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Federal Aviation Regulations and procedures in this manual require that this
documentation shall not be changed without prior notification and approval from
Professional Pilots Aircraft Maintenance. The Federal Aviation Administration
(FAA) Flight Standards District Office (FSDO) must receive an electronic copy of
the revised manual.
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1.1 Record of Revisions (145.209(1)) and 211(c)(4

RevisionDate | Level Description of Revision Approved By
09/12/2006 A Original Issuance for Certification JasonPereira
11/20/2007 B Revision of Floor Plan Stephen Bonvino

04/03/08 C Revision of Form PPAM-02 Stephen Bonvino
1/26/09 D Pg. 11, 53 —54. Stephen Bonvino
5/25/09 E Pg. 2-3, 7-9, 11-13, 17-22, 27-29, 31-32, 35-36, 43, 58, 62 Robert Frye
1/10/10 F Pg2,4,5,12,19-20, 37-38, 53-55 Robert Frye
3/4/11 G Pg 19, 20,29 David Sheehy
2/17/12 H Pgs 2-5,8-9,11-12, 17, 19-20, 22-26, 28-34, 38, David Sheehy

42-43, 46, 48, 50, 52-53, 64, 73, and Appendix B

1/28/14 I Rev | not used David Sheehy

1/28/14 J Page 1-81 David Sheehy
11/18/2015 K Removal of NDT David Sheehy
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1.2 Terms and Abbreviations

The following is a list of terms and abbreviations that many be used in this manual and
throughout the aviation industry.

AC Advisory Circular

AD Airworthiness Directive

BASA Bilateral Aviation Safety Agreement

CAA Civil Aviation Authority

14 CFR Code of Federal Regulations — Title 14 - Aeronautics and Space
CCD Controlled Capabilities Document

DAR Designated Airworthiness Representative

DER Designated Engineering Representative

EASA European Aviation Safety Agency

FAA Federal Aviation Administration

FAR Federal Aviation Regulations — Slang term for CFR’'S
FSDO Flight Standards District Office

ICAW Instructions for Continued Airworthiness

OEM Original Equipment Manufacturer

PAH Production Approval Holder

PAI Principal Avionics Inspector — FAA

PMI Principal Maintenance Inspector — FAA

PMA Parts Manufacturer Approval

STC Supplemental Type Certificate

SUPS Suspected Unapproved Parts

TCDS Type Certificate Data Sheet

TSO Technical Standard Order
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1.3 Manual Purpose (145.209(k))

This Repair Station Manual (RSM) establishes Federal Aviation Administration (FAA)
accepted practices and procedures to which all work under the repair station rating will
be performed. The contents of this manual have been prepared in accordance withthe
current Federal Aviation Regulations (FAR’s) and industry standards.

This Repair Station Manual provides a detailed explanation of the maintenance and
inspection system employed by this repair station. It covers the receiving of articles
through the final inspection of those articles processed at this facility. The general
inspection and repair of an article is performed in accordance with current FAR’s and
adherence to procedures in this manual will ensure compliance to those regulations.

This repair station will maintain and/or alter only those articles for which it is rated. For a
complete list of authorized articles and limitations refer to FAA Operations Specifications
and Controlled Capabilities Document (CCD) number PPAM-07 issued in association
with the Air Agency Certificate. This repair station will not maintain or alter any product
for which it is not rated, or if it requires technical data, equipment, materials, facilities, or
trained personnel that are not available.

The Accountable Manager is responsible for maintaining this manual in electronic
format. The manual is uploaded on the corporate intranet, making it accessible to all
repair station employees. Supervisors, Inspectors, and personnel authorized to approve
an article for return to service are held responsible for thoroughly understanding its
contents. Any section of this manual that is printed will expire on midnight of that date.
This information will be clearly annotated in the footer of each page.

1.4 Arrangement (145.209(k))

On the cover page of the RSM is company’s address along with the FAA issued repair
station number.

The RSM is divided into three parts; Chapter | - Repair Station Manual; Chapter Il -
Quiality Control Manual and Appendix A — Forms. A single table of contents is provided
for the entire document.

Chapter I, RSM, contains the regulatory requirements of 14 CFR 145.209, Repair
Station Manual Contents. Chapter Il contains the regulatory requirements of §145.211,
Quiality Control System; and Appendix A contains examples of maintenance and
inspection forms.

Each chapter contains a sequentially numbered section which represents a key topic
required by FAR’s or company policy. Sections not consisting of general information are
broken down into procedural subsections containing purpose, scope, references, and
the procedure.

The right hand area of the header contains the key topic to which the section addresses;
the chapter number or Appendix A; and section number. The footer contains the
individual page number along with the total number of pages in the manual and revision
level and revision date. Refer to the Record of Revisions to determine the status of the
manual.
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Several sections in this manual refer to a “Repair Station General Information Manual.”
This manual serves as a single point filing system for various forms and rosters. The
different sections within the General Information Manual are sequentially numbered, and
a table of contents is provided. The General Information Manual is maintained by the

Accountable Manager.

PPAM RSM Revision: K Page 8 of 81 Date:11/19/2015

“PRINTED COPIES OF THIS DOCUMENT ARE UNCONTROLLED AND ARE FOR REFERENCE ONLY”



Manual Control
Chapter I, Section 1

1.5 Manual Revision and Distribution (145.209())) and 211(c)(4

1.51 Purpose FAA regulations require a certificated repair station to maintain a current
repair station manual. Adherence to this procedure ensures consistency in the
manual revision process. Any company employee can suggest a revision to the
manual, or a revision may be required by the regulating authority. In either case
the following procedure must be followed.

1.52 Scope Applies to any revision generated for this repair station manual.
1.53 ReferencesNone

1.54 Revision Procedure
1. Any suggested revision to the manual will be made and forwarded to the
Accountable Manager via internal e-mail or by a written and dated statement.

2. The suggestions will be reviewed during normal business days to determine their
criticality. Critical suggestions are those that may affect article airworthiness.
These types of suggestions will be addressed upon receipt. Grammatical error
suggestions will be kept on file in the General Information Manual and addressed
at the next major revision.

3. The Record of Revisions will be amended to indicate the revision level; date; and
description.

4. The entire manual will be re-dated and the revision level amended by changing
the footer of each page.

5. Revised sections will be identified by a black vertical bar in the right margin of
each affected page. Remove the black bar(s) from the previous revision.

6. The Accountable Manager is authorized to make revisions to the RSM.

NOTE: Each revision is effective when issued. The FAA will be on the normal
distribution list for all manual revisions as they occur. If the FAA should request a
revision based on a regulatory (Federal Aviation Regulation) non-compliance finding,
then that revision will be produced in accordance with the preceding procedures.

If any maintenance/administrative actions performed under revision were found not
acceptable to the FAA then this repair station will; make theappropriate corrections
to this manual; and process those actions in accordance with Taking Corrective
Actions on Deficiencies section located in Chapter Il.

1.6 Distribution Procedure

1. Convert the manual to read only file; remove the obsolete version from the
company intranet and upload the new manual.
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2. A CD (compact disc) or e-mail copy of the revised manual will be created and
immediately forwarded to the FAA along with a transmittal letter notifying them of
the change and revision level.

3. The initiating individual will ensure that company personnel are trained onhow
to access the document. Employees will also be provided training on any
substantial manual revisions that affect their job descriptions or workflow.
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2.0 Housing and Facilities (145.209(c))

The repair station is housed in a 13,800 square foot hangar/office complex of steel beam
and metal construction, with a poured concrete floor. The hangar doors are normally
operated electrically but can be opened manually. An office complex occupies the back
wall of the complex and the rooms that will be used by the repair station are depicted on
the facility floor plan.

Office space is divided between two floors. The bottom floor houses 400 square feet of
office space that is considered part of the repair station which accommodates the part
room, Accountable Manager’s office, and maintenance office. The upper level consists
of 400 square feet of office space that is considered part of the repair station which
accommodates the maintenance library and training room. Refer to the facility floor plan
on the following page. These rooms are separated by walls and doorways and are 2 x
4 and drywall construction. All rooms contain fluorescent light fixtures and 110 volt
single- phase electrical outlets. The lower office space is heated and cooled by a
centrally located HVAC system. The upper office is heated and cooled by a space
heater and Air conditioning unit. The remaining rooms are not considered part of the
repair station.

110 volt single-phase outlets are located throughout the hangar. 250 volt, 100 amp
electrical service is also available. Lighting is supplied by fluorescent light fixtures. A
110 PSI electrically driven air compressor supplies filtered compressed air through fixed

piping.

The hangar is heated by a radiant heat system which is controllable by thermostats. The
hangar is equipped with fire extinguishers which are located thought out the facility and
an overhead water sprinkler system.

Large equipment such as aircraft jacks, cleaning equipment, hydraulic mule, and hoists
etc. are stored throughout the perimeter of the hangar. Smaller hand tools and
calibrated equipment is located in storage cabinets within the hangar.

The hangar facilities are ample enough to accommodate the largest aircraft listed inthe
Controlled Capabilities documents. The facility contains suitable, segregated
maintenance areas for the disassembly, cleaning, and reassembly of aircraft
components.

The size, construction, provisions, and layout, comprising this facility, provide for the
proper protection of articles from weather elements.
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2.1 Floor Plan — Repair Station Layout (145.209(c))

The following diagram depicts the area within the facility designated as the repair station.
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2.2 Egquipment and Materials (145.209(c))

The equipment and materials required for maintenance are determined by the
manufacturer of each article and are maintained by this repair station. Common
equipment is stored around the perimeter of work area in the hangar. Basic materials
which are consumed in the maintenance process are stored in the Parts Cage located
on the lower level of the office complex. The master list of tooling required to perform
maintenance is contained in the manufacturer’s service documents which are
maintained by the company.

Each technician maintains his or her own set of aviation hand tools and equipment. Any
personally owned tools or equipment requiring calibration are listed on a “Calibration
List” and maintained on the company computer network system.

Any special handling requirements of sensitive tools and equipment will be conducted in
accordance with the manufacturer's recommendations.

2.3 Lease of Equipment

231 Purpose Proper planning for maintenance includes verifying that the
appropriate equipment, materials, and tools are in place at the time article maintenance
is to be performed. Lease is generally reserved for unique and costly equipment which
is seldom required for use. However, situations may arise when company equipment is
out of service for repairs or calibration. It will be necessary to properly coordinate
projected work requiring lease/rent equipment well in advance. In any case the following
procedure applies.

2.3.2 Scope Applies to the leasing of equipment from and outside source.
2.3.3 References Calibration of Measuring and Test Equipment section in Chapter II.
2.34 Procedure

1. This manual contains appropriate procedures to ensure that required equipment,
material, and tools are in place and under the facility’s control when the work is
performed. Once it is determined that an equipment need exists, the following
procedures apply.

i. If a decision is made to purchase the required equipment then no
further action is needed. However, it may be necessary to add
this equipment to the calibration system. If this is the case, see

the “Calibration of Measuring and Test Equipment” section located
in Chapter Il. If lease option is exercised, proceed.

ii. Locate a vendor that carries the equipment required.

iii. Receive, from the vendor, a written contract of terms.
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iv. Ensure the contract allows the equipment to be available at the
facility for a time period necessary to perform the work scheduled.
The contract will remain on file in the Repair Station General
Information Manual until the equipment is returned.

v. Arrange equipment delivery to the repair station.

vi. Some leased equipment may require calibration/verification be
performed before use. If this is the case, make arrangements with
the vendor to include calibration in the lease contract. In any
event the repair station will ensure that, before use, the equipment
is calibrated to a standard derived from the National Institute of
Standards and Technology and that a Calibration Control ID is
assigned no matter the length of the lease.

vii. If any leased equipment requiring calibration is going to remain
under the control of the repair station for longer than its calibration
cycle it must be added to the calibration system in accordance
with the “Calibration of Measuring and Test Equipment” section
located in Chapter Il of this manual.
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2.4 Operations — (145.209(c))

2.4.1 Purpose The following information is a comprehensive step by step
procedure of how this repair station functions. Further details for specific steps are
located in other sections of the manual have been clearly annotated.

2.4.2 References Repair Station General Information Manual
Appendix A - Forms

2.4.3 Operations Qverview
The maintenance process begins with the receipt of a work request. Upon receipt,

company personnel make a determination if the work scope is within the certificate and
ratings issued by the FAA. The appropriate facilities, tooling, equipment and technical
data will be available along with trained and/or experienced personnel to perform the
work. A personnel roster is maintained which contains the names of individuals within
the company that have been determined to be qualified to supervise, inspect, and return
to service any article maintained. The “Company Organization” section of this manual
provides a specific break down of the duties, responsibilities and authority assigned to
each management position by title.

The article vital statistics are recorded and a Work Order is generated with a unique
tracking number. The Work Order is supplemented with the necessary technical
information, references to the manufacturer’s inspection standards and the work scope
is assigned.

The article is processed through the repair system and at a minimum will be inspected in
accordance with the Preliminary Inspection section of this manual. Additionally, if the
article was involved in an accident, a Hidden Damage Inspection must also be
performed.

All maintenance performed will be accomplished in accordance with the standards
contained in 14 CFR 43. Any article determined to be non-repairable will be identified
and segregated pending disposition.

