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INSPECTION PROCEDURES MANUALS 

1. PURPOSE. This advisory circular (AC) provides information for 
developing and evaluating a repair station inspection procedures 
manual. This information sets forth an acceptable means, but not the 
only means, of complying with referenced regulations. 

2. RELATED FEDERAL AVIATION REGULATIONS (FAR). FAR Parts 43, 91. 121, 125, 
127,' Tib and 14b. 
3. BACKGROUND. The development of a repair station inspection procedures 
manual that adequately covers all pertinent FAR and the repair station's 
inspection system has proven to be a time-consuming task for the operator and 
the Federal Aviation Administration. This guide was developed to reduce that 
time and to provide a standardized format that may be used to develop a manual 
that contains a repair station's inspection procedures. 
4* DISCUSSION. This document is intended for use as a guide for the 
development and evaluation of the repair station's inspection procedures 
manual required by FAR Section 145.11(a)(2) and Section 145.45(f). 

a1. This guide is not intended to provide a complete sample inspection 
procedures manual for all repair stations. "Examples" in Appendix 1 are 
intended to illustrate a requirement related to the FAR. Each inspection 
procedures manual should be developed within the ratings authorized and the 
size and complexity of the station. It is important to note that the 
inspection procedures in the manual are necessary for a satisfactory quality 
control system, and those procedures should be designed for use by the repair 
station to satisfactorily perform under its rating(s). In that regard, a 
repair station with a Limited Specialized Service Rating for Nondestructive 
Testing would have a different inspection system criteria than a repair 
station with a Class 3 Airframe Rating. Material is included in portions of 
this document which may not directly relate to or be required by a referenced 
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PAR. However, that material is considered to be valuable as a part of a system 
for repair station management and illustrates integration of the required 
inspection procedures and other PAR Part 145 requirements into such a system. 

b. A complete inspection procedures manual should at least: 
(1) Satisfy the minimum requirements of the PAR. 
(2) Accurately describe the repair station operations as related to 

its ratings. 
c. The repair station manual content requirements are outlined in 

PAR Section 145.45(f) and Section 145.51(d)(3). The following is a brief 
outline of those manual requirements: 

(1) Detailed explanation of the repair station's inspection system. 
(2) Details for the continuity of inspection responsibility. 
(3) Detailed system of inspecting incoming material. 
( 4 ) Detailed system of preliminary inspection. 
(5) Detailed system for hidden damage inspection. 
(6) Reference to manufacturer's inspection standards for a 

particular article when applicable or necessary. 
(7) Sample of inspection forms and the method of their execution 

or reference to a document in the forms manual. 
(8) Methods and procedures for training inspection personnel. 
(9) Approved procedures governing work performed outside the 

repair station. 
(10) Procedures for acceptance of work performed by other facilities. 
(11) If applicable, procedures for work performed for air carriers 

(PAR Section 145.2). 
d. An air carrier with an PAA approved repair station rating(s) may make 

its repair station's inspection procedures manual a part of its air carrier 
manual provided all of the manual requirements of PAR Part 145 are satisfied. 

seph A. Pontecorvo 
xing Director of Airworthiness 

2 Par 4 
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APPENDIX 1. GUIDE FOR- DEVELOPING AND EVALUATING REPAIR STATION INSPECTION 
PROCEDURES MANUALS 
FIGURE 1. MANUAL COVER-PAGE 
Reference: FAR Section Ub-lKa)(2). This page should identify the 
manual as an "Inspection Procedures Manual." 

INSPECTION PROCEDURES MANUAL 

FOR 

FAA APPROVED REPAIR STATION ND. ( Inser t repai r s ta t ion #) 

d / b / a 

(NAME OF COMPANY) 

(ADDRESS) 
(STREET, C I T Y , STATE /ND ZIP CODE) 

MANUAL: 

ASSIGNMEHT: 

CONTROL t O . 

1 
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FIGURE 2. TABLE OF CONTENTS 

(NAME OF COMPANY) 
REPAIR STATION - IUgPECTIOM PROCEDLTRES MANUAL 

TABLE OF CONTENTS-PAGE 1 OF 3 

INTRODUCTION 

MANUAL OONTROL 

RECORD OF REVISION 

LIST OF EFFECTIVE PASS 

SECTION I HOUSING & FACILITIES 

Housing and F a c i l i t i e s 
F a c i l i t y Floor Plan 

SECTION H COMPANY ORGANIZATION 

Organizat ion Chart 

A u t h o r i t y and Roster of Authorized Inspection Personnel 

SECTION I I I PERSONNEL & TRAINING 

Tra in ing 
Bnplojjnent Suimary 

SECTION TV DUTIES & RESPONSIBILITIES 
General Manager 
Chief Inspector 
Maintenance Manager 
Avionics Manager 
Stockroom Manager 

SECTION V INSPECTION SYSTEM 

General 
Inspect ion Personnel 

Page No. 

i 

i i 

i i i 

i v 

1 
2 

1 
2-3 

1 
2 

1 
2-3-A 
5-6 
7-B 
9 

1 
1-2 

General Manager 
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FIGURE 2. TABLE OF CONTENTS (CONTINUED) 

(NAME 0? COMPANY) 
REPAIR BTATIOW - fl&PBCtlON FftOCHJGRK MANUAL 

TABLE GP C0HTIHT3 - PAGE 2 OF 3 

SECTION T DEFECTION SYOTffi (CCNi'lUUKD) 

Itage No. 

Inspectors , Mechanics and Supervisors 
Cont inui ty of Inspection Responsib i l i ty 

2 Inspectors , Mechanics and Supervisors 
Cont inui ty of Inspection Responsib i l i ty 5 
Parte Receiving Po l i cy 4 
General Tes t Requirements 4-5 
Work Order 6 
Record Of Vork 7 
Pre l iminary Inspection 6 
Inspection f o r Bidder; Dosage 9 
Progressive Inspection 3D 
Major Repair And A l t e r a t i o n , A i r c r a f t 

And Components 10 
Repair , A l t e ra t ion and Overhaul Accessories and 

Appliances 
Repair , A l t e ra t ion and Overhaul Accessories and 

Appliances ID 
Inspection Procedures 11 
Maintenance Inspection 32 
Cont inui ty o f Maintenance Responsib i l i ty 12 
Bandling of Parte 13 
Tagging and I d e n t i f i c a t i o n of Iferts 15-14 
Part F in ish ing 14 
R e s e r v a t i o n of PartB 14 
Bhelf l i f e M 
Incoming Material 15 
Hardware and Equipment Storage 15 
Record of Specialised Inspection 

l e s t and/or Ca l ibra t ion 16 
Record o f Inspections 16 
Record o f test and Cal ibra t ion of Precis ion H^uipment 16 
Vork by Outside Contractors 16 
Control o f Precision Tools and Teat Bjuipnent 17 
T e s t Equipment Ca l ibra t ion Requirements 17-1B 
F i n a l Inspection and Release to Service 19-20 

APPROVED:^, M. 
ueneral Manager 
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(HAKE OF COMPANY) 
HEPAlR STATION - INSPECTION" PROCEDURE MANDAL 

TABLE OF CONTENTS PAGE 3 OF 3 

SECTION V INSPECTION SYSTEM (CONTINUED) 

Page Ho. 

