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Part 1 - Organisation

1.1 Content list or index

1.2 Manual management rules - List of effective pages

List of pages with their individual issue or amendment status. Each page of the exposition should have the issue number or some indication of amendment status as a 'footer'. In this way it is clear that the amendment status of each page is correct, and this avoids having to re-issue the entire document when there are simple changes (see below). It is possible, of course, to reissue the whole document, and this would be identified on the title page.
a) Amendments should cover documentary changes not impacting the showing of compliance with Part 21, and the procedure should explain how these changes are managed (explanation concerning amendment/issue policy) and identified in the manual. 

b) A new issue is necessary when the manual is introducing changes which are impacting the showing of compliance with Part 21, like a change to a procedure principle or in the list of signatories. A new issue will be submitted to the Agency and a new finding of compliance will be issued which will be making reference to the new issue.

1.3 Statement of undertaking by Chief Executive
Example: This manual defines the Organisation and Procedures upon which EASA finding of compliance is based. These procedures are approved by the undersigned and must be adhered to as applicable when the organisation is performing the functions for which the approval is granted. 
1.4 Person responsible for the administration of the manual
The official title of the person responsible for administration of the manual shall be provided. The nominated person is responsible for ensuring that the manual is distributed, controlled and amended. 
1.5 Distribution list
Distribution list of the manual. Each copy of the manual should be controlled and it should be recorded on this page who holds each numbered copy; One copy of the exposition and of all subsequent amendments shall be supplied to the EASA.
1.6 Introduction

The Introduction should provide a short explanation of the purpose of the document for the guidance of the Organisation's own personnel, and should give brief general information concerning the Organisation's history and development, in order to provide background information to the EASA. Where appropriate, relationships with other Organisations, forming part of the same group, should be mentioned.
1.7 Organisation's Premises and Undertakings

Brief details of premises should be included quoting addresses, approximate floor space, and types of buildings. The scope of the Organisation's aerospace undertakings, at the addresses of the various premises, should be defined.
1.8 Design approval case for which the Company applied for alternative procedures to DOA

The manual will form the basis of EASA finding of compliance. A concise definition of the work authorised will published on the EASA web site  (e.g. The organisation approval may be restricted to light aircraft of less that 2730 kg maximum take-off weight). This information should be the same as the on provided on the Form 81.
1.9 Personnel – authorized signatories
· This section should contain a diagram showing chains of responsibility of nominated design staff up to the Accountable Manager.

· Brief terms of reference of nominated personnel shall be provided.

· The "Personnel" Section should also contain a list of Approved Signatories, with the documents they are authorised to sign, giving their names, positions in the company, and sample signatures. This list should include signatories for:

· Compliance check-list

· Compliance documents (drawings, analysis, reports…)
· Manuals (or supplement)

· Classification of changes and/or repairs

· Changes and/or repairs (before submission to EASA)

· Service Bulletins, or other documentation used to issue information or instructions to owners of products

· Unintentional deviations from the approved data occurring in production (concessions or non-conformances).
Part 2 - Procedures

A concise description is required of the Organisation's technical procedures covering all aspects of work conducted under these alternative procedures to DOA; this should show how matters affecting airworthiness are controlled. The organisation shall be such as to ensure that, in all matters affecting airworthiness, full and efficient co-ordination exists between the technical disciplines.
2.1 Type certification of a new product

[TBD (including a template for Certification programme)]
2.2 Change and / or repair
2.2.1 Documentation control
2.2.1.1 Change/ Repair register
Procedure should explain the numbering and recording system used to trace all changes or repair projects initiated by the organisation. The system should take into account the following information:

· Number or reference allocated to the change and/or repair
· Date of application to EASA
· Description

· Classification

· Status (Pending, On going, Temporary approval, Approved…)

· Project Manager

· Date of Approval by EASA
· Limitations (if any)
The procedure should mention directly or by cross reference with 1.9 who is authorised to create, append or modify the register.

2.2.1.2 Technical documents
A procedure should introduce the numbering system and revision policy used by the organisation to manage technical documents like:

· Drawings

· Change or repair dossier (see 2.xxxx)
· Test plan and test reports (ground and flight tests)
· Analysis and calculations
· Description

· And more generally all documents produced as proof of compliance.
The procedure should mention directly or by cross reference with 1.9 who is authorised to create, append, modify and approve these documents.

