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�INTRODUCTION





This inspection procedures manual has been prepared in accordance with the current Federal Aviation Regulation and the polices of {Company name}



This manual explains the internal inspection system in detail, including the continuity of inspection responsibility.  It gives examples of inspection forms used and their method of execution.  The manual gives a detailed explanation of the following portions of the inspection system, incoming materials, preliminary inspection, hidden damage, inspection continuity, and final inspection of the article being maintained or altered at this repair facility.



The general repair, overhaul or alteration of products will be performed in accordance with the current Federal Aviation’s Regulations, manufacturer’s data, drawings, specification and bulletins, or other technical data approved by the Administrator for the aircraft and engine rating held.



{Company Name} will not maintain or alter any product for which is not rated and will not maintain or alter any product for which it is rated unless the required technical data, equipment, materials, facilities and trained personnel are available.



The technical library and this inspection procedures manual, required for operation of this repair station, will be maintained in a current status at all times.



Each supervisor and inspector employed by this repair station will have a current copy of this manual made available to them and shall thoroughly understand its contents.  It will also be made available to other repair station personnel.
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�REVISION INDEX







retain this record in the front on the manual.  Upon receipt of each revision, insert the revised pages in the manual and enter the revision number, revision date, date inserted, and the initials of the person inserting the revision in the appropriate block on the revision index.
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SECTION I



HOUSING AND FACILITIES









CFR Section 145.35(a) through

(h) and CFR Section 145.37(a) through (f).

New Rule CRF 145.103 effective August 6, 2003











NOTE:

(Ref. CFR Section 145.105).  Any changes to the location or in its housing, and facility must be approved in writing by the local Flight Standards District Office.
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							Date Issued: �{Company name} utilizes a hanger with a floor space of approximately {000} square feet and is erected on a concrete slab.  {The hanger itself is of metal construction.  Located on the south side is a wood frame structure attached to the hanger.  Housed in this wooden structure is the office, parts room, and the cleaning room.  The hanger and the cleaning room are both supplies with compressed air throughout}.  There are 110 volt outlets thoughout the entire facility and a 220 volt receptacle near the southwest corner of the hanger.  Lighting is provided by overhead fluorescent lamps.  Heating is provided by an overhead heating system.  The hanger can be ventilated by opening the hanger doors.



Any changes to housing must be approved by the Federal Aviation Administration before actual restructuring takes places.  Notification will take place by the Company President or may be delegated by him as deemed necessary.  However, such delegation does not relieve him of the overall responsibility as President.



Description and layout of housing and facilities.

Type of buildings and/or facilities

Type of construction

Type of floors, lighting, natural light, heat, cooling, electrical, compressed air systems, fire protection systems, computer systems, etc.

Special requirements applicable to stripping, machining, plating, welding, composite and/or fabric work, painting, nondestructive testing, airframe, engine, instrument, radio, accessory, propeller ratings.

Total layout of entire facility to include dimensions and floor plans for all hangars, shops, offices, stockroom and all other space.

Provision for adequate storage, separation, control and protection of parts and/or materials.

Provision for adequate storage, separation, control and protection of parts and/or materials.

Provision for maintaining  all the facilities in a clean and orderly manner acceptable to the FAA (Company housekeeping standards) 
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��HANGER

�FLOOR PLAN



��������� Reference: CFR Section 145.37.  This page would containS a floor plan of shops, hangar, stock area, offices, etc.  External dimensions of the individual areas should be given.

��������

















SECTION II

COMPANY ORGANIZATION
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�ORGANIZATION  CHART



CFR Section 145.43(a) through (e). �

New CFR 145.151
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�COMPANY PERSONNEL

TITLE					NAME			NUMBER



President					Insect Name



General/Accountable Manager		Insect Name



*Chief Inspector				Insect Name

111222333444



*Assistant Inspector				Insect Name

222333444



*Assistant Inspector				Insect Name

333444555



Receiving Inspector				Insect Name

444555666



Shop Supervisor				Insect Name

555666777



Foreman					Insect Name

666777888



* Denotes personnel authorized to approve products for return to service.