Maintenance Release Statement 21 
Maintenance Release Statement For A i r Carr ier Work 21A 
Malfunction or Defect Report 22 
Mechanical R e l i a b i l i t y Reports 22 
Respons ib i l i t y f o r Submitting Reports 22 
Subcontracted Maintenance 23 
L i s t of Subcontracted Maintenance 23 
Performance of Maintenance. Prevent ive Maintenance, 

A l te ra t ions and Required Inspection Under the 
Continuous Airworthiness Requirements of 
FAR Parts 121, 125. 127, and 135 24 

Required Inspection Items ( R I I ) 24 
Performance of Work at a Location Other 
Than The Repair Stat ion 25 

SECTION V I PORKS 
M e t as Required f o r Repair Stat ion Operation 

APPROVED: ) K / . / « & » 0 
General Manager 

FIGURE 2. TABLE OF COMTENTS (CONTINUED) 
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FIGURE 3. INTRODUCTION PAGE 
Reference: FAR Section 145.11(a)(2) and Section 145.45(f). This page 
should reflect the company's philosophy and an explanation of the manual. 

Th is inspection procedures manual has been prepared i n accordance wi th 
the current Federal Av ia t ion Regulations (FAR) and the po l ic ies of 
( I n s e r t name of company). 

Th is manual explains the in te rna l inspection system i n d e t a i l , 
including the cont inu i ty of inspection r e s p o n s i b i l i t y . I t gives 
samples of inspection forme used and the i r method of execut ion. The 
manual g ives a detailed explanation of the fol lowing portions of the 
inspection system: Incoming mater ia ls , prel iminary inspect ion, hidden 
damage, inspection cont inu i ty and f i n a l inspection of the a r t i c l e 
being maintained or al tered at th is f a c i l i t y . 

The general repa i r , overhaul or a l te ra t ion of products w i l l be 
performed i n accordance wi th the current Federal Avia t ion Regulations, 
manufacturer's data, drawings, speci f icat ions and b u l l e t i n s , or other 
technical data approved by the Administrator fo r the par t icu lar 
( i n s e r t appropriate r a t i n g s ) or l imited r a t i n g ( s ) a i r f rame, engine, 
propel ler or appl iance) . Limited ra t ing special ized serv ice fo r 
U n s e r t appropriate ra t ing ) w i l l be performed i n accordance with the 
procedures outl ined in the ( i n s e r t name of company) Process 
Speci f icat ion ( i n s e r t number) approved by the Federal Av ia t ion 
Administrat ion (FAA) dated ( i n s e r t date approved by FAA). 

Th is repair s ta t ion w i l l not maintain or a l te r any item for which i t 
i s not ra ted , and w i l l not maintain or a l t e r any a r t i c l e f o r which i t 
i s rated i f I t requires technical data, equipment, mater ia ls , 
f a c i l i t i e s or trained personnel that are not ava i lab le . (FAR 145-53 ) . 

The technical l i b r a r y and th is inspection procedures manual, required 
f o r operation of t h i s repair s t a t i o n , w i l l be maintained i n a current 
s tatus at a l l t imes. 

Bach supervisor and Inspector working for th is repair s ta t ion w i l l 
have a current copy of th is manual and should thoroughly understand 
i t s contents. I t w i l l a lso be avai lable to other repair s ta t ion 
personnel . 

Note: ( I f applicable) include the fo l lowing: The performance 
of any maintenance, prevent ive maintenance, a l te ra t ion or 
required inspections fo r an a i r c a r r i e r or commercial 
operator having a continuous airworthiness program under 
FAR Part 1 2 1 . 1 2 5 , 127, or 135, w i l l be performed in 
accordance wi th the requirements of FAR Vart 145, 
Section 145.2 

(NAME OP COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

T i t l e : Introduct ion 
Page No: i 
Issue Date: 7/1/78 

5 
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FIGURE 4. MANUAL CONTROL PAGE 
Reference: FAR Section 145.45(f). This page should explain how the 
manual is to be maintained and kept current. 

Each manual w i l l have a oootrol t au te r m i m wlgmant en t ry an the 
manual oovex page. A master l i a t containing the manual number, 
locat ion and r e v i s i o n status w i l l be kept I D the general manager's 
o f f i c e . 

The general manager w i l l obtain from the c h i e f inspector and each 
shop supervisor coce each month a manual status r e p o r t . Th is report 
w i l l e i t h e r confirm that the manual i s s t i l l current and v a l i d for 
that department's use , o r w i l l i d e n t i f y needed changes. 

A fo l low-up f i l e w i l l be maintained i n the general manager's o f f i c e 
showing, an a continuous b a s i s , the d ispos i t ion o f each needed change 
which i s I d e n t i f i e d . 

The general manager w i l l have those rev is ions he f inds necessary 
produced i n a f i n a l form f o r coordination w i t h the ERA General 
A v i a t i o n D i s t r i c t O f f i c e at ( i n s e r t l o c a t i o n ) . Each page of the 
manual and r e v i s i o n thereto w i l l be approved by the general manager. 
Upon acceptance by FAA, s u f f i c i e n t copies w i l l be made and d is t r ibuted 
t o provide r e v i s i o n pages for each manual holder . 

Upon rece ip t o f a r e v i s i o n , each manual holder w L l l be responsible for 
i n s e r t i n g the rev ised pages i n i t s manual, record the r e v i s i o n an the 
manual's record o f r e v i s i o n page and r e t u r n the acknowledgment form 
(provided w i t h the r e v i s i o n ) to the general manager showing the holder 
has rev ised i t s manual. 

A l i a t o f e f f e c t i v e pages w i l l be issued w i th each r e v i s i o n so each 
manual can be checked and kept cur ren t . 

/ Title: Manual Control 
Issue Date 7/1/78 

APPROVED: ft*-> / ^ * - * Q 

General Manager 
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FIGURE 5. RECORD OF HEVISICN PAGE 
Reference* FAR Section l&5«ffilf J« This page should contain a record of all 
revisions. 

