(A Memorandum

U.S. Department
of Transportation

National Highway
Traffic Safety
Administration

Subject: Placing material in the ODI Repository and Public File Date: February 24, 2004
From: Richard Boyd
To: Medium and HD Veh Division Staff

This memo pertains to getting things into the ODI Internal Repository (the “Repository” for internal use enly). It
describes what should be happening. These things are primarily the responsibility of the investigating engineer,
Twanja and Rosa. It is critically important that these documents be cataloged and placed in the proper file(s).

These of you that have been here for more than 3 or 4 years are well aware of the confusion that comes when we get
a FOIA or other request for documents that we cannot locate or, once found, are so disorganized that we waste lots
of time just trying to figure out what we have. Recently, this situation has become worse as we’ve had to look at old
files that are totally disorganized, for whatever reason. If, over the course of your investigation(s) you take the time
to organize your files and ensure that the Repository is up-to-date, trust me, it will save someone (probably you) a
lot of work 4 or 5 years from now. Likewise, if you rifle through someone else’s organized file retrieved from
storage, you must make certain that you leave it as you found it.

I've noted that several of you have many files related to long-closed investigations in your office. (Since my office
is perfect I can say that.) Take a day or two now to box this stuff. Note; EACH BOX MUST CONTAIN AN
INDEX - THE MORE DETAILED, THE BETTER - THAT IS PLACED ON TOP OF THE BOX CONTENTS.
After boxing and indexing, the box(es} should be given to Roland Slaughter for cataloging. I would suggest that you
keep a record of boxes which you have inventoried and keep a copy of each index for each box by the “box
number.” ‘That way, if you get a request for something within several months or a year of closing an investigation
and shipping the boxes, you will know what documents are in what boxes. Roland , upon receipt of “‘completed”
boxes will then send them to storage. Of course, these files probably contain material that should be in the
Repository but is not yet there. Please work with Twanja who will get them into the proper place. THE SAME
PROCESS 1S TO BE USED ONCE AN INVESTIGATION IS CLOSED,

Now that you are boxing and indexing your old files, we need to discuss a couple of items:

DRAFTS - once your work is complete - get rid of ‘em. Throw the "paper away" and, while you're at it, delete old
files from your hard drive. Do not store draft material.

PERSONAL NOTES -as I understand it, personal notes are yours - however IF you have shared them with
anyone/someone (me for instance) they are subject to FOIA, however, what constifutes personal notes is subject to
interpretation.. . proceed accordingly. Once an investigation is over — if it's really over — what you do with these
notes is left to your discretion. Keep in mind, however, if others have access to them they may be reviewed by
someone and misinterpreted in the future. Be very careful with these types of documents. See me if you have
questions.

PUBLIC FILE vs. ODI INTERNAL REPOSITORY - Since the ARTEMIS roll-out, many of us have been confused
(no kidding) about what material is placed in the public file vs. what material is placed in the Repository while
conducting an investigation. We're working on a policy regarding this but, in the meantime, it’s safe two things:
First, if it"s in the public file it should be in the Repository too. The public file should have ail incoming IR
responses {forwarded to Rosa for her processing into the public file.) Also, the public file should receive (when
final) VRTC test reports, memos of meetings (subject, investigations number, date, location, attendees — no
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technical details); also, handouts from the manufacturer, if not confidential should be placed in the public file (via
Rosa).

All Resumes: Once approved (KD has signed off), get scanned into the Repository and Public File by Twanja.
This includes all resume attachments that are referred to in the summary on the resume.

All Information Requests (IR”s): like resumes, Twanja scans these into the Repository. Make certain she has all
attachments.

AR IR responses: If the respondent follows directions, two copies come in. If not, we typically only get one copy

and another will have to be made. One copy goes to the investigator. The other goes to Rosa for the public file.

Effective immediately, Twanja will date stamp those responses she opens and then identify the relevant

investigation. If unable to determine the relevant investigation, she will see me. After identifying the investigation,

she will send an E-mail to me, the engineer, and Rosa advising that:

2. "The IR for PEXX-XXX" has arrived;

b. the workmg copy has been supplied to the investigator (Tom, Nate, Sonny, etc.) and;

¢. that the 2* copy has been given to Rosa for pubiic file indexing and placement. In this way, everyone will be
notified that an IR response has arrived and the status and location of the documents.

Test Requests and Reports: - scanned into the Repository and Public File by Twanja when received in final.

