headquarters to assst in coordinating toxicology tests for ATC personnel. This
responsibility could include taking custody of samples.
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APPENDIX D

INVESTIGATION ORGANIZATION CHART, ON-SCENE ROSTER
AND PARTY FORM



INVESTIGATION ORGANIZATION CHART
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ON-SCENE ROSTER

ACCREDITED REPRESENTATIVE

ACCIDENF#

Party:

Coordinator:

Operations

Human Perf.

Structures

Systems

Powerplants

Maintenance Rec.

ATC

W eather

Aircraft Perf.

FDR

CVR

Witnesses

Survival Factors

Airports
Other
OTHER PERSONNEL
BOARD MEMBER SPECIAL ASSISTANT PUBLIC AFFAIRS TRANSPORTATION DISASTER ASSISTANCE
GOVERNMENT LIAISON LOGISTICS ASSISTANT OBSERVER OBSERVER




STATEMENT OF PARTY REPRESENTATIVESTO NTSB INVESTIGATION

Aircraft |dentification

Registration Number
Make and Modd
Location

Date

The undersigned hereby acknowledge that they are participating in the above-referenced
aircraft accident or incident investigation (including any component tests and teardowns or
simulator testing) on behalf of the party indicated adjacent to their name, for the purpose of
providing technical assistance to the National Transportation Safety Board.

The undersigned further acknowledge that they have read the attached copy of 49 C.F.R.
Part 831 and have familiarized themselves with 49 C.F.R. § 831.11, which governs participation
in NTSB investigations and agree to abide by the provisions of that regulation.

It is understood that a party representative to an investigation may not occupy a legal
position or be a person who also represents claimants or insurers. The placement of a signature
hereon constitutes a representation that participation in this investigation is not on behalf of either
claimants or insurers and that, while any information obtained may ultimately be used in litigation,
participation is not for the purposes of preparing for litigation.

By placing their signatures hereon, all participants agree that they will neither assert, nor
permit to be asserted on their behalf, any privilege in litigation, with respect to information or
documents obtained during the course of and as a result of participation in the NTSB
investigation as described above. It is understood, however, that this form is not intended to
prevent the undersigned from participating in litigation arisng out of the accident referred to
above or to require disclosure of the undersigned’s communications with counsal.

SIGNATURE NAME (Print PARTY DATE
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PARTY

DATE




APPENDIX E

[IC'SOPENING STATEMENT AT ORGANIZATIONAL MEETING

We are here to investigate the accident involving [airline, flight #, aircraft type] that
crashed at [location], on [date]. | have distributed information that addresses severa pertinent Safety
Board procedures regarding the conduct of aircraft accident investigations. Please read this and make
sure that you understand all of the information given. Everyone participating in thisinvestigation must
adhere to these rules throughout the conduct of this investigation. Please keep in mind, though, that
these rules are not intended to be dl-encompassing. If you have any questions concerning procedures
during the investigation or believe that you will be unable to follow a procedure, please see me.

| would now like to discuss participation by partiesto thisinvestigation.

National Transportation Safety Board rules limit party status in arcraft accident
investigations to those organizations or agencies "whose employees, functions, activities, or products
were involved in the accident or incident and who can provide suitable qualified technical personnel to
actively assst in the field investigation.” We allow participation by partiesin our investigationsfor two
reasons. Fird, parties, can assst the Safety Board by offering technical expertise that it may lack.
Consequently, al persons participating in this investigation must be in a postion to contribute
knowledge or sKills that could be relevant to the investigation. As a result, you may be asked to
describe the qudifications of the individuals you nominate to participate in thisinvestigation.

Second, and more important, party participation enables a company or organization to
have immediate access to facts concerning the accident should it need to quickly initiate preventive or
corrective action. If a problem is discovered, safety concerns require thet it be immediately remedied,
often by the company.

A paty coordinator will supervise the members of each party involved in this
investigation. This individual should also possess sufficient authority within his or her organization to
be empowered to make decisions on behdf of the organization during this on-scene phase. 1n addition,
there is no such thing as an assistant or co-coordinator. A single individual speaks for a party. The
party coordinator will be the NTSB's direct and official point-of-contact for your organization and,
therefore, should be able to maintain contact with me at dl times while we are here.  Sometimes
decisons will have to be made very rapidly and we cannot waste time trying to track each other down.
Consequently, | request that any coordinator who is not present a the command post be available for
contact by cell phone, by pager, or by other means.

