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Attachment 4:  Read and Sign Memo Information 
 
Read and sign memos were reviewed from February 7, 2008 through February 16, 
2009.1  This attachment presents information contained in the memos addressing the 
topics, the EWR crew room, sterile cockpit, overnight accommodations, airspeed 
exceedences, CFM, limitations, check-in/check-out procedures, and CrewTrac system.  
Italicized text represents verbatim quotes taken from the memo without correction or 
modification.   
 
 
08-02 dated 2/16/08 – From EWR Regional Chief Pilot 
 

CREW ROOM EWR: 
 
Use of foul language is unacceptable and will not be tolerated. Due to our current 
space and operations we all are in close proximity to each other and these 
conversations can be heard while management is conducting business. 
 
 
BASE ASSINGMENTS: 
 
If you are at you base over night regardless of the reason you are there you are 
responsible for your logging Please, do not ask crew scheduling for a hotel room. 
This includes all who have had 5 days off prior to IOE. 

 
08-04 dated March 6, 2008 -- From Director of Flight Standards 
 

Subject: “Airspeed Awareness for Q400 Operations” 
 
Discussed airspeed exceedences associated with the performance capabilities of 
the aircraft.  Discussed limiting airspeed to 250 knots indicated airspeed below 
10,000 feet msl.  Included:  “The Flight Operations Policy and Procedures Manual 
has an Altitude Callouts Table on page 5-39. The guidance is that the PF 
crewmember will make the 10,000 feet MSL call out. This altitude has much 
significance such as sterile cockpit, pressurization checks and Flight Attendant 
notification. With the Q400 we must now be prepared to scan the instruments for 
proper airspeed.” 

 
08-06 dated March 20, 2008 -- From Regional Chief Pilot at EWR 
 

CREW ISSUED CFM: 
 
We are issuing each Flight Crew Member a CFM to replace the ones on the Flight 
Deck. Please, see me in EWR to receive your copy. I will advise when we will 
remove the CFM from the aircraft. 

                                            
1 This represents Read and Sign 08-01, the first issued in 2008 through 09-08, the first issued after the 
accident.  There were 26 Read and Sign memos issued in 2008 and 8 issued in 2009. 
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08-08 dated March 27, 2008 – Chief Pilot2 
  
Subject:  Exceeding VMO speed limitation 
 
The FAA is concerned with the failure of our flight crews to operate the Q400 below 
recommended Vmo speeds. The FAA has assigned a special team to observe and 
evaluate Colgan pilots and procedures. That team will be flying with Colgan until this 
situation is resolved.  
…. 
 
The most vulnerable situation is during the first few days of IOE, when the IOE pilot is 
the PF, descending below 8,200 and the check Airman is performing NFP functions.  
 
Effective immediately the following steps are in effect:  

1. Check Airmen and Captains, will conduct a detailed and thorough briefing before 
each flight, to include, speed awareness, Vmo and flap limitations, proper speeds 
below 10,000 feet  
2.  MAXIMUM SPEED FOR ALL OPERATIONS IS Vmo -10, as per CFM page 28, 
CRUISE profile.  
3. The open speed bug will be set to 235 KIAS after take off, while leaving the 
terminal area below 8,000 feet. Climbing pass 8,000 feet the speed bug will be set 
to 250 and it will remain at 250 until descending below 10,000 feet. When 
descending below 10,000 the speed bug will be set to 235 until the airplane is 
maneuvering in the terminal area for an approach. Any speed restriction given by 
ATC will be set on that speed bug.  
4. When cleared below 10,000 feet, during the descent phase, the Check Airman or 
Captain WILL BE FULLY MONITORING the aircraft, until the airplane levels off 
and the airspeed has stabilized  
… 
 

The management would like to thank you for the outstanding job and the 
professionalism you display while you conduct day to day operations. 
Please keep in mind that we now are operating a faster and more complex airplane. 
Colgan’s fast growth and enormous undertaking has put us under the microscope of the 
FAA, ATC and all involved. 
 
 
08-09 dated April 21, 2008 – From Director of Flight Standards 
 

Until further notice statement to be included on dispatch release remarks for 
Q400 flights “USE OF FLAPS 35 IN APP MODE, AUTOPILOT ENGAGED, IS 
PROHIBITED.”   
 

 

                                            
2 Note the chief pilot writing this memo was replaced in May 2008 by the current chief pilot, and is the 
current Director of Flight Operations. 
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08-10 dated April 23, 2008 – EWR Regional Chief Pilot 
 

CHECK IN AT EWR 
 

Effective immediately, all flight crew members originating from EWR must check 
in via Crew Trac.  If you do not make it to the computer to check-in on time, you 
must call crew scheduling to check in.  If you do not show as checked-in in the 
system, you will be considered as a late check-in and late check-in policies will 
apply. 
. . .  

