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RECORD OF REVISIONS 
 

See section 2 of the RSM/QCM for a description of the procedures for distributing, entering, and recording revisions 
to this manual.  If a controlled paper copy of the manual has been assigned to an individual, it shall have its revisions 
properly entered and recorded.  Record of the entered revisions will be documented on the Revision 
Notice/Acknowledgement Form (Form RS03) found in the Forms Manual. 
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RS01 List of Controlled Forms 
The List of Controlled Forms will state the revision status of all currently available controlled forms along with their 
revision dates. This form will be stored on JetWorx online server.   
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RS02 Manual Distribution List 
Distribution of all Jetworx manuals will be by electronic means and tracked on the Manual Distribution List (Form 
RS02).  The form will be stored on JetWorx online server. Each manual will be made available to each individual 
listed on the Manual Distribution List by email and distributed and updated by the Accountable Manager or Chief 
Inspector as needed. 
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RS02 Manual Distribution List 
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RS03 Revision Notice/Acknowledgement Form 
When a new revision is uploaded to OneDrive the previous version will no longer be available. This will ensure 
each employee has access to the current manual.  All individuals that have access to the manual will be notified 
of the revision via email and will be responsible for confirming receipt of the revision by completing the 
Revision Notice/Acknowledgment Form (Form RS03) and returning it to the Accountable Manager.   

The following will be recorded prior to sending to manual holders: 

Document title affected, Current revision status, revision date, effected pages, and summary of changes. 
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RS03 Revision Notice/Acknowledgement Form 
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RS04 Server Audit Record 
Repair station personnel will audit the system every 90 days using the Server Audit Record (RS04) to ensure that all 
documents that are accessed are at the most current revision level at the time of usage.  JetWorx generated data, i.e. 
manuals, DER repair specifications, forms and drawings will be at the latest revision.  When updates are made to 
these documents, the Accountable Manager or his/her designee will purge the obsolete versions.  
 
Include the following information in the appropriate boxes: 

• Audit Date: Date that the audit was performed 

• Performed by: The full name of the individual conducting the audit 

• Title: Title of the individual performing the audit 

• Document Audited: Title of the document 

• Document Location: Indicate the location in which the document is kept (specify folder on server, web 
location, One Drive folder, or an actual physical location) 

• Current Revision: The most current revision per the publisher of the document 

• Revision Posted: The revision that was actually found in our “library” 

• Correction Required: “Yes” if an update is required, “No” if the revision found matches that which the 
publisher states is most current 

• Discrepancy Corrected: Indicate “Yes” If you have updated the document and “No” if you have not. 

o IF you indicate “No”, it should be brought to the accountable manager’s attention as to why you 
were unable to update it. 

 



Repair Station Forms Manual 
 

Page 14 of 66  Revision Date: 2/15/2018 
Revision Number: 2 - Reissue  Original Issue Date: 4/2/2014 
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RS05 Repair Station Roster 
The Repair Station Roster (Form RS05) shall list management personnel, supervisors, repair station inspection 
personnel, and those individuals authorized to perform final inspection and/or approve an article for return to service.  
 
The Repair Station Roster (RS05) shall include the following: 

• Name 
• Title 
• FAA Certification type and number 
• Authorizations 

 
The repair station roster must be revised to reflect the termination, reassignment, change in duties or scope of 
assignment, or addition of any personnel. Changes to the repair station roster will be incorporated within 5 working 
days by the Accountable Manager and include the removal or addition of names, certificate type and number, and 
authorization. A revised copy of the roster will also be forwarded to the CHDO with a letter stating the details of the 
changes by US Mail, Email or Fax within that 5-day period. 
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RS06 Employee Summary 
The Employee Summary (RS06) shall serve as supporting documentation for the roster information and include the 
following: 

• Date Revised 
• Name and title 
• Employment start and end dates 
• FAA Certification type and number 
• Photo copy of FAA certificates shall be attached 
• Signature and initials 
• Copy of Resume shall be attached 
• Record of authorizations  

o Shall be “approved” as the relevant requirements are met for each authority. These approvals may 
only be given by the Accountable Manager or Chief Inspector 

o Upon approval and acceptance, the Accountable Manager or Chief Inspector shall make the relevant 
changes to the Repair Station Roster (RS05). 