2.2.2 Design and certification process

2.2.2.1 Relation with the TC holder

Organisation should explain whether it will identify any reinvestigation necessary to show compliance of the changed product with the applicable certification basis and environmental protection requirements, as relevant, with its own resources or through an arrangement with the type certificate holder (21A.93 - 21A.113).
Where the organisation was not able to use its own resources and has entered into an arrangement with the TC holder, the change dossier must include (21A.115):

· A statement of no technical objection from the TC holder

· A statement from the TC holder that it has agreed to collaborate with the STC older to ensure discharge of all obligations for continued airworthiness of the change product through compliance with 21A.44 and 21A.118A
2.2.2.2 Design process

The procedure should explain how drawings and design specifications are created.
2.2.2.3 Classification process

The procedure should describe the classification criteria, in accordance with 21A.91 and GM to 21A.91.

Changes and repairs must be classified as:
· Major changes or repairs

· Minor changes or repairs where additional work is necessary to show compliance with the applicable certification specifications and environmental protection requirements, as relevant
· Minor changes or repair requiring no further showing of compliance

The procedure should clearly state that alternative procedures will be accepted in the case of STC’s in group 2 only (GM 21A.112B).

The change or repair dossier should show the classification proposal and the classification justification (in the case of minor changes or repairs).

The procedure should mention directly or by cross reference with 1.9 who is authorised to create, append, modify and approve internally the classification proposal.
2.2.2.4 Approval process
For all cases, the approval process should be described:

· Application to EASA, with appropriate EASA Forms (see templates) and dossier

· Communication with EASA experts in charge of the dossier

When a  temporary approval under the provision  of Reg 1592/2002, article 10.3 is granted by the local NAA, it has to be recorded in the register and monitored, to ensure proper record of final EASA approval, when available.
 [CHECK Process with PROG] 
2.2.2.4.1 Minor changes or repairs requiring no further showing of compliance
The procedure should explain the relevant cases illustrated by examples. The change or repair dossier should be completed up to the classification justification, including justification that no further showing of compliance is needed. The dossier should of course list all technical documents impacted by the change or the repair.
2.2.2.4.2 Minor changes or repair where additional work is necessary to show compliance with the applicable certification specifications and environmental protection requirements, as relevant
The procedure should explain how the certification basis and all certification specification paragraphs impacted are identified.

The procedure should also explain how the Means of compliance are selected and how the showing of compliance is done.
2.2.2.4.3 Major changes (STC’s) or repairs

On top of the information required in the two previous cases, the case of STC’s or major repair needs special care to be taken for:

· The identification of reinvestigation necessary to show compliance (21A.93)

· The establishment of the type certification basis (21A.101)

The procedure should refer directly or by link to the GM to 21A.101.

The procedure should describe how compliance will be shown and documented. For complex cases, the compliance check-list in draft form (list of applicable certification specifications and environmental protection requirements, as relevant; proposed means of compliance; timescale) should be presented to the EASA for approval with the application.

The procedure should mention directly or by cross reference with 1.9 who is authorised to sign the compliance check-list.

The change dossier should be revised according to the changes required by the Agency and according to the progress of the project.

2.2.3 Change or repair dossier
The procedure should explain how to use the change or repair dossier’s template. This document is the top level technical document where the organisation:

1. Explains the reason for the change or the repair (see template 2.2.1)
2. Describes the new design or the repair (see template 2.2.2)
3. Proposes a classification according to 21A.91 (see template 2.3.1)
4. Justifies the classification (see template 2.3.2)
5. Proposes the certification basis applicable to the project (see template 3.1)
6. Identifies any reinvestigation necessary to show compliance of the changed product and mention if the TC holder was involved in this process (see 2.1.2.1) (see template 3.2)
7. Establish a compliance check-list, documenting compliance with the applicable certification specification and environmental protection requirements, as relevant s, through  direct statements or by cross reference with compliance documents (see template 3.3)
8. Lists all technical documents associated with the change or repair(drawings, manual supplements..) (see template 4)
9. Declares compliance according to 21A.97(a)(3) (see template 5)
2.2.4 Unrepaired damages and repair design subject to limitations
The procedure should explain how the organisation is managing unrepaired damages and repair design subject to limitations.

