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INSTRUCTION FOR THE REGISTRATION AND TRANSMISSION OF
SAFETY RECOMMENDATIONS

1. Purpose, scope, legal basis and principles

1.1. The purpose of this instruction is to coordinate the preparation, validation, registration,
sending, monitoring, receiving responses, evaluating and reporting of safety
recommendations issued as a result of aircraft accident and incident investigation work.

1.2. This instruction shall be followed by the aircraft accident and incident investigation
Bureau investigators, investigation team leaders, department heads, specialists in charge of
registration and research issues, and organizations and officials who receive and respond to
recommendations.

1.3. This instruction shall be applied in accordance with Annex 13 - Aircraft Accident and
Incident Investigation of the ICAO Chicago Convention, relevant national regulations, and
aircraft accident and incident investigation procedures.

1.4. The sole purpose of safety recommendations is to prevent the recurrence of accidents
and incidents and to improve aviation safety. The recommendations are not intended to
identify, assign blame, or impose liability.

1.5. Security recommendations are formulated in a way that is specific, risk-based,
actionable, targeted, time-bound, and monitorable.

2. Definitions

2.1. “Safety recommendation” means a proposal or action for the purpose of further
prevention based on the analysis of an accident or violation, the identified risks, causes, and
contributing factors.

2.2. “Urgent safety recommendation” means a recommendation issued without waiting for
the final report if it is deemed necessary to take preventive measures immediately at any
stage of the analysis and investigation.

2.3. “Registration and research specialist” means an employee responsible for
maintaining a consolidated record, dispatch, follow-up monitoring, and reporting of
recommendations.

2.4. “Implementing party” means a government agency, business entity, organization,
official, or other person who receives and responds to the recommendation and takes
preventive measures.



3. Preparation and issuance of recommendations

3.1. Safety recommendations shall be prepared in collaboration with the investigator
responsible for the investigation of the accident or violation and, where necessary, the
investigation team leader.

3.2. Recommendations shall be based on the investigation report and conclusions, identified
hazards, risks, causes, and contributing factors.

3.3. Recommendations may be issued at any stage of the investigation. If immediate
preventive measures are required, urgent safety recommendations shall be issued without
waiting for the final report.

3.4. Each recommendation shall include the following information: (a) the relevant
investigation number; (b) a brief description of the risk and its justification; (c) the receiving
organization or official; (d) the preventive measures proposed to be taken; (e) the response
time; (f) a note on whether it is urgent.

3.5. Where appropriate, recommendations may be addressed to domestic authorities,
relevant foreign authorities responsible for accident and incident investigation, and to ICAO
for matters directly related to ICAO documents and standards.

3.6. Where more than one authority is addressed on the same matter, the responsible party,
the expected action and the scope of implementation of each recommendation shall be
clearly indicated separately.

4. Approval of recommendations

4.1. The prepared recommendations shall be reviewed in advance by the reviewer and the
team leader, and, if necessary, shall be discussed and discussed with technical, legal, and
related experts.

4.2. The recommendations shall be approved by the head of the department. If necessary,
the recommendations may be discussed and approved in a meeting.

4.3. Urgent safety recommendations may be approved in an abbreviated manner and sent
immediately after approval.

4.4. The approved recommendations shall contain the signature, date, recommendation
number, relevant review operation number, recipient name, and response time.



5. Registration of Recommendations

5.1. The reviewer or team leader shall submit the original and electronic copies of the
approved recommendations with their signatures to the specialist in charge of registration
and research.

5.2. The specialist in charge of registration and research shall assign a unique registration
number to each recommendation and enter the following information in the unified register:
recommendation number, date, case/file number, recommendation type, recipient, summary
of contents, date sent, response time, response received, and monitoring status.

5.3. When registering, the reviewer or team leader shall clarify where, in what quantity, and
through which channel the recommendations will be sent and record it in the register.

6. Sending the recommendation

6.1. The specialist in charge of registration and research issues shall send the approved
recommendation to the relevant party within 3 working days from the date of registration.
Urgent recommendations shall be sent on the same day, or, if not possible, within the next
working day.