Component parts that require maintenance beyond that of this repair station will be
tagged with a “Repairable” part tag and forwarded to an appropriately rated repair
station. A list of “FAA Approved” repair stations that have been determined to be capable
to perform various functions is maintained.

Only consumables that have cleared the “Inspecting Incoming Raw Materials” section of
this manual will be used in the repair process. Any article deemed rejected will be
tagged, quarantined and repaired, (if within the scope of the repair station) or, if not
repairable, eventually scrapped or returned to the customer.

Once the work scope is completed the Work Order package is audited for accuracyand
completeness by an appropriately qualified individual. If everything is satisfactory a
maintenance release will be issued, returning the article back to service. The Work
Order package will be retained for a period of no less than two years.

The following flow chart depicts the normal processflow.
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3.1 Organizational Chart (145.209(a))

3.2

Accountable Manager

Repair Station Supervisor

Inspectors
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3.3 Duties, Responsibilities and Authority — (Reserved
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3.4 Duties, Responsibilities and Authority — Accountable Manager
This position is responsible for and has the authority over the overall operation of the

repair station which includes the following summary.

3.4.1

10.

11.

12.

13.

14.

15.

Summary

Responsible for business development.

Ensure the proper housing, facilities, equipment, tools, and materials are
provided.

Maintain an adequate and knowledgeable staff to plan, perform, supervise and
inspect the maintenance being performed on all articles.

Provide guidance and supervision at the management level for maintenance
operations.

Provide planning and coordination of activities between the departments and their
support functions.

Ensure that the facilities, equipment, tools, and materials are maintained in
working order.

Comply with the procedures in Chapter I, Section 1, detailing the Manual Revision
and Distribution System.

Comply with the procedures in Chapter I, Section 4, detailing Repair Station
Personnel Roster.

Comply with the procedures in Chapter I, Section 6, detailing Contract
Maintenance.

Comply with the procedures in Chapter I, Section 7, detailing Work Performed at
Another Location.

Comply with the procedures in Chapter I, Section 8 detailing Controlled
Capabilities Document.

Comply with the procedures in Chapter I, Section 9, detailing Records and the
Recordkeeping System.

Comply with the procedures in Chapter I, Section 4 ensuring all work is performed
in accordance with current FAA regulations and Technical Data and that technical
data maintained or used is current.

Comply with the procedures in Chapter Il, Section 8, detailing Proficiency of
Inspection Personnel.

Comply with the procedures in the company FAA approved Training Program.

NOTE Based on necessity or absence the Accountable Manager may delegate authority
to any qualified individual. This delegation does not relieve the Accountable Manager of
the overall responsibility of compliance.
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3.3 Duties, Responsibilities and Authority — Repair Station Supervisor
This position has the responsibility for and overall authority over the technicians which

includes the following summary.

3.3.1 Responsible To Accountable Manager
3.3.2 Summary

Provides planning, guidance and supervision for the maintenance operations.
Consults with and coordinates the activities of maintenance personnel.

Administer the technical aspects of the maintenance operations.

A

Provide assistance, instruction, and supervision to personnel in the performance
of their duties.

Perform the duties and responsibilities of a Technician when required.

Comply with the procedures in Chapter I, Section 5, detailing the Air Carrier
Maintenance.

7. Comply with the procedures in Chapter Il, Section 5, detailing Taking Corrective
Action on Deficiencies.

8. Responsible for ensuring technicians perform all maintenance in accordance
with applicable technical data, industry standards, and procedures contained in
this manual

9. Ensure compliance with the procedures in Appendix A for any forms used.
10. Comply with the procedures in the company FAA approved Training Program.

NOTE: The Repair Station Supervisor may delegate authority to any qualified individual.
However, this delegation does not relieve the Repair Station Supervisor of the overall
responsibility of compliance.

NOTE: In the absence of a Repair Station Manager the Accountable Manager assumes
the duties.
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3.4 Duties, Responsibilities and Authority —Technicians
The Technicians are responsible for performing maintenance as assigned, which
includes the following summary.

3.4.1 Responsible To Repair Station Supervisor
3.4.2 Summary
1. Ensure comprehension of assigned task(s) before initiating maintenance. If
necessary communicate concerns or questions with the Repair Station
Supervisor.
2. Perform all maintenance in accordance with applicable technical data, industry
standards, and procedures contained in this manual.
3. Perform maintenance with the highest quality of workmanship avoiding any act
which may endanger personnel or cause damage to equipment andarticles.
4. Perform all maintenance using proper tools and equipment.
5. Ensure that the manufacturer’s safety precautions are taken before initiating
maintenance.
6. Complete Work Order package forms in accordance with the instructions
contained in Appendix A of thismanual.
7. Notify the appropriate Supervisor immediately of any condition that ariseswhich
might represent a problem or unsafe condition.
8. Own and maintain sufficient hand tools to perform duties efficiently and
effectively.
9. Maintain tools, equipment, and the work area in a safe and orderly condition.
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3.5 Reserved
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3.6 Duties, Responsibilities and Authority — Inspectors
The Inspectors have the authority to perform the necessary inspections of articles for the

repair station which includes the following summary.
3.6.1 Responsible To Accountable Manager
3.6.2 Summary

1. Ensure comprehension of assigned task(s) before initiating the inspection. If
necessary communicate concerns or questions with the Accountable
Manager.

2. All Inspectors must be listed and properly authorized on the Repair Station
Personnel Roster contained in the Repair Station General Information Manual.

3. Perform all inspections in accordance with applicable technical data, industry
standards, and procedures contained in this manual.

4. Perform inspections with the highest quality of workmanship avoiding any act
which may endanger personnel or cause damage to equipment andarticles.

Perform all inspections using proper tools and equipment.

Ensure all articles and materials used in the maintenance process are in an
airworthy and serviceable condition.

7. Ensure that calibrated tools used during the maintenance process have not
surpassed their calibration cycle.

8. Ensure that all parts and materials used in the maintenance process that contain
a shelf life have not surpassed the manufacturer’s expiration limits; and that the
proper documentation exists to provide traceability.

9. Notify the Accountable Manager immediately of any condition that arises which
might represent a problem or unsafe condition.

10. Ensure Work Order forms are completed in accordance with the instructions
contained in AppendixA of this manual.

11. Comply with the procedures in Chapter Il, Section 3 detailing Final Inspection and
Return to Service.
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Records of Management, Supervisory & Inspection Personnel
Chapter I, Section 4

3.7 Duties, Responsibilities and Authority — Parts Personnel

3.7.1 Responsible To Accountable Manager
3.7.2 Summary
1. Controls, handles, and tracks equipment, parts and supplies and ensures they
are received, stocked and shipped in accordance with governmental regulations
and PPAM policies and procedures asrequired.
2. Organizes and maintains supply areas.
3. Ensures stockroom security and cleanliness.
4. Locates and acquires parts/materials using reputable resources and approved
vendors.
5. Ensures parts/materials are properly stored, segregated and identified, and
complies the Shelf Life program per Chapter Il, Section 1.
6. Maintains the Shelf life and inventory spreadsheets
7. Performs the month end shelf life inspection detailed in Chapter II, Section 1.
8. Oversees inventory-related projects.
9. Ensures compliance with hazardous materials/dangerous goods regulations.
10. Maintains awareness and monitors for the threat of Suspected Unapproved Parts

(SUPS)

11. Carefully handles aircraft parts during transactions, shipping and receiving to
avoid damage.

12. Performs procedures for receiving inspections per Chapter Il, Section 1 when
approved and added to the Repair station Roster.

NOTE: In the absence of any Parts Personnel the Accountable Manager assumes the
duties.

PPAM RSM Revision: K Page 25 of 81 Date:11/19/2015

“PRINTED COPIES OF THIS DOCUMENT ARE UNCONTROLLED AND ARE FOR REFERENCE ONLY”




4.1

4.2

Records of Management, Supervisory & Inspection Personnel
Chapter I, Section 4

4.0 Rosters (145.161 and 145.209(b))

4.1 Purpose FAA regulations require a repair station to maintain a personnel roster
or rosters that list managers, supervisors, and inspectors. The roster must contain
individuals within the repair station that are authorized to perform certain functions,
such as approval for return to service, or that hold certain management and
supervisory positions. This roster must be current and accessible for review by the
FAA.

4.2 Scope Applies to any manager, supervisor, or inspector; those inspectors who
make airworthiness determinations; and any individual who signs maintenance
releases.

4.03 References Repair Station General Information Manual
4.1.4 Procedure

1. The Repair Station Personnel Roster is kept in the Repair Station General
Information Manual.

2. The Accountable Manager is responsible for complying with the procedures in
this section.

3. The roster will be revised within 5 business days each time that an individual
listed is terminated, reassigned, or their duties or scope of assignment change,
or to reflect the addition of any personnel.

4. A determination of qualifications for each individual added to the roster, or the
assignment of an additional authority(s), will be made by evaluating the total
years of relevant experience; on the job training; company in house training;
personal interview; and past employment training history, or at the discretion of
management.

5. Any manager or technician; each supervisor directly in charge of maintenance
functions; each person authorized to approve articles for return to service,
(authorized to sign a maintenance release) and each authorized inspector, must
be added to the roster

6. Personnel will be evaluated by management to determine if they are familiar with
the methods, techniques, practices, aids, equipment, and tools used to perform
maintenance.

7. Once a successful determination is made, revise the list by adding the
appropriate information in each block.

8. A summary of employment for each individual listed will be kept on file and must
be maintained in a current condition. This summary must be revised when any of
the following information changes

+ Presenttitle;

o Total years of experience and the type of maintenance work performed,

o Past relevant employment with names of employers and periods of
employment,

+ Scope of present employment and;
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Records of Management, Supervisory & Inspection Personnel
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o The type of mechanic or repairman certificate held and the ratings on that
certificate, if applicable.

9. This repair station shall not use the services of a person directly in charge of
maintenance or alteration unless that person has been added to the roster
required by this section.

NOTE Each person authorized to perform final inspection; approve articles for return to
service; and each supervisor must be certificated in accordance with 14 CFR 65.
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Air Carrier Maintenance Under 14 CFR Part 135
Chapter I, Section 5

o1
—

5.1 Air Carrier Maintenance (145.205 and 145.209(q))

O
N

Purpose If this repair station performs maintenance, preventive maintenance, or
alterations for an air carrier conducting operations under 14 CFR Part 135 that
use a FAA Approved Continuous Airworthiness Maintenance Program (CAMP),
then that maintenance must be performed in accordance with that CAMP.

Refer to 5.0.6 for aircraft operating under 14 CFR part 135 using an Approved Aircraft
Inspection Program (AAIP) or other inspection programs. The following procedures
ensure that the air carrier has provided the repair station with the appropriate information
necessary to meet the regulatory obligations.

5.3 Scope Applies to any maintenance requests for air carriers conducting
operations under 14 CFR Part 135 that use an FAA Approved CAMP.

5.4 References Repair Station General Information Manual

[l

5.5 Procedure
NOTE The air carrier may provide the repair station with the applicable sections of its
CAMP. On the other hand, the purchase order from the air carrier could clearly state the
source of the data (manufacturer’s or the air carrier's manual) used to perform the
requested maintenance along with any other requirements of its program. If the
company manuals are provided, they will be located in the repair station. The following
procedures are necessary before any work is performed.

1. The Repair Station Supervisor will request information from the carrier pertaining
to at least the following issues.

i. Training requirements for the work being performed on the
carrier's behalf.

ii. Special maintenance or alteration instructions per engineering
orders, build lists, and other methods, techniques, and practices in
the operator’'s manual in accordance with 14 CFR 43.13(c)

iii. Recordkeeping requirements.

2. Record any training received in accordance with company procedures.

3. Once a purchase order is received from the carrier ensure that this repair station
has the appropriate trained personnel, tools, equipment and technical data.

4. Ensure the work scope is within the authorization of the repair stations certificate
and ratings.

5. Conduct a thorough review of the purchase order to ensure that the air carrier
has clearly specified which technical data will be used for performing the
maintenance. Any guestions or revisions must be addressed to the carrier.
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Air Carrier Maintenance Under 14 CFR Part 135
Chapter I, Section 5

6. Generate a Work Order package.

7. If the carrier requests the use of special forms and instructions integrate them
into the Work Order package. Annotate the work scope on the appropriate Work
Order form.

8. All maintenance will be performed in accordance with the carrier’s instructions
and the procedures contained in this manual.

5.1.6 EFAA Approved Aircraft Inspection Program (AAIP) or Other Inspections
Aircraft requiring Progressive, Approved Aircraft inspection Programs (AAIP) or
other inspection programs contained in 14 CFR 91.409(f), will be accomplished
in accordance with the instructions in those FAA Approved programs. Hard copy
and/or software inspection programs will be made available by the operator when
the maintenance is to be performed.

2. Other aircraft requiring a 100 hour, annual or progressive inspection as
referenced in 14 CFR 91.409(a) will be inspected in accordance with 843.15(c) or

(d).
517 Reqguired Inspection Items (RII

1. A CAMP or AAIP may contain the requirements for RII's. The carrier not this
repair station will provide a list of RII's.

2. The carrier must ensure that the inspectors are trained on RII procedures,
including how the inspection will be performed and recorded.