 
You must use the computers in the Ops room for check-in.  The IP address of the 
computer you use is logged and the system will know if you use a different 
computer.  Do not check-in at your home/crash pad and then travel to the ops 
room. 
 
Check-out procedures: 
 
Before leaving after your last flight you must check out. Log in to CrewTrac and 
read all messages.  You will be considered notified of the messages after logging 
in to CrewTrac.  You will then be responsible for their content even if you don’t 
mark them as read.  You should also verify all flight times, all pay credits and all 
per diem credits for the pairing.  If there are no messages or notifications (or you 
have read and complied with all of them) and the flight times and credits match, 
you may consider yourself released.  Again, this “check-out” procedure must be 
done only on the computers in the Ops room.  DO NOT leave the Terminal C 
secure area until you have done this! 

 
 
08-11 dated May 5, 2008 – EWR Regional Chief Pilot 
 

SICK CALLS 
 
We have had a couple of crew members that have called in sick and then traveled. 
As per the Flight Crew Members handbook, this is against company policy and will 
have disciplinary actions including the potential of losing pass privileges. 
 
 
HOLD SHORT READ BACKS 
 
Last month EWR tower conducted a survey on Hold Short read backs. CJC 
represented 6% of all reported incomplete read backs and or incorrect read backs. 
It is absolutely essential that we be diligent and precise on proper read back 
clearances. 
An example of an improper read back that was given, 
ATC: “Colgan 123 hold short of 23R” 
Colgan: “Hold short of the right” 
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08-13 dated May 24, 2008 – EWR Regional Chief Pilot 
 
CFM REV 1 
 
A copy of the revised CRM has been placed in your mail boxes. Discard old CFM 
upon receipt of the new revision. A revision transmittal has been placed inside the 
front cover and the acknowledgement page must be signed and faxed in. EWR 
crews, please insert your transmittals into the folder labeled CFM REVISIONS 
above the fax machine. Out Station crews, please retain your faxed transmittals in 
your mail box for 1 month. 

 
08-16 (undated) – EWR Regional Chief Pilot 
 

PILOT INDUCED ERRORS 
 
Recently we have had some gate returns and maintenance write ups due to pilots 
not having the switches in the correct position or not doing proper scans. It is 
absolutely imperative that we be diligent in our duties and ensures that the cause 
for the malfunction is not pilot induced. If it is found to be pilot error for causing gate 
returns or delays, the pilot will be subject to retraining and a correct letter in their 
file. 

 
08-17 dated July 18, 2008 – EWR Regional Chief Pilot 
 

SUBMITTING PILOT CERTIFICATES  
 
When submitting a copy of your Pilot Certificate, it must be a scanned copy. If 
you are unable to scan it and send it in, please see me and I would be happy to 
do it for you. Copies should be sent to Bonnie Meckercher or Janet Richards.  

 
08-21 dated October 13, 2008 – EWR Regional Chief Pilot 

 
CREW ROOM  
 
Please see the attached memo regarding the crew room.  

 
 
Memo dated 10/6/2008 and included the following: 

  
BAG ROOM  
 
We will have a bag room located just outside of gate 114. Please see the 
diagram (Titled, Locker Room). This room is for all Crew Bags and we ask you 
not to bring bags into the crew areas. We will advise when this is set up and 
issue you the door code.  
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CREW REST AREA  
 
No food will be aloud in the Crew Rest Area. Many of you have been asking 
about partitions in the Crew Rest Area for this winter; yes, we have ordered 
them. We have ordered 6 Recliners and 2 reclining love seats that should be 
here on October 7th. We have ordered a router for all of you looking for Wi-Fi.  

 
BREAK ROOM  
 
Just from past experience with our old crew room, we ask that you please clean 
up after yourselves.  

 
08-22 dated November 18, 2008 – EWR Regional Chief Pilot 

 
Winter Ops Reminders: 
 
For winter operations we have some optional selections available through our 
ACARS system to accommodate winter weather. 
. . .  
 
For landing there are two: 
 
 KEYWORD DESCRIPTION 
 ICING  Takeoff into icing conditions 
 EICE  Airframe Accreted Ice 
 
These KEYWORDS can be entered on the LDG COND 2/2 page of the Landing 
Data Request.  Entering one of the above KEYWORDS in the OPTION 1 line will 
give performance numbers the will reflect the appropriate performance adjustments. 

 
09-08 dated February 16, 2009 – EWR Regional Chief Pilot 
 

PROCEDURES  
 
Consistent with existing company procedures insure the following:  
 
1. ACARS TLR performance requests are made using the proper codes for icing 
conditions: ICING, NOFLEX, FLUIDS, EICE per company CFM and Read and Sign 
EWR 08-22  
 
2. The TLR in the release has the correct limit codes i.e. ICING or ICING 
ACCUMULATION for take off or landing, if expected to encounter icing conditions  
 
3. Aircraft Configuration & All Flight Instruments MUST be monitored at ALL TIMES 
by at least ONE CREW MEMBER  