CFR Section 145.151.  This information is not required by regulation to be kept in this manual but is required to be available in the repair station.
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�1.  President



	The President is responsible for the complete overall management of the repair station.



He is responsible for providing adequate housing and facilities.



Responsibility for the financial integrity of the company rests with this position.



The duties of the President may be delegated by him as deemed necessary.  However, such delegation does not relieve him of he overall responsibility as President.
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�Accountable Manager



Designated by the repair station who is responsible for and has the authority over all repair station operations that are conducted under part145.
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�2.  General Manager



The General Manager is responsible to the President for the complete overall operation of the Repair Station, including the adequate housing and facilities and the continued maintenance there of.  



In addition the general manager is also responsible:  For providing adequate training, equipment, materials and competent personnel pertinent to the  operations of the repair station in order that it may comply with all applicable Federal Aviation Regulations (FAR) and manufacturer's recommendations.  To ascertain that adequate fire fighting equipment is available at the repair station.  To establish standards to ascertain that adequate safety precautions are observed.  To establish procedures to determine the need for original and recurrent training of personnel consistent with the work to be performed.  Establish liaison with air carriers respecting applicable FAR requirements, when work for air carriers is to be performed.  



In the absence of a maintenance manager or chief inspector the general manager assumes the responsibilities and delegates authority to qualified personnel as dictated by FAR Part 145 and FAR Part 43, to release aircraft for service after repair or inspections.  



Responsibility for providing adequate equipment, material and competent personnel pertinent to the operation of the repair station rests with this position.



The General Manager is responsible for the Repair Station’s compliance with ALL applicable Federal Aviation Regulations and technical data approved by the Administrator.



The duties of the General Manager may be delegated by him as necessary.  However, such delegation does not relieve him of the overall responsibility of his position.
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�3.  Chief Inspector



The Chief Inspector is directly responsible to the General Manager for the overall operation of the inspection department.



It will be his duty to assist, supervise, and direct all personnel assigned to the inspection department.  It will be his duty to ascertain that all inspections are properly performed on all completed work before it is released to service and that the proper inspection and maintenance records, and forms for such releases are properly executed.



he is responsible for the maintaining the files of completed work orders and inspection forms in such a manner that the file pertaining to specific items repaired can be readily located for review.



He responsible for directing, planning, and laying out details of inspection standards, methods, and procedures used by the Repair Station in complying with all applicable Federal Aviation Regulations and manufacture’s recommendations.



It will be his duty to maintain a current file of pertinent FAA specifications, type certificate data sheets, and airworthiness directives.  It will be his duty to secure and maintain technical data on all units overhauled or repaired by the repair station.  This material will include manufacturer’s overhaul manuals, service bulletins, and maintenance manuals.



He is responsible for the proper submission of reports of defects or unairworthy condition in accordance with CFR 154.63.



He is responsible for the final inspection and acceptance of all incoming material including new parts, supplies, and for determining the airworthiness of articles on which work has been performed by contract agencies.



He is responsible for the preliminary, hidden damage, and final inspection of all products that undergo maintenance at this Repair Station.



He is responsible for the continuity of inspection and for assuring completion of required inspections when personnel shift or job assignment changes occur.





							Section No. II

							Page No. VI (6)

							Revision No. Original

							Date Issued:

�Chief Inspector (cont.)



He is responsible for the proper tagging and identification of all parts.



It is also his duty to insure that rejected and unserviceable parts are tagged and confined to prevent there reuse as serviceable parts.



The Chief Inspector is responsible for maintaining the Repair Station manual.  All revisions will be handled by the Chief Inspector, checked for conformity, and sent to the FAA for approval.



He is responsible for issuing the work order file and indexing it.



Inspect all radio work that requires the qualification of an A&P mechanic, such as airframe structures, airframe electrical wiring, and weight and balance.



All duties assigned to the Chief Inspector may be delegated by him to any qualified assistant inspector as he deems necessary, however, such delegation does not relieve him of his overall responsibilities.