Each evening we will convene a progress meeting to learn the facts that have been

gathered during the course of the day and to plan strategies for the next day. | would like the party
coordinatorsto represent the parties at these metings.
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The Safety Board will disseminate to the public dl information regarding the accident,
either through our Board Member, public affairs officer, or myself. We will hold regular briefings to
the press. Please refrain from discussing the accident or our investigation of it in public, or giving
information about ether to the press. Any violation of this restriction will be consdered a serious
infraction of Board rules. This does not mean you may not have any contact with the press. You can
discuss certain facts. A good rule of thumb is if you had the information before the accident, you can
discussit after.

| hope | do not need to remind you that an airplane accident Site can be a very
dangerous environment. 1t may contain damaged but fully inflated tires or pressurized oxygen bottles,
precarioudy balanced pieces of large heavy aircraft structure, razor-sharp torn sheet metal, scattered
hazardous cargo, and the like. There may aso be decaying organic material that can expose personnel
to viruses such as hepatitis or AIDS. Please wear appropriate protective garb when working near the
accident ste, including rubber gloves with heavy leather gloves over them, strong boots, eye goggles,
and the like. Lagtly, from a psychologica standpoint, please beware of the potentia effects that a
tragedy such as this accident can have on you. Working around scenes of death is not easy. The
NTSB people in this room are accustomed to working in an environment like this. Most of you
probably are not.

Arethere any questions?
At thistime, | would like to explain the NTSB group system of investigation.

Participants from the parties will be assgned to working groups led by NTSB
gpecidids, called Group Chairmen, for the duration of the on-scene investigation. Asarule, we do not
permit anyone who is unwilling or unable to remain with their assgned groups for the approximate
___ daysof this on-scene phase to participate in the investigation.

The working groups are going to be assmall as passble while maintaining theahility to
accomplish their assigned tasks. Decisions as to who will be on the working groups will be made by
the NTSB Group Chairmen. See meif you have questions about the Group Charmen's dedis ons.

As agpplicable, each participant in the investigation will be given an identification badge
alowing entry to the ste and the command post. Please wear these at dl times when working on the
investigation during this on-site phase.

| know | have thrown a lot of information at you in just afew minutes. Please fed free

now, or any time from now on, to ask questions. We will now identify party coordinators and assign
individuals to working groups.
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APPENDIX F

GUIDANCE FOR ACCREDITED REPRESENTATIVES, ADVISORS, PARTY
COORDINATORSAND OTHER PARTICIPANTSIN THE SAFETY BOARD’S
INVESTIGATION OF AIRCRAFT ACCIDENTS

At the organizational meeting of an accident or incident investigation, the investigator-in-
charge (11C) will provide guidance for accredited representatives, advisors and party coordinators
about their participation in the Safety Board's investigative process. This document contains
detailed guidance material and applicable Safety Board administrative procedures concerning the
role of aforeign state representative, an adviser to aforeign state representative, or a party to the
investigation. Please keep in mind that these guidelines are not intended to be all-encompassing.
Answersto questions not provided by these guidelines should be obtained from the 11C.

1. Role of Partiesto the Investigation

The primary purpose of inviting organizations to participate in an accident investigation is
to assist the Board in developing a complete and accurate factual record of the accident. It also
helps responsible safety officials to have immediate access to facts regarding the accident/incident
that may facilitate prompt preventive and/or corrective action. Participation as a party, however,
is a privilege—not a right—and conveys no right to information or participation. You will
participate initially in the field (on-scene) phase of the investigation as a Party Coordinator or asa
representative of a party to the investigation. Later, your organization may be designated as a
party to any public hearing on the accident the Board may hold, provided it meets the Board's
requirements. Participation in the investigation does not automatically guarantee party status at a
Safety Board public hearing. Conversdy, participation in theinvestigation is not a prerequisite to
participation in a public hearing.

All persons participating in the Safety Board's investigation must have qualifications that
relate to specific factual information or skills that would not otherwise be available to the Board.
Also, no participating organization will be permitted representation by a person who has interests
beyond the safety objective of the investigation. The Board's rules specifically prohibit any party
from being represented by a person who represents claimants or insurers. No persons occupying
legal positions may participate as parties. Participants in the investigation shall be responsive to
the direction of Safety Board personnel and may be expelled from the investigation if they do not
perform their assigned duties or if they conduct themselves in a manner prejudicial to the
investigation. If you are a party coordinator for your organization, you will also be required to
sign a statement to ensure your complete understanding of 49 Code of Federal Regulations
(CFR) Part 831.11 related to parties to the field investigation. At all phases of the investigation,
party coordinators are responsible for the behavior of their employees or representatives.