(MAMS OF COMPANY) 
REPAIR STATION - INSPECTION H&HiURES MANUAL 

T i t l e : Record Of Revision 
Page No: i l l 
Issue Date: 7/1/78 

Manual No. Manual Holder 

Retain this record in the manual. Upon receipt of revisions, insert 
revised pages in the manual and enter the revision number, revision date, 
insertion date and in i t ia ls of person incorporating the revis ion, in the 
appropriate block on the record of revisions. Return acknowledgment form 
to general manager. A l l personnel are expected to suggest revision 
requirements, vlten the need is apparent, to the general manager. 

Rev. 
No. 

Rev. 
Date 

Insertion 
Date By 

Rev. 
No. 

Rev. 
Date 

Insertion 
Date By 

Original 
Issue 7/1/78 mm HDQ 

APPROVED: *J?. > t r ^ M 
General Manager 

7 



AC 145-3 
Appendix 1 

2/13/Bl 

FIGURE 6. LIST' OF EFFECTIVE - PA&ES 
Reference; FAR Section 145>*45tf) • This page should list each page in 
the manual and show the current effective date of that page. A new 
list of effective pages would be required with each revision in order 
to provide a means for the manual holder to check that its manual is 
current. 

O W E OF COMPANY) 
REPAIR STATION - BfeflBCTttfr PROCEDURES MANUAL 

T i t l e : L i s t o f E f f e c t i v e Pages 
P4ge No: i v 
Issue Bate: 7/1/78 

Revis ion No: 

Section 
^age 
No. Date Section 

Rage 
No. Date Section. 

Page 
No. Date 

Table of 
Contents 

Introduc­
t i o n 

Manual 
Contro l 

Record of 
Revisions 

L i s t of 
E f f e c t i v e 
Pagea 

1 

I I 

I I I 

I V 

V 

V I 

1 Thru 
3 

i 

i i 

i l l 

i v 

*L Thru 
2 

1 Thru 
3 

1 Thru 
2 

1 Thru 
9 

1 Thru 
25 

l i s t a 

7/1/78 

7/1/78 

7/1/78 

7/1/78 

7/1/78 

7A/78 

7/1/78 

7/1/78 

7A/78 

7/1/78 

1 necess. 1 try f o r vt 1 p a i r s t a t i 1 on oper 1 1 ation 1 
APPROVED: w f f 

General Manager 
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FIGURE 7» SECTION I - HOUSING AND FACHJTIES COVER PAGE 
NOTE: This information is not required by FAR to be included 

in the manual. If inclusion is desirable examples are 
provided. 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

SECTION I 

HOUSING AND FACILITIES 

9 
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FIGURE 8. HOUSING AND FACILITIES DESCRIPTION PAGE. 
Reference; FAR Section 145.55(a) through (h) and FAR Section 145.37(a) 
through (TT* 'l'his page should contain a description of the type of 
buildings, facilities and type of construction. Include type of floors, 
heating, lighting, natural light, electrical and compressed air outlets. 
Other special requirements applicable to spray painting, airframe or 
engine ratings* instrument, radio and propeller ratings, should be 
covered on this page. Total area (in square feet) should be given. 

NOTE: (Ref. FAR Section 145.21). Any changes to the location or 
in its housing and facility must be approved In writing by 
the local Flight Standards District Office. 

( M A K E OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Sect ion: I 
Page No: 1 
T i t l e : Housing and F a c i l i t i e s 
Issue Date: 7/1/78 

The ( i n s e r t name of company) FAA Cer t i f ica ted Repair Stat ion No. 
( i n s e r t ) i s completely housed in an a l l s tee l semicanti lever "two bay 
hangar w i th attached o f f i c e s , stockroom, and shops with the fo l lowing: 

69,000 Square feet of hangar f l o o r space 
1,183 Square feet of o f f i c e space 
2,662 Square feet of stockroom f l o o r space 
2,581 Square feet of shop space 

A l l f l oors are constructed of re inforced concrete with asphalt t i l e 
over lay i n the o f f i ces and shops. 

A l l o f f i c e end shop spaces ere l ighted wi th f luorescent l i g h t f i x t u r e s . 
A l l hangar bays are l ighted with approximately 50 explosion proof 750 
watt lamp assemblies. 220 Volt-30 amp and 110 Volt-20 amp c i r c u i t s are 
ava i lab le i n hangar and shop areas. 

Hangar has four doors, each 50' wide, two to each of the hangar's two 
bays. The doors, when open have a l l overhead clearance of 38'6" and 
leave a 100' opening the f u l l length of each hangar bay. Doors can be 
operated manually or e l e c t r i c a l l y . 

T r a v e l i n g hois ts are located on the beams of the hangar, serv ic ing the 
e n t i r e f l o o r space. The en t i re hangar, o f f i c e s , stockroom and shops are 
protected with a f i r e alarm and spr ink le r system. The ramp in front of 
the hangar i s concrete and is l ighted by f l o o d l i g h t s at n ight . 

A 90 PSI/60 CM e l e c t r i c dr iven a i r compressor supplies f i l t e r e d 
compressed a i r to wal l out le ts equipped wi th moisture traps at convenient 
locat ions i n hangar and shop areas. 

Hangar i s heated by a centra l bo i le r room blowing hot a i r through ducts 
and overhead blowers. The o f f i c e s , stockroom, and shops are heated 
through hot a i r ducts. 

APPROVED: 
Uenerai Manager 
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FIGURE 9. FACILITY FLOOR PLAN 
Reference: FAR Section 145.37. This page would contain a floor plan 
of shops, hangar, stock area, offices, etc. External dimensions of the 
individual areas should be given. 

(NAME OF COMPAHY) 
REPAIR S IAnCTI - INSPECTION PROCEDURES MANUAL 

Section: I 
Page Ha, 2 
T i t l e : Fac i l i ty Floor Plan 
Issue Date: 7/1/78 

BAY 1 BAY 2 

I \ EL 
A - T O T t m j M I E l*AZ D- 8 S E T tCEU. SOP 30*24 G» L I B R A R Y l ' K l - ^ 
^ i D f n r o i e m a « s » j w a t e m w i c E a n a s . . h b o H-VAK«M 
§ ^ 5 2 2 2 " ? - * V I » 5 C f f n a 23X20 j i - a v i c h i c s o p ZOO 7 
a - S t o e k r a n 2U04 F- JHSIECTKW 0TF1CE 15X10 J2-AVI CHIC SOP 37X20 

APPROVED: £+*B~ 
t enera l Manager 
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FIGURE 10. SECTION II - COMPANY ORGANIZATION COVER PAGE 

2/13/81 

NOTE: Only information relating to the inspection responsibility 
continuity is required to be included in the manual. 