o That authority shall be “accepted” by the employee 
o If the Accountable Manager or Chief Inspector feel that the individual is no longer fit to perform 

these duties they may “revoke” them and make the relevant changes to the Repair Station Roster 
(RS05). 
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RS06 Employee Summary  
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RS07 Daily Shift Turnover 

The Daily Shift Turnover format (Form RS07) will be sent by the Lead Technician.  The turnover email will be used 
at shift change whenever face to face briefing and discussion is not possible in order to brief the incoming shift 
regarding the status of inspection tasks currently in work.  The vacating Lead Technician completes the turnover 
email at the end of the shift and sends it to the Team@JetWorx.com email group.  The information entered will 
include the following: 

• Aircraft Registration (Tail) Number 
• Current estimated RTS Date/Time (Formatted as MM/DD/HH:MM  
• Indicate if additional discrepancies have been added to EBis so that the customer may be updated 
• In Work MX Status 

o Include the details of specific inspection tasks that have been started but not completed.   
o Include any items that require follow up by the next shift.   
o Note any pacing items that should be addressed immediately 

• Parts Status: Leave any notes that the parts department may need such as: 
o Parts required to be ordered 
o Parts ordered or received after hours by someone other than a Materials Coordinator 

 
This email shall be reviewed at the beginning of the next shift by the incoming Lead Technician and Inspectors. 
 

mailto:Team@jetworx.com
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RS08 Temporary Inspector Authorization 
The Chief Inspector or Accountable Manager may issue a Temporary Inspector Authorization (Form RS08) to an 
individual in certain circumstances. The Chief Inspector or Accountable Manager will review the qualifications of the 
personnel assigned to the project and designate that individual to perform the required inspection tasks for a specific 
project.  The individual temporarily assigned inspection authority must be experienced and qualified for those 
particular tasks and shall receive training necessary to perform those inspections. The following information shall be 
completed prior to the individual exercising any authority as an inspector: 
 

• Technician Name 
• Certificate # 
• Date that the authority is granted 
• The work order on which the Technician will have the authority to perform inspection tasks 
• The aircraft model and registration number that the work order is opened to 
• The scope of work that the technician is authorized to inspect. 
• Signature of the Chief Inspector or Accountable Manager approving the authorization, title, and date 
• Signature of the Technician accepting the responsibility, printed name, and date 

 
A copy of the authorization will be filed in the repair station’s copy of the work record. 
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RS08 Temporary Inspector Authorization  
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RS09 FAA Approved Maintenance Functions 
The Accountable Manager is responsible for the contract maintenance program and for maintaining approved 
contracted facilities. Contract maintenance functions will be approved by the FAA by means of the List of Approved 
Maintenance Functions (Form RS09).   
 
The list will specify the type of maintenance function that JetWorx may contract outside maintenance providers to 
perform.  
 
In the event that the List of Approved Maintenance Functions is updated, it is the responsibility of the Chief 
Inspector to provide an updated list to the CHDO  
 
Current revisions of Form RS09 will be uploaded to the server for reference by JetWorx personnel. The vendors that 
are approved by JetWorx to perform these functions will be monitored and maintained within the vendor module of 
EBis 
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RS09 FAA Approved Maintenance Functions  
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RS10 Vendor Audit 
Prior to using an outside vendor, the Accountable Manager or his designee will qualify and audit FAA certificated 
and non-certificated entities using the Vendor Audit form (Form RS10) found in the forms manual. Only “Approved 
Maintenance Functions” which are approved by the FAA on form RS09 may be performed by the these vendors. The 
Accountable Manager or Chief Inspector will perform either the on-site or postal audit to initially qualify and 
reevaluate any vendor. Reevaluation is to be accomplished at least every 24 months. 
 
The following information shall be completed by either the JetWorx designee that is assigned to perform the on-site 
audit or by a representative of the vendor in the case of an audit by mail (postal or electronic): 
 

• General Information: Vendor name, address and contact information 
• Key Personnel: Name and contact information for the applicable individuals as pertinent to the vendor 
• Business Information: Specify the business type, years in business, facility, and personnel information 
• A description of the types of services to be provided. These services must be indicated in the Approved 

Maintenance Functions” list (RS09) 
• All questions shall be answered as applicable to the vendor. N/A may be selected if the question does not 

apply 
• Any questions that are answered as “NO” shall be explained in the provided section below the questionnaire 
• The audit will be signed by the individual completing the document (Vendor or JetWorx representative) 

 
Upon receipt of the completed audit, the Accountable Manager or Chief Inspector will review the document and 
determine if the vendor is acceptable by completing the last section of the form titled “For JetWorx Use Only”. 
 

• Audit type 
• Method of audit/Auditor 
• Whether the vendor is approved or not and the next audit date 
• Who is approving the vendor 
• Indicate that EBis has been updated to indicate that the vendor may be used 

 
Once JetWorx finds a vendor to be acceptable, it develops an appropriate contract defining the scope of work, the 
standards to be followed, and any required special skills.   
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RS10 Vendor Audit  
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RS10 Vendor Audit  
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RS10 Vendor Audit  
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RS11 Master Document List 
The Accountable Manager will ensure the Master Document List (Form RS11) is on JetWorx server and easily 
accessible to all personnel at all locations.  The master document list will be used to verify that the current revision is 
being used by the repair station personnel.   
 
The following information shall be recorded on the form: 
 

• Document Title 
• Current Revision 
• Document Location – Website, Server, MX Office, etc. 
• Login for web based 
• Password for web based 

 
Every 6 months (Six) the Accountable Manager must ensure the repair station has the current revision for all 
documents the repair station is required to have.  After the verification is complete it must be documented on the 
Master Document List and uploaded to the server.   
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RS11 Master Document List  
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RS12 Incoming Walk Around Inspection 
A Lead Technician or Inspector will perform the preliminary inspections as required utilizing the Incoming Walk 
Around Inspection (Form RS12).   
 

• Indicate the applicable Work Order, Tail #, and date that the inspection is being performed 
• Perform the complete inspection as indicated on the check list and initial each line item 
• Answer the specific questions regarding tires, fluid and gas servicing by checking the appropriate boxes 
• Note any discrepancies found during the walk around 
• Any damage will be brought to the attention of management before proceeding with any work 

 
Any discrepancies noted as a result of the inspection will be added to the work order.  The preliminary inspection will 
be signed off in the form of a corrective action in the work order (Item 1 of all work orders). 
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RS12 Incoming Walk Around Inspection  
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RS13 Post Maintenance Walk Around Inspection 
The Chief Inspector or his/her designee will perform the final inspection.  The Inspector will perform the final 
inspection as required utilizing the Post Maintenance Walk Around Inspection (Form RS13).   
 

• Indicate the applicable Work Order, Tail #, and date that the inspection is being performed 
• Perform the complete inspection as indicated on the check list and initial each line item 

 
Any discrepancies noted as a result of the inspection will be added to the work order.  The final inspection will be 
signed off in the form of a squawk in the work order (Item 3 of all work orders).   
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RS13 Post Maintenance Walk Around Inspection  



Repair Station Forms Manual 
 

Page 35 of 66  Revision Date: 2/15/2018 
Revision Number: 2 - Reissue  Original Issue Date: 4/2/2014 

RS14 Parts Identification Tag 
All aircraft parts, components, accessories, engines, appliances received by this repair station must have a JetWorx 
Parts Tag (Form RS14) attached that is applicable to the status of the item. This tag is designed as a multi-use tag and 
the appropriate box should be clearly checked as follows: 
 
Part Identification “White Tag”: This tag may be used to identify replacement parts during receiving process or 
parts, components, and assemblies removed from an aircraft, airframe, engine, appliance, component, or assembly 
during maintenance. This tag may also be used when removing a known serviceable part from an aircraft to provide 
traceability if being installed on a different aircraft. 
 
Repairable “Green Tag”:  This tag will be used to identify parts, components, accessories, or assemblies that require 
repairs by outside vendors.  The receiving inspector, technician, or inspector must fill out this tag and attach it to the 
item.  This tag must also include a description of the work to be performed.  JetWorx may also use this tag for core 
exchanges. 
 
Unserviceable “Red Tag”:  This tag is used to identify Unserviceable items pending their final disposition.  This tag 
will be attached to the item or to the container holding the items.  The receiving inspector, technician, or inspector 
must fill out this tag for all rejected items (including unsalvageable).  
 
All completed tags should be completed as follows: 
 

• Registration and Serial Number (For items removed from an aircraft only) 
• Part number and description of the item 
• Serial number or lot number of the part 
• Total Time, Total Cycles, Time Since Overhaul/Repair, and Cycles Since Overhaul/Repair of the received 

or removed part. 
• Remarks: May include reason for removal, whether a functional test was performed prior to removal or any 

other information pertinent to the part 
• Work order and item number (of which part was installed) 
• Purchase order on which part was purchased (for Receiving Inspector) 
• Quantity of parts 
• Indication as to whether a core is due or not 
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RS15 Mx Convenience Removal Tag 
This tag may be used to identify panels or components that are removed for the purpose of maintenance or inspection 
in conjunction with the Aircraft Panel Removal Record (RS16) or Component Removal and Installation Record 
(RS17). If multiple parts identification is required, only one (1) MX Convenience Removal Tag is required for the 
identification of like parts, i.e. access panels in a common area, ceiling panels etc. The technician will remove the 
parts and place them in a container or in a clearly identified work area.  The MX Convenience Removal Tag will be 
filled out showing the total number of items being removed.  The tag will be securely attached to the container, work 
table or bench. 

Each tag shall include the following information: 

• Aircraft Registration Number 
• Work Order Number 
• Item # as indicated on the corresponding form (RS16 or RS17) 
• Part Number 
• Serial Number 
• Quantity 
• Part ID/Location – Panel number or specific location on the aircraft 
• Technician name and date removed 
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RS16 Aircraft Panel Removal Record 
The Aircraft Panel Removal Record (RS16) shall be used anytime a panel on an aircraft is opened or removed for any 
period of time. This form will be included in every work order package.  

The aircraft model, Tail #, work order and page numbers shall be recorded on the header 

The individual that removes the panel shall indicate the squawk number associated to the reason for the panel removal, 
the panel number, the date opened, the initials of the individual that removed the panel, and the description of the 
panel and reason removed. 

An inspector must inspect the area and initial the “OK to Close” prior to panel installation 

The installer will then initial after the installation is complete and an inspector will follow behind and verify proper 
installation, initial the “Instl Insp” block and record the date completed. 
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RS16 Aircraft Panel Removal Record   
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RS17 Component Removal and Installation Record 
The Component Removal and Installation Record (RS17) shall be used anytime a component is removed from an 
aircraft.  This form will be included in every work order package.  

The aircraft model, Tail #, work order and page numbers shall be recorded on the header 

The individual that removes the panel shall indicate a sequential item number, the part description, the position, the 
initials of the individual that removed the component, the date removed, and the part number and serial number off. 

An inspector must inspect the area and initial the “OK to install” prior to panel installation 

The installer will then initial after the installation is complete and indicate the serial number installed. 

The tech and inspector will then sign off the operational and leak checks as applicable. If no leak check or ops checks 
are required, a line may be drawn through the box or “N/A” may be indicated. 
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RS17 Component Removal and Installation Record 
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RS18 Corrective Action Report 
Whenever an inspection or determines that a maintenance step or function has been accomplished incorrectly, the task 
found to be deficient will be reviewed to ensure that the improper work was not the result of a deficiency in the 
instructions(s), facilities, equipment, tooling or material. 

A Corrective Action Report (CAR) (RS18) shall be completed in its entirety. 

All questions in the first section by the Accountable Manager, Chief Inspector or their designee. 

A root cause analysis shall be accomplished and recorded in the designated section. 

The individuals involved in the root cause analysis shall also propose a corrective action(s) and determine if any 
manuals or procedures will require revision to correct the discrepancy. The implementation shall also be assigned to 
an individual or group to see the correction through. A deadline should be set to ensure implementation within a 
reasonable timeframe. 

