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1. APPLICABILITY

This attachment applies to BPO mishaps and close calls. An “Accepted Risk” will be investigated under 
800-PG-8621.0.1 and may use the forms and/or checklists within this document.  This attachment uses 
the terms mishap and close call compliant with NPR 8621.1. The use of the forms and/or checklists, 
with consultation from the BPO Chief, will be at the discretion of the IRT Lead.

1.1 Authority Document

Document Number Title

820-MPCP-2019-01 Balloon Program Office (BPO) Mishap Preparedness and Contingency 
Plan (MPCP)

1.2 Applicable Documents

In addition to the applicable documents defined in 820-MPCP-2019-01, the following are also 
applicable:

Document Number Title

GSFC 23-89 GSFC Mishap/Close Call Investigation Report 

GRC 409 List of Witnesses

GSFC 23-96A GSFC Written Witness Statement Form

GRC 405 NASA Mishap Investigation Evidence Log

GRC 406 NASA Mishap Investigation Evidence Property Tag

NF-1702 Evidence Custody Document Form

1.3 Reference Documents

In addition to the reference documents defined in 820-MPCP-2019-01, the following also referenced:

NASA Mishap Investigation Handbook
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  Initials Date Action
Gather all documents. Collect evidence by bagging and identifying by 
number system the location of each item.  Use Evidence Property Tag (10)
and document on the Evidence Log (9).

Strip Charts/Discs/Data printouts
Helium readings
Manuals and other related work documents
Engineering test notes and analysis 
Notebooks/Log books
Maintenance documents
Training Records, if paper copies

CSBF IRT IT support to help IRT gather electronic information.
IRT IT Support to gather all data and records.  Use Evidence Property Tag 
(10) and document on the Evidence Log (9).

Voice/Video tapes/photographic recordings 
Telemetry Recordings
Helium readings
Computers/Control center data
Training Records, if electronic copies
Meteorology data.  Record environmental factors such as ice, snow, 
etc., if applicable.

Gather other data/information gathering and/or recording devices not listed 
above.  Collect evidence by bagging and identifying by number system the 
location of each item.  Use Evidence Property Tag (10) and document on the 
Evidence Log (9). Items may include things such as:

Tape/digital recorder
Laptop (used in the operations or connected via remote desktop 
network connection)
Smartphones
Cell phone with camera capability
Personal video and photo camera equipment, and tablets are subject 
to impound if contains any unique data from the launch operation.

Gather and verify that all photographs and/or videos are indexed and 
documented on the Imagery Log (12).

NOTE:  In case of personal cameras, transfer of memory card to IRT 
Handling and Impound Coordinator is adequate.
IRT Lead to request copies of media from general witnesses who may have 
captured the mishap or close call.

NOTE:  personal articles of general witnesses may not be impounded (e.g.,
smart phones, cameras).
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5. MISHAP/CLOSE CALL INVESTIGATION REPORT TEMPLATE

See NASA Forms GSFC 23-89 for the latest versions.  This form may be used for Type D Mishaps or 
Close Calls.  Type A, Type B, Type C, or high-visibility mishaps require a full Mishap Investigation 
Report. (see NPR 8621.1)
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8. WRITTEN WITNESS STATEMENT FORM

See NASA Forms GSFC23-96A for the latest.



820-MPCP-FORM-2019-01

24
This is a WFF Balloon Program Office Controlled Document.  To verify this is the correct version check the WFF Balloon Program Office library at

\\wff-lynx\Code820\# Approved BPO Documents
or check with the 820/Configuration Management Specialist to verify that this is the correct version.



820-MPCP-FORM-2019-01

25
This is a WFF Balloon Program Office Controlled Document.  To verify this is the correct version check the WFF Balloon Program Office library at

\\wff-lynx\Code820\# Approved BPO Documents
or check with the 820/Configuration Management Specialist to verify that this is the correct version.