R E P A I R 
O F CCMPj 

INSPECTION MANUAL 

S E C T I O N n 

C O M P A N Y O R G A N I Z A T I O N 

12 
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FIGURE 11. ORGANIZATIONAL CHART 
Reference: FAR S e c t i o n t h r o u g h (e). This page should contain 
the company organization flow chart indicating authority by title only. 
It should reflect separation between supervision of the maintenance and 
inspection departments. 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Sect ion: I I 
Page MO: 1 
T i t l e : Organizat ion Chart 
Issue Date: 7/1/78 

opuramaui O U T 

nsncias 
3 3 0 0 J B H M 

francs 

Hiawuon* HBuara 

1 HCBXSI0 
[ K R B U H 

H I D 
M C B H F B S 

ATSJKT03 
KTTUQER 

varan 
FOJMM rawS 

Wifiiiiiirs 

Mutinies 

APPROVED: 
General Manager 
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( w w or p a w n 
• w i n a u u ' i u ^ ' W A t T W lUlLJUJWy BWM. 

•actioni n 

TJtl . i Authority an4 Porter of 
Authorlnd Inspection 
personnel 

team Bitei 7/V7B 

N H we n t i « and tWbtr 
TnVpecKif'. leVSWcacTtx. 

Blijnature Initial stare 
l«"J Harry Jone* 
Chief, svpector M i n i 0 XM1 

tnstruwtt* 
m n U m I " ) Joeejii CWp 

Inspector tim » 
Pacelvlnq MP 21S25 
[*M HJoWl Jab* 
DiajjeiljiA panur 
and Kecelvlm MP RIM? 
l«J Anthony Mickalo 
Maintenance l in ipr HP W«6 
l*M Jom Baker 
Avionics itanaqer 

arpaimn 1*JG 
Avionics 

" Ray "fur*e 
rnapector Avionics 

•Wpaiman 133F' " 
Avionics ** iorn Jcnss 

Inspector 
Speciallied 
Service 

hrpsinun UVi 
x-r«y 
mtiwnXc 
Mqitttic particle 
PcUy current 

Authority DUsoMlcn. 
^Authorised Is sign, tor lead aacaanlc sor* only. 
(•*) Author!nd ts return idr carrier aircraft to service. In arnrbance *dth 
(Nt Parti 131, 12$, 137, ant) US within the scop, of the repair etition. 

(•A) Author! r*i to return air carrier aircraft to service, in accordance with 
PW Parts 121, 125, 127, and 125 regarding avionics •oulfnrtt, id thin the asoc* 
of the repair station ratings, 

APPKNTDi 1"J • /feeLQ 

14 

FIGURE 12. AUTHORITY AND ROSTER OF AWTOFIZED INSPECTION PERSONNEL. 
Reference: FAR Section 145.43(a)(2). This information is not required by 
regulation to be kept in this manual but is required to be available in the 
repair station. It is recommended that this information be kept in the repair 
station only, so a revision to the list would not require a revision of the 
manual. If a repair station finds it advantageous, the information may be 
included in this part of the manual. In either case, it should include the 
name of the chief inspector, all inspection personnel and identify those 
inspectors who make final quality determination before approval for return to 
service. It should include all authorized signatures for "Return to Service" 
and indicate the area of responsibility of each person. 

NOTE 1: A space should be provided opposite each name for their 
signature. If work is performed in accordance with FAR Section 
145.2, required inspection personnel should be designated as 
required by Subpart L of EAR Part 121, Subpart G of EAR Part 125, 
Subpart I of FAR Part 127 and Subpart J of EAR Part 135. 
Training records are required to be maintained on each individual 
to show compliance with EAR Section 145.39(e). 

NOTE 2: No person may perform a required inspection on work covered 
by Section 145.2 if that person performed the item of work to be 
inspected. 
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FIGURE 12. AUTHORITY AND ROSTER OF AUTHORIZED INSPECTION 
PERSONNEL (OWIRLW 

owe of o a r w Y ) 
REPAIR Somas - DfSPECriOM WPCgXBES MttRML 

Section: II 
r%c ib. 3 
Title: Authority and Roster of 

Aulhuiized Inspection 
Personnel 

Issue Date: 7A/78 
AUTHORITY DELBGATIOK (ODWnHOED) 

For a complete li»t of dudes, see Chief Inspector's duties. 
The inspector will signify acceptance of work performed by steeping the 
appropriate box on the work order or inspection form along with the date 
the work is accepted. 
Log book entries. Inspection forms, and FAA forms oust be signed using full 
name and in Ink by the Inspector completing the inspection. 
A master list shall be nnHnt- j r in t iH with each Inspector's full name, initials 
and stamp in this section of the repair station manual (or In the repair 
station as applicable). A stamp issued to an inspector will be destroyed when 
an Inspector no longer acts as a member of the inspection department, and that 
ember will not be reissued. 
A l l Inspectors are authorized to return to service aircraft and/or component 
for which the repair station is rated after annual Inspection, major 
alteration or major repairs have been completed. 

APPROVED:J?. M. 
General Manager 

15 



AC 145^ 2AV81 
Appendix 1 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

SECTION m 

PERSONNEL & TRAINING 

16 

FIGURE 13. SECTION III - PERSONNEL & TRAINING COVER PAGE 
NOTE: This information is not required by EAR to be included 

in this manual, except die procedures for training inspection 
personnel. Companies vho desire, may include this infor­
mation in its manual for all personnel. 
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FIGURE 14. TRAINING INFORMATION 
Reference: FAR Section 145.39(e) and Section 145.45. This page should 
identify tfiat methods are to be used. The records should reflect the 
methods, type, length of training, vfaere and vhen it was received. The 
records should be kept current. 

T r a i n i n g o f repa i r s ta t ion Inspectors and other personnel w i l l be 
accomplished by classroom i n s t r u c t i o n plus f a c t o r y and on the job 
t r a i n i n g as necessary. 

Classroom t ra in ing w i l l be accomplished by the maintenance manager, 
c h i e f inspector or f a c t o r y f i e l d serv ice representa t ives . 

Factory t r a i n i n g w i l l be scheduled as necessary for personnel to become 
f a m i l i a r w i t h new a i r c r a f t and av ia t ion products or product 
improvements. 