The implementation shall than be documented and a follow up to confirm effectiveness of the corrective action within 
30 days of the implementation. 
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RS18 Corrective Action Report   
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RS18 Corrective Action Report  
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FAA Form 8010-4 - Malfunction and Defect Report 

The Chief Inspector will fill out the Malfunction and Defect Report within 96 hours after any serious defect is 
discovered. Reference the most current version of AC 20-109 for specific instructions on completing this document.   
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FAA Form 8010-4 Malfunction and Defect Report 
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FAA Form 8070-1 - Service Difficulty Report 
The Chief Inspector will fill out the Malfunction and Defect Report within 96 hours after any serious defect is 
discovered. Reference the most current version of Form 8070-1 for specific instructions on completing this document. 
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FAA Form 8070-1 - Service Difficulty Report 
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FAA Form 8120-11 -  Suspected Unapproved Parts Report  
If the Chief Inspector determines that a suspected unapproved parts report will be filed, he/she will fill out FAA 
Form 8120-11 in accordance with its instructions and notify the local FAA CHDO.   
 
  



Repair Station Forms Manual 
 

Page 49 of 66  Revision Date: 2/15/2018 
Revision Number: 2 - Reissue  Original Issue Date: 4/2/2014 

FAA Form 8120-11 -  Suspected Unapproved Parts Report  
   



Repair Station Forms Manual 
 

Page 50 of 66  Revision Date: 2/15/2018 
Revision Number: 2 - Reissue  Original Issue Date: 4/2/2014 

 

FAA Form 8130-3 – Authorized Release Certificate 
 
In the event that Form 8130-3 will be generated, the Inspector will refer to the most current version of FAA Order 
8130.21H - Procedures for Completion and Use of the Authorized Release Certificate, FAA Form 8130-3, 
Airworthiness Approval Tag 
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FAA Form 8130-3 – Authorized Release Certificate 
 
  



Repair Station Forms Manual 
 

Page 52 of 66  Revision Date: 2/15/2018 
Revision Number: 2 - Reissue  Original Issue Date: 4/2/2014 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

TRAINING PROGRAM FORMS 
 



Repair Station Forms Manual 
 

Page 53 of 66  Revision Date: 2/15/2018 
Revision Number: 2 - Reissue  Original Issue Date: 4/2/2014 

TP01 Employee Orientation Checklist 
All personnel authorized to perform maintenance, preventive maintenance, alteration tasks, and inspections will be 
required to complete company orientation, which will include instruction on company policies and procedures as well 
detailed review of the policies and procedures established in this manual. This initial training will be completed within 
a period of 90 days for all employees and formal acknowledgment will be maintained in the employee’s training file. 
The initial hire training shall be recorded on the Employee Orientation Checklist form (TP01).  
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TP01 Employee Orientation Checklist 
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TP02 Overall Needs Assessment 
 
To determine the overall training requirements, the Accountable Manager or designee will conduct an annual review 
of the types of work being planned and performed, and identify and update the types of knowledge and skills that the 
repair station needs. 
 

• “Date” - Insert the date the form was completed 

• “Reason” – Describe the reason for the assessment. (i.e., changes of Repair Station ratings/capabilities, major 
changes to facilities, significant changes to regulations, new complex tooling or equipment, annual training 
program review, etc.) 

• “Required Function” - Describe the changes required or the needs identified from the assessment. 

• “Required Training” - Describe the changes required or the needs identified from the assessment. 

• “Required Certification” - Describe the changes required or the needs identified from the assessment. 

• “Required Skill Set” - Describe the changes required or the needs identified from the assessment.  

• “Affected Department(s)/Position(s)” - List the departments or positions of the repair station that are affected 
by the change. 

• “Notes” - List any additional notes or comments. 

• “Assessment Administrator” - The individual that completed the assessment will sign here. 
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TP02 Overall Needs Assessment  
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TP03 Training Course Record 
Most the training provided by this repair station will be Computer Based Training (CBT) and on-the-job training (OJT).  
All CBT and OJT training will be documented on the Training Course Record (Form TP03) and stored on the JetWorx 
Server for a minimum of two years or until superseded. 

• Name: Enter the individuals name to receive training. 

• Signature: A signature of the individual attending the training is required in this block. 

• Classification: Enter the classification of the individual. 

• Initial: Enter an “X” or check mark if the training is initial training. 

• Recurrent: Enter an “X” or check mark if the training is recurrent training. 

• Remedial: Enter an “X” or check mark if the training is remedial training. 

