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QUALITY MANUAL CHECKLIST - (AMO)-NAMCARS 145

1. General Details

1.1.  Name of AMO: 1.2.  AMO Number:
1.3. Accountable Manager 1.4. Telephone

NOM . number:
1.5. E-mailaddress: | 1.6, Cell NUMT:

2. NAMCAR 145 requirements

OK = Acceptable, NC = Not Compliant, U = Finding, N/A — Not applicable

No [Iltem N/A oK NC FINDING
2.1. QMS established? ] ] ] ]
Remarks/Comments

3. NAMCATS 145 Requirements Compliance List

OK — Acceptable, NC - Not Compliant, U - Finding, N/A — Not applicable

No ltem N/A OK NC FINDING

QMS contains a statement with the commitment to ensure compliance to all
3.1. relevant legal and company requirements |:| D |:| D

Minimum standards for a quality assurance system
(1) The objectives of the quality assurance system referred to in CAR 145.02.2(2)

are -

(a) tfo monitor, and report to management, the level of compliance D D D D
with the organization's manual of procedure and airworthiness
requirements;

(b) to correct any non-compliance identified and to implement actions
3.2, to prevent the recurrence of such non-compliance; and ] ] ] ]
(c)

(c) to present to management for the purpose of review and
implementing further corrective or preventive action, quality
indicators such as audit reports, accidents, incidents, occurrences, |:| |:| |:| |:|
customer complaints and personnel reports.

QMS contains:-

a. Description of how the organization formulates, deploys, and reviews its

3.3. Policy and Strategy and turns it into plans and actions. |:| D |:| D
b. Objectives for quality. |:| |:| |:| |:|
3.4. QMS policy has been defined
a. The AMO'’s quality system should ensure compliance with and adequacy
3.5. of operational and maintenance activities requirements, standards, and |:| |:| |:| |:|
procedures.
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b. The AMO should specify the basic structure of the quality system applicable
to the operation. The quality system should be structured according to the D D D D
size and complexity of the organization to be monitored.
Scope.
As a minimum, the quality system should address the following: |:| |:| |:| |:|
The provisions of these regulations;
The AMO's additional standards and operating practices; | | L | | | L |
The AMO's quality policy: | | | | | | | |
The AMQO'’s organizational structure; Responsibility for the development, D D D D
3.6. establishment and management of the quality system;
Documentation, including manuals, reports and records;
Quality procedures; |:| |:| |:| |:|
Quality assurance program; : : : :
The required financial, material and human resources; L | L | L | L |
Training requirements. L | | | L | | |
3.7. QMS Policy is sighed by the Accountable Manager |:| |:| |:| |:|
The responsibilities of the Accountable Manager indicate the following
responsibilities:- |:| D |:| D
a.  Overadll responsibility for the QMS ] | O ]
38 b. Frequency, format and structure of the internal management review and D D D D
analysis activities
c. Management Review's aim is to monitor effectiveness of the QMS. |:| |:| |:| |:|
The Quality manager responsibilities are defined and includes the following: |:| |:| |:| |:|
a. Ensuring compliance of the AMO with all legal and other requirements that
are applicable fo it D D D D
b. Verifying, by monitoring activities in the field of training, that all standards
3.9. are being carried out properly |:| D |:| D
C. Ensuring that the QMS is properly implemented, maintained and
continuously reviewed and improved D D D D
d. Ensuring that personnel training relating to the quality assurance system is
conducted |:| D |:| D
The Organisational structure clearly indicates that the QM has direct access o the
3.10. Accountable Manager. |:| D |:| D
A statement that verifies that the QM has direct access to all areas of the AMO and
8.1 its contractors. D D D D
Quality Manager.
e The function of the quality manager fo monitor compliance with, and the
adequacy of, procedures required to ensure safe operational practices |:| |:| |:| |:|
and airworthy aircraft as required by these Regulations may be carried out
by more than one person by means of different, but complementary,
quality assurance programs.
e The primary role of the quality manager is to verify, by monitoring activity in
the field of, maintenance, that the standards required by the Authority, and I:' D I:' D
any additional requirements defined by the AMO, are being carried out
under the supervision of the relevant required management personnel.
3.12. e The quality manager should be responsible for ensuring that the quality
assurance programme is properly established, implemented and |:| |:| |:| |:|
maintained.
¢ The quality manager should: |:| |:| |:| |:|
e Report to the accountable manager; |:| |:| |:| |:|
+ Not be one of the required management personnel; and |:| |:| |:| |:|
e Have access to all parts of the AMO's, and as necessary, any sub-
contractor’s organization. D D D D
e Inthe case of small/very small AMO's, the posts of the Accountable |:| D |:| D
Manager and quality manager may be combined.
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3.13.

