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Part M, Subpart F approvals User guide for                                                                                       Continuing Airworthiness Management Exposition


ANYBODY'S* MAINTENANCE  

ORGANISATION MANUAL

*Insert Name of Approved Organisation
Part M Subpart F Approval: XXXX
Address: 


This should be the Organisation’s registered office and 




principle place of business
Telephone Number:

Facsimile Number:

Email Address:

Document Ref Number:  
(Reference number to assist in correspondence) 
NOTES
(Not to be included in presented MOM)

1)
Applicable to Organisations wishing to be approved to maintain non-commercial aircraft 5700 kg and below in accordance with Part M Subpart F.

2)
This document is based upon the contents of Appendix IV to AMC M.A.604.

3)
All material contained within this document is for guidance purposes only. It is descriptive not prescriptive in content.  Organisations may choose which parts of the text they wish to adopt/adapt expanding the content where necessary to reflect their processes.  All references in italics are for editorial guidance or where general guidance is given to aid an organisation in drafting a MOM that would accurately reflect their situation.

4)
After completing the draft MOM the organisation should correlate each section with the Compliance Check List (CCL) provided as part of the application pack. Thus demonstrating that they have fully addressed all applicable paragraphs of Part M within the MOM. The completed CCL should then be appended to the MOM.

5)
This document can be combined with other expositions required for EASA organisation approval(s).

THE SPECIMEN MANUAL

This specimen Manual has been prepared for the guidance of those aircraft and component maintenance organisations wishing to obtain Part-M Subpart F approval. The contents relate directly to the requirements of Part M Subpart F and are based on the example of Manual contents shown in M.A.604.

1. Purpose

The maintenance organisation manual is the reference for all the work carried out by the approved maintenance organisation. It should contain all the means established by the organisation to ensure compliance with Part-M according to the extent of approval and the privileges granted to the organisation.

The maintenance organisation manual should define precisely the work that the approved maintenance organisation is authorised to carry out and the subcontracted work. It should detail the resources used by the organisation, its structure and its procedures.

2. Content

A typical Maintenance Organisation Manual for a small organisation (less than 10 maintenance staff) should be designed to be used directly on a day to day basis. The working documents and lists should be directly included into the manual. It should contain the following:

	Maintenance Organisation Manual (MOM)


TABLE OF CONTENT
PART A
GENERAL


1.1
Table of Contents

1.2
List of Effective Pages

1.3
Record of Amendments

1.4
Amendment Procedures

1.5
Distribution List

1.6
Accountable Manager’s Statement

PART B
DESCRIPTION

2.1
Organisations Scope of Work

2.2
General Presentation of the organisation


2.3
Management Personnel:
· Accountable manager

· Senior managers

· Duties & Responsibilities of Management Personnel

2.4
Organisation Chart(s)

2.5
Certifying Staff and airworthiness review staff

2.6   
Personnel

2.7
Facilities

2.8
Tools Equipment and Material

2.9
Maintenance Data


PART C
GENERAL PROCEDURES

3.1 Organisational Review

3.2
Training

3.3
Subcontracting of specialised services

3.4
One time authorisations

PART D  
WORKING PROCEDURES
4.1
Work order acceptance 

4.2
Preparation and issue of work package

4.3
Logistics (Storage of Spares)

4.4 Execution (Implementation Procedures)

4.5
Release to Service – Certifying Staff

4.6
Release to Service – Supervision

4.7
Release to Service - Certificate of Release to Service

4.8
Records

4.9
Airworthiness review procedures and records

4.10
Development and approval processing for maintenance programmes

4.11
Special procedures

4.12
Occurrence Reporting

4.13
Management of Indirect Approval of the manual

PART E
APPENDICES

5.1
Sample of documents used

5.2
List of maintenance locations

5.3
List of Part 145 or M.A.Subpart F organisations

5.4
List of subcontracted specialised services

3. Approval

The competent authority should approve the manual in writing. This will normally be done by approving a list of effective pages.