82
0-

M
PC

P-
FO

R
M

-2
01

9-
01 26

Th
is

 is
 a

 W
FF

 B
al

lo
on

 P
ro

gr
am

 O
ffi

ce
 C

on
tro

lle
d 

D
oc

um
en

t. 
 T

o 
ve

rif
y 

th
is 

is
 th

e 
co

rre
ct

 v
er

si
on

 c
he

ck
 th

e 
W

FF
 B

al
lo

on
 P

ro
gr

am
 O

ffi
ce

 li
br

ar
y 

at
\\w

ff
-ly

nx
\C

od
e8

20
\#

 A
pp

ro
ve

d 
B

PO
 D

oc
um

en
ts

or
 c

he
ck

 w
ith

 th
e 

82
0/

C
on

fig
ur

at
io

n 
M

an
ag

em
en

t S
pe

ci
al

is
t t

o 
ve

rif
y 

th
at

 th
is 

is
 th

e 
co

rre
ct

 v
er

si
on

.

9.
E

V
ID

E
N

C
E

 L
O

G
T

E
M

PL
A

T
E

 

Se
e 

N
A

SA
 F

or
m

sG
R

C
40

5
fo

r t
he

 la
te

st
 v

er
si

on
.



820-MPCP-FORM-2019-01

27
This is a WFF Balloon Program Office Controlled Document.  To verify this is the correct version check the WFF Balloon Program Office library at

\\wff-lynx\Code820\# Approved BPO Documents
or check with the 820/Configuration Management Specialist to verify that this is the correct version.

10. EVIDENCE PROPERTY TAG TEMPLATE

See NASA Forms GRC406 for the latest version.
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11. EVIDENCE CHAIN OF CUSTODY FORM

See NASA Forms NF-1702 and use only pages 4-5 Evidence Chain of Custody Tracking Log.



820-MPCP-FORM-2019-01

31
This is a WFF Balloon Program Office Controlled Document.  To verify this is the correct version check the WFF Balloon Program Office library at

\\wff-lynx\Code820\# Approved BPO Documents
or check with the 820/Configuration Management Specialist to verify that this is the correct version.



820-MPCP-FORM-2019-01

32
This is a WFF Balloon Program Office Controlled Document.  To verify this is the correct version check the WFF Balloon Program Office library at

\\wff-lynx\Code820\# Approved BPO Documents
or check with the 820/Configuration Management Specialist to verify that this is the correct version.

12. IMAGERY LOG TEMPLATE

NASA Mishap Investigation Imagery Log

SHEET __OF__

DATE COLLECTED 

PHOTOGRAPHER
Name

Organization

TelephoneINCIDENT IDENTIFICATION

IMAGE # GPS Location Time File Name & Short Description
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13. GUIDELINES FOR MISHAP SKETCH

This is modified from the checklist in the NASA-Mishap-Investigation Handbook.

Actions

1. Prepare to sketch the scene.
Use the full size of paper to sketch the scene allowing for measurements and marking 
the location of objects.
Use a separate sheet of paper to list measurements for a large number of items.
To establish a rough scale, take the longest measurement at the scene and divide it
by the longest measurement of the paper or the number of squares on graph paper.

For example, if the longest wall of a room to be shown in the sketch is 80 ft., and there are 
40 squares on the long side of the graph paper, each square can represent 2 ft.  If the length 
of the paper is 10 in., then the scale becomes 1 in. equals 8 ft.
2. Mark visual signposts on the sketch.

In a free corner of the sketch paper, write information about the incident—the
date, time, place, nature of the incident—and names of the persons measuring 
and sketching the scene.
Mark the position of North on the drawing, not always at the top. Sketches are more
easily understood if the point of entry to the area or room is at the bottom of the
page.
Include the notation “Not to Scale” because the sketch will not be 100 percent to
scale.

3. Start with an obvious feature, perhaps the position of the injured worker, and work 
either clockwise or counterclockwise, or from one end to another so that nothing is 
overlooked.