3. RII certificates of authorization/letters will be maintained by the Accountable
Manager and kept in the Repair Station General Information Manual. At no time
will an Inspector be allowed to perform an RIl function if their certificate or
authority has expired.
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Work Performed at Another Location
Chapter I, Section 7

6.0 Contract Maintenance (145.209(h). 145.217, and AC145-9)

Purpose
1. This repair station must have the material and equipment necessary to perform

the functions appropriate to its ratings. However, it need not have the tools and
equipment for functions it is authorized to contract out pursuant to its FAA
approved list of maintenance functions. The repair station must request approval
before it can contract a maintenance function if this repair station is authorized to
perform that function. If the FAA approves the contracted maintenance function,
the repair station can determine who will perform the maintenance.

NOTE: Maintenance functions are a step or series of steps in the process of
performing maintenance, preventive maintenance, or alterations which result in
approving an article for return to service.

2. (AC145-9) Purchase of maintained parts from another repair station (including
exchanges), brokerage and using another certificated repair station to perform
work that is outside the original repair station’s ratings are not maintenance
functions requiring FAA approval. These are instances where the purchasing
repair station is not exercising the privileges of its certificate. When a repair
station requests work or sells a previously maintained article (including type
certificate products) it is acting solely as a distributor. Although the purchasing
repair station may induct the part through its receiving inspection process, it is
merely relying on the work previously performed at another certificated entity and
is not exercising the privileges under 145.201(a)(2).

6.1.2 Scope Applies to any FAA approved article contracted out for maintenance.
6.1.3 References FAA Approved Contract Maintenance Functions

6.1.4 Procedures- FAA Certificated Facilities (Repair
Stations) A. Within the scope of PPAM's ratings

1. FAA approval of a maintenance function (not the facility) is required if this repair
station is authorized to perform that function but determines it is necessary to
contract it out.

2. PPAM designee will forward a maintenance function approval request to the FAA
PMI which contains the maintenance function(s) to be contracted out.

3. Once approval is received for the maintenance function it will be added to the
FAA Approved Contract Maintenance Functions list located in the Repair Station
General Information Manual. FAA approval for the maintenance function must
be received before using a contracted facility.

4. The Accountable manager is responsible for determining that the contracted
facility is properly rated to perform the maintenance by reviewing their certificate
and operations specifications by verbal or written contact. Vendor operations
specifications shall be kept on file with a letter of approval and reviewed bi-
annually. Once approved, vendors will be added to the approved vendors list.
See Section 6.0.6.
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NOTE Based on necessity or absence the Accountable Manager may delegate
authority to any qualified individual . This delegation does not relieve the
Accountable Manager of the overall responsibility of compliance.

The repair station performing the maintenance function is responsible for
providing the approval for return to service of the work performed.

Articles received from a certificated facility must be properly processedthrough
the Receiving Inspection - Post Contract Maintenance (FAA Repair
Stations) procedures contained in Chapter Il, Section 1.

B. Qutside the scope of PPAM's ratings

1.

H|'

FAA approval for a maintenance function outside the scope of this repair station’s
rating is not required. (See Section 6.0.1 Purpose)

The Accountable manager is responsible for determining that the contracted
facility is properly rated to perform the maintenance by reviewing their certificate
and operations specifications by verbal or written contact. Vendor operations
specifications shall be kept on file with a letter of approval and reviewed bi-
annually. Once approved, vendors will be added to the approved vendors list.
See Section 6.0.6.

NOTE Based on necessity or absence the Accountable Manager may delegate
authority to any qualified individual (typically Accountable Manager). This
delegation does not relieve the Accountable Manager of the overall
responsibility of compliance.

The repair station performing the maintenance function is responsible for
providing the approval for return to service of the work performed.

Articles received from a certificated facility must be properly processedthrough
the Inspecting Incoming Raw Materials procedures contained in Chapter I,
Section 1.

Procedure- Non-Certificated Facility/Person — within PPAM'S ratings only.

FAA approval of a maintenance function (not the facility/person) is required if this
repair station is authorized to perform that function but determines it is necessary
to contract it out.

PPAM designee will forward a maintenance function approval request to the FAA
PMI which contains the maintenance function(s) to be contracted out.

Once approval is received it will be added to the FAA Approved Contract
Maintenance Functions list located in the Repair Station General Information
Manual. FAA approval for the maintenance function must be received before
using a contracted facility/person,

The Accountable Manager is responsible for determining that the contracted
facility/person is properly rated or capable to perform the maintenance by
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reviewing material, equipment and personnel by verbal or written contact. For
facilities/persons without an FAA certificate, the contract must include a clause
permitting FAA inspections while working on the contracted article.

NOTE The ability to inspect a non-certificated facility/person can only be
accomplished while the contract is in force. This requirement does not give FAA
Inspectors access to non-FAA-certificated facilities/persons if there is no work
being performed under contract for PPAM.

NOTE Based on necessity or absence the Accountable Manager may delegate
authority to any qualified individual (typically Accountable Manager). This
delegation does not relieve the Accountable Manager of the overall
responsibility of compliance.

5. The Accountable Manager is responsible for determining that the contracted
facility follows a quality control system equivalent to the system followed by this
repair station. In cases where the contracted facility does not have a published
guality control system, the facility will be required to meet PPAM'’s quality control
system’s requirements when performing work on the article. This will include the
facility supplying the appropriate material traceability and using calibrated
equipment. PPAM will supply the vendor with any required documentation or
calibrated tooling to accomplish the contract maintenance if it cannot be provided
by the vendor in a manner satisfying all applicable FAR requirements.

NOTE Based on necessity or absence the Accountable Manager may delegate
authority to any qualified individual (typically Accountable Manager). This
delegation does not relieve the Accountable Manager of the overall
responsibility of compliance.

6. Any Vendor information shall be kept on file with a letter of approval and
reviewed bi-annually. Once approved, vendors will be added to the approved
vendors list. See Section 6.0.6.

7. Articles received from a non-certificated facility must be properly processed
through the Receiving Inspection - Post Contract Maintenance procedures
contained in Chapter Il, Section 1.

a) In addition to the Receiving Inspection - Post Contract Maintenance
procedures, any article being received back from a non-certificated facility
will require a PPAM Inspector to verify by inspection or test that the work
was performed satisfactorily and providing the approval for return to
service of the work performed.

b) The inspection/test does not have to be performed by PPAM if it can be
determined by review of the paperwork provided by the contracted facility.
The paperwork must set forth the exact steps performed and the
inspections and tests performed otherwise PPAM will be required to
perform them.

c) If satisfactory, the PPAM inspector must complete a serviceable tag for
the part using a similarly worded statement, “(Work done) performed at
(name of facility). Inspected/tested and found ok for service (per_

reference).”
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8. The FAA will be notified of revisions to contract information during their normal
surveillance by being provided access to the list of contract providers.

6.1.6 Procedure — Approved Vendors List.
1. Alist of approved contract maintenance facilities/persons will be maintained by

the Accountable Manager in the General Information Manual that includes the
name, air agency certificate number ( if appropriate), ratings (if any), primary
contact, phone #, audit date, and next audit due date. The list will also denote if
the vendor is an approved maintenance function facility. Other pertinent
information will be kept in the vendor file. The list will be revised each time a
vendor is approved, removed, or reviewed.

2. The FAA will be notified of revisions to contract information during their normal
surveillance by being provided access to the list of contract providers.
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7.1 Work Performed at Another Location (145.209(f) and 145.203)

711 Purpose FAA regulations permit the performance of maintenance away from
the repair stations main location, for example, an aircraft on the ground or in preparation
of a ferry flight. If maintenance is to be performed at a location other than the repair
station, certain procedures must be followed to ensure the airworthiness of the article
maintained. The maintenance would have to be performed in the same manner as when
performed at the repair station; all necessary personnel, equipment, material, and
technical data is available at the place where the work is to be performed; and this
manual contains procedures governing work performed at another location.

7.1.2 Scope Applies to any work performed at another location.

7.1.3 References Repair Station Manual
Appendix A, Forms
Repair Station Personnel Roster

714 Procedure

=

When a work request is received it must be authorized by the Accountable
Manager or his delegate.

2. Ensure that the requested work is within the scope of the repair station ratings
and operations specifications.

3. The Accountable Manager or his delegate will coordinate the work request.

4. The appropriate technician(s) will be assigned. Ensure at least one technician is
authorized to sign maintenance releases. This technician should also be
responsible for communications between the field and the repair station.

5. Determine if the equipment, material, and technical data is available.
6. Generate the appropriate Work Order package.

7. Dispatch technician(s) to the field with equipment, tools, materials, and
appropriate technical data and forms as needed.

8. The technician in the field will be responsible for complying with the appropriate
sections of this manual. The technician shall not deviate from any established
procedures. The procedures will be the same as if the work was performed at
the fixed location.

9. The proper precautions will be taken to prevent foreign object damage to any
area open for maintenance if an aircraft is left out in the elements for any length
of time. Any cowlings or panels will be reinstalled until the appropriate repairs
can be completed.

10. Upon completion of the maintenance task(s), ensure that the appropriate record
entries are completed, returning the article to service in accordance with “Final
Inspection and “Return to Service” section in Chapter Il of this manual.

11. The Accountable Manager or his delegate will notify the PMI by e-mail, with a

read receipt, within 24 hours providing the N-number of the aircraft, location and
the scope of the work performed.
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8.1 Capabilities Document (145.209(d) and 145.215)

811 Purpose: A certificated repair station with a limited rating may elect, in lieu
of operations specification, to use a capabilities document. This document contains
articles that the repair station is authorized to perform maintenance on, which are within
the scope of the rating(s) issued by the FAA. The capabilities document allows a repair
station to add articles without prior FAA approval; provided the article is within the scope
of those current rating(s). Additionally, the repair station must perform a self-evaluation
prior to adding the article to the document to ensure it is capable of performing the
maintenance. If the repair station chooses to use a capability document, the repair
station manual must: contain procedures for revising that document and notifying the
FSDO, including how often the FSDO will be notified of revisions; procedures for the
self-evaluation required for revising the document; the methods and frequency of such
evaluations; and, contain the procedures for reporting the results to the appropriate
manager for review andaction.

8.1.2 Scaope: Applies to any article added to the repair station controlled
capabilities document.
8.1.3 References:

1. Repair Station General Information Manual

2. Form PPAM-06 Controlled Capabilities Document Self Evaluation Checklist

3. PPAM-06A Controlled Capabilities Document Self Evaluation Handbook
(Appendix B)

4. Form PPAM-07 Controlled Capabilities Document located in the Repair Station
General Information Manual

8.14 Procedures:

1. The Accountable Manager is responsible for the Controlled Capabilities
Document program.

2. A self evaluation is necessary each time that this repair station desires to add an
article to its Controlled Capabilities Document (CCD).

3. Appoint a qualified individual to conduct the self evaluation.

4. The self evaluation will be conducted in accordance with Form PPAM-06
Controlled Capabilities Document Self Evaluations Checklist to determine if the
proposed article is within the scope of the repair station rating(s). This checklist
further establishes whether this repair station possesses adequate housing,
facilities, equipment, material, technical data, processes, and trained personnel
commensurate with the article.

5. If a determination is made that the proposed article is outside the scope of this
repair stations current ratings, an application must be made for an additional
rating. Contact the Principal Inspector at the local FSDO for instructions.

6. If results are satisfactory the article may be added to Form PPAM-07, Controlled
Capabilities Document.
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7. Notify the Principal Inspector at the local FSDO of the revision by providing a
copy of the CCD within 5 business days.

8. Arrevised copy of the Form PPAM-07 will remain on file in the Repair Station
General Information Manual along with the completed Form PPAM-06 Controlled
Capabilities Document Self Evaluation Checklist.

9. If this repair station is no longer qualified to perform maintenance on an article
listed on PPAM-07 Controlled Capabilities Document, then it will be removed.
Notify the Principal Inspector at the local FSDO by providing a copy of the
revised CCD with 5 business days.
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9.1 Records and Recordkeepin stem (145.209(i

KO

1.1. Purpose Federal regulations require a description of the required records
and the recordkeeping system used to obtain, store, and retrieve the required records.
Additionally, the regulations require samples of the inspection and maintenance forms
and instructions for completing such forms.

9.1.2 Scope Applies to all records, forms, and reports initiated andretained
by this repair station.

9.1.3 References AppendixA

9.14 General Information

All inspection and maintenance records, forms, and reports are contained in the Forms
section of Appendix A. If a form, record, or report, is required by any section of this
manual it may be listed in the “Reference” paragraph. When multiple forms can beused
a general reference to Appendix A will be made.

An individual file is maintained for each technician by the Accountable Manager in his
office which contains the employees name, initials and signature along with a copy of
his/her FAA issued certificate(s) if applicable. These records also contain the employees
training history along with any other pertinent data deemed appropriate.