Minor amendments, or amendments to a large capability list, can be approved indirectly, through a procedure approved by the member state.

4. Continuous compliance with Part-M

When a maintenance organisation manual no longer meets the requirements of this Part-M, whether through a change in Part-M, a change in the organisation or its activities, or through an inadequacy shown to exist by verification inspections conducted under the organisational review, or any other reason that affects the manuals conformity to requirements, the approved maintenance organisation is responsible to prepare and have approved an amendment to its manual.

5. Distribution

The manual describes how the organisation works therefore the manual or relevant parts thereof need to be distributed to all concerned staff in the organisation and contracted organisations.

1.2
LIST OF EFFECTIVE PAGES

	Page No:
	Revision
	Date
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1.3
RECORD OF AMENDMENTS

	AMENDMENT NO:
	DATE
	AMENDMENT DETAILS
	AMENDED BY
	DATE OF INCLUSION

	
	
	
	
	


1.4
Maintenance organisation Manual amendment procedures
The “enter title of chief engineer / accountable manager” is responsible for reviewing the MOM and for preparing any amendments.  All amendments will be submitted to the CAA for approval prior to their incorporation in the MOM.

Suggested subject headings


Drafting


Amendments requiring direct approval by the CAA


Approval

1.5
DISTRIBUTION LIST

	COPY NUMBER
	HOLDER

	
	

	
	

	
	

	
	


1.6
Accountable Managers Statement
ACCOUNTABLE MANAGER’S STATEMENT

Part M Subpart F MAINTENANCE ORGANISATION MANUAL 


This Manual and any associated referenced manuals defines the organisation and procedures upon which the EASA Part M Subpart F approval of (enter organisation name) is based as required by M.A.604


These procedures are approved by the undersigned and must be complied with, as applicable, when any maintenance is being carried out under the terms of the Part M Subpart F approval.


The manual will be reviewed on and amended when the need arises, but no later than once per year


It is accepted that these procedures do not override the necessity of complying with any new or amended regulation published from time to time where these new or amended regulations are in conflict with these procedures.


It is understood that the CAA will approve this organisation, whilst the CAA is satisfied that the procedures are being followed and work standards maintained. It is further understood that the CAA reserves the right to suspend, limit or revoke the Part M Subpart F approval of the organisation if CAA has evidence that procedures are not followed or standards not upheld 


Signed.............................................................


Dated………………………...............................


Accountable Manager and .............................  (quote position) .............................................


For and on behalf of...................................….  (quote organisation's name)  .........................
NOTES:-  (not for inclusion in the Manual)

1. Any modification to the statement must not alter its intent.

2. Whenever the Accountable Manager is changed it is important that the new Accountable Manager signs the statement at the earliest opportunity as part of his/her acceptance by the CAA.
PART B DESCRIPTION


2.1
ORGANISATIONS SCOPE OF WORK   


Suggested subject headings

· Aircraft Maintenance/Aircraft types/Helicopter Types/Engines fitted

· Type of check, e.g.: 100 hour or annual

· Complex Tasks Appendix VII 

· Embodiment of modifications / changes

· Engine Maintenance/Types

· Component Maintenance

· Specialised Services, such as NDT 

· Issue of Flight Release Certificates. 

· Additional Significant Activities

· Fabrication of parts iaw AMC M.A.603 (c)

· Off site maintenance

NOTES:-  (not for inclusion in the Manual)

1.
This paragraph must show the range of work carried out at each approved site 


within the scope of each approval rating shown in the "Schedule of Approval”  

2.
The degree of definition required is set somewhere between the very broad 


definition given in the Schedule of Approval and the fine detail, which one would 


expect to see in a "Capability List".

For example:-

Schedule of Approval
--  Rating "C5"  --  Electrical Power.

Scope of Work
--  Engine Driven Generators  --  not exceeding. 9kw dc.