CFR Section 145.2, required inspection personnel

CFR Sections 145.35, 145.45, 145.47, 145.55, 145.57, and 145.59
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�4.  Shop Supervisor 



The Shop Supervisor is directly responsible to the General Manager for the overall operation of all departments.



It is his responsibility to plan, direct, layout, and coordinate the activities of all departments with in the station so as to minimize delays and increase production.



He is responsible for training and assisting his subordinates in proper procedures, methods, and practices to be followed in each respective duty.



He is responsible for ensuring that all necessary overhaul manuals, service bulletins, Airworthiness Directives, and any other required technical data is made available to all department personnel.



He is responsible for maintaining all shop equipment and tools in a serviceable working condition.



He is responsible for ascertaining that all necessary work records are properly executed by the responsible mechanic.



He is responsible for maintaining the premises of the Repair Station in a clean and orderly manner.



He is responsible for the proper handling of all parts while in the repair process.



He is responsible for the preservation of all units and parts during transition through the shop after all work is completed.



He is responsible for initiating requisitions for stock and materials as required.



He is responsible for all stock storage, control, segregation, and identification of all items or units.
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�Shop Supervisor (cont.)



The Shop Supervisor will maintain the personnel roster in a current status at all times.



The duties of the Shop Supervisor may be delegated by him to any qualified assistant as he deems necessary.  However, such delegation does not relieve him of the overall responsibilities.







NOTE:

The maintenance manager may delegate all duties to any qualified assistant as necessary, however, such delegation does not relieve the maintenance manager of the overall responsibilities.











CFR Sections 145.35, 145.37, 145.39, 145.45, 145.47, 145.55, 145.57, 145.59, and 145.61.
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�5.  Assistant Inspector



The Assistant Inspector is directly responsible to the Chief Inspector of the Inspection Department.



The duties will be delegated to him by the Chief Inspector as he deems necessary for the proper operation of his department.
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�6.  Foreman



The Foreman is directly responsible to the Shop Supervisor.



His duties will be delegated to him by the Shop Supervisor as he deems necessary for the proper operation of his department.
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�7.  Receiving Inspector



The Receiving Inspector is directly responsible to the Chief Inspector.



His duties consist of inspecting all incoming parts and components for conformity to manufacturer’s specifications, drawings, and dimensions.  ALL items will be inspected or shipping damage, corrosion, or other defects.



In addition, the stockroom manager is responsible:



For identifying, controlling, segregating, and maintaining all stock and tools to a serviceable or unserviceable category as designated by the chief inspector.



For the preservation of all articles or parts, while carried in inventory, including parts that are subject to deterioration and shelf-life specifications.



For controlling the inventory.



For distributing to all pertinent departments any miscellaneous technical information, etc., which is received by the stockroom.



For ascertaining that a sufficient supply of fire fighting and safety equipment is provided for use at fire stations in hangars, shops, ramps, and vehicles and for their replacement after use.



The stockroom manager may delegate to any qualified assistant as necessary, however, such delegation does not relieve the stockroom manager of the overall responsibilities.





CFR Sections 145.35 and 145.37.  old rule
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SECTION III

PERSONNEL RECORDS AND TRAINING
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�All company personnel information, including experience, type of work performed, and past employment records, will be kept on a personnel roster, which will be maintained by the Chief Inspector.



All training received by personnel will be kept in individual personnel files and maintained by the Chief Inspector.
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�TRAINING



All personnel will be trained by either the Chief Inspector of the Shop Supervisor, depending upon which section they are assigned to.  On the job training will utilized primarily, however, if the need arises, personnel will be sent to the appropriate factory school.



A record of all training given will be maintained in each individual’s personnel file.  This record will contain the type of equipment trained on, the location of the training, the method of training used, the length of training, and the dates of training.  This information will be kept current at all times by either the Chief Inspector or the Shop Supervisor.