Current records w i l l be maintained f o r each employee by the general 
manager on Form 123, Record o f Buployee's T r a i n i n g . The record w i l l 
ind icate the type o f t ra in ing (de ta i l ed ) , method, durat ion , date o f 
completion, locat ion and include the name of the i n s t r u c t o r that 
conducted the classroom and on the job t r a i n i n g . Copies o f the 
c e r t i f i c a t e s issued f o r fac tory t ra in ing w i l l be kept I n employee's 
f U e . 

(NAME OF COMPANY) 
REPAIR STATION - IKSPECTIOM H&SDUI IRES MANUAL 

Section: H I 
Page No. 1 
T i t l e : T ra in ing 
Issue Date: 7/1/78 

APPROVED: &• 4?*-° 
General Manager 
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FIGURE 15. EMPLOYMENT SUGARY 
Reference: FAR Section 145.43(b) (1) through (5). This information is not 
required by regulation to be kept in this manual, but is required to be 
available in the repair station, it is suggested that this information not 
be made part of this manual so that a revision to the list would not require 
a revision to the manual. A company who desires, may include it in It 
manual. In either case, a separate summary is required for each person that 
is listed in Section II, Pages 1 & 2. It should contain the information as 
shown on the sample for each person to show compliance with the regulations. 

NOTE 1: It should be in the format of the referenced regulation. 

NOTE 2: It is recommended that space be provided at the end of each 
sumnary for the individual's signature. 

NOTE 3: This summary is required to be maintained in accordance with 
Section 145.43(c) through (e). 

O W E OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Sect ion: I I I 
Page No: 2 
T i t l e : Employment Sumnary 
Issue Date: 7/1/78 

Name: Harry Jones T i t l e : Chief Inspector 

Scope of present employment: "Has complete repa i r s ta t ion inspection 
r e s p o n s i b i l i t y . Type c e r t i f i c a t e ( s ) rating(s5 f» n i i rber (s) A&Fl5fe02. 
Repairman Q36891 Instruments & P r o p e l l e r s . T o t a l years experience: 3Qyrs. 

Hark Record 

From To Employer and address Pos i t ion 
1. 1-48 2=35 A.B .C . Aviation - Newton. New Vork A P Mechanic 
2. 2-58 5-65 A . B . C . Av ia t ion - Newton, New York Lead Mechanic 
3. 5-65 7-69 A . B . C . Av ia t ion - Newton, New Vork Shop Foreman 
4. 7-69 Present Elmo Av ia t ion - Fresno, Ca l i fo rn ia Chief Inspector 

Signed: WvlAA*. 9*̂ *>-« 
harry tones 

APPROVED: %£_>LX£*3B«L 
General Manager 
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FIGURE 16. SECTION IV - DUTIES AND RESPONSIBILITIES COVER PAGE 
NOTE: This section should contain the duties and responsibilities 

of key positions by title (use separate page(s), one page for 
each position shown on the organizational chart in Section II). 
No names should appear in this section, only titles. Title 
should be the same as on the organizational charts and eleswhere 
in the manaul. The information contained on the following pages 
are examples. Place the applicable titles, duties, and 
responsibilities in the appropriate positions as they exist at 
your facility. Only the information relating to die continuity 
of inspection responsibility is required to be included in the 
manual. 

(HAME OF OObPAl 
REPAIR STATION - INSPECTION IEDURE MANUAL 

SECTION IV 

DUTIES AMD RESPONSIBILITIES 
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Kererence: sections 1*0. 
145.47, 145.49. and 145.55. " 

REPAIR STATU 
(NAME OF COMPANY) 

m - tmspeOToh prq( iCEDUKES MANUAL 

Sect ion: I V 
Page No: 1 
T i t l e : Duties and Responsib i l i t ies 
Issue Date: 7/1/78 

GENERAL MANAGER 

The general manager i s responsible to the v i c e president o f technical 
serv ices fo r the complete o v e r a l l operations o f the repair s t a t i o n , 
including the adequate housing and f a c i l i t i e s and the continued 
maintenance thereof . I n addit ion the general manager i s a lso 
responsible: 

For providing adequate t r a i n i n g , equipment, mater ia ls and competent 
personnel pert inent to the operations of the repa i r s ta t ion i n order 
that i t may comply w i th a l l applicable Federal Av ia t ion Regulations 
(FAR) and manufacturer's reccnmendations. 

To ascerta in that adequate f i r e f i g h t i n g equipment i s avai lable at 
the repa i r s t a t i o n . 

l b establ ish standards to ascertain that adequate safety precautions 
are observed. 

To estab l ish procedures to determine the need for o r i g i n a l 
and recurrent t ra in ing of personnel consistent w i th the work to be 
performed. Estab l ish l i a i s o n w i th a i r c a r r i e r s respecting applicable 
FAR requirements, when work for a i r c a r r i e r s I s to be performed. 

I n the absence of a maintenance manager or chief Inspector the 
general manager assumes the r e s p o n s i b i l i t i e s and delegates au thor i ty 
to qua l i f i ed personnel as dictated by FAR Part 165 and FAR Part 43, 
to release a i r c r a f t for serv ice a f ter repa i r or Inspect ions. 

The general manager may delegate a l l dut ies assigned to any qua l i f ied 
ass is tant as necessary however, such delegation does not r e l i e v e die 
general manager o f the o v e r a l l r e s p o n s i b i l i t i e s . 

APPROVED: 
General. Manager 
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FIGURE 18. DUTIES AND RESPONSIBILITIES - CHIEF INSPECTOR 
Reterence: FAR Sections 14b.3!?, 14b,4b, 14b.4/, 14b.55, 145.57, and 145.59 

(NAME OF COMPANY) 
REPAIR STATION - 1MSPECT16N PROCEDURE MANUAL 

CHIEF INSPECTOR 

The chief Inspector i s responsible to die general manager for the carer a l l 
operation of the Inspection department and, as such, w i l l hove the f i n a l 
a u t h o r i t y i n the releasing to serv ice of air f rames, engines, p rope l le rs , 
appliances and the component parts thereof . In addi t ion , the inspector 
i s responsible for d i r e c t i n g , planning and lay ing out die de ta i l s of 
inspect ion standards, methods and procedures used by the repai r s ta t ion i n 
complying wi th a l l applicable Federal Av ia t ion Regulations, manufacturer's 
spec i f ica t ions and reconmendations. 

I t i s the chief inspector 's duty t o : 

Sect ion: IV 
Page No: 2 
T i t l e : Duties and Responsib i l i t ies 
Issue Date: 7/1/78 

1. A s s i s t , supervise and d i rec t a l l personnel assigned to the inspection 
department. 

2. Ascer ta in that e l l inspections are proper ly per formed on a l l completed 
work and that the proper inspection records, reports and forms used by the 
repa i r s ta t ion are proper ly executed pr io r to releasing the product for 
r e t u r n to s e r v i c e . 

3. Maintain and keep current a f i l e of pert inent Federal Av ia t ion 
Regulations, spec i f i ca t ions , type c e r t i f i c a t i o n data sheets, and 
airworthiness d i r e c t i v e s . 

4. Determine that a l l technical data on a l l a r t i c l e s overhauled or repaired 
by the repa i r s ta t ion are secured and kept current wi th l a tes t rev is ions by 
the respect ive department inspectors . Th is data w i l l include repa i r 
s t a t i o n ' s process spec i f ica t ion for l imi ted ra t ing special ized serv ices , 
manufacturer's overhaul manuals, serv ice b u l l e t i n s , part spec i f ica t ions , 
re la ted Federal Av ia t ion Administrat ion approved data and other technical 
data used by the repair s t a t i o n . I n add i t ion , assure that a l l m i l i t a r y 
technical orders used in the overhaul and repair o f components have been 
evaluated and approved by the FAA. 

APPROVED: 
General Manager 
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O W E OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Sect ion: IV 
Page No: 3 
T i t l e : Duties and Responsib i l i t ies 
Issue Date: 7/1/78 

CHIEF INSPECTOR (CONTINUED) 

5. Assure that per iodic checks are made on a l l Inspection tools and the 
c a l i b r a t i o n o f precis ion test equipment used by the repair s tat ion and 
mechanics who have the i r own prec is ion equipment. Futher assure that a 
current record of those inspections and test i s maintained. 

6. Determine that no d e f e c t i v e , unserviceable, or unairworthy parts are 
ins ta l l ed i n any component or a r t i c l e s released by the repa i r s t a t i o n . 

7. Submit reports of defects of vnairworthy condit ion I n accordance w i t h 
FAR 145.63. 

8. Assure the proper execution of FAA Form 337 when requ i red , and/or a 
maintenance re lease . 

9. Accomplish the f i n a l acceptance of a l l incoming mater ia l , including new 
p a r t s , supplies and the airworthiness o f a r t i c l e s on which work has been 
performed outside the repa i r s ta t ion by contract . 

10. Conduct the pre l iminary , hidden damage, in -progress , and f i n a l 
inspection of a l l a r t i c l e s processed by the repai r s ta t ion and record 
r e s u l t s as out l ined i n th is manual. 

11. Oversee the proper tagging and i d e n t i f i c a t i o n of a l l parts and 
components as outl ined i n th is manual 

12. Provide for cont inu i ty of inspection r e s p o n s i b i l i t y , assuring 
completion o f required inspection when personnel s h i f t or assignment changes 
occur . 

APPROVED: y & >K>. 
General Manager 
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FIGURE 18. DUTIES AND RESPONSIBILITIES - CHIEF INSPECTOR (CONTINUED) 
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FIGURE 18. DUTIES AND RESPONSIBILITIES - CHIEF INSPECTOR (CONTINUED) 

CHIEF INSPECTOR (CONTINUED) 

13. See that rejected and unserviceable parts are handled i n such a way aa 
to prevent the i r reuse as serviceable par ts . 

14. Ascer ta in that a l l inspections are proper ly performed on a l l completed 
work before i t i s approved for r e t u r n to s e r v i c e , and that the proper 
inspect ion and maintenance records , r e p o r t s , and forms required for such 
re lease are proper ly executed. 

15. Maintain f i l e s of completed work orders and Inspection farms i n such a 
manner that the f i l e pertaining to a speci f ic item repaired can be r e a d i l y 
located f o r rev iew. 

16. Inspect a l l rad io work that requires the q u a l i f i c a t i o n o f an A&P 
mechanic, such as airframe s t r u c t u r e s , airframe e l e c t r i c a l w i r i n g , and 
weight and balance. 

Note: The ch ie f inspector may delegate a l l duties assigned 
t o any qua l i f i ed assistant as necessary, however, such 
delegation does not r e l i e v e the ch ie f Inspector of the 
o v e r a l l r e s p o n s i b i l i t i e s . 

CNAMS OF COMPACT 
REPAIR STATION - TNSJBCTION" PI MANUAL 

Sect ion: I V 
Page No: 4 
T i t l e : Duties and Responsibi l i t ies 
Issue Date: 7/1/78 

APPROVED: s 9 . > H . . 
General manager 
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FIGURE 19. DUTIES AND RESPONSIBILITIES - MAINTENANCE MANAGER 
Reference: FAR Sections 145.35. 145.37, US.39, 145.45, 145.47, 145.55, 
145.57. 145.59, and 145.61. 

(NAM5 OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Sect ion: TV 
Page No: 5 
T i t l e : Duties and Responsibi l i t ies 
Issue Date: 7/1/78 

MAINTENANCE MANAGER 

The maintenance manager is responsible to the general manager for the 
operation of the repair s t a t i o n . 

I n add i t ion , the maintenance manager i s responsible f o r ; 

1. Tra in ing and ass is t ing subordinates i n the proper work procedures and 
pract ices to be fol lowed. 

2. Maintaining a l l hangar and shop equipment and tools i n a serviceable 
working cond i t ion , assuring that periodic checks and ca l ibra t ions are made 
on special tools and test equipment, and that current records are maintained 
o f those tes ts and c a l i b r a t i o n s . 

3. Ascertaining that a l l necessary maintenance ent r ies on maintenance forms 
and work orders used by the repai r s ta t ion are proper ly executed by the 
responsible mechanics. 

A . Maintaining the premises o f the repair s ta t ion i n a clean and o r d e r l y 
manner. 

5. I n i t i a t i n g purchase requ is i t ions for stock as requi red . 

6. Assuring that the personnel i n the maintenance department do qua l i ty 
work. 

7. Conducting periodic d r i l l s for the purpose of Indoctr inat ing personnel 
i n the proper use and locat ion o f f i r e f igh t ing equipment, and checking the 
equipment p e r i o d i c a l l y for s e r v i c e a b i l i t y and adequacy. 

APPROVED: J?.>VC. 
General Manager 
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FIGURE 19. DUTIES AND RESPONSIBILITIES - MAINTENANCE MANAGER (CONTINUED) 

(NAME OF OOMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Section: IV 
Page Kb: € 
Title: Duties and Responsibilities 
Issue Date: 7/1/78 

MAINTENANCE MANAGER (CONTPJUEP) 

8. Indoctrinating the personnel in observing the safety precautions relevant to the functions for which they nay be utilized. 
9. Making available to the departments under the maintenance manager's 
control the required technical data on all aircraft, engines, and appliance, 
for the maintenance accomplished and keeping the data current with latest 
revision. The data will include manufacturers' maintenance and overhaul 
manuals, service bulletins, parte specifications, related Federal Aviation 
Administration approved data, and any other technical data used by the 
repair station. 
10. Assuring the proper handling of all parts while in repair process and 
when work is completed. 
11. Maintaing the preservation of all units or parts during the work 
process, installation and storaae. 

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. 

APKOVEDi «Y9 • H i * . .̂ U-UD 
General Manager 
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FIGURE 20. DUTIES AND RESPONSIBILITIES - AVIONICS MANAGER 
Reference: FAR Sections 145.35, 145.37, 145.39, 145.45. 145.47, 145.57. 
145.59 and 145.61. 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PFOCEEVRFS WtfTOL 

Section: IV 
Page No: 7 
Title: Duties and Responsibilities 
Issue Date: 7/1/78 

AVIONICS MANAGER 
"The avionics manager is responsible to the general manaqer for the Overall 
operation of the avionics department. 
In addition, the avionics manaqer is responsible for: 
1. the planning, direction and coordination of activities within the 
department, and the planning of its activities in conjunction with other 
departments, as required. 
2. Assuring that the repair and overhaul of all articles and ccmponents 
within the avionics manager jurisdiction is acccrnplished within the 
authority of the repair station and that the work is inspected by the 
inspection department. 
3. Training and assisting subordinates in the proper work procedures and 
practices bo be followed. 
4 . Making available to the avionics department the required technical data 
on all articles overhauled or repaired by the avionics department and 
keeping the data current with latest revisions. The data will include 
manufacturers' overhaul manuals, service bulletins, parts specifications, 
related Federal Aviation Administration approved data and any other 
technical data used. 
5. The maintenance of all avionics department equipment and tools in a 
serviceable working condition, assuring that periodic checks and calibration 
are made on test equipment and that current records are maintained of those 
tests and calibrations. 
6. Ascertaining that all necessary maintenance entries on maintenance forms 
and work orders used by the repair station are properly executed by the 
responsible technicians. 
7. The quality of work performed by the personnel in the department. 

APPROVED: * P . >K.. r^tHUa 
General Manager 
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FIGURE 20. DUTIES AND RESPONSIBILITIES - AVIONICS MANAGER (ODNTINUED) 

(NAM5 OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Sect ion: TV 
Page No: e 
T i t l e : Duties and Responsib i l i t ies 
Issue Date: 7/1/76 

AVIONICS MANAGER (ODNTINUED) 

8. The proper handling o f a l l parts whi le I n repa i r process through the 
avionics shop and when work i s completed. 

9. The preservat ion o f a l l uni ts or parts during process through the 
avionics shop and when work i s completed. 

10. To Insure that the maintenance of the avionics department premises are 
kept i n a clean and o r d e r l y manner. 

11. I n i t i a t i n g purchase orders for stock as requi red . 

12. The maintenance o f a l l avionics department records. 

Note: The avionics manager may delegate a l l duties to any qual i f ied 
assistant as necessary, however, such delegation does not r e l i e v e 
the avionics manager of the o v e r a l l r e s p o n s i b i l i t i e s . 

APPROVED: «J. 
General Manager 
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FIGURE 21. DUTIES AND RESPONSIBIUTIES - STOCKROOM MANAGER 
Reference: FAR Sections 145.35 and 145.37 

2A3/31 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Sect ion: TV 
Page No: 9 
T i t l e : Duties and Responsibi l i t ies 
Issue Date: 7/1/78 

STOCKROOM MANAGER 

The stockroom manager i s responsible to the general manager fo r the 
operation o f the stockroom. 

I n add i t ion , the stockroom manager i s responsible: 

For i d e n t i f y i n g , c o n t r o l l i n g , segregat ing, and maintaining a l l stock and 
tools to a serviceable or unserviceable category as designated by the chief 
inspector . 

For the preservat ion o f a l l a r t i c l e s o r par ts , whi le ca r r ied i n inventory , 
including parts that are subject to deter iora t ion and s h e l f - l i f e 
s p e c i f i c a t i o n s . 

For cont ro l l ing the inventory . 

For d i s t r i b u t i n g to a l l pert inent departments any miscellaneous technical 
in format ion, e t c . , which i s received by the stockroom. 

For ascertaining that a s u f f i c i e n t supply of f i r e f igh t ing and safe ty 
equipment i s provided f o r use at f i r e stat ions i n hangars, shops, ramps, and 
veh ic les and for the i r replacement a f te r use. 

The stockroom manager may delegate to any qua l i f i ed assistant as necessary, 
however, such delegation does not r e l i e v e the stockroom manager o f the 
o v e r a l l r e s p o n s i b i l i t i e s . 

APPROVED: ̂C?. Hy. 
General Manager 
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FIGURE 22. SECTION V - INSPECTION SYSTEM COVER PAGE. 

AC 145-3 
Appendix 1 

NOTE: This section contains some areas that may be considered 
in excess of minimum FAR requirements. In order to produce 
satisfactory quality control those additional procedures 
were required. 

REPAIR STATION" 
(NAME OF COMPANY) 
- lNJmTlCKTTOCHHJEES MANUAL 

SECTION V 

INSPECTION SYSTEM 
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FIGURE 23. INSPECTION SYSTEM AND INSPECTION PERSONNEL. 
Reference: FAR Sections 145.45,"145.45(a). (b), ( 1JT(2 ), (3) and 
145.59(b)~ All inspectors should be certificated in accordance with FAR 

INSPECTION SYSTEM 
GENERAL 
The chief inspector Is responsible to the general manager for full 
compliance with all procedures outlined in this system as appropriate to any 
item being inspected, repaired, overhauled or altered by the repair station. 
The airworthiness of those items and compliance with record requirements of 
the operators of those items and of the repair station, depends upon 
conformity to the procedures of this system. 