Capability List
--  Lucas Aerospace  --  Part No.  ....................

Schedule of Approval
--  A2 Cessna piston engine Singles

Scope of Work

--  Up to and including 150 hour checks and limited structural repairs

Schedule of Approval 
--  B2 Lycoming engines

Scope of Work 

--  IO.200 series overhaul

2.2
GENERAL PRESENTATION OF THE ORGANISATION


  Suggested Subject Headings

· Structure of company

· Legal name / entity

· Brief description of company activities 

· If company is ‘trading as’ A.N other company.

2.3
MANAGEMENT PERSONNEL 

· Accountable Manager  ......................(Nominated Position) ................

· Chief Engineer  ..................................(Nominated Position) ................

· Workshops Manager / Supervisor  .....................................................................

· Senior Managers  ………………………………………………………………………

NOTES: (not for inclusion in the Manual)


This list comprises the minimum Senior Personnel in a medium to large organisation, for which the CAA would require an EASA Form 4 to be completed.
2.3.1
ACCOUNTABLE MANAGER

(This paragraph should address the duties and responsibilities of the accountable manager as far as Part M.A. subpart F is concerned and demonstrate that he has corporate authority for ensuring that all activities can be financed and carried out to the required standard.)

2.3.2
SENIOR MANAGERS

(This paragraph should address the duties and responsibilities of the organisations managers as far as Part M.A. subpart F is concerned and demonstrate how all activities carried out to the required standard.)

2.3.3.
DUTIES AND RESPONSIBILITIES
(This paragraph should further elaborate the duties and responsibilities of any of the management personnel)

2.4
ORGANISATION CHART(S)    

Organisation Chart to be included here

2.5
CERTIFYING STAFF and AIRWORTHINESS REVIEW STAFF   

· Aircraft Certifying Staff and Airworthiness Review Staff

· Cat B1 Technicians   

Marković Marko Part 66 Licence No, Types and Scope 

ME.M.F.0001/2 (plus specimen signature)

· Cat B2 Technicians

Janković Janko Part 66 Licence No, Type and Scope

ME.M.F.0001/3 (plus specimen signature)

· Component Certifying Staff  (EASA Form 1)

· Specialised tasks i.e. sheet metal / structural repairs

· Airworthiness Review Staff

2.6
PERSONNEL    

· Technical personnel (number, qualifications and experience) 

· Administrative personnel (number) 

2.7
FACILITIES    

· Geographic location (map)

· Plan of hangars

· Specialised workshops

· Office accomodation

· Stores

· Availability of all leased facilities



NOTES :   (not for inclusion in the Manual)

1.
This section should describe the facility, in some detail, at which the organisation intends to carry out maintenance, thereby building up a picture of what the CAA is being asked to approve.

2.
Refer to AMC M.A.605 for details of what the organisation is expected to provide for facilities in terms of size, environmental conditions docking, storage etc.

3.
Where the accommodation is not owned by the organisation, as in the case of a hangar where access is rented or shared, proof of tenancy/access may be required.

2.8
TOOLS EQUIPMENT AND MATERIALS    

· List of tools, equipment and material used (including access to tools used on occasional basis) 

· Test apparatus 

· Calibration frequencies

2.9
MAINTENANCE DATA    
List of maintenance data used in accordance with M.A.402, and appropriate amendment subscription information (including access to data used on occasional basis). 