All maintenance record entries must be carefully accomplished in a clear, concise and
legible manner that can be easily read and understood by anyone. lllegible or poorly
written records could result in time control errors or improper/unnecessary maintenance
actions. Only those individuals listed on the rosters discussed in Section 4 of this
Chapter are authorized to inspection functions and sign maintenance releases. All
personnel entering information on forms used by this repair station will ensure the
following;

o All entries, that are not computer generated, are to be made using permanent
ink.

o All record entries are to be legibly written in English.

o All record entries describing parts, materials, discrepancies, and corrective
actions must utilize words, descriptions, or other verbiage consistent with
manufacturer’s data or other appropriate industry standards.

o Technicians will enter their initials or signature on any paper records or reportsin
the appropriate space provided. Refer to Appendix A for examples.

* Return to service record entries initiated by authorized personnel will be signed
and contain this repair station’s full name and certificate number.

9.1.5 Description - Standard Records, Forms. Rosters and Reports

The Personnel Roster; FAA Approved Contract Maintenance Functions; Contract
Maintenance Providers; Controlled Capabilities Document; RIl documents; and Cause
and Corrective Action Reports are kept in the Repair Station General Information
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Manual. These records are initiated and updated as required by the individual sections
of this manual.

9.1.6 Maintenance Records and Forms Used to Show Compliance With 14
CFR 43 (145.219)

All Work Orders contain the inspection and repair information necessary to demonstrate
compliance with the requirements of 14 CFR 43. Refer to Appendix A for typical forms
used by this facility. These records maintained by the Accountable Manager and are
stored by work order number in the QA/Maintenance Library for one year and can be
accessed upon request. Work order packages beyond 1 year are stored in archives for
a minimum of two years. These records will include a copy of the maintenance release
issued along with all the hard copy forms/reports used in the maintenance of the article.

9.1.7 Electronic Data Security
The repair station uses a “server based” computer system which is controlled by the

Accountable Manager. The Accountable Manager runs a full backup of all electronic
media on the system every other day.

The Accountable Manager maintains the computer system security to include controlled
access; protecting confidential information; protecting information to ensure that it can’t
be altered (this manual is uploaded in a read only format); prevention of password
duplication; and training to include the requirements necessary to authorize access to
the computer software system. Since each workstation is server-based and contains no
inherent attributes that enable or disable access, there is no need for each workstation
to be audited.

The Accountable Manager retains a list of each employee’s assigned user name and
password. If an employee permanently leaves, then that user name and password is
retired.

The information stored by the computer system pertaining to the repair station is
available to both the National Transportation Safety Administration (NTSB) an FAA
personnel. If the computer hardware or software system is not compatible with the
NTSB’s or FAA's system then this repair station will provide a representative or
employee to assist. The system is capable of producing paper copies of stored
information upon request.
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Quality Control System (145.211)
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Inspecting Incoming Raw Materials
Chapter II, Section1

1.1 Inspecting Incoming Raw Materials (145.211(c)(1)(i

=
N

1.2 Purpose FAA regulations require the use of approved materials in the repair of
aviation articles. Proper incoming inspection procedures ensure that only approved
materials and supplies are used in the repair process. It is the policy of this repair
station to ensure that all aviation products conform to all applicable FAA, and other
requirements regarding quality, workmanship, performance and product integrity.

=
[

1.3 Scope All incoming materials and supplies used in the repair of articles.

—
IN

References FAA Advisory Circular 20-62, Eligibility, Quality, and Identification of
Aeronautical Replacement Parts, as revised PPAM-04 Monthly Shelf Life
Inspection Record

1.5 Procedure

All component parts, standard hardware, and materials for stock are ordered as
required. At a minimum, parts and supplies received shall be inspected inaccordance
with the following steps.

1. Inspect the packaging for proper identification, and any signs of alteration or
damage.

2. Verify that the actual part(s) and delivery receipt reflect the same information.

3. Verify that the part(s) marking and other identification is proper and has notbeen
altered.

4. Inspect for a match between the marking on the part(s) and the description on
the receiving label.

5. The part(s) will be placed in stock or released for installation.

6. For component parts, the documentation will remain with the part until such time
it is installed in a customer’s article. This documentation will be provided to the
customer upon release of the article.

7. Standard hardware and material documentation will remain with each lot until
such time it is completely used.

8. Materials, parts, and supplies shall be stocked and preserved in accordance with
manufacturers procedures if applicable.

1.6 Non-conforming Parts and Materials
Any non-conforming parts or supplies can be tagged with a Condemned/Unairworthy tag

and placed in a segregated area in the Parts Care pending disposition.

1.7 Shelf Life

1. All materials, parts, and supplies, containing a manufacturer’s shelf life will be
stored and protected on in the Parts Room in accordance with manufacturer’s
instruction, if any.
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2. These materials will be inspected by the end of each month to determine their
status. Use Form PPAM-04 to record the completion of this inspection.

3. Any item determined to be expired will be removed from inventory.

4. 1t is the responsibility of each technician to physically verify that each item is
within shelf life limits before use. If it is determined that an item has expired it will
be immediately removed from inventory.

1.8 Receiving Inspection - Post Contract Maintenance
1. Verify associated documentation matches article part and serial number.
2. Verify all discrepancies have been cleared.
3. Visually Inspect unit for quality of workmanship.

4. If the article is determined to be unairworthy it will be identified with a
Condemned/Unairworthy tag and returned to the contract maintenance provider.
Refer to Appendix A for instructions on completing thetag.

5. If the article is acceptable it may be released for installation.

If a component has been contracted to an FAA certificated repair station ensure, upon
return, that it is accompanied by the appropriate maintenance record. This
documentation normally consists of an FAA Form 8130-3 Authorized Release Certificate
or a “Serviceable Parts Tag.” In any case, the record(s) must meet the requirements of
14 CFR 43.9. This original information will be provided to the customer and a copy will
remain with the Work Order. The article need only receive a general inspection to
ensure freedom from shipping damage, unless other instructions are provided.

NOTE If contracted maintenance exhibits discrepancies it will be processed in
accordance with the Taking Corrective Action on Deficiencies section located in
Chapter II.

1.9 Detecting and Reporting Suspected Unapproved Parts (SUPS)

1. This SUPS reporting system is a voluntary program and can be used at the
discretion of this repair station. If there is any doubt as to the authenticity of any
part segregate it immediately. Tag the part with a Condemned/Unairworthy tag,
and bring the part to the attention of management for discussion and disposition.

2. The latest revision of FAA AC 21-29, Detecting and Reporting Suspected

Unapproved Parts, is located in the Repair Station General Information Manual.
It contains the FAA Form 8120-11, Suspected Unapproved Parts Notification.
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Preliminary, Hidden Damage and Other Inspections
Chapter Il, Section 2

2.1 Preliminary/Hidden Damage Inspections (145.211(c)(1)(ii) and (iii)

2.2 Purpose FAA regulations require a preliminary inspection to be accomplished on
an article before it enters the repair process. The purpose of this inspection is to
determine the article’s state of preservation, to identify any obvious defects and to
check for compliance with applicable Airworthiness Directives (ADs) and, if
required, service bulletins associated with the AD requirement. Additionally, all
articles involved in an accident must be inspected for hidden damage.

NOTE Verification of applicable Airworthiness Directives will be accomplished during
the course of scheduled manufacturer recommended inspection(s), AAIPs, CAMPs, or
off aircraft component repairs/overhauls. Aircraft entering the repair station for
unscheduled maintenance will only require a check for compliance with Airworthiness
Directives in regards to the item on the aircraft being worked.

2.3 Scope Applies to all FAA approved articles maintained by this repair station.

N
I

References Work Order

|!\’

Procedure — Preliminary Inspection
1. The requirement for a preliminary inspection will be recorded on Form PPAM-01

Work Order by the assigned technician..

2. This inspection is intended to be a thorough “preliminary” assessment to
determine if the part is repairable.

3. Verify if the work scope is within the repair station certificate and ratings issued
by the FAA. If not, contact the Accountable Manager before proceeding.

4. Inspect the article for condition, obvious damage, overall airframe or article
condition, and whether a hidden damage inspection will be required. A functional
test may be performed as part of the preliminary inspection if deemed
appropriate and should be recorded on Form PPAM-02 Discrepancy Worksheet
stating so. If the contracted work scope is for scheduled manufacture
recommended inspection(s), AAIPs, CAMPs, or off aircraft component
repairs/overhauls then research all applicable ADs.

5. Any discrepancies discovered during this inspection and any specific instructions
will be recorded on Form PPAM-02 Discrepancy Worksheet.

6. These discrepancies will be evaluated and addressed in the same manner asa
regular discrepancy.

2.6 Procedure — Hidden Damage

1. This inspection is only required for articles that have been involved in an
accident. The inspection will include a search for any damage that could result
from an accident, such as fire or heat damage. The inspection is not limited to
the area of obvious damage but will include a thorough and searching inspection
for damage in adjacent areas. The article will be disassembled to the point
necessary to perform this inspection.
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Preliminary, Hidden Damage and Other Inspections
Chapter Il, Section 2

2. The requirement for a hidden damage inspection will be recorded as a squawk
on Form PPAM-02.

3. Any discrepancies discovered during this inspection will be recorded on Form
PPAM-02.

2.7 Continuity of Inspection/Maintenance Responsibility

1. If at any time an Inspector/Technician cannot fulfill his or her duties during the
maintenance process the appropriate Supervisor will be informed; the Repair
Station Personnel Roster will be reviewed and a properly qualified
Inspector/Technician will be tasked with completing the job.

2. A Pass Down Log will be maintained in the Maintenance Office in order to brief
the incoming inspector/technician regarding the status of in progress
inspection/maintenance tasks currently in work if multiple work shifts are being
utilized. (i.e.; Day shift, Night shift)
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Final Inspection and Return to Service
Chapter II, Section 3

o
—

3.1 FEinal Inspection (145.211(c)(1)(vii)

o8}
N

Purpose FAA regulations require final inspection and return to service of all
articles maintained by this repair station. Final inspection must include a review
of all documents used during the maintenance as well as inspection of the
article. Additionally, the person responsible for performing this inspection must
be thoroughly familiar with the applicable regulations and the inspection
methods, techniques, practices, aids, equipment and tools used to determine
airworthiness of articles.

0
]

Scope Applies to any article repaired.

(8]
I

References

o
O

Procedure - Final Inspection

All maintenance records must be thoroughly audited for completeness and accuracy
prior to issuance of the airworthiness release for return to service. Review of each Work
Order should consist of the following

1. A qualified and properly authorized inspector must inspect the article and
determine it to be airworthy with respect to the work performed and ensure that
all maintenance was performed in accordance with 14 CFR 43.

2. If any discrepancies are discovered during final inspection, ensure they are
recorded on Form PPAM-02 Discrepancy Worksheet and corrected.

3. Review the documentation to ensure that it is correctly and completely entered.

4. Provide a maintenance release in accordance with the “Return to Service”
section of this manual.

3.1 Procedure - Return to Service (145.211(c)(1)(vii)

3.2 Return to Service — Routine Aircraft Maintenance (43.9)

The following is an example of the elements necessary to complete a routine
maintenance releases commonly used by this repair station. This information will be
recorded on Form PPAM-03 Maintenance Transaction Report (MTR). Only company
personnel listed on the Repair Station Personnel Roster and authorized to sign a
maintenance release can perform thisfunction.

This information will normally be entered into the MTR. If the article is an aircraft
battery an FAA Form 8130-3 can be used. In all cases the information provided
must meet the requirements of 14 CFR 43.9 and shallinclude

i. A description (or reference to data acceptable to the
Administrator) of the work performed;
ii. The date of completion of the work performed,;
iii. The signature of the person approving the work;
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iv. The Work Order number; and
v. The repair station name and FAA certificate number.

1. A copy of the maintenance release, MTR or FAA Form 8130-3 will remain on file
with the Work Order.

3.3 Return to Service - Aircraft Inspections (43.11)

The following is an example of the information required for a maintenance record entry
for aircraft which have undergone an inspection and determined to be airworthy. This
information will be recorded on Form PPAM-03 MTR. Additionally, all inspection
programs approved under §91.409(f) and used by this repair station will be completed
and recorded in accordance with the instructions in the operators program. In all cases
the record entry must the requirements of 14 CFR 43.11. Only company personnel
listed on the Repair Station Personnel Roster and authorized to sign a maintenance
release can perform this function.

1. This entry willinclude;
i. The type of inspection and a brief description of the extent of the
inspection;
ii. The date of the inspection and the aircraft total time in service;

iii. the signature of the person approving for return to service;
iv. The repair station name and FAA certificate number.

2. A copy of the MTR will remain on file with the Work Order.
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4.1

4.2

4.3

4.4

4.5

4.6

Technical Data
Chapter II, Section4

4.0 Technical Data (145.211(c)(1)(v))

Purpose FAA regulations require each person performing maintenance to use the
methods, techniques, and practices prescribed in the current manufacturer’s
maintenance manual, Instructions for Continued Airworthiness, or other methods,
techniques, or practices acceptable to the Administrator. This repair station may not
approve for return to service any article unless the maintenance was performed in
accordance with data and practices acceptable to the FAA. Adherence to procedures in
this section will ensure that all work performed is done in accordance with current,
applicable methods, techniques, and practices.

Scope Applies to all technical data necessary for performing repair station
maintenance operations.

References FAA Internet Site

General Information

This repair station maintains the manufacturer’'s maintenance manual for the particular
articles contained in the CCD. These manuals are maintained and accessed through
Compact Disc, OEM online access and digital format and are located in the Maintenance
Library.

These documents include service/maintenance manuals or instructions for continued
airworthiness, standard practice manuals, and manufacturer’s service bulletins and
instructions.

The Accountable Manager is responsible for ensuring the repair station procures the
proper Technical data for articles maintained by the repair station.

An active subscription service is maintained by the Accountable Manager and outdated
Ds or other media editions are purged when a revised copy is received by the
Accountable Manager. Data currency will be checked at least bi-annually by the
Accountable Manager through the OEM. Verbal natification will require a written follow

up.

Other FAA technical information such as FAA regulations, Orders, Airworthiness
Directives and Advisory Circulars are accessed through the FAA’'s web site.

Acceptable Technical Data (43.13)

Repair Station personnel that perform maintenance on any article are responsible that
the performance of such maintenance will be accomplished in accordance with the
current manufacturer’s technical instructions and data or other methods, techniques, and
practices acceptable to the FAA (e.g. AC 43.13-1X).

Major Repair and Major Alterations (43.5.43.9. and 43 Appendix B)

In the event that a major repair or major alteration is performed it must be
accomplished in accordance with FAA approved data. This data must be
specifically identified as “FAA Approved” before its use.
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Definitions of major and minor alterations and repairs can be found in 14 CFR Part 1.
Major repairs and major alterations listed by article and type are contained in 14 CFR
43 Appendix A.

It may be necessary to obtain FAA approved technical data for a major repair or major
alteration from the manufacturer of the article, or an FAA designee. The designees
normally utilized in this capacity are FAA Designated Engineering Representatives
(DER). If a DER is consulted to provide technical data in support of a major repair or
major alteration, (FAA Form 8110-3, Statement of Compliance with the Federal
Aviation Regulations) ensure they have the proper qualifications.

All major repairs and major alterations will be recorded on an FAA Form 337. See
Appendix A for this form andinstructions.

In addition to completion of FAA Form 337, an aircraft maintenance record entry must
be completed in accordance with pertinent sections of 14 CFR 43.

A copy of this form and any supporting documentation will remain on file with the Work
Order.
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Taking Corrective Action on Deficiencies
Chapter II, Section5

o1
—

5.1 Taking Corrective Action on Repair Station Deficiencies (145.211(c)(1)(ix))

O
N

Purpose FAA regulations require a corrective action to remedy an undesirable
situation. The correction of deficiencies is normally an integral part of a repair
station’s improvement process, and could include revisions to procedures that
were not working properly. In these cases, a review of the housing, facilities,
equipment, personnel qualifications, and procedures should ensure that the
deficiency was not a systemic problem. If the review indicates that the procedure
is deficient, the corrective action should include a thorough review and
improvement of the procedure. If the review indicates that the personnel lacked
training or qualifications, corrective action should remedy the deficiency.

|.U'|
L

Scope Applies to all articles repaired by this repair station.

ol
I

References Form PPAM-05, Cause and Corrective Action Report Advisory Circular
00-58, Voluntary Disclosure Reporting Program, as revised.

5.5 General Information

Inadequate procedures, environment, working conditions, training, instructions or
resources may be contributing factors for many deficiencies attributed to human error.
Corrective action requires that the root cause or causes of the deficiency be investigated
and determined in order to eliminate their recurrence. The investigation must be fact-
based and typically begins with an analysis of the potential causes to the deficiency.
Form AP-011, Cause and Corrective Action Report, has been developed for such
purpose. However, corrections of deficiencies can not be fully addressed without
adherence to the following procedures.

5.6 Procedure — Articles That Have Not Been Returned To Service
1. Once a deficiency in the quality system is identified, it must be documented on
Form PPAM-05, Cause and Corrective Action Report.

2. Complete all sections of Form PPAM-05 to determine root cause(s)

3. The last section of the form requires corrective action and follow-up to ensure a
positive solution to the deficiency. The time frame for corrective action should be
30 days. A follow-up should be conducted within a reasonable time frame
agreed to by management but should not exceed 30 days. This follow-up
inspection will ensure that the solution produces satisfactory results.

4. Once the form is completed, initiate the appropriate action detailed in the
correction action section. Retain a copy in the Repair Station General
Information Manual.

5.7 Procedure - Articles That Have Been Approved For Return to Service

Deficiencies discovered in a quality system may often be evidence of a potential
violation of the regulations, particularly if an article has already been approved for
return to service. If a quality deficiency is discovered, this repair station may
choose to self- disclose the issue to the FAA in accordance with Advisory Circular
00-58 (as revised). This AC describes the procedures for the voluntary reporting of
potential violations of
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federal regulations. This repair station will carefully review this AC for the appropriate
method of notifying the FAA. A copy of this AC can be accessed through the FAA’'s web
site. Paragraph 5.0.5 of this section will also be completed.

NOTE If a deficiency is detected in any article received that was repaired by a contract
repair station then that article will be identified with a Form PPAM-01 Rejected Tag and
returned to the contract maintenance provider. It is up to the provider to ensure they
conduct the proper investigation as to any quality control issues in accordance with their
procedures.
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Calibrating Measuring and Test Equipment
Chapter II, Section 6
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6.1 Calibrating Measuring and Test Equipment (145.211(c)(viii))

(o2
N

Purpose FAA regulations require that all tools, test, and inspection equipment
used to determine airworthiness of articles, are calibrated to a standard
acceptable to the FAA.

|.°"
Lo

Scope Applies to any tool or test equipment used to make airworthiness
determinations of any FAA approved articles maintained by this repair
station.

o
~

6.4 References CalibrationList

o
&

Procedure

1. Alltools and equipment that require calibration are entered into a spread sheet
for tracking purposes.

2. Tools and test equipment shall be calibrated at periodic intervals established on
the basis of manufacturer's recommendations. If the manufacturer changes the
calibration interval then this repair station will adopt those intervals based on the
recommendations.

3. Tools and test equipment used for airworthiness determinations will be clearly
labeled with a “next due” calibration sticker.

4. Any precision tool or piece of test equipment (company or employee owned) that
is not used to make an airworthiness determination will be clearly marked “For
Reference Only” or “For Ref only”.

5. All tools and equipment must be calibrated by vendors that use standards
traceable to the National Institute of Standards and Technology (NIST).

6. Ensure that each tool and/or test equipment is listed on the Calibration List.

7. Employee owned tools and equipment are calibrated based on need andare
added to the Calibration List.

8. Ensure, before each use, that the tool or test equipment has not surpassed its
calibration due date.

9. At no time will any person be permitted to perform work on an article using tools
or equipment that has exceeded calibration limits. If, at any time, a tool orpiece
of test equipment inadvertently exceeds its calibration due date, it will
immediately be removed from service and sent out for calibration.

10. Upon receiving any tool or equipment back from a calibration vendor ensure that
it contains the calibration certificate; the item is marked with a sticker indicating
the next due date; and update the Calibration List to reflect this information.
Vendor calibrations certificates and associated documentation will be kept on file
in the QA and maintenance library ‘s office.

PPAM RSM Revision: K Page 50 of 81 Date:11/19/2015

“PRINTED COPIES OF THIS DOCUMENT ARE UNCONTROLLED AND ARE FOR REFERENCE ONLY”




Calibrating Measuring and Test Equipment
Chapter II, Section 6

11. If new tools and/or test equipment are placed in service for use by the repair
station they will be added to the Calibration List but only if a determination has
been made that the item has been appropriately calibrated. If calibration cannot
be established forward the item to the appropriate vendor for calibration.

12. If any calibration stickers are missing or become unreadable they may be
fabricated with a hand label maker. Verify the actual due date by reviewingthe
last calibration certificate provided by the vendor, along with the associated
documentation. The fabricated label should clearly indicate the last calibration
date and the next calibration due date.”

NOTE If at any time a tool or piece of test equipment was used past its calibration cycle
the matter will be handled in accordance with the Taking Corrective Action on
Deficiencies section in Chapter Il. It may be necessary to recall the article that was
involved to correct the situation which may require that a Work Order be generated in
accordance with the Operations section in Chapter |.
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7.1 Reports of Failures, Malfunctions, or Defects (145.221)

|.\l
o

Purpose FAA regulations require this repair station to notify the FAA after
discovering any failure, malfunction, or defect (M or D) of an article. M or D
reporting is an information system designed to provide assistance to aircraft owners,
operators, maintenance organizations, manufacturers, and the Federal Aviation
Administration (FAA) in identifying aircraft problems encountered during service.
This program provides for the collection, organization, analysis, and dissemination
of aircraft service information to improve service reliability of aeronautical products.

-~
]

7.3 Scope Applies to all articles maintained.

~J
IS

References FAA Form 8010-4, Malfunction or Defect Report FAA Advisory
Circular 20-109, Service Difficulty Program, as revised

N
o

7.5 Procedure

1. If any serious defect or other recurring unairworthy conditions are discovered in
any article it shall be reported to the FAA within 96 hours using FAA Form 8010-4
or using the FAA SDR reporting website (https://av-info.faa.gov/SDRX ).

2. Thisform may be completed and mailed to the local FSDO or it can be
accomplished on-line via the SDR website.

3. Inthe case where the filing of this report might prejudice the repair station, it shall
refer the matter to the Administrator for a determination as to whether it must be
reported.

4. If the defect or malfunction could result in an imminent hazard to flight, this repair
station shall use the most expeditious method it can to inform the Administrator.

NOTE If the report involves an air carrier operating under 14 CFR 121, 125, or 135, the
information will be forwarded to the carrier, and the carrier will submit required
information to the FAA to avoid duplication. Review §121.703(g), 8121.704(f),
§125.409(g), §125.410(f), 8§135.415(g), 135.416(f) for reportable items.
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8.1 Proficiency of Inspection Personnel (145.211(c)(1)(iv))

Co
N

Purpose: FAA regulations require this repair station to ensure that inspection

personnel are thoroughly familiar with the applicable regulations, inspection methods,
techniques, practices, aids, equipment, and tools used to determine the airworthiness

of articles.

Inspection personnel must also be proficient in using the various types of inspection equipment
and visual inspection aids appropriate for the article being inspected. They must also
understand, read, and write English. Inspectors must be listed on the roster described in the
Records of Management, Supervisory, and Inspection Personnel section of this chapter.

8.3 Scope: Applies to repair station personnel that are or will be authorized to
perform inspections.

8.4 References: Repair Station General Information Manual Repair Station
Personnel Roster

8.5 Procedure;

1. The Accountable Manager is responsible for complying with the procedures in this
section.

2. Candidates must have at least 18 months of applicable experience in the type of
work performed.

3. Initial qualification for each individual will be determined by evaluating;

i. the total years of relevant experience; or
ii. on the job training; or
iii. company in house training; or
iv. by reviewing employee training records, and
v. conducting an interview with the candidate.

4. If the candidate demonstrates a thorough working knowledge and experience of the
inspection system, and the applicable procedures in this manual, steps 4 through 7 may
be waived for initial qualification.

5. Determine through oral interview or tests if the candidate is familiar with 14 CFR Parts;

o 1 Definitions and Abbreviations

o 21 Certification Procedures for Products and Parts

e 39 Airworthiness Directives

o 43 Maintenance, Preventive Maintenance, Rebuilding and
Alteration

o 45 Identification and Registration Marking

* 65 Certification: Airmen Other Than Flight Crewmembers

o 145 Repair Stations

6. Determine through personal observation or tests if the candidate is thoroughly
familiar with inspection methods, techniques, practices, aids, equipment, and
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tools used to determine the airworthiness of the article on which maintenance is
to be performed.

7. Determine through personal observation or tests if the candidate is proficient in
using the various types of inspection equipment and visual inspection aids
appropriate for the article being inspected. The candidate must also be familiar
with the appropriate sections of this repair station manual.

8. If the candidate does not possess the appropriate skills and technical knowledge,
training may be conducted in accordance with the Training section in this section.

9. If the candidate is qualified add the individual to the Repair Station Personnel
Roster in accordance with the procedures contained in Records of Management,
Supervisory, and Inspection Personnel located in Chapter I.

10. Recurrent training may be conducted yearly by choosing topics listed in step 4 or
other relevant subjects. This requirement can also be met by attending
applicable seminars conducted by the industry or the FAA.

11. Recurrent training to maintain proficiency may be accomplished by conducting
special training in new techniques. This may also be necessary after additional
articles are added to the operations specifications or capabilities of the repair
station, or when new inspection aids are applied.

12. Record all training in accordance with the instructions contained in the FAA
approved Training Manual.
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Appendix A
Forms

Forms (145.211(c)(3))
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Appendix A
Forms

Condemned/Unairworthy Parts Tag (Red)

This form may be used in-house to identify any part that has been deemed unfit for use,
unserviceable, rejected, not airworthy, or that cannot be repaired. This example has
been reduced from the original. A block by block explanationfollows.

Enter the part name.

Enter the work order number if applicable.

Enter the part number.

Enter the part serial number if applicable.

Enter the aircraft “N” number if applicable.

Enter the aircraft serial number if applicable.

Enter the reason(s) for rejection.

The technician completing the tag will initial or sign this line.
Enter the date the tag was issued.

10 Optional - The inspector reviewing the tag will initial or sign this line.
11. Optional - Enter the date the tag wasissued.

©CoNor®WNE
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Repairable Tag (Green)
This form may be attached to a repairable part that is to be sent out for repairs. This
example has been reduced from the original. A block by block explanation follows.

Enter the part name.

Enter the work order number if applicable.

Enter the part number.

Enter the part serial number if applicable.

Enter the aircraft “N” number if applicable.

Enter the aircraft serial number if applicable.

Enter any necessary remarks which may include part total time and cycles if
applicable.

8. The technician completing the tag will initial or sign this line.

9. Enter the date the tag was issued.

10. Optional - The inspector reviewing the tag will initial or sign this line.
11. Optional - Enter the date the tag wasissued.

NogahrwhE
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Serviceable Tag (Yellow)

This form may be attached to a part removed from an aircraft that is determined to be
serviceable. This example has been reduced from the original. A block by block
explanation follows.

Enter the part name.

Enter the work order number if applicable.

Enter the part number.

Enter the part serial number if applicable.

Enter the aircraft “N” number if applicable.

Enter the aircraft serial number if applicable.

Enter any necessary remarks which may include part total time and cycles if
applicable.

8. The technician completing the tag will initial or sign this line.

9. Enter the date the tag was issued.

10. Optional - The inspector reviewing the tag will initial or sign this line.
11. Optional - Enter the date the tag wasissued.

NoohrwpbrE

Professional Pilots AircraftMaintenance
246 S. Meadow Road B13 — Gate 4 NW Hangar 2 - Plymouth MA 02360
CRS: ZKFR180L

SERVICABLE

Part Name: 1 W.O. # 2
Part No. 3 Serial #: 4
A/C Tail# 5 AC Serial # 6
Remarks: 7
Technician § Date: 9
Inspector: 10 Date: 11
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Form PPAM-01 Work Order
This form is used as the main tracking

document and will be completed for each article

entering the repair station system. It contains customer and article vital information. It is
also used to provide the customer a brief overview of the maintenance that was
performed. This example has been reduced from the original. A block by block

explanation follows.

Enter the Work Order number.
Enter the aircraft information.

Check off items as each prelim

©CoNoOkrwWNE

Enter the customer vital information.
Check off the items to be accomplished (quick overview).

inary inspection segment is completed.

Sign or initial when preliminary inspection is complete.

Enter the date the preliminary inspection is completed.

Check off the items as each final inspection segment is completed.
Sign or initial when the final inspection is completed.

10 Enter the date when the final inspection is completed.

11. Enter the number of pages.

Professional Pllul', Airaraft Maintenance
rnouth Municipal Airport
Mmduw Hoad Gate 4NW.2

N llymmlr\l MA 02360
— ol g 012
) y CRsE 7]
e pgin Work Order
WOW: 1
2 Alrcraft Information
Hegistration Nurmber Airaaflt Setial Mumber | Alrcraft Lotal lime | Alrcraft Total Landings Alr Conditioning Hours
LH Engine - RH Engine - Propeller i | APLI .
1 Custamer Information

ontact’s Nonw:
& ok Phona;
Billing Address

obila Phone:

Contact'sh mail:

Oparator Type: [ Partsl [ Parr 135

L]

Service Requested

Scheduled Maintenance
[ Approved Alrcraft inspection Program (AAIP)
[~ Manufacturers inspection Program FAR 91.403(f(3)
[ Pragressive Inspection
[ Airworthy Directive
[~ Service Bulletin
[ Welght and Balance
I Battery Servicing (Cap Checks OH)

Unscheduled Malntenance
[ Tire change/ Servidng
[T Battery Replacerment
[T General Servicing
[ Repairs
-
=
I

Preliminary inspection

[~ Outof Service Placard Installed,

Technician: & Dt

I Preliminary Inspection complied with Refer to RSM Chapter I, Section 2),
7

(]

Final inspection

[ Work erder and discrepancy records complered.
130 Tags and/or Conformity Statement
[~ Completed [ NA |
[ Maintenance release may be issuel,
[ Out of Service Placard Remeoved,
9

Inspacton Data

[T Airaraft Post Inspection, Check panels, serviceable items, area dean and tools properly stored away,

(Refer o RSM, chagrien I, Section 3)

1

FAA Form 337
Completed [ MNA

135 Logs

| Completed [ MA

Form PPAM-0N Date Rev: 1/10/10

PPAM RSM Revision: K
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Appendix A
Forms

Form PPAM-02 Discrepancy Work Sheet
This form is used to record each squawk for a particular article entering the repair station

system. This example has been reduced from the original. A block by block explanation
follows.

1. Enter the “N” number.
2. Enter the Work Order number.
3. Enter a description of the Discrepancy. Mark the appropriate box to indicate RII
(Required Inspection Item) status.
4. Enter a description of the corrective action.
5. Enter Referencing Maintenance Manual information.
6. Enter the date, technician performing the task, description of work performed, time
started/ended and total time.
7. Enter parts used (check marks identify parts on order or received).
a. For serialized parts, enter the part description, part number on and off, serial
number on and off, and its position on the article.
b. For non-serialized parts, enter the part description, part number on and
location.
8. The Technician completing the Discrepancy will sign or initial this line.
9. Enter the date the discrepancy was completed.
10. The inspector verifying the corrective action and workmanship will sign or initial this
line, if applicable.
11. Enter the date the inspection was completed, if applicable.
12. Enter the page number and total pagesof Discrepancy sheets.
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Appendix A

Forms

Form PPAM-02 Discrepancy Worksheet

Professional Pilots Aircraft Maintenance

& su. Plymouth Municipal Airport
& . » 246 5. Meadow Road Gate 4 NW2
,?—_( Plymouth, MA 02360
— 5 Gate4 Hangar NW2
9 & CRS# ZKFR180L
Discrepancy Worksheet
Registration Number: 1 WO# 2
RilRequired: [ Yes [ No Discrepancy
Item #:
3
Corrective Action
4
MM Ref: 5
Turnover/ Time Log
Date |Technician Description Tme -grSTe Hngi':s
6
Total Hours
Parts
& T Part Number Serial Number
5% o Description Position
(=) & On Off On Off
I r
O r
C I 7
C I
C r
C r
Technician: 8 Date: 9 Inspector: 10 Date: 11
Form PPAM-02 Date Rev: 1/10/10 Page 2 of

PPAM RSM Revision: K
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Enter the
date and
initials for
each line
item

performed

Enter the
values for
each cell

using this
key.

Appendix A
Forms

Form PPAM-02A NiCad Batter

Deep Cvycle Cell Record and Comparison Chart

This form is used to record each Nickel-Cadmium battery cell voltages, start/record
times, and charge/discharge rates including the method of accomplishment. This
example has been reduced from the original. An explanation of its use is described
below. This form is used when specified by the battery manufacturers CMM or OMM for

return to service.

DEEP CYCLE CELL RECORD AND COMPARISON CHART WORK ORDER # —
DATE | MECH | ITEM CELL NUMBER ~  Enterthe
y s 1] 23] a]5]6e } 9 | 10 | 11 | 12 [ 43 | 14 [ 15 | 16 [ 47 | 18 | 48 | 20 work order
REST number.
we
TIC
/ cic
=
1 wc
— TIC
cic
o
wc
TIC
= Check each
box once the
item is
Mo complete.
TIC /|
TEMPERATURE °F d The technician
DATE: BATTERY TYPE: AMP HOUR RATE: [CAP SCREW ‘/ HANIC completingthe
ICHECKED IN SERIES TORQUE CHECK: GNATURE: maintenance
AIC TAIL: BATTERY S/N: STARTING WITH  NEG: P
POS: I:'WATER LEVEL r'd | |‘( V\{'” |n|t|_a| or
DAZWOF MFG: [cHECK: sign this block
o LAST DEEP DISASSEMBLED AND CLEANED: upon
CYCLE DATE: TO BE CAP SCREWS TORQUED: completion
€ITY CHECK ACCOMPLISHED VENT CAPS CHECKED AND/OR REPLACED: '
AT DEEP CYELE CELL TO CASE LEAKAGE CHECK:
CELL PRESSURE TEST:

Enter the date, battery type, aircraft
number, battery serial number, aircraft
hobbs and date of manufacturer of the
battery.

PPAM RSM Revision: K

/

Enter the amp hour rate
and check either neg or
pos.

Enter requested

information fordeep

cycle.

Page 62 of 81
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These
three lines
will be
completed
tocoincide
with what
was
checked.

Enter the
pertinent
information
requestedif
applicable
usingthese
keys.

Appendix A
Forms

Form PPAM-03 Maintenance Transaction Report (MTR)
This form is normally used as a maintenance release to satisfy the requirements of 14
CFR parts 43.9 and 43.11. An originally signed MTR will be provided as a permanent
aircraft maintenance records and a copy will be retained with the work order file. This
example has been reduced from the original. An explanation of its use is described

below.

Check the
applicablebox.

\ Maintenance Transaction Report

Enter the work
order number.

Work Qrder No.
| This Mainlenance Transaction Report is Solely for {check one)
[ aiframe [ [Engine[1] 2] Tpropetler[1] T2 [apru]
Aircraft Registration No Aircraft Serial No. Aircraft Total Time Aurcraft Total Landings Airport Identifier Date (Month-Day-Year) Air Conditioner Hours APU Senal No
Engine No. 1 Serial No. Engine No. 2 Serial No. Propeller No. 1 Serial No. Propelier No. 2 Serial No. Total Engine Hours Total Engine Cycles Total Propeller Hours
Ne. 1 No 2 No. 1 No 2 Mo 1 No.2
ropeller Time Since Overhaul | Engine Time Since Overhaul | Engine Cycles Since Overhaul Total APU Hours Total APU Cycles APU Time Since Overhaul APU Cycles Since Overhaul
Mo 1 No 2 Mo 1 Mo 2 No 1 No. 2
Component Change, Inspections, Service Bulletins, or Ainworthiness Directives Accomplished
Transaction Installed
Item Name Position Installed Vender Part Number Installed Removal Part TSN/TSO CSNI/CSO
No. Type Serial Number Reason Status
Ly
2
=
5
\
7IN
" Type Transaction
T— 1. Component Ghange Removal Reason  E - Excess Oil Consumption W - Worn To Limits ___j Installed Part Status
2. Inspection Accomplished Enter Cne: F-FOD S -Scheduled N - New
3. Service Bulletin Accomplished Detail Method Of Compliance M - Metai in Oif U - Unscheduled Enter One: R - Repaired It Overhauled Pan Enter
4. Alrworthiness Directive Accomplished Under Comments Below T - Temp. Limited C - Convenience 5 - Berviceable Overhaul Agents Name
5._Other Maintenance: V - Vibration N - Other {Note Below) O - Overhauled Under Comments.
';:' This Space For Other Maintenance Comments Including, Test or Calibration Dates, Removed Serial Numbers, Etc.
1
2
3 ®
4
S
6
7
[:]
Professional Pilots Aircraft Maintenance
Work Perforr y Certificale No ZKFR1BOL Dale

PPAM RSM Revision: K

246 S. Meadow Rd. B-13

| certify that tha work identified and described above was accomplished in accordance with Title 14 Code of Federal Regulations pan
43 and with resgect fo that work the aircraft is approved for return to service:

Cedificate Mo, ZKFR180L Date

Gate 4 NW 2

Plymouth Municipal Airport

Plymouth, MA 02360

ph: 508-866-0899 Fax: 508-866-4888

Form\PPAMYD3 Date Revised 09/01/2006

Enter Professional Pilots Aircraft Maintenance along with the repair
station certificate number and date.

The technician releasing the work will print their name; enter their
signature, repair station number and date.

Page 63 of 81
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Appendix A
Forms

Form PPAM-04 Monthly Shelf Life Inspection Record
This Form is used to document the monthly inspection of all materials which contain a
shelf life that are used in the maintenance process located in this facility. The completed
forms are kept on file in the Repair Station General Information Manual and are purged
every three months. The inspection will be conducted before the last day of each month.
This example has been reduced from the original. A block by block explanationfollows.

1. The date completed will be entered next to the corresponding month.
2. The person completing the inspection will enter their initials for the month.

Professional Pilots Aircraft Maintenance Repair Station Number: ZKFR180L
Monthly Shelf Life Inspection Record
Month Date Completed | Initials Month Date Completed | Initials
January 2014 May 2016
February 2014 June 2016
March 2014 July 2016
April 2014 August 2016
May 2014 September 2016
June 2014 October 2016
July 2014 November 2016
August 2014 December 2016
September 2014 January 2017
October 2014 February 2017
November 2014 March 2017
December 2014 April 2017
January 2015 May 2017
February 2015 June 2017
March 2015 July 2017
April 2015 August 2017
May 2015 September 2017
June 2015 October 2017
July 2015 November 2017
August 2015 December 2017
September 2015 January 2018
October 2015 February 2018
November 2015 March 2018
December 2015 April 2018
January 2016 May 2018
February 2016 June 2018
March 2016 July 2018
April 2016 August 2018
Form PPAM-04 Date Revised: 1/28/14
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Appendix A
Forms

PPAM-05 Cause and Corrective Action Report
This is a three page form intended to be used as a guide in determining root cause(s) of

deficiencies in a quality system. The first four sections provide the general categories
associated with most quality system failures. This form is not meant to be restrictive.
Space is provided in each section to describe the event in more detail. If additional
space is needed it is permissible to attach as many blank sheets of paper as needed.
Be sure to number these explanations with the correct section and sub event.

Once each section is evaluated a corrective action plan can be addressed. The
corrective action is recorded in Section V and has a 30 day limit for implementation.
The corrective action must be approved by the Accountable Manager. A follow-up
should be conducted within a 30 day time frame.

Section | General Information

Enter the reference number for this occurrence. Reference numbers start at 001.
Enter today’s date.
Enter the name of the individual responsible for conducting the
interview/investigation.
4. Enter the actual date the event occurred. If not known, enter the date

discovered.
5. Enter the time the event occurred if known. If not known enter “unknown.”

whN ke

The remaining blocks in this section are self explanatory; check all that apply.

Section 1l Event
This section is used to describe the actual event. Check all that apply. If “other” box is
checked, provide an explanation in the space provided.

Section 1ll Maintenance Error
This section is used to identify the maintenance error(s) that caused the event. It
contains five categories. Check all that apply. If “other” is checked for any category,
provide an explanation in the space provided.

Section IV Contributing Factors

This section contains subsections a through j. These subsections may not all apply and
should be marked accordingly.

Section V Corrective Action
Enter the corrective action(s) to be accomplished. This corrective action should be
implemented within a 30-day time period and approved by the Accountable Manager. If
more than 30 days in required it will be annotated in this section and a reason will be
provided.

Section VI Follow Up
Follow-up action is recorded in this section.

This form is kept on file in the Repair Station General Information Manual.

PPAM RSM Revision: K Page 65 of 81 Date:11/19/2015

“PRINTED COPIES OF THIS DOCUMENT ARE UNCONTROLLED AND ARE FOR REFERENCE ONLY”




Appendix A

Forms

Form PPAM-05 Cause and Corrective Action Report

age 1

Cause and Corrective Action Report

Section | General Information

Reference Number:

Date:

Interviewers Name:

Date Event Occurred:

Time of Event:

Shift Change Error: O N/A O Yes (explain)

Check type of maintenance
O In-House

O Work Performed at Another Location by this
Repair Station.

Section Il Event

Check all that apply:
O Aircraft Damage
O Rework
O Personal Injury

O Flight Cancellation
O In-Flight Shut Down
O Other Event (explain below

Section Ill Maintenance Error

Please select the maintenance error(s) that caused the event:

1. Installation Error
O a. Part not installed

O b. Too much fluid
O c. Wrong type fluid

O b. Wrong part installed
O c. Improper location

O d. Incomplete installation
O e. Extra parts installed

O d. Required servicing not performed
O e. Access not closed

O f. Damaged on installation

O g. Other (explain below)

O f. Damaged on installation
O g. Unit not properly closed
O h. Other (explain below)

4. FOD/Airplane/Equipment Damage
O a. Material left in aircraft
O b. Debris on ramp

2. Fault Isolation/Test/Inspection Error

O c. Debris falling into open systems

. Did not detect fault

O d. Tools/equipment used improperly

O e. Other (explain below)

a
O b. Not found by fault isolation
¢. Not found by operationalfunctional test

5. Personal Injury Error

O d. Not found by inspection

0O a. Slipftrip/fall or struck by

O e. Access not closed
O g. Other (explain below)

O b. Caught infon/between
O c. Hazard contacted (e.g. electricity, hot, cold)

3. Servicing Error

0O d. Hazardous environment (heat cold, humid)

O a. Not enough fluid

0O e. Other (explain below)

Describe the specific maintenance error (e.g., T6 probe installed in wrong location)

Section IV Contrihuting Factors

O N/A A. Information (e.g., work instructions, maintenance manuals, service bulletins, maintenance
tips, parts manual, repair station manual, etc.)

O 1. Not understandable

O 2. Unavailable/Inaccessible

O 3. Incorrect O 7. Information not used

0O 4. To much/conflicting Information O 8. Other (explain below)

Describe specifically how the selected factors contributed to the error

O 5.Update process too long/complicated
O 6. Incorrectly modified tech data

Form PPAM-05 Page 1 Date Revised: 08/01/2006
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Appendix A
Forms

Form PPAM-05 Cause and Corrective Action Report (page 2

Cause and Corrective Action Report

Section IV Contributing Factors

O N/A  B. Tools/Equipment/Safety Equipment
O 1. Unsafe 0O 5. Miscalibrated/Out of calibration
O 2. Unreliable O 6. No instructions

0O 3. Layout of controls or displays O 7. Incorrectly used

| O 4. unavailable | O 8. Other (explain below)
Describe specifically how the selected factors contributed to the error

[ON/A_C. Design/Configuration/Parts

0 1. Complex O 4. Parts incorrectly labeled
O 2. Inaccessible O 5. Easy to install incorrectly
O 3. Parts unavailable O 6. Other (explain below)

Describe specifically how the selected factors contributed to the error

O N/A _D. Job/Task

O 1. Repetitive/monotonous O 3. New task or task change

O 2. Complexiconfusing O 4. Other (explain below)

Describe specifically how the selected factors contributed to the error

O N/A E. Technical Knowledge/Skills
0 1. skills O 3. Task planning
0O 2. Task knowledge O 4. Other (explain below)

Namae -~ i iy bnmrar da fambnnd Fambmen mmmbribeband dm dha
L4 = LUIINIVULCY IV LT

O N/A F. Individual Factors

O 1. Physical health O 6. Personal event (e.g.. family problem)
O 2. Fatigue O 7. Workplace distraction
O 3. Time constraints O 8. Other (explain below)

O 4. Peer pressure

O 5. Complacency

Describe specifically how the selected factors contributed to the error

Form PPAM-05 Page 2 Date Revised: 08/01/2006
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Appendix A
Forms

Form PPAM-05 Cause and Corrective Action Report (page 3

Cause and Corrective Action Report

Section IV Contributing Factors

O N/A  G. Organizational Factors

O 1. Quality of support (e.g. engineering) O 6. Procedures not followed

O 2. Company polices O 7. Procedure not documented
O 3. Not enough staff O 8. Work group norm (habits)
O 4. Corporate change O 9. Other (explain below)

O 5. Work process/procedure

Describe specifically how the selected factors contributed to the error

O N/A _H. Environment/Facilities

O 1. High noise level O 5. Vibration

O 2. Hot 0O 6. Cleanliness

0 3. Cold O 7. Inadequate ventilation
O 4. Humidity O 8. Other (explain below)

Describe specifically how the selected factors contributed to the error

O N/A  |. Leadership/Supervision
O 1. Planning/organization of tasks O 3. Delegation/assignment of tasks

O 2. Prioritization of work O 4. Other (explain below)

Describe specifically how the selected factors contributed to the error

O N/A J. Communication

O 1. Between departments O 3. Vendors

O 2. Between technicians O 4. Other (explain below)

Describe specifically how the selected factors contributed to the error

DATE: | Section V Corrective Action 30 Day Limit

Approved: O Yes O No Director of Maintenance Signature:

Section VI Follow Up — Not to Exceed 30 Days

Due Date: Acceptable O Yes O No (if no explain below and recommend action)
Form PPAM-05 Page 3 Date Revised: 08/01/2006
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Forms

Form PPAM-06 Controlled Capabilities Document Self Evaluation Checklist
This form is used as a self evaluation tool when adding an article to the Controlled

Capabilities Document (CCD). This form contains eight elements which are considered
essential in determining if the repair station is capable of performing the work scope. If
any areas are deficient, corrective action must be annotated. All deficient areas must be
corrected before an article can be added to the CCD. Once completed this form is filed
in the Repair Station General Information Manual. A block by block explanation follows.

Header Block
1. Enter the make and model or part number of the proposedatrticle.
2. Enter the date the audit is conducted.
3. Enter the name of the individual conducting the audit.

Audit Section
The form contains eight audit elements by title. Each element is broken down by a
description of the requirement. The next conformity block contains a Y (yes) or N (no).
A check in the “Y” box indicates compliance. A check in the “N” box signifies
noncompliance, which requires a description of the deficiency in the “Remarks,
Observations, and Findings” box. If the element does not apply enter N/A in the remarks
section. Once all elements have been audited proceed to the “Audit Results” box.

Audit Results
Check either the “Passed” or “Failed” box. If the “Failed” boxis check enter the
recommended corrective action(s).

Proposed Date for Corrective Action
Enter a proposed date for the corrective action(s) to be completed (normally 30 days).

Once corrective action is complete, the Accountable Manager will evaluate the
adjustment, and if acceptable, he will check the “Approved” box. He must also enter the
date approved and his signature.

Controlled Capabilities Document Revision
Upon adding the article to the CCD the Accountable Manager will check the box
indicating completion and enter the date. Once the revised CCD is forwarded to the
FSDO check the “Revision Forwarded” box; enter the date forwarded; and the signature
of the person forwarding the revision.
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Form PPAM-06 CCD Self Evaluation Checklist

age 1

Controlled Capabilities Document Self Evaluation Checklist

Proposed Make and Model of Article to Be Added:

Date:

Auditor:

Element

Requirement

Conform
Y| N

Remarks, Observations, Findings

1.0 Scope
(145.213)

Is the proposed article within
the scope of the repair stations
current rating?

2.0 Housing
(145.103)

Does the repair station have
adequate housing for the
proposed article? NOTE: If the
housing is not already defined
in the Repair Station Manual
then an amendment to that
document describing the
additional housing and facilities
will be required.

22

A repair station with an airfframe
rating must provide suitable
permanent housing to enclose
the largest aircraft listed on the
Operations Specifications.

3.0 Facilities
(145.103)

3.1

3.2

Is there sufficient work space
and areas for the proper
segregation and protection of
articles during all maintenance?
Is there segregated work areas
enabling environmentally
hazardous or sensitive
operations such as painting,
cleaning, welding, avionics
work, electronics work, and
machining to be done properly
and in manner that does not
adversely affect other
maintenance activities?

Are there suitable racks, hoists,
trays, stands etc?

3.3

3.4

Is there sufficient space to
segregate articles and
materials stocked for
installation from those
undergeing maintenance?

Are the facilities lighting and
control of temperature,
humidity, and other climatic
conditions sufficient to ensure
personnel perform maintenance
to the standards required?

Form PPAM-06

Page 1

Date Revised: DB/01/2006
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Appendix A
Forms

Form PPAM-06 CCD Self Evaluation Checklist

age 2

Element

Requirement

Conform

Remarks, Observations, Findings

Facilities Note
(145.103(c))

A repair station may perform
maintenance outside of its
housing if it provides suitable
facilities acceptable to the FAA.

HiA A,

4.0 Equipment
(145.109)

41

Is the appropriate equipment
necessary to perform
maintenance available?

NOTE: The equipment must be
located on the premises and
under the repair stations control
when the work is being done.

Is the equipment that which is
recommended by the
manufacturer of the article or at
least equivalent to and
accepted by the FAA?

5.0 Tools
(145.109)

Are the appropriate tools
necessary to perform
maintenance available?

NOTE: The tools must be
located on the premises and
uncler the repair stations control
when the work is being done.

5.1

Are tools those which are
recommended by the
manufacturer of the article or at
least equivalent to and
accepted by the FAA?

52

53

Are there suitable racks, hoists,
trays, jacks, stands etc;

Is any tool or piece of
measuring-and-test-eguipment
properly calibrated and added
to the repair station system?

6.0 Materials
(145.109)

6.1

Are materials required in the
maintenance process on hand
when the work is being done?
NOTE: Materials consist of
resources necessary in the
performance of maintenance.
(i.e., coatings, sealants,
stripping chemicals, seals etc)
Are the proper controls in place
for stored materials and is there
a record keeping system that
has document traceability back
to the place of purchase?

Form PPAM-06

Page 2

Date Revised: 08/01/2006
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Forms

Form PPAM-06 CCD Self Evaluation Checklist

age 3

when the work is to be
performed? Check off or enter
NIA.

Element Requirement Conform Remarks, Observations, Findings
Y| N
7.0 Data s the appropriate technical Airworthiness Directives: __ .
(145.109) data available and current Instructions for Continued Airworthiness ICAW's: ____

Maintenance Manuals:
Qverhauls Manuals:
Standard Practices Manuals:
Service Bulletins:
Installation Instructions:
Process Specifications:

8.0 Personnel
(145.151)

81

8.2

Does the repair station have an
adequate staff for the proposed
addition?

Are there adequate personnel
with the proper training or
knowledge and experience for
the proposed addition? (To
include Supervisor's and
Inspectors. Refer to 145.153
and 155)

Are there personnel with the
appropriate rating; proper
training or knowledge and
experience to approve the
proposed article for return to
service? (Refer to 145.157)

Audit Results

O passed

Results must be forwarded to the Director of Maintenance

O Failed (Recommended corrective action(s))

Proposed Date of Corrective Action(s):

Date:

Director of Maintenance:

Corrective Action Must be Evaluated and Approved (sighed) by the Director of Maintenance
L1 Approved - All corrective actions have been complied with.

Controlled Capabilities Document Revision

[ Article Added to Controlled Capabilities Document.

L1 A copy of the revised CCD will be forwarded to FAA FSDO within 5 working days.

