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Foreword 

 
FAA’s Aviation Safety Action Program (ASAP) is one of several voluntary safety programs initiated and 
sponsored by FAA. The program's objective is to encourage employees to voluntarily report safety issues even 
though they may involve a potential violation of regulations. To do this, enforcement incentives are offered to 
covered employees under the terms of a Memorandum of Understanding (MOU) between the participating 
company and FAA. The MOU sets forth terms under which ASAP reports may be accepted or excluded. An 
Event Review Committee (ERC) must also be established, with at least one member an FAA representative. 
ASAP reports are reviewed, investigated, and resolved by the Event Review Committee. 
 
Organizations certificated under parts 121, 135, 141, 145, etc.) are eligible to participate in an ASAP directly with 
their Certificate Holding District Office (CHDO). The process begins by creating a MOU using FAA’s Automated 
MOU Generator. General and business aviation companies may also participate, either directly with their local 
FAA office or through third-party facilitators such as the Air Charter Safety Foundation. 
 
Third-party facilitators provide a valuable service to small companies by including them in the facilitator’s MOU. 
However, this arrangement is not conducive to seamless integration with the company’s SMS. The WBAT 
reporting interface is not easily configured, duplicate reporting is often necessary, and the company has less 
control over the timing of their ERC meetings as well as the ERC process itself. 
 
Instead of utilizing a third party facilitator, it is now possible for aviation service providers to enter into their own 
MOU(s) directly with their CHDO, and have their people submit ASAP reports directly into the company SMS. 
Redundant reporting is eliminated, and professionally developed templates provide the policies and procedures 
necessary to address the complexities of ASAP reporting and ERC decision-making and recordkeeping.  
 
OmniSMS® offers a highly configurable web application that fully supports in-house ASAP reporting. All 
necessary policies, procedures, interfaces and controls have been designed into the program to allow smaller 
organizations to take full control of their data, reduce costs, eliminate redundant reporting, and significantly 
improve the clarity and quality of their ASAP and ERC processes. 
 
The ASAP feature in OmniSMS allows employees to report a violation or other event directly into the company’s 
SMS and specify the report as an ASAP submission – No other outside reporting is necessary. Company 
managers are able to take immediate action, perform initial risk assessment, and investigate / identify root 
causes. A voluntary disclosure may also be associated with the report, and after redaction the company’s FAA 
ERC representative can be notified. OmniSMS uses a special ERC role for this purpose that provides limited, 
controlled access to only those ASAP reports that have been redacted and are ready for FAA eyes and 
processing by the ERC.  
 
ASAP and ERC processes and best practices must be well understood and controlled by company management 
in order to properly manage events, protect employees, and maintain transparency with FAA. To that end, Omni 
offers a superior solution to any company who desires the data collection and employee protection benefits that 
ASAP affords. 
 
As always, we welcome your input as to how we can improve our products and services. Please email or call 
with your requests and we will do our best to respond promptly. We trust your use of the OmniSMS ASAP 
feature will simplify your company’s ASAP reporting, improve ERC processes, and provide better insight into the 
contributory and causal factors associated with violations and other precursors. 
 
Sincerely, 

Paul Salerno, Pres. 
Omni Air Group, Inc. 
 

http://www.omniairgroup.com/
https://www.faa.gov/about/initiatives/asap/
https://www.faa.gov/about/initiatives/asap/memo_generator/
https://www.faa.gov/about/initiatives/asap/memo_generator/
https://www.skybrary.aero/index.php/Landing_without_Clearance_%E2%80%93_Precursors_and_Defences
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ASAP Reporting with OmniSMS 

1. ABOUT THE ASAP FEATURE 

A.   SYSTEM DESIGN  
The ASAP feature within OmniSMS was designed in accordance with FAA Advisory Circular AC 120-66C, Best 
Practices for Event Review Committees, the document referenced in Appendix C of AC 120-66C  titled: Lessons 
Learned and Best Practices for ERC Members, and FAA Order 8900.1 Vol 11, Ch.2, Voluntary Safety Programs. 
 