All processes and procedures required by the AMO have been identified and
documented.

3.14.

The following processes/procedures for quality are included in the QMS:

a.

Identification and scheduling of monitoring activities process

b.

Feedback process/procedure for findings of non-compliance and non-

conformance

Procedure for monitoring compliance with requirements continuously

Corrective action process/procedure including assigned responsibilities for

action

o

Follow up processes/procedures

-

Recording processes/procedures

Reporting processes/procedures

> |@

Preventive action process/procedure

Audif process/procedure, that includes:
o Explanation of the scope of the audit

e Planning and preparation

e Gathering and recording evidence

o Analysis of evidence

e Audit techniques for interviewing, document review , sampling
methods, observation

e Record keeping and reporting of findings

Inspection process/procedure that includes a description of the scope of

inspection activities:
e Inspections of AMO

¢ Inspection of maintenance

e Inspection against fechnical standards

e Inspection against training standards

¢ Inspection of implementation of procedures, as required to ensure
goals are met

3.15.

e Procedures for collecting, analysing and acting on customer service
feedback (internal & external customers)

O | | A

| O |
I 0 | O

N O |

3.16.

Quality Inspection.

The primary purpose of a quality inspection is to observe a particular
event/action/document, etc. in order to verify whether established procedures and
requirements are followed during the accomplishment of that event and whether
the required standard is achieved.

[

[
[

[]

Typical subject areas for quality inspections are:

Facilifies size and segregation;

[

[
[

[]

Office accommodation

Work environment

[

]
[

]

Storage

Management changes

Staff numbers and man-hour plan

Competence process

Qualifying certifying staff;

Records of cerfifying staff;

Issue of authorizations

Adequate equipment;

Equipment control and calibration;

O

OO
O

OO0
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Approved data held;

Modified maintenance data;

Lt

Data availability;

Data up to date

Aircraft release;

Release document contents;

Release control

Details on work documents;

Operator's copy of release;

Record retention;

Reporting un-air-worthy findings;

Clear work orders;

Procedures per Maintenance Procedures Manual;

Suppliers and subcontractors;

Aircraft release;

Release document contents;

Release control

Details on work documents;

Operator’s copy of release;

Record retention;

Reporting un-air-worthy findings;

Clear work orders;

Procedures per Maintenance Procedures Manual;

Control of working documents;

Base maintenance defects;

Defective parts to stores;

Parts to outside confractors;

Computer maintenance systems;

Engine running;

Aircraft procedures;

Line maintenance control parts;

Line servicing control;

Line defect control;

Aircraft Technical Log — Maintenance Records section completion;

Pool and loan parts;

Return defective parts to base;

Product maintenance exemption control;

Procedures deviation conftrol;

Special services control (NDI);

Confractors working feams;

Product audit;

Privileges and locations control;

Limitation control;

Control of changes.

Typical methods for quality inspections for maintenance include:

Product sampling - the part inspection of a representative sample of the

aircraft fleet;

Defect sampling - the monitoring of defect rectification performance;

Concession sampling - the monitoring of any concession to not carry out

maintenance on time;

N 11

N A4
00 O DUOOOOOOOoOODOoOoOooOooooooooUoooooooOooooo ood.a
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3.17.

Audit Scope.

AMO'’s are required to monitor compliance with the operational and maintenance
procedures they have designed to ensure safe operations, airworthy aircraft and the
serviceability of both operational and safety equipment. In doing so they should as a
minimum, and where appropriate, monitor:

Organization;

[

[
[

[]

Plans and company objectives;

AMO certification (AMO/Operations specifications)

Supervision;

Manuals, logs, and records;

Duty time limitations, rest requirements, and scheduling;

Maintenance programmes and confinued airworthiness;

Airworthiness directives management;

Maintenance accomplishment;

Defect deferral;

Dangerous goods;

Security;

Training.

3.18.

The Quality Manual further contains:

LU OOOOOOOOEe

O
I

OO OOOOoodo

a.

The Quality Policy

An AMO shall establish a formal, written quality policy statement thatis a
commifment by the accountable manager as to what the quality systemis
intended to achieve. The quality policy should reflect the achievement
and continued compliance with the [Model Regulations] together with any
additional standards specified by the AMO.