PART C
GENERAL PROCEDURES

3.1
ORGANISATIONAL REVIEW    
· Purpose (to insure that the approved maintenance organisation continues to meet the requirements of Part-M) 

· Responsibility 

· Organisation, frequency, scope and content (including processing of authority’s findings) 

· Planning and performance of the review 

· Organisational review checklist and forms 

· Processing and correction of review findings 

· Reporting 

· Review of subcontracted work
3.2
TRAINING  

· Description of the methods used to ensure compliance with the personnel qualification and training requirements (certifying staff training, specialised training) 

· Description of the personnel records to be retained
3.3
SUBCONTRACTING OF SPECIALISED TASKS    

· Selection criteria and control 

· Nature of subcontracted work 

· List of subcontractors

· Nature of arrangements 

· Assignment of responsibilities for the certification of the work performed

3.4
ONE TIME AUTHORISATIONS    

· Maintenance checks 

· Certifying staff
PART D
WORKING PROCEDURES

4.1 WORK ORDER ACCEPTANCE   

Suggested subject headings

· Clarification of the customer work order scope (to be clear and unambiguous)

· MO’s own / Customer supplied / or Subpart G approved organisation data to be used in the maintenance process 

4.2
PREPARATION AND ISSUE OF WORK PACKAGE  

· Control of the work order 

· Preparation of the planned work 

· Work package content (copy of forms, work cards, procedure for their use, distribution) 

· Responsibilities and signatures needed for the authorisation of the work
4.3 
LOGISTICS

· Persons/functions involved 

· Criteria for choosing suppliers 

· Procedures used for incoming inspection and storage of parts, tools and materials 

· Copy of forms and procedure for their use and distribution
4.4 EXECUTION 

· Persons/functions involved and respective rol
· Documentation Used (Workpackage and Workcards)

· Copy of Forms and Procedures for their use and distribution

· Use of Workcards or manufacturers documentation

· Procedures for accepting components from stores inc eligibility check

· Procedures for returning unserviceable components to stores

4.5
RELEASE TO SERVICE – CERTIFYING STAFF

· Authorised certifying staff functions and responsibilities

4.6
RELEASE TO SERVICE - supervision
Detailed description of the system used to ensure that all maintenance tasks, applicable to the work requested of the approved maintenance organisation, have been completed as required.

· Supervision content

· Copy of forms and procedure for their use and distribution

· Control of the work package

4.7 
RELEASE TO SERVICE - CERTIFICATE OF RELEASE TO SERVICE 

· Procedure for signing the CRS (including preliminary actions)

· Certificate of release to service wording and standardised form

· Completion of the aircraft continuing airworthiness record system

· Completion of EASA Form 1

· Incomplete maintenance 

· Check flight authorisation

· Copy of CRS and EASA form 1

4.8
RECORDS    

Suggested subject headings:
· System for control, storage, security and retrieval of records (paper or computer

based)

· Control of access to records  - (paper and / or computer based records)

· Record-keeping systems - (essential records)

· Provision of records (CRS) to or from subpart G organisation

· Retention of records (periods  - methods and security)
4.9
AIRWORTHINESS REVIEW PROCEDURES AND RECORDS FOR ELA1 AIRCRAFT NOT INVOLVED IN COMMERCIAL OPERATIONS

4.10
DEVELOPMENT AND APPROVAL PROCESSING FOR MAINTENANCE PROGRAMMES FOR ELA2 AIRCRAFT NOT INVOLVED IN COMMERCIAL OPERATIONS

4.11
SPECIAL PROCEDURES

Suggested subject headings
· Aircraft weighing

· Painting

· Control of subcontractors (if applicable)

· Re-certification of parts not having an EASA form 1

· Fabrication of parts

· Control of special processes, such as welding engine module replacements airframe repairs

· NDT

· Disposal of unsalvageable components 

4.12
OCCURRENCE REPORTING   

· Occurences to be reported

· Timeframe of reports

·  information to be reported

· Recipients
4.13
MANAGEMENT OF Indirect approval of THE MANUAL 
· Amendments content eligible for indirect approval 

· Responsibility 

· Traceability 

· Information to the competent authority 

· Final validation
Part E
ApPendices
5.1 Sample of document forms used

5.2 
List of maintenance locations

5.3 
List of Part 145 or M.A.Subpart F organisations

5.4 
List of Subcontracted specialised services
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