• Date: Find the subject area appropriate to the training and enter the date of the training  

• Instructor’s initials: The initials of the training instructor are required in this field.  He or she will initial the 
block after the training is completed.   
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TP03 Training Course Record  
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TP04 Training Vendor Audit Checklist 
If the training will be conducted by an outside vendor, an audit will be conducted using the Training Vendor Audit 
Checklist (TP04) to ensure they provide the appropriate information.  The audit may include an observation of training, 
a review of instructor qualifications, and experience.  The extent of the audit will be based on an informal risk 
assessment related to the critical nature of the training and the ability of the repair station to assess the information 
taught. 

• COMPANY NAME: Insert the name of the company being audited. 

• MAILING ADDRESS: Insert the address of the company being audited.  This will be where the audit is 
taking place. 

• TELEPHONE NUMBER: Insert the main telephone number for the company. 

• TRAINING FACILITY CERTIFICATE NUMBER: Insert the certificate number for the company. 

• COURSE NAME: Insert the name of the course as found on the training facility brochure. 

• INSTRUCTOR NAME: Insert the name of the instructor conducting the training. 

• Questions 1 thru 10 and items to forwarded 1 thru 3 are self-explanatory and do not require instruction.  

• AUTHORIZED SIGNATURE: The individual that completed the form will sign here. 

• TITLE: The person that signed this form will print their company title as it is found on the company 
business card. 

• DATE: Insert the date the form was completed. 
 

 



Repair Station Forms Manual 
 

Page 60 of 66  Revision Date: 2/15/2018 
Revision Number: 2 - Reissue  Original Issue Date: 4/2/2014 

TP04 Training Vendor Audit Checklist 
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TP05 Instructor Qualification Record 
Instructors shall be qualified based upon subject matter knowledge and teaching ability.  Subject matter expertise 
may be established by experience, demonstrated knowledge, and/or certification.  The ability to impart information 
can be determined by observation, demonstration, or experience.  The evaluation of in-house instructors shall be 
documented on the Instructor Qualification Record form (TP05). 

• INSTRUCTOR’S NAME: Enter the name of the instructor to be trained. 

• TITLE: Enter the title of the instructor to be trained. 

• ACCOUNTABLE MGR/ CHIEF INSP: The signature of the General Manager or Chef Inspector is 
required for approval to instruct on each subject. 

• DATE: The General Manager or Chief Inspector shall date each approved Training Subject. 

• OTHER: Enter a subject area not listed on this form when necessary.   
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TP05 Instructor Qualification Record    
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TP06/TP07/TP08 Individual Needs Assessment – Mechanic/Inspector, 
Materials Coordinator, Line Service Technician 

JetWorx may supplement its workforce with interim (contract) maintenance employees.  Before these individuals 
begin work they must undergo a needs assessment using the Individual Needs Assessment Form (TP06, TP07, 
TP08). The form shown is typical for all forms with only the course requirements being different based on the 
position. 
 

• CANDIDATES NAME: Enter the name of the individual being assessed. 

• POSITION: Enter the position the individual is being considered for. 

• DEPARTMENT: Enter the name of the department the individual is being considered for. 

• ASSIGNMENT REQUIREMENTS: Keeping the individuals hired position in mind, place a check mark 
(√) in each box that is required of the individual.  This will be the base line for the assessment. 

• ADDITIONAL ASSIGNMENT REQUIREMENTS: Place a check mark (√ ) in each box that is or may 
be an additional requirement for the individuals position. 

• POSSESSES THE KNOWLEDGE/SKILL: The evaluator will enter a reference to the supporting record 
and/or date of the accomplished training. 

• REQUIRES TRAINING BEFORE ASSIGNMENT: The evaluator will enter the recommended training 
and date planned. 

• DATE OF LAST TRAINING: The evaluator will enter the date the candidate last had training in the 
subject area. 

• REMARKS: Insert any remarks, comments or notes here. 
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TP06 Individual Needs Assessment – Mechanic/Inspector    



Repair Station Forms Manual 
 

Page 65 of 66  Revision Date: 2/15/2018 
Revision Number: 2 - Reissue  Original Issue Date: 4/2/2014 

TP06 Individual Needs Assessment – Mechanic/Inspector    
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TP06 Individual Needs Assessment – Mechanic/Inspector 
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