[

[
[

[

The accountable manager is an essential part of the AMO management
organization. The ferm "accountable manager” is intended to mean the
Chief Executive/President/Managing Director/ General Manager, etc. of
the AMO, who by virtue of his or her position has overall responsibility
(including financial) for managing the organization.

The accountable manager will have overall responsibility for the AMO
quality system, including the frequency, format and structure of the internal
management evaluation activities as prescribed in paragraph 3.9 below.

Terminology/Glossary

The terms used in the context of the requirement for an AMQO’s quality system
have the following meaning:

Accountable Manager. The person acceptable to the Authority who has
corporate authority for ensuring that all maintenance activities can be
financed and carried out to the standard required by the Authority and any
additional requirements defined by the AMO.

Quality assurance. Quality assurance, as distinguished from quality control,
involves activities in the business, systems, and technical audit areas. A set
of predetermined, systemic actions which are required to provide adequate
confidence that a product or service satisfies quality requirements.

[

[
[

[

Specified fraining standards

Objectives for quality

Description of the organization

~lolale

Allocation of duties and responsibilities, including for auditors

Training procedures that ensures compliance to requirements

=

Procedure for selection and appointment of auditors

Quadlifications of auditors has been defined.

Procedure for fraining of auditors

Audit programme that identifies who has responsibility and authority to:

I

I
I

o
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perform quality inspections and audits

identify and record any concerns or findings, and the evidence

initiate or recommend solutions to concerns or findings

verify the implementation of solutions within specific fime scales

report directly to the quality manager

The audit schedule: -

has a defined review cycle

allows for unscheduled audits, when required

includes follow up audits

define audits required to be completed in a calendar period

ensures all activities are audited in every 12 month period

Resources management

Provision of resources

Responsibility authority and communication

Infrastructure

Work environment

purchasing

Control of monitoring and measuring devices

3.19.

Management review process includes requirement for review of

a.

Results of audits and inspections

b.

Results of other monitoring activities

C.

Effectiveness of the QMS

d.

Trends to prevent future non-conformities

3.20.

Actions resulting from reviews are implemented and followed up.

3.21.

The following records are idenfified o be retained in the records management
procedure/ process:

Audit schedules

a.

Quality inspection and audit reports

Responses to findings

Corrective and preventive action reports

Follow-up and closure reports

~lo|a|o|o

Management review and analysis reports

a.

Quality reviews, observations

3.22.

Certifying personnel qualification, competence and fraining

A descripfion of, or reference to, a procedure for the competence required
of certifying personnel and the programme of fraining and recurrent fraining
of certifying personnel.

Certifying personnel records

A description of, or reference to, a procedure of the methods to be used for
keeping technical records of certifying personnel.

Quality audit personnel

oo O QUooUn O gouobhuoouoououououoouooUog

OoQ O DUuooUo O gouooooooooouoouooUoOooood

A chart or a list indicating the qualifications of quality audit personnel.

Qualifying inspectors and mechanics

A description of, or reference to, a procedure for the competence required
of qualifying inspectors or mechanics, and a programme of training and
recurrent fraining of personnel.