6.2. The recommendation shall be sent in writing and, if necessary or agreed in advance,
may be sent by e-mail.

6.3. Each transmission shall be recorded in the record, indicating the place, number of
copies, date and channel of transmission.

6.4. An acknowledgement of receipt, a formal reply or electronic confirmation shall be
obtained from the receiving party to confirm receipt of the recommendation.

6.5. The receiving party shall, in accordance with Annex 13, provide written notification of the
action taken, the action being considered or the reasons for not taking any action within 90
days from the date of the transmission of the formal notification. A shorter period may be set
for urgent recommendations.

6.6. The recommendations included in the final report will be submitted to the recipient either
with the report or in a separate accompanying letter.



7. Monitoring and follow-up

7.1. The specialist in charge of registration and research issues shall regularly monitor the
response and implementation process of the recommendations and update them on a
guarterly basis.

7.2. If the response period has expired but no response has been received, a reminder letter
shall be sent within 10 working days and presented to the head of the department.

7.3. During the monitoring process, the status of the recommendation shall be recorded as
follows: “Draft”, “Sent”, “Awaiting response”, “Taking action”, “Taking action”, “Notified that no

action will be taken”, “Closed”.

7.4. The specialist in charge of registration and research issues shall not transfer the
recommendation to the “closed” status on its own and shall base it on the conclusion of the
reviewer and the decision of the head of the department.

8. Receiving and evaluating the response

8.1. The official response to the recommendation may be received by letter, e-mail, or other
documented channels.

8.2. The response received shall be recorded by the specialist in charge of registration and
research issues and shall be kept in the file together with the relevant materials.

8.3. The reviewer or team leader shall evaluate the response in terms of content and make
one of the following conclusions: (a) action taken in full; (b) action being taken; (c) no action
indicated; (d) additional clarification required.

8.4. If the receiving party indicates that no action will be taken, the reasons for the response,
the impact of the risk, and the existence of alternative measures shall be assessed, and
additional explanations or re-approaches shall be made if necessary.

8.5. If the response to the recommendation and the measures taken or under consideration
are considered satisfactory, the head of the department shall make a decision to close the
response.

9. Reporting

9.1. The specialist responsible for registration and research issues shall report quarterly to
the head of the department on the registration, response, and implementation of
recommendations.



9.2. The annual report shall include at least the following information: the total number of
recommendations issued in the current year; information classified by receiving organization
and field; the number of recommendations that have been taken, are being taken, refused to
be taken, and closed; a list of overdue recommendations; recurring system problems and
proposals for further action.

10. Registration, archiving, and confidentiality

10.1. The original and electronic copies of recommendations, proof of sending, received
responses, monitoring notes, and reports shall be separately prepared and archived.

10.2. The relevant confidentiality and document retention procedures shall be followed for
records, official letters, e-mails, responses, and attached materials related to
recommendations.

10.3. In the event of changes to the unified register, the date of the change, the name of the
employee, and the reason for the change shall be recorded.

11. Sequence of Activities

Step Responsible Person Main Action Timeline
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3 . and Enters into the Unified | Date of Receipt
Research Specialist :
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Appendix 1

SCHEDULE OF CONSOLIDATED REGISTER OF SAFETY RECOMMENDATIONS

Ne Recommendation | Date Recipient | Summary | Response | Response | Status
Number Time Date

Appendix 2
RESPONSE TO RECOMMENDATIONS AND FOLLOW-UP CONTROL SHEET
Taken Reviewer’'s

Recommendation | Recipient Date Summary of|Assessment |Director's
Number Response Response Action Decision
Appendix 3

FORMULA FOR PROVIDING RECOMMENDATIONS

To:

Cc:

Date:

Contents: Regarding submission of safety recommendations

The following safety recommendations resulting from the review are being submitted to your
organization. Please provide written notice of any action taken or contemplated in response
to this recommendation, or of any reason for not taking any action, within 90 days of the date




of this letter. For urgent recommendations, please follow the specific deadlines specified in
the letter.

Ne Recommendation Number Content of | Response Deadline
Recommendation

Head of AAIB:




