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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

Notice/Acknowledgement Form (Form RS03) found in the Forms Manual.

be documented on the Revision

REVISION REVISION UPLOAD DATE /
SUMMARY OF CHANGES
NUMBER DATE AR AR INITIALS
Original 4/2/2014 None — Original Issue Original Issue
1 11/11/14 Multiple Forms: 2-Retired, 3-Revised, 14-Added
2 2/15/2018 All Reissue 2/15/2018 LMD
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RSO01 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.

Page 7 of 66 Revision Date: 2/15/2018
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RSO1 List of Controlled Forms

Repair Station Forms Manual

@ JETWORX PAA RS NSER22004
List of Controlled Forms

Form # Title Revision Date
RSO1 List of Controlled Forms Original 2/15/2018
RSO2 Manual Distribution List Original 2/15/2018
RSO3 Revision Notice/Acknowledgement Form Original 2/15/2018
RS04 Server Audit Record Original 2/15/2018
RSOS Repair Station Roster Original 2/15/2018
RS06 Employee Summary Original 2/15/2018
RSO7 Daily Shift Turnover Original 2/15/2018
RSO8 Temporary Inspector Authorization Original 2/15/2018
RS09 FAA Approved Maintenance Functions Original 2/15/2018
RS10 Vendor Audit Original 2/15/2018
RS11 Master Document List Original 2/15/2018
RS12 Incoming Walk Around Inspection Original 2/15/2018
RS13 Post Maintenance Walk Around Inspection Original 2/15/2018
RS14 Parts Identification Tag Original 2/15/2018
RS15 Mx Convenience Removal Tag Original 2/15/2018
RS16 Aircraft Panel Removal Record Original 2/15/2018
RS17 Component Removal and Instaliation Record Original 2/15/2018
RS18 Corrective Action Report Original 2/15/2018
TPOL Employee Orientation Checklist Original 2/15/2018
TPO2 Overall Needs Assessment Original 2/15/2018
TPO3 Training Course Record Original 2/15/2018
TPO4 Training Vendor Audit Checklist Original 2/15/2018
TPOS Instructor Qualification Record Original 2/15/2018
TPOS Individual Needs Assessment — Mechanic/Inspector Original 2/15/2018
TPO7 Individual Needs Assessment — Materials Coordinator Original 2/15/2018
TPOS Individual Needs Assessment — Line Service Original 2/15/2018
Revision: Original Revision Date: 2/15/2018 Form#: RSO1
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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.

Page 9 of 66 Revision Date: 2/15/2018
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RS02 Manual Distribution List

@ JETWORX FAA CRS® X6KR220M
Manual Distribution List
MANTAL TITLE mm MANTAL ASSIGNED TO mmut' mmw
RSMOCM Accountable Manager
RSTPM Accountable Manager
Forms Magual Accountable Magager
| RSMOCM Cluef laspector
RSTPM Chuef Laspector
Forms Chuef Inspector
| RSMUOCM P
L RSTPM 1 Ml
Forms Magual 1 Ml
Revision Ongmnal Revision Date: 2/15/2018 Form#. RSO2
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RSO3 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.

Page 11 of 66 Revision Date: 2/15/2018
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RSO3 Revision Notice/Acknowledgement Form

@ JETWORX FAA CRS# X6XR220M

Revision Notice/Acknowledgement Form

Date:
Dear Team Member,

Please note that a revision has been made to the document(s) outlined in the summary below. These revised documents
are now available on the server for your review and immediate use. Please sign and date the acknowledgement below
upon review of these changes within 5 days of the date of this notification and return this form to the Accountable

Manager.

Revision Effected
Document Status Revision Date Page Summary

| hereby acknowledge that | have reviewed and understand the revisions listed above.

Signsture Date
“Frintea Neme “Tite
Rewision: Oniginal Revision Date: 2/15/2018 Form#: RSD2
Page 12 of 66 Revision Date: 2/15/2018
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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:

e Audit Date: Date that the audit was performed

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

e  Title: Title of the individual performing the audit

e Document Audited: Title of the document

o 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)

e  Current Revision: The most current revision per the publisher of the document
e Revision Posted: The revision that was actually found in our “library”

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

e 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.

Page 13 of 66 Revision Date: 2/15/2018
Revision Number: 2 - Reissue Original Issue Date: 4/2/2014
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RS04 Server Audit Record

@ JETWORX FAA CRS# X6KR220M
Server Audit Record
Audit Date:
performed by: Title:
Current Revision Correction | Discrepancy

Document Audited Document Location = e Required? | Corrected?
Name Titie
S'v-hn Date
Revision: Original Revision Date: 2/15/2018 Form#: RS04
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RSO05 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
e Title
e 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.

Page 15 of 66 Revision Date: 2/15/2018
Revision Number: 2 - Reissue Original Issue Date: 4/2/2014
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RSO5 Repair Station Roster

@ JETWORX

Repair Station Forms Manual

Repair Station Roster

FAA CRS® X6KR220M

Title

FAA Certificate

Employee Name
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Reference form R506, Employee 5

y, for detailed information including signature and stamp assignments.

Sgnature

Revision: Original

Revision Date: 2/15/2018

Form#: RSOS
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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

(0]

(0]

Page 17 of 66

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

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

That authority shall be “accepted” by the employee

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
(RSO05).

Revision Date: 2/15/2018

Revision Number: 2 - Reissue Original Issue Date: 4/2/2014
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RS06 Employee Summary

@ JETWORX

Date Revised:

Employee Summary

Employee Name:

Employed from:

Certificate Type:

Repair Station Forms Manual

FAA CRS® X6KR220M

Certificate #:

[[] see Attached Copies of Certificates

Signature

Initials

Employment History:
[ see Attached Resume

Authority: Receiving Inspection Approval

Authorizations

Authority:  Inspection Approval

This individual has been authorized to perform the following inspection duties on behalf of JetWorx and has agreed to
adhere to the Repair Station/Quality Control Manual and all FAA regulations.

Authority. RTS Approval

Approved By Date:
Thomorube Maege o e wieotr
Accepted By Date:
Trpeye.
Revoked by: Date:
Approved By Date:
Themotabe Maage of Crie cwpemtr
Accepted By: Date:
o
Revoked by Date:
e L i e——
Approved By Date:
o tabe Maage or i miecar
Accepted By Date:
Eripayee
Revoked by: Date:

TRmrtabe Manage o e wrecar

Revision Date: 2/15/2018
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Revision Number: 2 - Reissue

Revision Date: 2/15/2018
Original Issue Date: 4/2/2014



| JETWORX Repair Station Forms Manual

RSO07 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
e 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
* InWork MX Status
o0 Include the details of specific inspection tasks that have been started but not completed.
0 Include any items that require follow up by the next shift.
o0 Note any pacing items that should be addressed immediately
e 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.

Page 19 of 66 Revision Date: 2/15/2018
Revision Number: 2 - Reissue Original Issue Date: 4/2/2014
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RSO7 Daily Shift Turnover

@ JETWORX FAA CRS® X6XKR220M

Daily Shift Turnover

JETWORX Daily Mx Status

Discrepancies Sheet Updated”
YsO NeD

Discrepancies added to EBis”
YsO NoeO

Discrepancies Sheet Updated”
YO NeDO

Discrepancies added 1o EBis”
YasO NeD

l

Discrepancies Sheet
YO NeO
Discrepancies added to EBus?
Ys[O NeD

Discrepancies Sheet Updated”
Yas(O NeD

i added to EBis?
YO NeD

Revision: Original Revision Date: 2/15/2018 Forme: RSO7

Page 20 of 66 Revision Date: 2/15/2018
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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

e Certificate #

e Date that the authority is granted

e The work order on which the Technician will have the authority to perform inspection tasks

e The aircraft model and registration number that the work order is opened to

e The scope of work that the technician is authorized to inspect.

e 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.

Page 21 of 66 Revision Date: 2/15/2018
Revision Number: 2 - Reissue Original Issue Date: 4/2/2014
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RS08 Temporary Inspector Authorization

f & JETWORX FAA CRS® X6XR220M

Temporary Inspector Authorization

This document authorizes the individual listed below to temporarily perform the duties of Inspector for the
task(s) detailed within this document. This authorization is temporary and expires upon completion of this

event.
Technician: Certificate:
Date: Work Order:
AC Model Reg. #
Scope:

The above listed individual is approved to perform the duties of Inspector for the work scope outlined on this
form._ | have verified that they are certificated under CFR Part 65 and that their knowledge and experience
gqualifies them to perform these tasks.

Signature Tite [Accountabie Mgr. or Chief insp. Only) Date

| accept the responsibilities of temporary Inspector and understand that this approval expires upon completion of
this work scope.

Signature Frint Name Date

MNote: Additional authorizations may be required by the customer in accordance with their GMM.

Rewvision: Original Revision Date: 2/15/2018 Form#: RSO8

Page 22 of 66 Revision Date: 2/15/2018
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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

Page 23 of 66 Revision Date: 2/15/2018
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RS09 FAA Approved Maintenance Functions

& JETWORX FAA CRS® X6KR220M
FAA Approved Maintenance Functions

Jetworx may contract outside maintenance providers for the functions listed below. Prior to using any vendor,
JetWorx will require all vendors to complete a vendor audit using Form R510 and will require the vendor to
renew their approval every 24 months at minimum in order to maintain qualification as an "Approved Vendor”
in accordance with our Repair Station Manual and Federal Regulations 14CFR §145 211 (c){1){vi), §145.217 &
§145.223.
| item # Function

1| Battery servicing and repair

2 Wheel & Brake Overhaul and Repair

3 Avionics maintenance, troubleshooting and repair

4 Fuel tank repair services

s Rotable aircraft component testing, repair and overhaul

& Life saving devices testing, repair and overhaul (rafts, ife vests, first aid, AED)

? Hydrostatic r and overhau! vessels (O and fire ext bottles

8 Sheetmetal and structural repair services

9 Paint services

10 Non-Destructive Testing (NDT) Services

11 Landing gear repair and overhaul

12 Intersor repair and refurbishment services

13 Compaosite Repair Services

14 window repair and refurbishment

15| Welding services

16 | engine repair services

17| Airframe repair services

18 Tool Calibration Services

Jetworx Approval FAA approval
Name: Title: Accountable Manager Name: Tithe:
Revision: Original Revision Date: 2/15/2018 Form#: RS09
Page 24 of 66 Revision Date: 2/15/2018
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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.

Page 25 of 66 Revision Date: 2/15/2018
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RS10 Vendor Audit
@ JETWORX FAA CRS¥ X6KR220M
Vendor Audit
JetWorx will require all dors to plete the following audit every 24 months at minimum m order to mantain qualfication as an
“Approved Vendor” in accordance with our Repair Station Manual and Federal Regulations 14CFR §145.211 c){1)(wi). §145 217 & §145 223,
JetWors will accept Vendor pre-filled audits if the content of the audit satisfies all quests ined within tha & ¥ you requi
assistance with the completion of this audit, please contact our Quakity Department at 815-933-6509 Exr. 5014. Return the completed form
and required documents to QA@jetwon.com.
General Information
Name: Date:
Address
Cay State: Tp
Phone: A0G E:
Email: Website:
Key Personnel
| Department Name Title Phone Emaml
| Quakity
Customer Service
Accounting/Biling
Other
Busi Inf ti
Type of Business: L FAA Repair Station [ FAA Airframe [ FAA Powerplant Certificate #:
[ Manufacturer~ 14CFR Part 217 [ ves (o [ other:
Years mn Business: Faciity Size: Sq fr.
Number of Production Quality/inzpection FAA Cervficated
Employees. Personnel Perzornel Personrel
Brief description of services provided to JetWorx:
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RS10 Vendor Audit

'@ JETWORX FAA CRS® X6KR220M

Vendor Audit

A Certification & Training Yes | Mo | N/A

1 Are you an FAA Part 145 certified repair station?  (Attach copy of certificate and Ops Specs)

Do you have an FAA approved anti-drug and alcobol misuse program?
[Attach copy of FAA acceptance letter)

3 Do you have 3 current capabiities list that has been accepted by the FAA? (Attach copy) (Part 145 Only)

4 Do you have the tools, training, personnel and approval to return RVSM equipment to service?

If you use sub s, Do you that your subcontractors are under an FAA approved anti-drug
and alcohol misuse program?

6 | Do you have an FAA approved training program? [Part 145 Only)

B. Quality Control Procedures Yes | No | N/A
1 Do you have 3 current revision of the Repair Station/Quaiity Control manual readily available for
employee’'s reference?
2 13 there proper separation of product:on and nspection responsibities?

3 Are all parts and materials subject to an incoming inspection?

MM:wdﬂuMMhmthh&ymmw‘wwmm
requestec work prior to starting mamtenance?

5 Are there procedures for segregation of repairable from non- repairable articles?

6 Are there procedures for tagging or identifying artides, including repairable and non-repairable artides?

7 Are all inspections and tests documented?

8 Are inzpection and test records supplhed to the when the part is returned to service?

9 Are personnel that are returning the parts to service properly trained and certificated?

C. Technical Data Yes | No | N/A
g Do you have the current technical data required to perform repairs/overhauls on 3l items on your
capabilities list?
2 Iz there 2 procedure to control revisions and that technical data is ?

3 Are controlled copies of the technical dats readily available to the production personnel?

D. Calibrated Tools snd Equipment Yes | Mo | N/A
1 Are inzpections gauge ing devices and test equip insp d and calibrated at specified
intervals?
2 Ish On equIp labeled in some way to indicated current calibration status?

3 Do the procedures ensure that calibration is traceable to NIST?

Revision: Original Revision Date 2/15/2018 Form# RS10
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JETWORX
RS10 Vendor Audit
@ JETWORX FAA CRSS X6XR220M
\ Vendor Audit
£ Material Control Yes | Mo | N/A
1 Are parts and matesials purchased for use on aircraft parts subject to 3 g .

2 s proper traceabiity and certficat-on maintained for all parts, matenais. ang hardware”

3 Arw Recerong Irapectors trared to detect and report Suspected Unapproved Parss®

4 Are e Lmted parts and materals identfied tracked and removed from investory upon exgsration?

s Are ron-corforming and unarworthy parts ard materials segregatec and tecured”

§ | Are Wie livted scrap parts returned to the of mutilated to pr

1 Are rhaul d ' d for a mi

of 2 years®

repair ard

Piease explaen sy fems sbove that were snswered as “NO™

e Luplanation

By sgnng tha document | certify that the information provided above is true and complete to the best of my knowledge | also agree to
allow the Feceral Aviaton Admmnistration to perform inspections of the work bewng performed (NorLernficated Vendor's Only).

Auda Compiered By Title:
Sgrature Date
For JetWors Use Only

Vendordpproves [ Yes [Ine Next Audis Due

Asproves By Date

Vendor lizt Updated: J Tracking System Updates: )

Notes:
Rewvsion Onginal Revision Date: 2/15/2018 Form#: RS10
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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.

Page 29 of 66 Revision Date: 2/15/2018
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RS11 Master Document List

@ JETWORX FAA CRSH X6KRIZOM

Master Document List
Document o Document Location o !“'-EE 1 Login Password
Revision Original Revision Date: 2/15/2018 Forma RS11
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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

@ JETWORX FAA CRS# X6KR220M

Incoming Walk Around Inspection

Work Order: Tail #: Date:

The following Inzpection i requred 1o De SCCOMished pNor to Deprnng wom on 8Ny arCEft The mtenor and estenor [z witible from the ground| of
the sircraft shall De inspected for gversd conditon. Any sbnormalities should De recorded in the comments delow and sdded to the work order 83
FEQUTEC APy CAMALE 10 the mrraft ShoulC e immedately o reported to 2 prior to p ing with any work

EXTERIOR | nitial

AN access panels thet sre opened or removed must be Tagged/identified and entered on open/close log.
MED: Check for normal on when ang and
Protective Covers - R and enter in Open/Close Form
Lower Flaps and Gear Doors - To aliow for inspection
Exterior Lighting — Check for proper operation.
Pitot Tubes/Static Ports: Inspect for ity// ok
Nose Section — Check for damage. security and evidence of leaks. Secunity pins installed (for towing) Tires: [ Airworthy
Nitrogen/Oxygen - Check for proper levels and squawk 33 required. Requires Servicing: ClYes ONo
| Right Fuselage — General condition, check for windows. emergency exit and placards for security and condi
| Right Wheel Well - Check for leaks and general condition_Security pins instalied Tires: () Airworthy

Right Wing - Inspect leading edges (Boots if applicable), winglets, fuel panels for leaks, rear beam for security and leaks,
| Flap tracks are dear. All vents are clear.

| Right Engine — inspect exterior for security and iti icH of FOD [inspect fan blades) or fiuid leaks.

Lower Fuselage - Check for leaks. securty and condition of and all vents clear.

Tail Section — General condtion, Static wicks attached.

| At Equipment Buy - Check for ieaks. DPY s Servicing a: visible

| Left Engine - inspect exterior for security and condition, evidence of FOD (inspect fan blades) or fluid leaks.

Left Wing — Inspect leading edges (Boots if applicable), winglets, fuel panels for leaks, rear beam for security and leaks,
Fiap tracks are clear. All vents are clear.

Left Wheel Well - Check for leaks and general condition. Security pins i lled Tires: O Airworthy
Left Fuselage - G | dition_ check for windows. emerpency exit and placards for Jrity and dit
INTERIOR Initial
ﬂmmmmthﬂw-‘mﬂuﬂhu
Vestibule — Inspect for damap h and general condition. Pay special to dwork. carpet and
leather.
Codpl lngpmfordamgz s and general conditi
=p & and general condition. Pay special on to dwork, carpet and leather.
delﬁu‘um tables, windows shades, and sidewalls.
Galley - Inspect for damage. cleanliness and general condition. Pay special ion to dwork, carpet and leather.
Mh'!wn'wﬂmmfumw!mmmnmm“,. hables have been left behind.
-1 for d ' and general condition. Pay special to swork, carpet and

m.mrmgm ﬂmmhww
Lav Requires Servicing: OlYes ONo

Baggage Ares - Inspect for damage, cleanliness and g
Loose Equep - R wentify and store as needed to protect property during maintenance.

P won - Install p ive material as req d based on the mai to be perfs Pay special ion to
entry, woodwork, carpet and leather.

Notes:

Inspected By: Date:
Sigr arg pren

Revision: Original Revision Date: 2/15/2018 Form#: RS12
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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).

e Indicate the applicable Work Order, Tail #, and date that the inspection is being performed
e  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

.
@ JETWORX FAA CRS® X6KR220M
Final Walk Around Inspection
Work Order: Tail#: Date:
Final Wak Around Inspection.
The foliowsng inspection i3 required to be sccomabshed & part of the Broaft rEtUrn to SencE Process, once all work o complete. The mtenor anc
exteror (a2 viibie from the ground) of the arcratt shall be inspected for overall CORGIon Ary BoNOrmasties should De recorded in the comments beow
and added to the work order. Any CBTAgE 10 the Mrcraft sROulC De mmedately De reported to ’e prior to p NG with ary work
EXTERIOR
FUSELAGE LH III.H WINGS LH | RH
Sl i oy & siti hfr’hu.m“mmad
Siin for dents, damage. exposed base 3l Leading edges [Boots if applicable) for damage
Cockpit Windows/Wipers: condition & cleanliness Fuel panels for security / leaks
Pitot Tubes/Static Ports/ TAT Probes/ ADA: Rear beam structure 3nd components for security
dition & obstructions and leaks
Antennas: security & condition Flap tracks clear of foreign objects
Pax Windows: security, condition, & placards Flap and Aderons for condition and security
Vents and drains for obstructions Vents and drains for obstruction
Nose Wheel Well and Gear Assy/Tires: check lines, mﬂMWﬂMﬁthﬁmMm
cables, cannon plugs, and components for security cables, plugs. and P for ¥
Area is free of leaks. Uplocks are open. Area is free of leaks Uplocks are oper
ENGINE LH | RH | TAIL SECTION LH | RH
Check od servicing and cap for security Skin for dents, damage, exposed base materal
Cowis for security, condition, and fluid leaks. Panels for security and leaks
Inlet fan blades for damage and FOD Elevator and trim for condition and security
Inlet cowl leading edge for damage Rudder and trim for condition and security
Static wicks/bases and vortex generators for
Exhaust for damage and FOD ition and
. Ht!qdpmem check uhhnu.tﬂn.
W!W}Mbtmw P'UF:.: e Pk . Chuch
o WLMMm;h:uﬁudluh
Vents and drains for obstruction Vents and drains for obstruction
Check Owygen and all Nitrogen servicing including Tires, Brake accumulators and emergency gear accumulators
INTERIOR
ibule - Inspect for damags and g | condition. Pay special ion to dwork, carpet and
leather.
Cockpit - Inspect for damage, cleank and ge | condition. Circuit breakers are depressed. No fault codes are
displayed on CAS. Flaps fully retracted. Parking brake & off. Gust lock is on. Ares is free of rags and tools.
tﬂn- pect ford cleanh and general condition. Pay special ion to dwork, carpet and leather.
Mmdmlmmm* 3/d and wind had
Galley - Inspect for damag) and g | condition. Pay special attention to woodwork, carpet and leather.
Check doors/d for proper operat !MMMMMpﬂmhﬂhﬂhﬂmd
L ies - Inspect for damage. cleanh and ger dition. Pay sp to h carpet and
leather. Check doors/drawers for proper operation.
 Supege Araa- laapuc for dosage. clasabinass snd o -~
FINAL STEPS
Rewview open/dose log. R wrcraft p
Close gear doors and stow sway gear pins Instadl ior p ¥
Return Aircraft Flight Log to Cockpit Close MED
Di Battery [As spplicable) Cose/lock sll applicable exterior service doors
inspected By Date:
Lgr arc Prot
Rewvision: Onginal Revision Date: 2/15/2018 Form#: RS13
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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:

e Registration and Serial Number (For items removed from an aircraft only)
e  Part number and description of the item
e  Serial number or lot number of the part
e Total Time, Total Cycles, Time Since Overhaul/Repair, and Cycles Since Overhaul/Repair of the received
or removed part.
e Remarks: May include reason for removal, whether a functional test was performed prior to removal or any
other information pertinent to the part
e  Work order and item number (of which part was installed)
e  Purchase order on which part was purchased (for Receiving Inspector)
e  Quantity of parts
¢ Indication as to whether a core is due or not
Parts Tag JETWORX
Form: RS14 Rev. 0 2/15/2018 CRS # X6KR220M
REMOVED FROM P/N Part S/N
Reg No. or
S/N Description Lot #
TT: TC: TSO/TSR: CSOQO/CSR:
Remarks / Condition (more space on back):
WO #: Item #: PO #: QTY: Core Due? Y N
Part Identification Repairable
Sianature: Date:
Page 35 of 66 Revision Date: 2/15/2018
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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

E 9 [ Mx Convenience Removal Tag
Form RS15 Rev. 0 CRS # X6KR220M

AC Reg: WO: Item:

PN: SN: Qty:

Part ID/Loc:

Tech/Date:

Page 36 of 66 Revision Date: 2/15/2018
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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 humbers 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.

Page 37 of 66 Revision Date: 2/15/2018
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RS16 Aircraft Panel Removal Record

c JETWORX FAA CRS# X6KR220M
' Aircraft Panel Removal Record
A/C Model: Tail No. w/0: Page of
SOwx FAMEL DATE OPENED DESCRIPTION ., REASON EOR REMOVAL oKX TO CLOSED INSTL INSTL
NO. NO O*ENED L ud CLOsE L INSP DATE
Rewision Onginal Revision Date: 2/15/2018 Form#: RS16
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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 humbers 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

,' @ JETWORX A S———
Component Removal and Installation Record
A/C Model: Tail No. w/O: Page of
COMPONENT DESCRIPTION POSMON | REMOVED oxTO INSTALLED OFS CHECK LEAK CHECK
| == [ MSTAL By
g TECH e TECH mse
L] L] Dute Oute Dute L 1
PN 5/N OFF: LT
COMPONENT DESCRIPFTION POSTION | REMOVED oxTO INSTALLED OF3 CHECK LEAK CHECK
- o mesTaLL a
- TECH Ld TECH INSP
[ L L L] L L_ __1
PN 3/N OFF: 3/ ON:
COMPONENT DESCRIFTION POSMION | REMOVED oKTO INSTALLED OFS CHECK LEAK CHECK
L INSTALL LA
ke [ veor | wer | veon | war
S L Sate Sste L Sete Selo
L0 S/N OFF: S/N On
COMPONENT DESCRIPTION POSTION | REMOVED oxTO INSTALLED O3 CHECK LEAK CHECK
= [ &
- |_veos | wmer | veon | wese
L S Seto L vt —_ .1
L3 S/N OFF: SN ON
COMPONEINT DESCRIPTION POSMON | REMOVED oxTO INSTALLED OF3 CHECK LEAK CHECK
8 mSTALL [
e Teo: | wer | meon | wer
215 S/n OFF: Juon
COMPONENT DESCRIFTION POSTION | REMOVED oxTO INSTALLED OF3 CHECK LEAK CHECK
s msTALL 8y
B TECH [+ TECH L4
Liate Dute [ Deta Date. Cets Duate
LJL3 /N OFF: 3N ON
Revision: Oniginal Revision Date: 2/15/2018 Forms: RS17
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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

{‘l JETWORX FAA CRSE XEKR220M
- Corrective Action Report
Report Title:
Date: Written By:
¥ES | NO
MX Procedure Deficiency? 0 | O | Notes
Parts/Materials Deficiency? 0 | O | Notes:
Quality Assurance Deficiency? | [0 | [0 | Notes
Tool/Equipment Deficiency? 0| O | Notes
Safety Deficiency? 0 | O | Notes
Summary of
Deficiency:
Aircraft/Equipment Involved:
ves | NO

Injury Sustained: olo|
Nature of Injury:
Sent for medical care? O] O] where: |
Who was sent?
Results of visit:
Damage to Equipment: 0 | O | Equipment Description: |
Description of damage:
Police/Fire Notrfied? 0] O] petaits: |
Root Cause:
Proposed Corrective Action:

¥YES | NO
Requires Revision to RSM/QCM: O | O | Notes:
Requires Revision to Form: 0O | O | Notes:
Requires Revision to Training Manual: | [ | O | Notes:
Requires Revision to SOP Manual: O | O | Notes:
Requires Training Event: 0 | O] Notes: |
Assigned To: Due Date:
L signes: pro pate
Revision: Original Rewsion Date: 2/15/2018 Form#: RS18
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RS18 Corrective Action Report

Q JETWORX FAA CRS# X6KR220M
Corrective Action Report

Implementation of Corrective Action:

ves | NO
Manual Revised: 0 | O | Details:
Training Accomplished: 0 | O | When:
Implemented By: Date:

Effectiveness of corrective action due within 30 days of implementation Due Date:

Verification of Efectiveness:
Verified By: Date:
Revision: Original Revision Date: 2/15/2018 Formé#: RS18
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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

OB e 10000

[ | = T TR
Lﬂxﬂumnm:.:;_ 1 : !! H

Use this space for continuation of Block 8 (IT requared)

[ PAPERWORK REDUCTION ACT STATEMENT. Ihe miormation colected on ihis form & wsed & Cartiication
mainienance programs, and reguiatory requirements. The indormation s required 10 ensure safefy in ar ransportation. It is
estmated will take approximately § minules 10 comgiese the form. P e ™ y. No of

muwuw,-}-muu equired 1o oa
OME contral resvber. The contral number for Tis colecion of Fiormation (s
ggestons for reduang the burden shoukl be dredted (o the FAA at:
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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

FORM APPROVED
OME Mo 2100063 Esp. 000017

DEPARTMENT OF TRANSPORTATION RIS~ WS 80701
FEDERAL AVIATION ADMINIS TRATION

] =
—— Service Difficulty Report e
AERONAUTICAL EQUIPMENT =1
MAJOR EQUIPMENT IDENTITY
Cter e date WANLF AC TURER VOCELSERES SEAIAL NUMBER H‘
AIRCRAFT - =
|POWERPLANT =1
PROPELLER =)
PROBLE! DESCRIPTION
DATE STATUS CARRER ATA ARCRAFT TYPE CONTROL MO
TEXT
m%m WEO. SiReRES [~ eamt cosDimos | PARTICE FECT LOCATION
| 1
COMPONIENTIWPUAMIE ABOVE FART INSTACLED OM . 1 - z‘

COMPIAPPL NAME ' MANUFACTURER MFO. WODEL MUMBER SERIAL MO

SUBMITTED BY

[SUBRITTER (Chech ava) T A]BlClOlEIFTIGTIRT I [FeLjuem] orenoo.
gljag|ojojojojoj]o
PO i Lt R
i = ®
. —
ADDITIONAL COMMENTS
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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.
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FAA Form 8120-11 - Suspected Unapproved Parts Report

L) Dusvitnster 1] Othar Govememunt Agarcy

) Buggler 1) Fareign Cadl Asaion Acthosty

7] Progucion Approvel Mok ] O iCpparwion

) ursnoan ] O

Ea—-—

12 ) Cnach s bow F pous reguast pelly - Do Ik 14

N mmmdAmmdon:

N el Andree

Cin= e Zip Cose:

Courtry: Fhone Humber

14 ) Onace i bom F you nequest confidustially

15 || Coech s box I you Mlacret 4kt

FAA Foemn §120-11 (B/20%6) Sugerseces Preacus Edilon Local Reprooucion Auharied
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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

1. Approvieg Civil Avistion i 3. Ferm Tracking Nember:
Anthority U oustry
FAA/United States AUTHORIZED RELEASE CERTIFICATE
FAA Form 81 AIRWORTHINESS APPROVAL TAG
4. Orpasization Name snd Addross: 5. Work Ovder/ContractTaveice
Smmber:
& leme | 7. Description: K Part Number: 9. Quantity: 10, Serial Number: 11 StatuuWork:
1L Remario:
13a. Certifics the items identificd above mere 13 i formiry te: HMa. U] M CFRALY Return ts Serviee ] Other regulation specified in Blsck 11
— Certifies that unbess stherwise specified in Block 12, the work identified in Block 11
Tl Approved devgn dats 3ad are in 2 condition for safe speration. and described in Block 12 was sccomplisbed in sccordance with Title 14, Code of
] Nea-approved design data specified is Block 12. Federal Regulations. part 43 and in respect to that werk. the itoms are approved for
returs to service.
13b. Asthorired Signature: Lic. Approvall : Ne: | 1B . e, ApprovalCertificate No.:
I3d Name (Typed or Printed): L3e. Date (dd/mummiyvyy & 144 “ame (Typed or Printed lde. Daie idd/mmmivivy
User/l Her Responsibilities
It in importast to that the cuis of this d akoae doey mot : wharim to imstall the mrcraft
Where the e work in with the nations] ey of am arworthi utharity different than the sirwerthines sutharity of the comntry specified i
Black 1. it is evsential that the overfimtaller eavures that bivber i th accepls sircraft spcllerisVartichois) from the th therity of the country
specified in Block 1.
Statements in Blocks 132 and 142 do net instaliate i In all cases. sircraft maistenasce records must contain aa installation certification nased in sccordance with the
mational regulations by the sserfiastalier before the airoraft may be Mlown.
FAA Form §130-3 (02-14) NSN 08200401 25005
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TPO1 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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TPO1 Employee Orientation Checklist

@ JETWORX

Employee Orientation Checklist

Repair Station Forms Manual

FAA CRS® X6KR220M

First Name

Last Name

User ID

Password

Course Date of Completion

Verified by;

Computer Based Training - www bluetunadocs.com / Login & Train button

HUMAN FACTORS INTRODUCTION

HazMat/DOT/OSHA/EPA

CFR’s (AS APPLICABLE TO POSITION)

FACILITY SECURITY

ALCOHOL IN THE WORKPLACE

DRUG ABUSE IN THE WORKPLACE

SEXUAL HARASSMENT

LOCKOUT - TAGOUT

BACK SAFETY

BLOODBORNE PATHOGENS

EYE PROTECTION

FIRE EXTINGUISHERS

Classroom Training

COMPUTER SYSTEMS & SOFTWARE

REPAIR STATION MANUALS TRAINING (AS REQUIRED)

STANDARD OPERATING PROCEDURES

Rewvision: Onginal Revision Date: 2/15/2018

Form#: TPO1
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TPO2 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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TPO2 Overall Needs Assessment

JETWORX

Overall Needs Assessment

Date:

Reason for Assessment:

Required Function:

Required Training:

Required Certification:

Required Skill Set:

Affected Department(s)/Position{s):
Notes:
Assessment Administrator
(Print Nama)
Signature: Date:
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TPO3 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.

e Name: Enter the individuals name to receive training.

e Signature: A signature of the individual attending the training is required in this block.
o Classification: Enter the classification of the individual.

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

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

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

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

e 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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TPO3 Training Course Record

TWORX

JETWORX

Training Course Record

Repair Station Forms Manual

FAA CRSN X6KR220M

TRAINING SEGMENTS

135 Operators
["Quality Control Suspected U
Manual Policies and /! Parts (SUP3) /!
Procedures .
le". al d !/ |/ ’ /7
Currency
Calibrated Tools and Computer 5 and
Test Equipment /! Software ol !/
Materials and Parts I Shop Safety /o
Test and Ground Remedial Training (if
Support Equipment I required) I
0
ms,nasg‘rt}\ !/ ! Other !/
Faciity Security /o Other /o
-E;"..'.‘.‘.f:.?“_m /1 Other /1
kload, )
Sigv-offProcedures Other /1
Maimtenance Release 1, Ofher /7
g orReters | Other /1

Revision: Original

Revision Date: 2/15/2018

Formi:TPO3
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TPO4 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.

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

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

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

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

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

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

e  Questions 1 thru 10 and items to forwarded 1 thru 3 are self-explanatory and do not require instruction.
e AUTHORIZED SIGNATURE: The individual that completed the form will sign here.

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

o DATE: Insert the date the form was completed.
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TPO4 Training Vendor Audit Checklist

@ JETWORX

Company Name:

Training Vendor Audit Checklist

Repair Station Forms Manual

FAA CRS#® X6KRI20M

Mailing Address.

Telephone Number: Fax:

Training Facility Cernficate Number

Course Name

Instructor Name:

rumng understand read wrnte, and fluently speak English?

in the principal business office?

equipment, student and instructor action, and completion standards

traimng specifications?

9) Does the center have an approved Quahity Control Program?

simulator appropriate to the aircraft type, model, and series?

1) Training Facility Certificate
2) Course Syallbus

Authorized Signature:

1) Does the training center have a sufficient oumber of mstructors for each curniculum?

2) Does each management representatrve, and all personnel who conduct direct stadent

3) Is the training center certficate prominently dispiayed in a place accessible to the public
4) Has the trmning center been properly 1ssued traming specificanons?

5) Does the maining center conduct, or advernse to conduct, any traming, tesang, or
checking that is designed to satisfy part 142 requirements that is not approved by the FAA?
6) Do lesson plans adequately describe lesson objectives, mmm

7) Are all records maintained in adequate facilities, as described or referenced i the

8) Does the Truunng Center have approval for an elecomc recordkeeping system”

10) Is each core curriculum supported by an advanced flight training device or a full flight

Copies to be forwarded with this form

OO0 0O O oo o o of

EIEIE OO0 0O O OO0 o oOF

Title: Date:

Rewision Onginal Revision Date: 2/15/2018
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TPO5 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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TPO5 Instructor Qualification Record

@ JETWORX

Instructor Qualification Record

Repair Station Forms Manual

FAA CRS® X6KR220M

Instructor’'s Name: Title:

FAR’s applicable to Repair Stations

Repair Station Manual Policies and Procedures

Quality Control Manual Policies and Procedures

Technical Publications and Currency

Calibrated Tools and Test Equipment

Materials and Parts

Test and Ground Support Equipment

Hazmat, OSHA, MSDS, and EPA

Facility Security

Human Factors (sit. awareness, workload, other)

Sign-Off Procedures

Maintenance Release

Approval for Return to Service (RTS)

Tagging / Shelf Life

Required Inspection Items (Ril) FAR 135

Suspected Unapproved Parts (SUPs)

Ramp Handling / Security

Computer Systems and Software

Other:

Other:

e O B O e e B e e Y e e e T e N e N e N Y e Y e Y e T

Revision: Original Revision Date: 2/15/2017

Form#: TPOS
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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, TPO7,
TPO08). 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
(V) 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 (V) 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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TPO6 Individual Needs Assessment — Mechanic/Inspector

@ JETWORX FAA CRS# XEKR220M

Individual Needs Assessment — Mechanic/Inspector

Asupmen: .
Assignment Possesses the Knowledpe Skall Requires Tramng Before Assipnment
v Fequirements

Candidates Name: Position:

Evaluator enters a reference to | = anters the ded | Date of Last

J h:wxmdmddm and date pl 3 . Remarks

Department:

Years of Expenence
RS Retum to Senice
Authonity

RS Inspector Authonity
Aur Carner Sagnature
Authority
Ax Camer RII Authonty

Part 65 Certification

Human Factors in Aviation
Maintenance

Banc Computer Sklls

Techmical Library Mgt.
Repair Station Ops
RS Quality Control

RS Tramng Program

Technical Data

FAR’s Apphcable to RS

Maumntenance'Alteration
| Recordkeeping
Ops Specs

Revision: Original Revision Date: 2/15/2018 Form#: TPOG
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TPO6 Individual Needs Assessment — Mechanic/Inspector

@ JETWORX FAA CRS# XGKR220M

Individual Needs Assessment — Mechanic/Inspector

Assigament
5 Assignment Possesses the Knowledge Skall Requires Traming Before Assignmen:

Candidate: Name: Position: -

enters a refi L

enters the ded | Date of Last
V' | e supporting oo wmd dae PSS [ — Tesining

Weight and Balance

Basic Ancraft Structures

Traiming Recordkeeping
OIT Procedures

Aucraft Taxi

Engine Run

8130

Avionics/Electncal’
Instrument

Aureraft Alteranon
Appronls
Awcraft Winng Diagrams
Receiving Parts Inspection
Tagzmg / Shelf Life
Facility Secunty
Lockout'Tagout

Rewision: Original Revision Date: 2/15/2018 Form#: TPOG
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TPO6 Individual Needs Assessment — Mechanic/Inspector

@ JETWORX

Repair Station Forms Manual

Individual Needs Assessment — Mechanic/Inspector

FAA CRS# XGKR220M

Assigament
Requurements

Possesses the Knowledge Skull

Requires Traming Before Assignment

Candidates Name:

Position:

the supporting record and date

Evaluator enters a referenceto | o

accomphished

tramning and date planned

Date of Last
Training

Suspected Unapproved

Parts (SUPs)
Equpment Calibration

Control

Equipment Control

Parts and Matenals
| Manapement

HAZMAT General

Fall Protection

Fue Extinguishers

FOD

Forklift Operators Training

Scissor Lift Operators
Tiaumnp

Hazardous Communication

PlE

Signature:

Date:

Revision: Original

Revision Date: 2/15/2018

Form#: TPO&
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