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PROCEDURE FOR RECEIVING AND FORWARDING INFORMATION
ON ACCIDENTS AND INCIDENTS

ONE. GENERAL PROVISIONS

1.1. The main purpose of this procedure is to regulate the receipt of mandatory reports

and all other information concerning aircraft accidents and incidents, whether received in

writing or through telephones and communication means designated for receiving such

information.
1.2. To ensure continuous receipt of information related to aircraft accidents and

incidents, a 24-hour permanent duty function shall be performed by personnel on a rotating

basis in accordance with the duty roster approved by the Head of the Bureau and Chief

lnvestigator.
1.3. tne Outy officer responsible for receiving and fonryarding accident and incident

information shall keep a detailed "duty logbook" recording the information received, the time

it was received, from whom it was received, and what action was taken.

TWO. INFORMATION RECORDS

- Telephone, fax, and emailfor receiving information
- lnformation registration logbook
- List of contict numbers and addresses of officials and organizations for

dissemination of information (domestic and international)

THREE. SCOPE OF INFORMATION

3.1. lnformation related to aircraft accidents and incidents shall include the following:

- lnformation on aircraft accidents
- lnformation on aircraft incidents
- Malfunctions or deficiencies in equipment and systems supporting

operations
- lnformation on dangerous goods
- lnformation on acts of unlawful interference

- Any other irregularities considered to be related to an accident or incident

FOUR. RECEIPT OF INFORMATION

4.1. Any information related to aircraft accidents and shall be received by the

designated duty officer on a 24-hour basis.
4.2.-Duty responsibilities shall be performed by professional investigators in accordance

with the roster approved by the Head of the Bureau. (Attachment 1)

4.3. The duty officer shall receive information through the following communication

channels:
- Mobile phone: 95953399
- Telephone:71285040
- Fax: (976)-70049974
- Email: aaib@aaib.gov.mn
- Web: mvw.aaib.gov.mn
4.4. The duty officer shall take over duty at 08:00, prepare the workstation, and remain

ready to receive information. During working hours from 08:00 to 17.00, fax and email shall

flight



be checked every hour. Outside working hours
and Sundays, information shall be received by
whenever possible.
4.5. After receiving any information related to
officer shall register it in the receipt logbook.
information as clearly and in as much detail as
the operational instruction.

FIVE. FORWARDING OF INFORMATION

5.2. lnformation on aircraft incidents and other matters
Bureau immediately if received during working hours,
morning if received outside working hours.

from 17:00 to 08:00, including Saturdays
mobile phone and email shall be checked

aircraft accidents and incidents, the duty
The officer shall attempt to obtain the

possible using the "Attachment B" form of

shall be reported to the Head of the
or at the start of work the following

in civil aviation shall be notified to

5.1. When the duty officer receives information on an aircraft accident or serious incident,

the officer shall complete the "Attachment B" form and report it to the Head of the Bureau

as quickly as possible (3-5 min). ln accordance with the specific instructions of the Head of

the 
'Bureau, 

the relevant officials and investigators shall be notified and information shall be

sent to the relevant agencies and States in accordance with the operational instruction'

5.3. lnformation concerning acts of unlawful interference
the relevant organizations as quickly as possible.

SIX. SENDTNG AND RESPONDING TO INFORMATION

6.1. lnformation related to accidents or serious incidents shall be notified to the relevant

states as specified in the regulations.

6.2. A response shall be sent to information received from foreign states concerning

Mongolian operators and registered aircraft.

6.3. The duty officer shall keeP a

where the information was sent,
was communicated.

record of transmitted information. The record shall include
from whom to whom, and to which telephone number it