Date:

Date Sent: Sent By‘
Form PPAM-06 Page 3 Date Revised: 08/01/2006
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Form PPAM-07 Controlled Capabilities Document (CCD)

The CCD contains a list of articles by manufacturer and model and includes any
limitations deemed necessary. The lists are broken down by rating in a revision
controlled booklet which resides in the Repair Station General Information Manual. This
following is a typical form that is used within the booklet and can be amended as articles
are removed or added. A block by block explanation follows.

1. Enter the type of rating. (Limited Airframe, Engine or Accessories) Accessories
are further broken down by Nickel Cadmium Batteries.

2. Enter the manufacturer’'s name.
3. Enter the model.
4. Enter the date added.
5. Enter any necessary limitations.

Professional ﬁols Aircraft Maintenance Repair Station Number: ZKFR180L

Controlled Capabilities Document
1
Manufacturer Model Date Limitations
2 3 4 5
["Form PPAM.07 Date Revised: 08/01/2006 |
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FAA Form 8130-3 Authorized Release Certificate
FAA Form 8130-3 will be used for approval for return to service for articles properly
processed through the repair station. Use of this form satisfies the recordkeeping
requirements of 14 CFR § 43.9. This form will be completed in accordance with the
latest revision of FAA Order 8130-21. A copy of this Order can be accessed online
through the FAA’s Regulatory and Guidance Library. This following example has been
reduced from the original.

1. Approving National Aviation 2,

3. Form Tracking Number:

Authority/Country:
FAA/United States

AUTHORIZED RELEASE CERTIFICATE

FAA Form §130-3, AIRWORTHINESS APPROVAL TAG

5. Work Order/Contract/Involee

4. Organization Name and Address:
Number:

6. Item: | 7. Description; 8. Part Number: 9. Eligibility: * 10, Quantity: | 11, Serial/Batch Number: | 12. Status/Work:

13. Remarks:

14, Certifies the items identified above were manufactured in confarmity to: 19. O 14 CFR 43.9 Return to Service O Other regulation specified in Block 13

Certifies that unless otherwise specified in Block 13, the work identified in Block (2
and described in Block 13 was accomplished in accordance with Title 14, Code of
Federal Regulations, part 43 and In respect to that work, the items are approved for
return to service,

O  Approved design data and are in a condition for safe operation.
O Non-approved design data specified in Block 13,

15, Authorized Signature: 16. Approval/Authorization No.: | 20, Authorized Signature: 21, Approval/Certificate No.:

17, Name (Typed or Printed): 18, Date (m/d/y): 22. Name (Typed or Printed): 23. Date (m/d/y):

User/Installer Responsibilities

1 that the exi of this &

Where the user/installer performs work in accordance with the natlonal regulations of an sirworthiness authority different than the airworthiness authority of the country speclfled in
Block 1, it is essentlal that the user/Installer ensures that histher alrworthiness authority accepts parts/components/assemblies from the alrworthiness authority of the country specified in
Block 1,

Statements in Blocks 14 and 19 do not constitute installation certification. In all cases, aircraft maintenance reeords must contain an installation certifleation issued in accordance with the
natlonal regulations by the user/installer before the aircraft may be flown.

talone does not automatically constitute authority to install the part/component/assembly.

Itis important to und
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Forms

FAA Form 8010-4 Malfunction or Defect Report
FAA Form 8010-4 is used to report to the FAA any failure, defect, or malfunction of an

article. This form can be used for several scenarios. It is not necessary to complete all
blocks. Ensure to check the “Repair Station” block, and include the company name and
phone number. Complete other information blocks as applicable. A comment section is
provided to allow for the recording of additional information necessary to present a
concise description of the problem. Photos and additional information may be attached.
Once this form is completed it will be forwarded to the local FAA office. Detailed
instructions are contained in AC 20-109 Service Difficulty Program as revised, a copy of
which can be accessed online through the FAA's Regulatory and Guidance Library. This
following example has been reduced from the original.

OMB No_2120.0003
o B, Camr e oriha tha mafunclic dafact tha cve fanc pdar which i - Y]
DEPARTMENT OF TRANSPORTATION | OFER. Coniral No. b el e il ok i Yol Sy a2
FEDERAL AVIATION ADMINISTRATION %, = .ﬁﬁ
ATA Coda 59 g
&
IMALFUNCTION OR DEFECT REPORT | aic Reg. no. M P
#
Enfer pertinent dufa MANUFACTURER MODEL/SERIES SERIAL NUMBER E
2. 3
AIRCRAFT £
7 é
POWERPLANT
Y i
PROPELLER
5, BPECIFIC PART [of cargonesl} CAUSING TROUBLE z
Bl Morme MFG. Modid or Part Nao, Roenal Na, PartDafect Location. —
4
f
=
B, APPLIANCE/COMPONENT (Assembly the! includes padt) ] =il
CompiAppl Name Manufacturer Modal or Part No, Sarisl Numbsar ]
Optional Information: i 2 2
PartTT Furt TS0 Part Condifion 7. Data Sub. Check a box below, il his reporl is relaled lo an aircrall 3 %
& s | &
D Accldent; Data |:| Incldent; Data B |
FAL FORM BO1D-4  (10-92) SLIPERSEDES PREVIOUS EDITIONS
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FAA Form 337 Major Repair and Alteration
FAA Form 337 serves two main purposes; one is to provide aircraft owners and

operators with a record of major repairs or alterations indicating details and approval; the
other is to provide the FAA with a copy of the form for inclusion in the aircraft records at
the FAA Aircraft Registration Branch, Oklahoma City, Oklahoma. This repair station will
complete this form for all major repairs and major alterations performed. Consult the
latest revision of Advisory Circular 43.9-1, or equivalent for instructions on completion
and disposition. A copy of this AC can be accessed online through the FAA's
Regulatory and Guidance Library. This following example has been reduced from the
original.

FAA Form 337 Major Repair and Alteration (Front)

Farmn Appraved
a MAJOR REPAIR AND ALTERATION S
et For FAA Use O
b e (Airframe, Powerplant, Propeller, or Appliance) O m:; — el
Facerst avanca
Agrrereptranoe

INSTRUCTIONE: Print or type all enties. Soe FAR 43.9. FAR 43 Agpendec B, and AC 43.9-1 (or subsequent revision thereof) for instructions.
and disposison of @is form. This repont s requisd by law (99 USC 1431) Failur o roport can result in civil penaity not o excoed $1,000
for each such vickation (Section 501 Federal Aviation Act of 1958)

L2 Tl
1, Aircraft
et | Seaie Tasonaity and Fegisiraton Mark
Name (As shown on regustration certificate) Agdress (As shown on registration certificate)
2 Owner
2. For FAA Use Oaly
4. Unit idontification 5. Type
Unit Makn ] Mool Soral No Ropair | Alteration
WRFRAME ——— {As descrbed in fam 1 above)
PUWERFLANT
FROPELLER
Type
£ Manufacturer

" & Conformity Statamant
A_Agency's Nama and Addrass B Kind of Agency C. Comficate No
U5 Cedificated Mecharsc

Formgn Certilcated Mecharc

Cartsicaied Repaw Stmon
Manuactser

[ fearsty s the reciir andier aterason mae 33 i Lritis) kSentiled in e 4 sbove and deserisad o tha verss of NRMCEANt hamin Rave Bean mase in

accordance with T recuiemants of Part 43 of e LS. Fedenal Avation Regulations and Pt e T bt of iy Krcmhecipe.
Dt Sgrature of Authonzed Indnadual

7. Approval for Return To Service

" Pursuant 10 the aulhcrlly given persans specitied below, the L identibed in S 4 was nspected n he manner prescibed by the
Adminstralor of the Fedensl Aviaton Adminstration and s [J APPROVED [ REJECTED

m:‘::ols‘am Manufactires MSpeCHoN Authorization Ofter: (Soechl)
8y
FAA Desgnes Repair Station PR, 'ﬂm":,ﬂ:;;'g‘;?ﬂ
Date of Approval or Riepecion Cortitcate or Signature of AuThrzed Indvidu
[Desgnation Ho
FAA Form 337 10 Ectrorc Version paobal
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FAA Form 337 Major Repair and Alteration (Back)

NOTICE

Weight and balance or operaling limitation changes shall be entered in the appropriale arcrafl record. An alleration mus! be
compatible with al previous fo assure formity with the licable airworthiness requirements

8. Dascription of Work Accomplished
(1f move space is required, altach additional sheets. idenlify with aicraft nationally and registration mark and déate work comyeted )

O Additicnal Sheets Are Attached
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Controlled Capabilities Document Self
Evaluation Handbook
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PPAM-06A
Controlled Capabilities Document Self
Evaluation Handbook

Purpose

This handbook has been assembled to provide guidance to any company employee
selected to perform a self evaluation for the purpose of adding an article to the repair
station’s Controlled Capabilities Document PPAM-07. A CCD is not mandatory by FAA
regulations. Only a repair station with limited ratings has the option of using this tool.

Capabilities can be advantageous to a repair station since they provide the flexibility of
adding additional articles to the list providing a satisfactory self audit has been
conducted by company personnel.

Repair stations that choose to use a CCD are still issued an Air Agency certificate, with
appropriate ratings, by the FAA. The operations specifications will not contain makes
and models the station is authorized to perform maintenance on. Instead, these articles
will be contained on the repair stations CCD.

The CCD allows a repair station to add articles to the list without prior FAA approval,
provided the article is within the scope of those current ratings. However, the repair
station must perform a self-evaluation prior to adding the article to the list to ensure it is
capable of performing the maintenance.

If the repair station chooses to use a CCD, the repair station manual must: contain
procedures for revising the list and notifying the FSDO, including how often the FSDO
will be notified of revisions; procedures for the self-evaluation required for revising the
list; the methods and frequency of such evaluations; and, contain the procedures for
reporting the results to the appropriate manager for review and action. Another
important part of this process is providing an auditor to conduct the self evaluations in an
efficient, thorough, and impartial manner. The following paragraph contains information
that can be used as reference when preparing for a self audit.

Auditor Profile

It is policy of this repair station that any company employee selected as auditors will be
technicians experienced in working in the aircraft maintenance field with comprehensive
knowledge of maintenance and FAA regulations. The auditor must be capable of remaining
impartial.

The auditor in any situation must be perceived and personally committed to be competent
and qualified. Confidence in audit results depends on the auditor’s proficiency, independence
of judgment and professional conduct. The following are traits and knowledge an auditor
should adopt to ensure consistency and quality.

An auditor will be completely independent and objective. Auditors should not engage in any
activity which could impair or compromise the auditor’s integrity or objectivity, and that would
constitute a question in regards to independence.

The auditor must be thoroughly familiar with the standard to which he/she is auditing.
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Audit criteria are only guidelines and auditors should understand the subjects well
enough so as not to bemisled.

How an auditor presents him or herself is directly proportionate to the success of the

audit. The auditor’'s organization and credibility with the FAA can be severely damaged if the
auditor does not conduct himself in a professional manner. The FAA may elect to rescind
CCD privileges if it is discovered that the repair station has not fully satisfied the
requirements of the FAA regulations when conducting self evaluations for the purpose of
adding articles.

Personal traits that are noteworthy for an auditor to follow:

o Good communication skills, choice of words, clarity of thought, listening,
understanding, response and writing skills.

o The ability to plan, organize, observe, and analyze.

o Decision making ability; separate facts from opinion; compile information and
evidence and compare with regulatoryrequirements.

+ Ability to work independently, systematically and energetically

o Good outward appearance and conduct

o Intelligent, alert, comprehending and reasoning

+ Emotionally stable, calm, self-confident, persistent, insistent and task-oriented

¢ Honest, reliable, constructive, helpful and diplomatic

o Good attitude, value, interest, work habits; initiative, careful, curious and open-
minded

Techniques for Auditing

* Review scope of audit

o Identify any personnel to be interviewed/audited
¢ Confirm agenda for audit and duration of audit
* Request previous audit-report if applicable

* Review repair station manual procedures

o Answer all checklist items

e Listen, Listen, Listen

Audit Behavior

* Be professional — look the part

¢ Have a positive approach — be friendly

o Don't argue — stay out of the auditemotionally

o Don't be judgmental

o Don't be nit-picky — if discrepancy is noted — don't lecture
¢ Maintain confidentially, avoid gossip

o Give positives where rightfully earned
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Checklist

PPAM-06, Capabilities Document Self Evaluation Checklist, has been prepared to use as a
tool to ensue all FAA regulatory requirements are complied with. The checklist does not have
to be followed in sequential order that choice is up to the auditor. However, all checklist items
must be completed before the form is forwarded for disposition. A few important issues to
consider when using the checklist are:

o Clarify gray areas

o Callitasyou seeit

¢+ Teachasyougo

o Be selective in gathering data
o Verify alldata

Documentation and Debrief

+ Document information on the checklist.

+ Use the remarks section

¢ Maintain objectivity

o Accurate and factual details

o Discuss any findings and ensure understanding

o Offer ideas that may promote corrective action

o Obtain agreement on corrective action and date of
completion. Document date on Form SA 017.

o Discuss all positive aspects of the audit and interaction
with personnel

o Promote improved safety, quality and ensure compliance
with all regulatory systems

¢ Assist with the compliance of all requirements where
necessary

END
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