All inspection personnel will be given annual recurrent training covering the use of inspection aides and the techniques and methods of inspection.
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�	TRAINING RECORD  





NAME:

INSTRUCTOR:

TYPE OF EQUIPMENT:







LENGTH OF TRAINING;



METHOD OF TRAINING:







LOCATION OF TRAINING RECEIVED:





________________________________________________________________________



TRAINING RECORD 



NAME:

INSTRUCTOR:

TYPE OF EQUIPMENT:





LENGTH OF TRAINING:



METHOD OF TRAINING:





LOCATION OF TRAINING RECEIVED:
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SECTION IV

INSPECTION SYSTEM
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�The Chief Inspector is responsible to the General Manager for full compliance with all procedures outlined in this section as appropriate to any item being inspected, repaired, overhauled, or altered by this Repair Station.



1.  Personnel



 Inspection personnel must be thoroughly familiar with all inspection methods, techniques, and equipment used in their specialty to determine the quality or airworthiness of an article undergoing maintenance or alteration.  Inspection personnel must also maintain proficiency in the use of such inspection aids.



They must also have available and be familiar with current specifications involving inspection tolerance, limits, and procedures as set forth by the manufacturer of the product undergoing inspection, and other sources of applicable inspection information such as FAA Airworthiness Directives, Service Bulletins, etc.



2.  Incoming Material Inspection



All incoming materials consisting of hardware, replacement parts, components, hoses, etc., will be inspected upon receipt for conformity to manufacturers specifications, drawings, dimensions, and for authenticity as replacement parts.

All materials will be inspected for shipping damage, corrosion, or other deterioration.  All shelf life items that are determined to be the correct material as ordered, will have the shipping invoice initialed and dated by the Chief Inspector or his designee and then placed in the proper storage area.  All items which do not pass inspection will be placed in a quarantine box with the invoice for processing and returned to the appropriate vendor.



3.  Preliminary Inspection



All items that undergo maintenance will be given a preliminary inspection by the Chief Inspector or his designee to determine what work is required; functional testing will be done at this time if deemed appropriate.  The results of this inspection will be noted on the company Work Order.  One copy of the work order will remain with the unit undergoing maintenance until it is approved for return to service.  Upon completion of all work, the above work order will be placed in the work order file in numerical order.
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�4.  Hidden Damage Inspection



Prior to the commencement of any work, all aircraft or components that have been involved in an accident will be given a through inspection for hidden damage by the Chief Inspector or his designee to determine the extent of the damage.  This inspection will include areas adjacent to or areas likely to have been affected by the obviously damaged members of components.  The results of this inspection will be recorded on the company work order and filed in the work order file.



5.  Inspection Continuity



Continuity of inspection of all items of components as they process through the various stages of work in this Repair Station will include incoming materials, preliminary and hidden damage inspections where applicable.  In addition, as work progresses on a specific item, inspections will be made as necessary so that the final inspection required to determine airworthiness will not require disassembly.  All inspections, tests, and calibrations as appropriate will be accomplished in accordance with applicable manufacturers recommendations of FAA approved methods and procedures.  Each inspection will be performed and recorded by the Chief Inspector or his designee.



A list of form to be used for recording these inspections, with examples and instructions for there completion, is provided in this manual.  Such records will be retained by the Repair Station.



To assure responsibility for inspection continuity when personnel shift changes or job assignment changes occur, all work accomplished at the work stoppage point will be documented and will remain with the work order.



6.  Work Order



All work performed at this Repair Station will be accompanied by a company work order with the following information on it:  Work Order number, date, company name. Repair Station number, customer’s name, and address.  In addition, the work order will contain the aircraft make, model, serial number, N-number, and tach time.  This work order will contain a description of all work that is to be accomplished as authorized by the customer and in sufficient detail that it will be readily understandable to the assigned technician.
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�All work accomplished will be recorded on the company work order discrepancy/corrective action sheet.  All company personnel performing maintenance or inspection of work performed will sign the work order and all appropriate company forms.  The original hard copy of the company work order, discrepancy sheets, special forms, and inspection forms will by retained in the work order file for a minimum of two (2) years in accordance with CFR 145.61.  This record will reflect exactly what work was accomplished and all parts used.