2. The Role of the Federal Aviation Administration (FAA) in the Investigation

The Safety Board is charged by the U.S. Congress according to 49 U.S. Code (USC)
Section 1131 with the responsibility of investigating civil aircraft accidents, reporting and



analyzing the facts, conditions, and circumstances relating to each accident, and determining the
probable cause(s) thereof. To preclude any misunderstanding concerning the responsibilities of
the Safety Board and the FAA, refer to 49 USC Section 1131, as amended, which sets forth the
Safety Board' s responsibilities for the investigation of aircraft accidents and its duties.

Title 49 USC Section 1132(c) states, “The Board shall provide for the participation of the
Secretary of Transportation in the investigation of an aircraft accident under this chapter when
participation is necessary to carry out the duties and powers of the Secretary. However, the
Secretary may not participate in establishing probable cause.” The FAA, on behalf of the DOT, is
the only U.S. organization entitled by law to participate as a party; no other domestic organization
isautomatically entitled to participate in a Safety Board investigation.

In the past, some individuals have been reluctant to give evidence to Safety Board
investigators because of the participation of FAA employees who may also be responsible for
enforcement of Federal Aviation Regulations (FARS). To prevent such reluctance, Safety Board
policy permits a person being interviewed to request exclusion of FAA employees from
interviews. However, if FAA personnel are excluded from a Safety Board interview, the FAA
may want to interview the person involved in the accident following the Safety Board interview.
Also, the substance of a Safety Board interview will be made available to all participants,
including the FAA.

3. The Role of Foreign States Participating in Safety Board I nvestigations

Annex 13 to the Convention on International Civil Aviation (ICAQO) provides for the
participation of states of design, manufacture, operation, or registration. Through various ICAO
Annexes, member states of ICAO have international obligations to ensure the continuing
airworthiness, safe operation, and oversight of aircraft manufactured, operated, or registered in
their respective states, just as the FAA has smilar responsibilities for U.S.-manufactured and
operated aircraft.

In the event of an accident or serious incident, an accredited representative is designated
by a state to participate in an investigation. Advisor(s) are appointed by astatefor the purpose of
assisting its accredited representative in an investigation. Based on the investigative procedures in
Annex 13, advisors will remain under the supervision of and the accredited representative will be
responsible for the appointed advisers. All advisers (including commercial company technical
representatives and government aviation authority representatives) assisting in the investigation
will remain under the supervision of the participating state accredited representative throughout
the on-scene and technica phases of theinvestigation.

In order to conform to international standards and recommended practices, as well as to
provide the I1C with the relevant information and necessary support, accredited representatives
and their advisors from foreign states participate in the complete investigative process, which
includes entitlement to thefollowing:



» Visiting the scene,

» Examining the wreckage,

» Obtaining witness information and suggest areas of questioning,

» Full accessto all relevant data as soon as possible,

* Recelving copies of all pertinent documents,

» Participating in readouts of recorded media,

» Participating in off-scene investigative activities,

» Participating in investigative progress meetings, and

» Making submissions with respect to the elementsof the invegigation.

The accredited representative will be invited and encouraged to attend all organization,
progress, and planning meetings and to communicate freely with the 11C.

In order to promote international coordination and consultation, the accredited
representative may wish to appoint an additional government investigator to act on his or her
behalf either at the site or at the Safety Board's engineering laboratories. The Safety Board will
recognize an "accredited representative assistant” and afford such a designee al the recognized
rights of participation.

Although Safety Board rules provide that deliberations related to analysis, findings,
probable cause(s) and recommendations remain internal products, accredited representatives are
provided 60 days to review and comment on draft reports. Additional participation is also
encouraged through the timely use of written submissions. ThelIC will maintain follow-on
communications and should endeavor to provide the accredited representative with an overview
of the analyssin sufficient detail to dlow preparation of his or her submissions.

The Safety Board will also invite all states that participated in the investigation to submit
significant and substantiated comments for consideration in preparing the draft Final Report.

4. Public Hearing
The accredited representatives and parties will be notified if circumstances dictate that a
public hearing will be held in conjunction with this accident. Public hearings are conducted in

accordance with 49 CFR Part 845. After the hearing, a transcript of it will be prepared for
inclusion in the public docket of facts relating to the occurrence.

F-3



5. Recovery and Security of Wreckage

In most cases, the Safety Board requires only the recovery of certain portions of the
aircraft wreckage and protection of the accident site from interference by unauthorized persons.
The Safety Board cannot assume responsibility for the recovery of deceased accident victims,
crowd control, the recovery and removal of wreckage that may constitute a public danger or
nuisance, or for normal police, fire, and rescue services. If special and unusual circumstances
arise in this area, consultations with appropriate local government officials will take place.
Following completion of the on-gite investigation of the aircraft, the site and aircraft wreckage
that is no longer needed will be released. Any further provision for securing the site or aircraft
partsis not the responghility of the Safety Board.