The following resources are provided with the OmniSMS Aviation Management System to support ASAP 
reporting and Event Review Committee (ERC) processes: 

● OmniSMS web application (data entry procedures, linking reports, privacy settings, notifications, controls); 

● Section 6 of the Omni SMS Manual template – Confidential Reporting System; 

● ASAP Policy and Procedures Manual template (developed IAW AC 120-66C and related guidance). 

 

B. ASAP REPORT ATTRIBUTES 
Each ASAP report carries its ASAP attribute throughout the report’s lifecycle. From the Reports table in 
OmniSMS, ASAP reports can be filtered and sorted. Associated voluntary disclosures are also shown. Multiple 
constrained finds permit filtering of ASAP reports by date, functional area, department, status, risk level, etc. 

C. INTEGRATED ASAP REPORTING 
SMS reports come in all shapes and sizes – the report could be of a hazard, an irregularity, a minor event or an 
occurrence – with or without an apparent violation. Employees also sometimes report a violation as a stand-
alone event (such as exceeding duty time). Sometimes violations are discovered during event investigation, and 
involved employees can be given an opportunity to submit an ASAP report on the advice of management. 
OmniSMS supports these various use cases by: 

● Allowing any reported event to include an ASAP submission; 

● Associating ASAP reports with previously reported events; 

● Accepting stand-alone reports of apparent violations. 

By integrating ASAP reporting with your organization’s safety reporting system, a single reporting point is 
provided to report any type of hazard or event, for all employee groups. In addition: 

● Investigations of events that involve apparent violations may be performed concurrently within the 
OmniSMS application; 

● Identified violations are counted toward safety performance indicators – whether the violation is a stand-
alone event, a contributing factor in a minor event, or a causal factor in an occurrence. 

http://www.omniairgroup.com/
https://omnisms.aero/wp-content/uploads/2020/04/AC_120-66C.pdf
https://omnisms.aero/wp-content/uploads/2016/12/Best_Practices_for_ERCs.pdf
https://omnisms.aero/wp-content/uploads/2016/12/Best_Practices_for_ERCs.pdf
https://omnisms.aero/wp-content/uploads/2020/04/Lessons_Learned_Best_Practices.pdf
https://omnisms.aero/wp-content/uploads/2020/04/Lessons_Learned_Best_Practices.pdf
https://drs.faa.gov/browse/excelExternalWindow/DRSDOCID114616217420230616183749.0001
https://omnisms.aero/sms-manual-for-use-with-aviation-safety-management-software/
https://omnisms.aero/wp-content/uploads/2023/09/ASAP-Policy-Procedures-Manual-25-August-2020-Rev-1.pdf
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D. ACTIVATING THE ASAP FEATURE 
Safety Administrators access System Configuration to 
activate the ASAP feature at any time and specify or 
modify the employee groups covered by the company’s 
Memorandum(s) of Understanding with FAA.  
 
Messages delivered to employees on the web-based 
reporting form are customized by Safety Administrators. 
 

2. ASAP REPORTING AND NOTIFICATIONS  

A. EMPLOYEE INTERFACE 
Hazard / event and ASAP reporting can be made readily accessible to personnel in the field by creating an icon 
on the Home Screen of any iOS (iPhone, iPad) or Android device in 3 easy steps.  

 
For iPhone and iPad: 
1.  On your device, open up Safari and enter the URL 
address of your company’s unique OmniSMS instance:  
xxx.omnisms.aero 

2.  At the bottom of your screen, select the IOS share / 
bookmark icon (a square with an arrow pointing up) 

3.  Select "Add to Home Screen" - The OmniSMS     
icon will be added to your home screen. 
 

For Android devices: 
1.  Select 'Internet' and enter your OmniSMS instance’s 
unique URL in the address bar of your browser: 
xxx.omnisms.aero 

2.  In the upper far right of the address bar, click on the 
three vertical dots 

3.  Select '"Add to Home screen" -  An icon will be 
added to your home screen. 

 
ASAP reporting is accessible from each user’s 
dashboard when logged in, or from the anonymous 
reporting portal on your login home page (which does 
not require a user account). All mobile devices are 
supported. 
 