Show the location of people, equipment, or materials involved in the incident.
Show the distribution of debris including major components and significant tracks 
or scars on the ground or on structures.  Note liquid spills, skid marks, dust or 
footprints as they can change or disappear quickly.
Show critical distances and compass angles from geographic references (roads, 
easily recognized terrain features, and the like).

Note: Most of the evidence found at the scene is on the ground. Be careful not to
walk or drive over it when entering the area.

4. Include a legend with the following minimum information:
Location (NASA Center, building, road name, or coordinates).
Name of scene sketch artist.
Scene description (e.g., second-floor stairwell). Include weather and lighting 
conditions observed.
Scale used, or “Not drawn to scale.”

Evidence list (e.g., 1. South handrail. 2. Cracked stair tread).
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5. Verify necessary information is included. Helpful questions include these:
Is a debris distribution plot needed?
Does the debris distribution plot show location of all debris components in their post-
incident position relative to just prior to the incident?
Does the debris distribution plot show a plan view and profile view?
Does the debris distribution plot show all marks made by launch vehicle / equipment / 
payload / gondola (earth gouge depth, length and width, debris pushed in front of the 
component, etc.)?
Have all components, terrain marks, obstacles, witnesses, terrain features been 
surveyed to give distance from the main debris concentration?
Does the debris distribution plot show the primary impact area of the payload / 
gondola / balloon carcass / parachute (geographic location where most impact 
damage occurred)?
Does the debris distribution plot show the secondary impact(s) of the payload / 
gondola?
Have the locations of all witnesses been determined and noted?
Have launch vehicle controls and settings been determined and noted?
Has balloon / payload / gondola trajectory prior to impact been determined?
Has the environmental conditions been determined just prior to the incident?
Has the angle from obstacle to initial ground impact been determined?
Has the distance of travel and of structural displacement from initial impact been 
accurately measured?

14. GUIDELINES FOR PHOTOGRAPHS AND VIDEO

This is modified from the checklist in the NASA-Mishap-Investigation Handbook.  The following is a 
good, all-purpose list of photographs that should be taken as soon as possible:

Actions Initials

1. Photograph the overall scene, shot from at least four different locations at ground level 
(include positions of personnel where possible), preferably with reference markers of some 
type in place (advise mishap sketcher if specific cultural features are used to reference 
pictures; e.g., road signs, fences, silos, etc.).  Use the maximum resolution setting available for 
the digital cameras in use.
2. Obtain aerial (or at least elevated) photographs of the scene and all signs of initial impact 
(cuts in foliage, severed power lines, etc.).
3. Photograph all fatalities and human remains prior to removal from found position (if not 
previously accomplished).
4. Photograph equipment, gondola, payload, parachute, balloon carcass, cable ladder. If active 
abort, photograph collar, launch vehicle, spool, parachute, cable ladder, etc.
5. Image all impact marks on the ground, trees, buildings, poles, etc.
6. Photograph payload equipment switch positions and instrument indications.
7. Position and condition of equipment, hardware, gondola and payload. (item(s) involved).

8. Significant parts of any wreckage, both at and separated from the site as appropriate.

To be more useful, items should be photographed in perspective view, out of bags, with 
registration marks, preferably in an area with proper lighting, and background.
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Furthermore, at a minimum, both top and bottom views of a part should be photographed as 
well as other unique features.  Position lighting as needed to capture hardware surface features 
and cracks.
9. If video camera is available, videographer should accompany IRT Leader during initial 
assessment and obtain video of overall area, environmental conditions, sounds, and IRT 
comments. After assessment, videotape details as directed by IRT Leader.
10. Maintain an Imagery Log (see 820-MPCP-FORM-01, 12).

15. GUIDELINES FOR CHAIN OF CUSTODY

This is modified from the checklist in the NASA-Mishap-Investigation Handbook.

Actions

1. Establish Custody. Designated NASA custodians establish a paper trail showing the 
seizure, custody, control, transfer, analysis, and disposition of physical and electronic 
evidence. Use the Evidence Log in 9 to document a list of all evidence impounded.