Exemption/concession conftrol

(N N 0

I 1 00 =

L] OO [

L] OO [
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e Adescription of, or reference to, a procedure to be used when permission is
required to deviate from the requirements of the organization's manual of D D D D
procedures, or to deviate from specified aircraft/aircraft component
maintenance fasks.
e  Specialised activities |:| |:| |:| |:|
. A description of, or reference to, a procedure for applying specialized |:| |:| |:| |:|
. activities such as welding, N.D.T. etc. |:| |:| |:| |:|
3.23. Accommodation and facilities |:| |:| |:| |:|
a. Human factors fraining procedure |:| |:| |:| |:|
b. Competence assessment of personnel. L] L] | [ L[]
c. Measures must be taken to ensure that the system is understood,
3.24. implemented and complied with at all levels. D D D D
d. The quadlity control system must be documented in the manual of
procedure referred fo in CAR 145.02.1. |:| D |:| D
Relevant Documentation.
Relevant documentation includes the relevant part of the operator’'s manual system. |:| D |:| D
In addition, relevant document should include the following: |:| |:| |:| |:|
Qudiity policy; ] RN ]
Terminology; |:| D |:| D
Specified maintenance standards; |:| |:| |:| |:|
A description of the organization; |:| |:| |:| |:|
The allocation of duties and responsibilifies; |:| |:| |:| |:|
3.25.
Operational procedures to ensure regulatory compliance; |:| |:| |:| |:|
Accident prevention and flight safety programme; |:| |:| |:| |:|
The quality assurance programme, reflecting:
e Schedule of the monitoring process; D D D D
e  Audit procedures; |:| |:| |:| |:|
. Reporting procedures; |:| |:| |:| |:|
e  Follow-up and corrective action procedures; |:| |:| |:| |:|
. Recording system; |:| |:| |:| |:|
e The fraining syllabus; and |:| |:| |:| |:|
e Document control |:| |:| |:| |:|
Sub-Contractors.
AMO'’s may decide to sub-contract out certain activities to external agencies for the D D D D
provision of services related to areas such as:
. Maintenance;
e  Training; |:| D |:| D
3.26. e Manual preparation. |:| |:| |:| |:|
The ultimate responsibility for the product or service provided by the sub-contfractor
always remains with the AMO. A written agreement should exist between the AMO
and the sub-contractor clearly defining the safety related services and quality to be |:| |:| |:| |:|
provided. The sub-confractor’s safety related actfivities relevant to the agreement
should be included in the AMO's quality assurance programme.
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The AMO should ensure that the sub-contractor has the necessary
authorization/approval when required and commands the resources and
competence to undertake the task. D D D D
Quality System Training.
General. D D D D
An AMO should establish effective, well planned and resourced quality related
briefing for all personnel.
Those responsible for managing the quality system should receive training covering: |:| D |:| D
e An.infroduction to the concept of the quality system;
e Quality management; |:| |:| |:| |:|
e The concept of quality assurance;
e Quality manuals; |:| D |:| D
e  Audit techniques; |:| D D D
e  Reporting and recording; and |:| |:| |:| |:|
o The way in which the quality system will function in the company. |:| |:| |:| |:|
e Time should be provided to frain every individual involved in quality
management and for briefing the remainder of the employees. The
allocation of time and resources should be governed by the size and ] L] | [ ]
complexity of the AMO.
Sources of Training.
e  Quality management courses are available from the various [National] or
International Standards Institutions, and an AMO should consider whether to
3.27. offer such courses to those likely o be involved in the management of

quality systems. AMQO's with sufficient appropriately qualified staff should
consider whether fo carry out in-house training.

Organisations with 20 or Less Full-Time Employees.

. Introduction.

e The requirement to establish and document a quality system, and to employ
a quality manager applies to all AMO's. References to large and small
operators elsewhere in these [Model Regulations] are governed by aircraft
capacity (i.e. more orless than 20 seats) and by mass (i.e. greater or less than
10 fons maximum take-off mass). Such ferminology is not relevant when
considering the scale of an operation and the quality system required. In the
context of quality systems therefore, operators should be categorized
according fo the number of full time staff employees.

Scale of Operation.

¢  AMO’s who employ 5 or less full time staff are considered to be “very small”
while those employing between 6 and 20 full fime employees are regarded
as “small” operators as far as quality systems are concerned. Full-time in this
context means employed for not less than 35 hours per week excluding
vacation periods.
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e Complex quality systems could be inappropriate for small or very small
operators and the clerical effort required to draw up manuals and quality
procedures for a complex system may stretch their resources. It is therefore
accepted that such operators should tailor their quality systems to suit the size
and complexity of their operation and allocate resources accordingly.

Quality System for Small/Very Small AMO’s.

e  For small and very small AMO's it may be appropriate to develop a quality
assurance programme that employs a checklist. The checklist should have
a supporting schedule that requires completion of all checklist items within a
specified timescale, together with a statement acknowledging completion
of a periodic review by top management. An occasional independent
overview of the checklist content and achievement of the quality assurance
should be undertaken.

e The “small” AMO may decide to use internal or external auditors or a
combination of the two. In these circumstances it would be acceptable for
external specialists and or qualified organizations to perform the quality| [ ] ] ] ]
audifs on behalf of the quality manager.

e If the independent quality audit function is being conducted by external D D D D

. Auditors, the audit schedule should be shown in the relevant documentation. |:| D |:| D

¢ Whatever arrangements are made, the operator refains the ultimate
responsibility for the quality system and especially the completion and follow-
up of corrective actions. |:| D |:| D

REMARKS/COMMENTS

INSPECTOR’'S NAME IN BLOCK LETTERS SIGNATURE AND ASI # DATE
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CHIEF OF AIRWORTHINESS: - REMARKS AND RECOMMENDATION

The above manual have been evaluated against the NAMCARs and is hereby
approved / not approved and recommended / not recommended to be issued the
appropriate authorization / Ops-Specs.

| HEREBY RECOMMEND THAT APPROVAL IS / NOT - ISSUED / WITH EFFECT FROM: ........

Name Signature Date
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