Liferings  on the reporting form provide additional 
guidance to reporters. All liferings in the system are 
editable by Safety Administrators. 
 
Hazard reports do not require an event date and time. 
However, if a reporter confirms ASAP submission, 
Event date and Event time become required fields. 
  

OmniSMS web app. icon on an iOS device 

http://www.omniairgroup.com/


  
  AVIATION MANAGEMENT SYSTEM                                                                                                    

 OmniSMS.aero ASAP Reporting with OmniSMS        Pg 5  
Rev 4   Date: 25 March 2025 

 

When an employee designates a report as an ASAP 
submission, anonymous reporting is disabled and the 
employee’s name becomes a required field. The date 
and time of the submission are automatically captured, 
and the reporter must enter the date / time of the event. 
 
Employees may submit voluntary safety reports as well 
as reports of occurrences and other events identified as 
Mandatory Occurrence Reports (MORs) which the 
company must report to authorities. In OmniSMS, 
Administrators can identify any event with an MOR 
icon. 
    

A link to NASA’s ASRS reporting system can be 
included on any type of report with instructions for 
reporting in the (editable) ASRS lifering. If the employee 
prints a copy of the ASRS report, they can attach the 
copy to their ASAP report, either with the ASAP 
submission or at a later time under the SMS report’s 
Docs / Images tab. 
 

B. EMPLOYEE’S VIEW OF ASAP SUBMISSIONS 
Employees need a User account to login to OmniSMS. 
When logged in, they have implicit view-only permission 
to the SMS reports they submit, including their ASAP submissions. 
 
Employees cannot edit their original report. However, a reporter can provide additional narrative description, as 
well as additional suggestions for correction. When these additional descriptions / suggestions are added,       
the date and time are automatically 
recorded, and the reporter is de-
identified. 
  

Note: 
An internet connection via wifi or cellular 
network is required to submit a report. 

http://www.omniairgroup.com/
https://www.faa.gov/documentLibrary/media/Order/JO7210.632.pdf
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C. MANAGERS’ NOTIFICATIONS 
All SMS reports (including reports designated as ASAP submissions) generate a report submitted notification 
email that is sent to the notification group specified by the reporter (e.g., Air Operations, Flight Control, 
Maintenance, Ground Ops., etc.). These groups are user-defined and populated by a Safety Administrator. An 
‘All Reports’ group receives notification emails for all SMS reports entering the system regardless of which group 
the reporter selects. 
 
Excepting anonymous reports, all notification 
emails (including ASAP submissions) 
contain the reporter’s name and the hazard 
or event description. This is necessary so that 
notified managers can contact the reporter, 
assess the situation and determine an 
immediate course of action. 
 
The reporter also receives an email confirming 
the system’s receipt of the report, and 
acknowledging the ASAP submission. 

3. MANAGING ASAP REPORTS 

A. ASAP REPORT EXAMPLES  
During the unfolding of a minor event or 
occurrence, regulatory violations can 
sometimes occur. Frequent causes may 
include: 

● Triggering events (such as equipment 
failures or mis-communications); 

● Failed risk controls (e.g., poorly designed 
processes, lack of SOPs, inadequate 
guidance or training). 

Contributing factors often include errors, other 
human factors and organizational influences. 
This is why violations must be analyzed within 
the context of the reported event.  
 
Example 1: In the email notification displayed 
at right, the reported event is simply a violation.  
 
Example 2: A company PIC misses ATC 
instructions due (in part) to a malfunctioning 
VHF Comm, and taxis onto the wrong taxiway. 
The PIC reports the event as a taxiway 
incursion with ASAP submission. 
 
Example 3: Upon receipt of the PIC’s report 
and initial analysis, the Chief Pilot 
recommends the SIC also submit an ASAP 
report for the same event. The SIC’s ASAP 
submission is made a ‘Child’ of the taxiway 
incursion report (Child reports are linked to the 
‘Parent’ report).  

http://www.omniairgroup.com/
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In examples 2 and 3 above: 

● Evidence regarding the PICs ASAP submission is recorded and attached in the original report, together 
with ERC decisions regarding eligibility and acceptance of the PIC’s report. 