For cases not covered in published approved data, unrepaired damages should be treated using the same procedure as used for changes or repairs. The decision to leave damage unrepaired should be documented and approved by EASA.
In the case where a repair or  unrepaired damage is approved subject to limitations, the procedure must explain how these instructions and limitations are transmitted by the organisation to the operator.
2.3 Selection and surveillance of design sub-contractors
Where design sub-contractors are used, the selection and surveillance processes should be described. The procedure should address how the technical assessment of partners or subcontractor is carried out by the organisation.
The procedure should also address the specific case of design changes initiated by subcontractor and should explain how these changes are notified and accepted by the organisation.
2.4 Failures, malfunctions and defects 
The procedure should describe the system put in place for collection, investigation and analysis of data related to failures, malfunctions, defects or other occurrences which cause or might cause adverse effects on the continued airworthiness of the product, part or appliance covered by the STC, or repair design approval (21A.3).

The procedure should explain how the reporting to the Agency is organized.

The procedure should mention directly or by cross reference with 1.9 who is authorised to create, append, and modify the data’s collected and to do the reporting to the Agency.
The procedure should also explain how the organisation carries out any  required technical investigation subsequent to an occurrence.

Finally, the procedure should explain, in the case where an Airworthiness Directive is published, how the organisation is cooperating with the Agency (21A.3B).

The procedure should include airworthiness review meetings with EASA, as appropriate.
2.5 Manuals – Issue of information and instructions to owners

The procedure should explain how the company is organized to produce, maintain and update copies of all manuals required by the applicable type certification basis and environmental protection requirements for the product and provide copies, on request, to the agency (Part 21A.57, 21A.119).

The manuals the Part 21 is referring to are:

· The aircraft flight manual (AFM) or supplement to AFM

· The aircraft maintenance manual (AMM) or supplements to AMM

· Structural Repair Manuals (SRM) or supplements to SRM

· Parts Catalog

· …

From this list, the documents approved by the Agency are the approved sections of  aircraft flight manual  and the Airworthiness Limitation section of the AMM.
The production of the manual allows to partially answering the Part 21 requirements concerning the instructions for continued Airworthiness (Part 21A.31, 21A.120, 21A.449). 
In order to fully answer the requirements, the process describing the manual management process should be completed with specific instructions concerning the preparation and publication of accomplishment instructions to the owners, by the mean of Service Bulletins. Service Bulletins can be used for describing accomplishment instructions (repairs, change implementation) but also for inspection instructions, further to an EASA Airworthiness Directive.
The procedure should explain that the feasibility of all instructions must be verified by the organisation before being published.

The Agency does not approve information or instructions. Statement should refer to the fact that the documentation has been produced in accordance with an alternative procedure to DOA, or refer to technical data that has been approved by the Agency (change or repair)

2.6 Coordination between design and production
The procedure should describe the link established between design and production. In the case where the production is made by a separate legal entity, a formal arrangement should be signed between the two companies. A template is proposed in GM 21A.133(b).
The procedure should cover the transfer of information from the design organisation to the production organisation. More information is given in AMC 21A.4.

The procedure should also cover the deviation and concession process. Production deviations from the approved design data should be treated through the repair or changes approval process.

The procedure should mention directly or by cross reference with 1.9 who is authorised to sign associated documents.
2.7 Record keeping
The procedure should describe the record keeping or archiving system in place in the organisation.
For each change or repair, all relevant design information, drawings, test reports, instructions and limitations issued, justification for classification and evidence of the design approval, shall:

(a) be held by the design approval holder at the disposal of the Agency, and

(b) be retained by the repair design approval holder in order to provide the information necessary to ensure the continued airworthiness of the repaired products, parts or appliances.

There is no limitation of duration. Records should be kept available as long as the modified or repaired product or part is retained in service.
2.8 Marking
The procedure should describe how the marking requirement of Part 21 Subpart Q is taken into account and specified in the design data:
· Information to be marked, including EPA letters, as relevant
· Size

· Place

· Type of marking
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