Note: Although similar to general “impoundment of records,” “chain of custody for 
personnel effects and sensitive information” requires 100-percent accountability of custody 
documented on the “NASA Mishap Investigation Evidence Custody Document” form.
2. Transaction of Custody. Using the Evidence Chain of Custody form 11, note who is in 
possession. These transactions, and every succeeding transaction between the collection 
of the evidence, its use for the mishap, and the disposal of the evidence should be
completely documented chronologically.

Documentation shall include the following:
Conditions under which the evidence is gathered.
Identity of all evidence handlers.
Duration of evidence custody.
Security conditions while handling or storing the evidence.
Manner in which evidence is transferred to subsequent custodians each time such a 
transfer occurs.

3. Document Evidence Receipt.
Prepare an original and three copies of the Evidence Property Tag form in 10.
Present the original and first copy to the evidence custodian; give the second to the 
person from whom the evidence was received, and place the third in the report file.
When items of evidence gained during one transaction exceed the space allotted on a 
single form, continue the list on additional forms.
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4. Evidence Custody Form. The original chain of custody form becomes a voucher and is 
given a voucher number when it is presented to the evidence custodian.

Number evidence vouchers consecutively for each calendar year.
o Write these numbers in the margin at the bottom right corner of the form.
o Pencil in the location of the evidence accounted for with the voucher on the 

bottom left margin of the form and erase and change it whenever the location of 
the evidence changes

Complete the chain of custody section on the form whenever any part of the 
evidence leaves the office, the evidence is returned, or a new evidence
custodian assumes control.
The original evidence voucher should not leave the office except for 
submission in court.

Maintain a duplicate copy in the voucher file to show the disposition of 
the original.
Use a copy of the chain of custody form as a sub-voucher to accompany 
evidence and record any change of custody that may occur while the 
evidence leaves the evidence room.
Use a copy of the original evidence voucher or make an extract of the 
original.
Always prepare sub-vouchers in duplicate with the original accompanying 
the evidence.
Number sub-vouchers consecutively; for example, SV-1 and SV-2. Add 
this number to the number of the original voucher.
When only part of the items listed on a voucher is to be removed from the 
evidence room, prepare an evidence sub voucher.
A sub voucher shall be prepared exactly as the original voucher, but
includes only those items being released in the description of evidence.

5. Evidence Receipt Form. Upon initial impoundment of evidence, issue a copy of the 
Evidence Property Tag (10) to the owner of the evidence, as applicable, for training
records, tapes, and other stored data (typically this does not include wreckage). Upon
release of evidence by the Investigating Authority, the owner may show the receipt to the 
Impoundment Coordinator for return of property.

16. GUIDELINES FOR IMPOUNDMENT

This is modified from the checklist in the NASA-Mishap-Investigation Handbook.

Actions
1. Impound all appropriate data, records, equipment, and facilities that may be involved
in the mishap to prevent their unauthorized use or modification.

Formally designate a civil servant IRT Impound Coordinator to manage impoundment and 
access control.
Designate sufficient locked storage space equipped to maintain evidence and records without 
damage.
Data and records, regardless of format, may include, but are not limited to, the list of BPO
pre-identified items.
Voice/Video tapes/photographic recordings
Telemetry Recordings
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Strip Charts/Discs/Data printouts
PPE
Helium readings
Perishable Evidence
Manuals and other related work documents
Engineering test notes and analysis
Computers/Control center data
Notebooks/Log books
Maintenance documents
Training Records
Meteorology data
Other data/information gathering and/or recording devices not listed above such as 
tape/digital recorder, laptop (used in the operations or connected via remote desktop network 
connection), smartphones, cell phone with camera capability, personal video and photo 
camera equipment, and tablets are subject to impound if contains any unique data from the 
launch operation.
Personal articles of spectators including smart phones, cameras, etc. may not be impounded 
but the IRT Lead shall request copies of media.
Ensure all evidence is tagged for identification with, as a minimum, the date, location, 
description, and name of person who collected the evidence. Use the Evidence Property Tag 
in 10.
Where evidence is known to contain hazardous materials, ensure the tag is marked 
accordingly and a safety data sheet (SDS) is attached.
Maintain an inventory of impounded records and evidence using the Evidence Log in 9. For 
large amounts of documents and material, employ a searchable database.
Control of personal effects and sensitive information related to injured or deceased 
individuals requires 100% accountability of custody documented on the Evidence Property 
Tag and Chain of Custody forms (10 and 11).