6. Handling of Accident Information

The flow and dissemination of information during the course of a Safety Board
investigation shall follow a distinct pattern, which is that no individual or group will withhold
information; failure to follow this policy is grounds for dismissal from the investigation.

Factual information obtained by group members assigned to the team will be brought
promptly to the attention of the respective Safety Board group chairmen. The group chairmen
will pass al information that is gathered by various groups during the investigation to the I1C.

Group members may provide factual information to their respective party coordinators
after such information has been given to their group chairman. All the factual information and
developments in the investigation that are known to the I1C will be passed on to each of the party
coordinators.

The I1C will share and discuss al information and developments with the accredited
representative(s). Subsequently, the accredited representative(s) are expected to share all relevant
factual information with their advisers. Such exchanges of information among the technical
members of the accredited representative adviser team and feedback to the 11C will contribute to
the scope and depth of the investigation. Accredited representatives are guided by the
Participation and Obligations paragraphs of Annex 13, chapter 5 regarding state communications.

Party coordinators or advisers to accredited representatives may relay information to their
respective organizations provided that the information is factual and is presented in the proper
perspective. This information should be transmitted on a “need to know” basis for purposes of
accident prevention, remedial action, or similar reasons and is not for public release. Party
coordinators or advisers to accredited representatives should keep the I1C apprised of how their
organizations plan to use the information. Common sense and good judgment must prevail to
avoid potential action on preiminary information that proves to be untrue.
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7. Dissemination of Information to the Public (On-Scene)

Contacts with news media regarding the facts and circumstances of the accident will be
made only by the on-scene Member of the Safety Board or the Public Affairs representative of the
Safety Board. If neither a Board Member nor a representative of the Office of Public Affairsis
available, such contacts will only be made by the IIC. Contact with the news media by party
coordinators, Safety Board group chairmen, accredited representatives or their advisors and
group members is not authorized and will be grounds for removing those individuals or
organizations from the investigation. Whenever possible, accredited representatives and party
coordinators will be afforded the opportunity to preview factual information before it is released
to the news media

Following progress meetings and at other, unscheduled times when significant information
is uncovered, the Board Member, Public Affairs officer, or 11C will brief the press on the facts
collected by the team. In some instances, one or more parties to the investigation will be
adversely affected by the release of factual information. This situation is unavoidable and is
sometimes resented by the affected party. However, if an accredited representative, adviser, or
party coordinator questions the factual nature of information shared at the progress meeting, such
concerns should be raised promptly before a news media briefing. Unilateral press briefings or
formal “clarifications’ by any participants to an investigation are prohibited.

The Safety Board's independence and objectivity make it the appropriate organization to
publicly announce the facts. Safety Board rules and procedures regarding the release of
information gathered during an investigation were designed to prevent parties with vested
interests from “leaking” or releasing information that would reflect adversely on other parties. |If
the Safety Board does not release the facts, parties that have something to gain might make
unauthorized releases. Questions regarding these regulations and policies should be resolved in
discussions with the 1IC, Public Affairs officer, or Board Member to prevent unnecessary
resentment between investigation team members.

These provisions do not exclude the right of the manufacturer or the authority in charge of
the aircraft’s airworthiness to release, after discussions and coordination with the [1C, accident
briefs informing third-party States or aircraft operators of previously released factual information
and provisond safety measures that will be taken.

Party coordinators are authorized to allow their public affairs representatives to release
general background information about their organization to the news media during the on-scene
phase of the investigation. International participants are encouraged to follow similar guidelines.
Genera information, such as the number of employees in a company, the numbers and types of
aircraft in a fleet, is releasable. A good rule of thumb is any information that could have been
released before the accident is acceptable. When doubt exists about the release of information,
contact the I11C or the Safety Board' s Public Affairs representative.
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In summary, the Safety Board’s guiding policy regarding the release of information is as
follows:

The Safety Board is a public agency engaged in the public's busness and supported
by public funds. The work it does in the business of aviation safety is open for
public review, and the Act under which it operates makes this mandatory. The
Safety Board believes that briefing the news media during the on-site investigation
of an aircraft accident should be anorma part of that investigation.

Copies of 49 CFR Part 801, the Safety Board's Procedural Regulations regarding public
disclosure of aircraft accident information, are availablefrom the I1Cfor guidance.

8. Assignment and Duties of Group Members

The I1C, accredited representative(s) (when present), party coordinators, and group
chairmen will assign and organize the various investigating groups. Selected group members
should have expertise in their proposed areas of investigation and must be prepared to remain
wi