Confidential Material: scanned into the Repository by Twanja. NOTE - UNDER NO CIRCUMSTANCES IS
BONEFIDE CONFIDENTIAL MATERIAL TO BE PLACED IN THE PUBLIC FILE. If there is ANY doubt
about whether or not something is confidential, hold the document(s) out and check on them. Do NOT assume
anything. Better safe than sorry.

Note to Investigators/Engineers - Typically, the MFR’s IR response will include material they believe should be
treated confidentially. If so, this usually is noted in their IR response. H the respondent followed directions, the
“confidential” material will have been sent to OCC. If not, only you may have a copy. In the latter instance, you
need to make another copy...one for you and the other for OCC. Then, you need to contact Pat Dickson (OCC, Rm.
5219, Ph: 69511) and either give her a copy (keeping one for yourself) or getting a copy from OCC. If you fail to do
this, any analysis you conduct may be flawed because it will not include an assessment of the confidential
information. Note: Pat may refer you to Otto Matteke, the attorney currently handling confidentiality requests.
Don’t worry he doesn’t bite. Otto may need your help in determining whether the Mf’s confidentiality request is
Jjustified. If there are any problems or misunderstandings, please don’t delay to see me.

Meeting Materials: If, during the investigation, a meeting occurs, the engineer/investigator is required to place a
memo in the Repository and Public File noting the meeting date, investigation number, and a listing of participants.
The memo should include something like, “A meeting was held on Dec 12, 2003 to discuss technical issues related
to the investigation EAO2-xxx.” No details. After creating this memo, it is initialed by me. Then it goes to, who
else, Twanja (she sure is busy) to be scanned into the repository.

Non-confidential presentations and handouts are placed in the public file and Repository once the investigation is
closed. :

Confidential presentations and handouts go into ONLY the Repository for our internal use. Please give these
materials to Twanja. Additionally, you must ensure that OCC is advised of the confidentiality request and provide
the claimed confidential presentation material to them, Typically, manufacturers will already have submitted the
material to OCC.

VRTC presentations are handled the same way. If VRTC comes in to support us and does a presentation - if we give
any presentation materials to the Mfr, those materials go into the public file. If we simply let them take notes but do
not exchange paper, the presentation goes into the Repository (for that investigation) upon completion of the

investigation. (Twanja)

opls Sa ng People
o/fwww.nhtsa.dot.gov

o

l’

,_gl!



OK, the Investigation’s Closed...Now What Do I Do?

Once an investigation is complete and closéd, you need to do the following:

1. Give Twanja a copy of the initialed closing resume and any attachments (recalls, service bulletins, ONP's etc)

2. Check the Repository (via ARTEMIS using investigation number) 1o make sure it contains all appropriate
documents. It it does not, work with Twanja to complete the investigation’s Repository. At a minimum, the
Repository for your investigations should include: Opening Resume; IR to mfr; MFR Response to our IR;
Confidential documents; Meeting notes; Briefings and Presentations; Test Requests and Reports; Closing Resume

and appropriate attachments (Recalls).

3. Make certain that material received after the investigation is closed (VRTC final reports, for example) are
properly filed. A hard copy is stored by you (with the appropriate box index updated) and a scanned copy goes into

the Repository (by Twanja).

Twanja - when a PE or EA closes, I would like you also to review the Repository and remind the engineer of what,
if anything is missing. Please see me if there are problems fully documenting the Repository.

WHERE DOES THE MATERJAL GQ?

To assist in understanding where material generated during an investigation is to be filed, please refer to the
following table. Note, during the course of an ODI investigation, a great deal of material may be gathered — in some
cases more than a million pages (!). All of it needs to be filed in a manner that allows us to easily identify and
retrieve it, both while the investigation is underway and after it is closed. The following table lists some of the more
common document types and where they should be filed. This is a general list and is not meant to cover every

conceivable possibility.

Item Description

ODI Internal Rep.

Public File

0CC

All Resumes

All Information Requests (IR’s)

IR response (non-confidential)

pe |

IR response (confidential)

X

All letters (in & out)

X (Confidential only)

Test Requests

Test Reports

(@ closing)

Meeting Memos

Mfr. Presentation Material

X (If Claimed Confidential)

Investigator Field Material (incl pics)
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Please give this entire arena your full attention. It is much easier to get this
information/data/documents into their proper place as the investigation moves along,
rather than trying to reconstruct paper files many months or perhaps even years later
when we receive a FOIA or some other pressing need exists to provide documents related

to an investigation.

If you have questions about any of the above, please see me.
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