SIB Recorder’s Duties

General:

The recorder is the administrative manager and coordinator of the SIB.  The recorder’s primary objectives are to:

· Ensure full administrative and logistical support is provided to the board.

· Manage the work center, controlling access and making it an effective communications focal point for all board activities.

· Assist the board president, investigating officer, and Air Force Safety representative with the compilation, reproduction, assembly, and distribution of the formal report.

· Assist the board president in the preparation of a briefing on the mishap.

· Facilitate a smooth handoff of factual material and evidence to the Legal Investigation Board.

Take into consideration the following priorities, guidelines, and hints to make the administrative task easier.  Only minimum requirements are covered here; there is always plenty of opportunity for additional effort and initiative.

Priorities:

· Immediately secure office space, transportation, and billeting for the investigation team. 

· Obtain a suitable work area.  At a minimum, this means a room with a large conference-style table adjacent to two or three smaller rooms for typing and interviews.  If an appropriate work area is not available at a convenient USAF or other government site (National Guard armory, etc.), secure space from a civilian source.  All rooms must be capable of being locked. 

· It is highly preferable to billet all SIB members in the same area. If possible, get rooms with class A phones installed.  Advise billeting or hotel management of possible additional requirements for rooms (new technical assistance or board members, etc.) as soon as practical. 

· The SIB president, investigator, Air Force safety representative, and medical member should each have their own vehicle due to the diversity of the territory each has to cover.  Beyond that, one vehicle for every two SIB members is normally adequate.  Obtain additional transportation for technical assistance personnel as required.

· Identify local POCs for office and personal equipment supply requirements, communications and computer support, and transportation assistance with the concurrence of the supporting commander.

· Ensure the availability of office supplies and other equipment for each SIB member and the clerical staff as soon as possible.  Arrange for items such as foul weather clothing through the local safety office or supporting commander.

· Obtain a minimum of four telephone lines. Two should be class A, and the others may be class C.  Make sure all phones in all work areas can pick up on all numbers.  (When giving a number for people to call, give the class C numbers so the class A lines are available for outgoing calls.)

Guidelines for Effective Investigation Management:

· Post a sign-out chart somewhere convenient to the main door to the work area; if possible, place it close to wherever your primary phone-answerers work.  Ensure each SIB member fills in his or her departure time, estimated return time, destination, and remarks.

· Post a progress log of some type in a prominent place.  The recorder may wish to amplify on this basic information with an expanded administrative log that indicates the tabs, responsible individual, date to typist, draft complete, tab complete, and comments.

· Post a calendar somewhere visible from the main work area.  The desk blotter size is usually best for this purpose.

· Start a filing system as soon as possible. Contact the mishap crew’s Military Personnel Flight’s personnel systems management division; provide them a written request for a comprehensive printout of personnel data available on aircrew victims. (This information is purged from the personnel system 10 days after a fatality.)

· Contact the convening MAJCOM’s safety office to ensure board orders are being issued; upon receipt, set them aside for inclusion in the formal report as Tab Q.

Hints:

· From the moment the investigation starts, record every telephone numbers used by the board and create a “living phone book” of them, updated as frequently as possible.  Post those numbers which are most frequently called for easy reference.

· Make sure board members make a record of all commercial long distance calls they make, preferably at the same time they place their calls.  Complete an AF Form 1072, Authorized Long Distance Telephone Calls, to consolidate individual calling records for accounting purposes. 

· Don't skimp on work space!  What’s acceptable early on in the investigation is easily outgrown.  Completed report tabs, evidence, partially reproduced copies of the report, briefing materials, and other items require plenty of sorting, organizing, and storage space; it pays to arrange for it up front.

Special Considerations Regarding Report Production and Typing:

· The need for clerical as​sistance at the beginning of the investigation is normally light. Once the report begins to take shape, the SIB may need two or three full-time typists. 

· Prepare a list of priorities in the beginning to keep the typists from being deluged with disorganized work requests.

· Ensure all typists use the same font and the same pitch (10 or 12).  Ensure they use the same 1-inch side margins and 1 1/2-inch top and bottom margins.

· Manage the paperwork to keep a smooth flow.  Ensure the typists type "President," "Investigator," "Pilot," "Maintenance," "Medical," and "Recorder" on the last sheet of double-spaced typed drafts so each can initial after reading for content, grammar, and spelling errors.  For final copies, have the typist type the titles on a small 2- by 3-inch sheet of paper and paper clip it to the final typed sections.  Tell SIB members to place paper clips horizontally on the right edge of the paper opposite the lines in which they discover errors.  This draws the typist's attention to the page and line that requires correction without marking on the original.

· Transcribing testimony is by far the most labor-intensive and time-consuming administrative task to be coordinated by a recorder. Get as early a start on transcription as possible, but ensure the transcripts are prioritized by the board and are at least tentatively identified as necessary by the SIB president and/or investigating officer.

· Have board members periodically review and correct technical terms or slang as necessary, and enter such terms in word processing spell-checkers whenever possible.  If possible, assign final proofreading responsibility to one well-qualified individual.

· Don’t wait until the last minute to start copying the board’s report.  Some tabs can be built, copied, and set aside literally the first week of the investigation.  Preplanning and advance copying can also greatly reduce the burden on the base reproduction staff, who will become critical to success during the endgame of report publication.

The last-minute rule also applies to photographic support.  Decide early enough which photographs are needed for the report so the photo lab doesn't panic.  The more time they have, the better product they produce.
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