NOTE: Personal effects and sensitive information related to injured or deceased 
individuals shall be controlled in accordance with the NASA Mishap Investigation 
Chain of Custody Process.

2. Control access to all impounded items until they are released by the Investigating Authority 
per the procedures in the Mishap Preparedness and Contingency Plan.

Maintain a log of any records released to the investigating board or other personnel 
supporting the investigation.
Except for direct support of continued flight operations and to the extent permitted by law, 
release no property, information, or data to any person without a need-to-know (as determined 
by the IRT impound coordinator, Chair, or designee) until such time as the Mishap Board 
Chair for the investigation is appointed and releases the data. Pre-approved authorized 
personnel requiring access into impounded areas must be authorized by management 
memorandum. All other personnel can be admitted by submitting an Avoid Verbal Orders 
(AVO) directed to the IRT Chair or designee, stating the justification and signed by an 
investigation board member.
Call upon NASA security or local authorities to aid in the protection of data and to grant and 
preclude access/egress of secured areas.
Protect impounded property associated with the contingency or operation per its sensitivity, 
criticality, and national security requirements. Original documents are those that could not be 
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Data Type: Environment (Natural Phenomena) Local Source
Animal or plant life activity
Earthquake
Gravity
Landslide
Meteoroid/meteorite
Radiation
Solar flare
Volcanic activity
Data Type: Environmental Conditions (Weather) Local Source
Barometric pressure data
Cloud cover data
Fog/haze data
Flooding
Tidal wave
Hurricane
Tornado
Tsunami
Ice
Lightning
Microburst
Pollution
Precipitation
Sun glare
Water spout
Wind/wind shear
Data Type: Processes and Procedure Documents Local Source
Configuration management
Customer service
Diversity and equal opportunity
Education
External relations
Function allocation
Infrastructure and administration
Inspections
Legal
Legislative affairs
Logistics
Maintenance, calibration (prevention and corrective)
Operations
Packing, handling, shipping, transfer
Problem analysis
Procurement
Public affairs
Records retention
Receiving
Repair
Requirements development
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All control/user/firing room log books
All waivers/deviations/exceptions documentations
All associated acceptance data packs
All associated lab samples and lab reports
Hardware and software design certification, status, and history
All associated facilities operations and maintenance processing 
documents
Shift change records
Design simulations/models
Measurement unit systems
All associated red streamer logs and entry control logs
All associated daily inspection reports/logs
All associated time cycle data
All data packages and certifications for vehicle and payload readiness for 
flight (certification of flight readiness, flight readiness review, launch 
readiness review, etc.)
Integrated data systems and records
Measurement systems and records
Vehicle system/subsystem records
Master copies of all system and applications software for all 
electronic/computer systems used in processing the associated flow
All hardware/software configuration data for the associated flow
All x-rays for the associated flows
All mate/demate records for the associated flow
All associated mission review board and any other 
waiver/deviation/exception activity
Data Type: Records Local Source
Video and photographic records and systems (NASA, internal/external 
facility surveillance, internal/external security surveillance, Webcams, 
personal audio/video recordings, public media, other government 
agencies)
Voice recordings (mission control room, launch control room, test 
control room, flight deck, readiness reviews)
Voice recordings (ambulance, paramedic, 911)
Telemetry data
All original associated microfilm reels
All associated ground operations magnetic, analog, and digital tape
DVDs, CDs, and other electronic storage media including originals and 
/or backup copies