● Evidence regarding the SIC’s ASAP submission is recorded and attached in the SIC’s report, together with 
ERC decisions regarding the SIC’s report eligibility and acceptance. 

● Risk assessments and investigation(s) are performed only in the original (Parent) report, which analyzes 
contributing and causal factors of the taxiway incursion event, the PIC’s apparent violation, and the SIC’s 
apparent violation. 

● All corrective actions pertaining to both the PIC and SIC, as well as organizational risk controls that pertain 
to the event, are documented in the original Parent report. 

● After implementation of all risk controls and corrective actions, the Parent report is closed any associated 
Child reports are automatically closed. 

 

B. INVESTIGATIONS 
OmniSMS supports branched investigations. This allows the 
report owner or lead investigator to assign investigation of a 
specific factor to appropriate subject matter experts. In 
Example 2 above, the Chief Pilot may be asked to interview 
flight crewmembers, and a maintenance manager asked to 
investigate why the chronic VHF Comm system was not 
previously repaired. 
 
Safety admins can set permissions to provide the Chief Pilot 
with access to reporter and crew information, while the report 
remains de-identified to other managers and the ERC. 
 
Investigation notes are documented in a ‘forum’ format 
where each investigator enters their own notes and everyone 
with access to the report can see all notes. As investigations 
progress, contributing and causal factors may be added to 
the analysis, together with suggestions for correction. 

http://www.omniairgroup.com/
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C. ROOT CAUSE ANALYSIS 
OmniSMS offers a simple, ‘5-why’ method of root cause analysis for simple, linear events. Data relationships 
become much more apparent however, if advanced root cause analysis is applied. Omni’s Event Investigation 
Guide supports both 5-why analysis and advanced root cause analysis.  
 
OmniSMS uses industry-accepted taxonomies of human factors and organizational influences to provide 
structured data during root cause analysis. In this process, contributing factors are identified with their 
associated functional area. * 

When a contributing factor is made causal, it is further associated with its related operational process. Risk 
controls that mitigate these causal factors also then become associated with the process. In addition to safety 
reports, this methodology is applied to other sources of data, including findings, FOQA events, and LOSA 
observations. 
 
The result is a process view of risk controls. When an internal audit or external evaluation of a process is 
performed, all risk controls intended to assure the outputs of the audited process can be analyzed and 
assessed.  
 

Risk control assessment supports monitoring  
and evaluation of operational processes. 

 
 
In the example above, the crew’s misinterpretation of ATC instructions falls under: 

● 2.2.1 (OP) Airmen Duties - Flight Deck Procedures 
 …and the Rest / duty related fatigue factor falls under: 

● 2.1.7 (OP) Flight Crewmember Flight - Duty - Rest Time. *   
 
 
* Note: Functional areas and processes (systems and sub-systems) are based on each company’s PEER 
GROUP as defined in FAA Order 8900.1 VOLUME 10, CHAPTER 1, Section 2:  Safety Assurance System: 
Introduction to SAS Business Process and Tools (Table 10-1-2B). 

http://www.omniairgroup.com/
https://omnisms.aero/event-investigation-guide-to-support-root-cause-analysis-in-aviation-sms-programs/
https://omnisms.aero/event-investigation-guide-to-support-root-cause-analysis-in-aviation-sms-programs/
https://drs.faa.gov/browse/excelExternalWindow/DRSDOCID150713966320250122140612.0001
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4. EVENT REVIEW COMMITTEE PROCESSES 

A. MANAGING THE DISPLAY OF REPORTER, CREW AND EQUIPMENT 
ASAP reports are managed in OmniSMS just like other hazard / event reports, with the exception of how 
reporter, crew, and equipment (including aircraft registration) are displayed. ERC best practices require that an 
ASAP reporter’s identity not be revealed until the ERC has determined if the reporter’s submission will be 
accepted. 
 