7.  Record of Inspection



Whenever a preliminary, hidden damage, continuity, 100 hour, periodic, or annual inspection is accomplished, it will be documented on the company work order in accordance with CFR 43.11.



8.  Special Forms and Checklists



Any special forms or checklists used to accomplish a specific inspection will be attached to the company work order and maintained in the Repair Station files.



9.  Handling and Identification of Parts



All parts undergoing maintenance processes will be properly identified with appropriate tags and placed in plastic tubs to maintain segregation.  When not in work they will be placed in covered stands to prevent contamination.



Green repairable tags will be attached to units requiring repair or testing with a brief statement indicating what repair or test is required with reference to the work order number.  Yellow tags will be attached to units that have been through repair and/or testing and found serviceable and are approved for return to service.  Red tags will be used to identify rejected parts.  The green, yellow, and red tags will be completed to identify the unit by part number, serial number, and work order number.  The white tag is used for unit and customer identification only and is not subject to inspection department requirements.  Rejected parts that are red tagged will be segregated in separate bins and kept in a quarantined area away from the work area and other repairable or serviceable parts.
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�10.  Stock Control



A separate stock room will be utilized to properly segregate and identify all parts in stock.  All parts will be identified by part number on each bin.  A separate section in the stock room will be identified to control items that have a shelf life and inventoried on a periodic basis to prevent items from being used that are beyond the shelf life date.  All parts will be issued by then Receiving Inspector who is under the direct supervision of the Chief Inspector.  Shop personnel may request parts from the Receiving Inspector and all such parts will be recorded on the company work order.



11.  Preservation of Parts



All items that are disassembled for inspection or repair will be protected from contamination prior to reassemble.  Units that are not going back into service after reassemble will be properly tagged and preserved or protected in accordance with the manufacturer’s instructions.



12.  Final Inspection and Approval For Return To Service



The final inspection will be performed by the Chief Inspector or his designee and the final airworthiness determination will by recorded on the company work order.  Prior to the final inspection, a review of the company work order, inspection forms, and discrepancy sheets will be accomplished to insure that all work has been completed.



A maintenance release (stamp and/or printed tag) prepared in accordance with CFR 43, Appendix B, will be used for approval for return to service and may also be used to record accomplishment of major repairs made in accordance with a manual or specifications acceptable to the Administrator.



If the requirements of CFR 43, Appendix B (b) are not used for major repairs a FAA Form 337 will be used to record the accomplishment of major repairs and major alterations on products for which the Repair Station is rated.



Only those individuals authorized to sign official records for this Repair Station may sign the Maintenance Release, FAA Form 337, or make required entries in the permanent maintenance records of the article concerned.  (CFR 43.9, 43.11, and 91.417)
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�13.  Record of Tests and/or Calibration



A record of tests and/or calibration on all items undergoing maintenance or repair will be attached to the company work order.  All tests or calibrations performed by outside agencies will be so indicated by either a maintenance release tag or a certification invoice from such agency and attached to the company work order and become a part of the permanent record.



14.  Record of Precision Test and Inspection Equipment Calibration



In accordance with CFR 145.47(b), all precision inspection and test equipment used in the shop will be checked at regular intervals and reset or recalibrated as necessary to assure accuracy and correct calibration.  Each such piece of equipment, where practical, will be provided with a calibration sticker showing the date of calibration and the next calibration date due and shall not be used when not within the required calibration period.  A suitable record shall be maintained by the Chief Inspector, identifying the item, the required frequency of calibration, and the dates of calibration.  After the initial calibration frequencies have been approved, the intervals cannot be varied without FAA approval.



15.  Malfunction and Defect Reporting



The Chief Inspector shall report any serious defect in, or any recurring unairworthy conditions of any unit or component to the local FAA office within 72 hours of discovery using FAA Form 8010-4, Malfunction and Defect Report.  However, in any case where filing of the report might prejudice the Repair Station, the matter will be referred to the local FAA office for a determination on whether the report must be filed.  If the defect or malfunction could result in an imminent hazard to safety of flight, the FAA will be notified in the most expeditious manner.