ASAP reports enter OmniSMS with reporter, crew and equipment information hidden by default. From the 
Permissions tab of each report, Safety Admins can select: ‘View reporter, crew and equipment’ to display this 
information to individual managers on a need-to-know basis. Managers and supervisors then conduct interviews 
and launch one or more investigations, in order to better understand the many factors surrounding the reported 
event and apparent violation(s).  
 

B. NOTIFYING THE ERC 
After appropriate managers have communicated with the reporter and crew, performed an initial risk assessment 
and managed the event as necessary, the report can be de-identified (redacted) in preparation for ERC 
notification. Redaction should include a review of: 

● The narrative description and suggestions 
for correction; 

● Flight / trip #  and departure / destination; 

● Investigation notes and corrective actions (if 
any exist); 

● Docs / Images (if any have been uploaded); 

● The Permissions tab to assure that reporter, 
crew and equipment info. is not displayed. 

 
Selecting ‘Notify ERC’ notifies all members of the 
ERC Notification Group by email that a new ASAP 
report is available for review.  
 
If a date and time of the initial ERC meeting has 
been set, this information will also be included in 
the email notification. 
 
  
An important distinction exists between members of the ERC Notification Group and FAA personnel who are 
given an ERC User Role: 

● Any user, with any role, can be a member of the ERC Notification Group; however, 

● Users with the ERC role have view-only access ONLY to ASAP reports, and only after they have been 
notified using the Notify ERC command. 

 
FAA personnel with an ERC role therefore cannot see an ASAP report when it first enters the system. This 
important control prevents FAA from viewing of ASAP reports until they have been properly redacted. 
 
 

Note: 
A non-editable, non-redacted copy of the original report is maintained in the system 

 and is accessible only to Safety Administrators. This preserves the integrity of  
the reporter’s submission and details surrounding the apparent violation. 

http://www.omniairgroup.com/
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C. ERC GUIDANCE 
A lifering on the ERC actions panel provides an editable ‘checklist’ of ERC procedures. 

 
 
The ASAP menu item 
provides further ERC process 
guidance, including the ASAP 
Manual and an ERC process 
flow chart. This detailed 
guidance is readily available 
to all ERC members from 
within the OmniSMS web app. 

  

Note: AC120-66C has removed requirements 
for timely report submission. Timeliness is 
now left up to the discretion of the ERC. 

http://www.omniairgroup.com/
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D. ERC MEETING AND ACTIONS 
ASAP reports contain a special Event Review Committee actions panel, in which ERC decisions and actions 
are recorded. When the Date / Local time of an initial ERC meeting is entered here, it is transmitted to ERC 
members in the ERC notification email. 

 
Note: 

After a reporter’s corrective actions are administered, the ERC process status may be closed while the report 
itself remains open. This permits implementation and follow-up of risk controls related to identified  
systemic improvements. The ERC may recommend such risk controls to a department manager;  

however managers are not required to accept nor implement the ERC’s recommendations. 
  

Note: AC120-66C has removed requirements 
for timely report submission. Timeliness is now 
left up to the discretion of the ERC. 

http://www.omniairgroup.com/
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ERC meetings may be held by telephone or web 
conference. During the meeting, ERC members can log 
in to OmniSMS and view the status of each ASAP 
report, including: 

● Reported date and time of the event; 

● Automated date and  time of the ASAP 
submission; 

● The redacted report narrative description; 

● An initial risk assessment – using either; 

• Event Risk Classification; (or) 

• Standard Risk Analysis; 

● Investigation notes; 

● Root cause analysis, including contributing factors 
and causal factors; 

● Proposed risk controls and corrective actions; 

● Event Review Committee actions and remarks. 

 
Note: 

As information is recorded during the meeting, ERC 
members can see data entered in near-real time 

by simply refreshing their browser. 
 