16.  Performance of Work From the Repair Station



Any work performed at a location other than this Repair Station will be accomplished in accordance with the procedures set forth in this manual and in accordance with CFR 145.57 and 145.61.  Only personnel employed by this Repair Station will be utilized to perform maintenance at any other location.



Repair Station Name

Address .

City, State   Zip code					Date ___________

							Make ___________

							Model ___________

							Serial No. ________

							N# _____________

�DISCREPANCY SHEET



Discrepancy______________________________________________________________________________________________________________________________________________________________________________________________________________

Corrective

Action__________________________________________________________________________________________________________________________________________________________________________________________________________________

Discrepancy______________________________________________________________________________________________________________________________________________________________________________________________________________

Corrective

Action__________________________________________________________________________________________________________________________________________________________________________________________________________________

Discrepancy______________________________________________________________________________________________________________________________________________________________________________________________________________

Corrective

Action__________________________________________________________________________________________________________________________________________________________________________________________________________________

Discrepancy______________________________________________________________________________________________________________________________________________________________________________________________________________

Corrective

Action__________________________________________________________________________________________________________________________________________________________________________________________________________________

Discrepancy______________________________________________________________________________________________________________________________________________________________________________________________________________

Corrective

Action__________________________________________________________________________________________________________________________________________________________________________________________________________________

NOTE:  This form may be used for Incoming, Preliminary, and Hidden Damage inspections as appropriate.

_____ Incoming	_____ Preliminary	_____ Hidden		N# _________



ENGINE RUN-UP		DATE __________

�Prior to the engine run-up, clean the engine with solvent and wash with soap solution and rinse for detection of any leaks after the engine run.



RECORD THE FOLLOWING READING:



1.  OIL PRESSURE _______________________________________________________

2.  OIL TEMPERATURE __________________________________________________

3.  FUEL PRESSURE _____________________________________________________

4.  FUEL FLOW _________________________________________________________

5.  CYLINDER HEAD TEMPERATURE _____________________________________

6.  EGT ________________________________________________________________

7.  MAG DROP RIGHT MAG ________ LEFT MAG _________ BOTH ___________

8.  IDLE RPM ___________________________________________________________

9.  STATIC RPM _________________________________________________________

10. PROPELLER OPERATION _____________________________________________

11. IDLE MIXTURE ______________________________________________________

12. ALTERNATE AIR/CARB HEAT OPERATION _____________________________

13. ALTERNATOR OUTPUT ______________________________________________

14. SUCTION/PRESSURE READING _______________________________________

15. FUEL SELECTOR OPERATION ________________________________________

16. ANY OTHER DISCREPANCIES NOTED:  ________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________



A final engine run is required to determine that any discrepancies worked have been corrected.





			INSPECTOR __________________________________





�TAGGING AND IDENTIFICATION OF PARTS



The following is our four (4) tag system:





White tag - Used for identification of unit and customer only.  To be completed by shop supervisor or a designated employee.



Green tag - Will be attached to units or parts requiring repairs test and will include work to be performed.  To be executed and signed by inspector only.



Yellow tag - To be attached to completed units which have received final inspection and are approved for return to service.  The maintenance release is printed or stamped on the reverse side of this tag.  (See Maintenance Release Statement, section V, Page 21).  This release will be signed by a designated person only.



Red tag - Will be attached to rejected parts, pending final disposition.  If rejected parts are in large quantities, they can be placed in a special container marked "rejected parts."  This tag to be completed by an inspector.





All tags contain the following information:



Manufacturer - model - part number - serial number - name of part - owner.



The yellow tag will remain attached to the parts returned to the customer.



The red, white add green tags will be made a part of the work order file.  If the rejected part is returned to the customer, the red tag will remain attached and a record will be made on the work order showing the part was returned to the customer.
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