5. FURTHER CONSIDERATIONS 

A. ASAP TRAINING 
This document was developed to provide OmniSMS Administrators with detailed information regarding the 
ASAP feature in OmniSMS v4.1. It can be used to supplement classroom training or to develop eLearning 
courses within the OmniSMS Learning Management System (LMS). Refer to your OmniSMS Manual for more 
information. 
 

B. SMS TRANSPARENCY 
SMS presents new challenges regarding how information is shared with your Certificate Management Team 
(CMT). If desired, the ERC user role can be used to provide limited access to FAA personnel in accordance with 
your Memorandum of Understanding. Controls and permissions within OmniSMS allow you to manage this 
access and determine what the ERC role can view.  
 

C. MX TECHNICIANS 
OmniSMS integrates Boeing’s Maintenance Error Decision Aid (MEDA). The MEDA process helps identify 
human and organizational factors related to maintenance errors, and together with ASAP, can help protect your 
technicians from certificate action. OmniSMS also supports your CASS with maintenance-related operational 
and safety performance indicators, including errors and violations within maintenance.  
 

D. COST SAVINGS 
Save on third-party facilitator fees and eliminate redundant reporting by bringing your ASAP in-house with the 
OmniSMS Aviation Management System. 

http://www.omniairgroup.com/
https://omnisms.aero/wp-content/uploads/2016/12/ARMS-methodology.pdf
https://omnisms.aero/wp-content/uploads/2016/12/Boeing-MEDA-Users-Guide.pdf
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6. OMNISMS SETUP AND SUPPORT 

A. ON-SITE ASSISTANCE 
Jump-start your SMS / ASAP efforts with a 2-day on-site setup and support workshop from one of Omni Air 
Group’s principles, each with more than 30 years’ experience in the airline industry. As your OmniSMS instance 
is configured and stakeholders offer their input regarding reportable events and significant safety issues, an 
initial system description is built; key operational and safety performance indicators are established; a safety risk 
profile is created; and your ASAP is improved! SMS implementation is a big job, and we are here to support you. 
Please contact us for a quote. 
 

http://www.omniairgroup.com/
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B. CONSULTING 
Omni principals have real world, hands-on experience with rapid growth, safety culture development, 
downsizing, acquisitions, certificate actions, incidents, and accidents. We are also SMS / QMS experts, and offer 
a truly integrated and harmonized SMS / QMS / EHS / OHS aviation management system. Omni offers virtually 
unlimited free telephone consulting advice at no charge to those clients who wish to consult with us. All 
information shared is kept strictly confidential. 
 

C. TECHNICAL SUPPORT 
Omni Air Group provides technical support via telephone and email. We are a relatively small company, and 
pride ourselves on prompt response times and customer satisfaction. If we don’t know the answer to your 
question, we’ll find out, fast. 
 

D. PRIVACY 
Omni Air Group treats all customer information as highly confidential. We do not provide information to third 
parties. For privacy and data security policies, please contact us via email or phone, M-F from 8:00 - 4:30 Pacific 
Time. 
   

7. ABOUT OMNI AIR GROUP   
Omni Air Group is a leading developer and supplier of integrated quality and safety management systems for 
aviation service providers. Omni principal managers have more than 60 years of combined experience as 
owners, operators, and key managers of various aviation enterprises, including airline operations under Parts 
135 and 121 of the Federal Aviation Regulations. 
 
The OmniSMS Aviation Management System meets and exceeds all requirements of 14 CFR Part 5 and FAA’s 
SMS Voluntary Program (SMSVP) standard. For more information, please contact Omni Air Group: 
 
 
 

Paul Salerno – Flight Ops 
  Bruce Salerno – Technical Ops 
Steve Winter – Senior Developer 

Cheryl Bzdawka – Office Manager 
 

Omni Air Group, Inc. 
6421 South Dorset Road 

Spokane, Washington USA 99224 
 

Telephone +1.760.239.7895 
 

eMail: info@omnisms.aero 
 
 
 
 
 
 
 
 
 
 

Omni Air Group’s mission is to promote positive safety cultures by delivering 
the highest quality systems, services and training to our global aviation industry. 

http://www.omniairgroup.com/
mailto:info@omnisms.aero
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