INSPECTION PERSONNEL 
Inspection personnel are required to be thoroughly familiar with all 
inspection methods, techniques and equipment used in their area of 
responsibility to determine the quality of airworthiness of an article 
undergoing maintenance, repair or alterations. All personnel must also 
maintain proficiency in the use of the various types of inspection aids 
to be used for inspection of the particular items undergoing inspection. 
Available to all inspection personnel are current specifications involving 
inspection tolerances, limits, and procedures as set forth by manufacturer 
of the product undergoing inspection and other forms of Inspection 
information such as FAA airworthiness directives, manufacturers bulletins, 
etc. A file of maintenance manuals, engineering letters, service letters, 
FAA regulations, etc., are maintained in the inspection office. 
Inspection personnel assigned to repair station operations are required to 
familiarize themselves with FAA regulations applicable to such operations 
with particular emphasis on the following: 
FAR Part 21 - Certification Procedures For Products And Parts 
FAR Part 23 - Airworthiness Standards: Normal, Utility And Acrobatic 
Category Airplanes 
FAR Part 25 - Airworthiness Standards: Transport Category Airplanes 

FAR Part 39 - Airworthiness Directives 

APPROVED: + 9 , H O ' 

Part 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Section: V 
Page No: 1 
Title: Inspection System 
Issue Date: 7/1/78 

General Manager 
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FIGURE 23. INSPECTION AND INSPECTION PERSONNEL (CONTINUED) 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

sectiont V 
Page Hot 2 
Titlet Inspection system 
Issue Date: 7/1/78 

INSPECTION PERSONNEL {O3WHN0ED) 
FAR part 43 - Maintenance, Preventive Maintenance, Rebuilding and 
Alteration 
FAR Part 45 - Identification And Registration Marking 
FAR Part 65 - Certification: Airmen Other Than Flight Crewnembers 
FAR Part 91 - General Operating And Flight Rules 
FAR Part 145 - Repair Stations 
FAR Fart 121 - Certification and Operations: Domestic, Flag, and 
Supplemental Air Carriers and Ocmmercial Operators of large Aircraft 
FAR Part 125 Certification and Operation Rules for Certain large Airplanes 
FAR Part 135 - Air Taxi Operators And Oanmercial Operators 
INSPECTORS, MECHANICS AND SUPERVISORS 
All supervisors, inspectors and mechanics are required to be thoroughly 
familiar with the requirements of this manual, FAA regulations, 
airworthiness directives and advisory circulars, manufacturers service 
letters and bulletins and engineering orders. The basic inspection system 
requires mechanics to sign their last name for work performed by them prior 
to submitting the item to inspectors for final acceptance. Inspectors will 
indicate their acceptance of work performed with the application of the 
inspector's acceptance stamp next to the item on the work forms. See 
Section VI of this manual for sample forms and instructions for their use. 

APPROVED: «P. >*V. /£r-»-0 
General Manager 
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FIGURE 24. INSPECTION OQNTTMJITY 
Reference: FAR Sections l45'14l>(f) and 145.61. This section should show by 
title, who performs the inspection, the forms to be used, and disposition 
of the records. The inspection continuity should encompass incoming 
materials, preliminary hidden damage and final inspection where applicable. 
It should include items as they progress through various stages of repair, 
overhaul or modification, including other inspections, test and calibra­
tions (Rockwell Hardness Test, Magnflux, Ultrasonic X-ray, etc.), adjusting 
or calibrating VOR, LtC or IIS equipment. It should establish a system for 
passing along the continuity of inspection and other maintenance from one 
shift or person to another. It should reference manufacturer's inspection 
standards for the maintenance of the particular items. 

CONTINUITY OF INSPECTION RESPONSIBILITY 

Through a " l i n e of Succession" l i s t maintained by the ch ie f inspector , 
h is duties are assured of performance as "Acting Chief Inspector . " 

A status book w i l l be provided i n the hangar and each shop i n which a 
status repor t w i l l be l e f t by each of the inspectors leaving the job 
before completion o f a p r o j e c t , f o r information to the succeeding 
inspector . I t s purpose i s to assure a continuing inspection responsi ­
b i l i t y f o r in-progress work inspect ions. 

A l l forms upon which work performed i s l i s t e d have been designed to show 
the name o f the mechanic, or repairman who performs the work (or supervises 
i t ) and the name of the inspector inspecting that work. 

A project invo lv ing work other than inspection o n l y , may not be approved f o r 
r e t u r n t o serv ice unless i t has been cleared by the c h i e f inspector as 
s a t i s f y i n g the requirements of FAR 1A5.61, and lA5.59(a) . 

Samples o f work forms, inspect ion forms, and ins t ruc t ions for completing 
them, are contained i n Section V I o f th is manual. 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Sect ion: V 
Page No: 3 
T i t l e : Inspection System 
Issue Date: 7/1/78 
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FIGURE 25. INCOMING MATERIALS 
Reference: FAR Section 145.^5(c). This section should explain how 
compliance is shown, how the inspections are recorded, classification of 
incoming materials, including checks for damage, preservation and shelf-life, 
identification of parts by part number, and the person responsible to 
perform the inspection (by title). In addition, it should describe the 
action to be taken when materials received do not meet specifications. 

(NAME OF COMPANY) 
KEPAIP STATION - INSPECTION PROCEDURES MANUAL 

Sectiont V 
Page No: 4 
Title: Inspection System 
Issue Dates 7/1/78 

CTBSS BECETVItC POLICY 
The chief inspector of the repair station (or designee) is responsible to 
Me that all incoming materials, AN or MS and other hardware, parts, 
component, equipment and other products procured Cor use by the repair 
station are subject to receiving inspection to assure conformance to part 
number, purchase order and/or other applicable specifications. A record of 
such inspections will be recorded on repair station Form 214, Recievinq 
Inspection. Any products that fail to meet applicable specifications will 
be red tagged as unserviceable, listing the discrepancy and be returned to 
the stockroom manager for return to vendor, lb preclude those parts from 
being used, the stockroom manager will place such items in the locked 
holding area until they are repacked for shipping back to the vendor. 
CPBRAL TEST KBQUIPEHEWTSi 
1. New components manufactured under a type or production certificate, 
or in accordance with a Technical Standard Order (or similar ERA approved 
technical data), or components which nave been rebuilt by the manufacturer 
to production specifications, require a visual receiving inspection. 
2. Any repaired or overhauled components received from an PRA certificated 
repair station do not normally require more than.a visual receiving 
inspection before being returned to service. Pepaired or overhauled 
components that are received from other than an SM certified repair 
station, in addition to the normal receiving inspection, will be 
functionally checked before being returned to service. 
3. Ml components requiring a functional check are muted to the proper 
repair station shop for the accomplishment of this check. 

SOTfit Functional checks are performed in accordance with instructions 
contained in the appropriate manufacturer's publications. 
However, if such specific instructions are not available, 
functional check requirements will be determined by the chief 
inspector, and issued on a form to provide a means of recording 
compliance therewith. 

APPROVED: 
G&ttSAL MANAGER 
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fflAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Sect ion: V 
Page No: 5 
T i t l e : Inspection System 
Issue Date: 7/1/78 

PARTS RECEIVING POLICY (CONTINUED) 

NOTE: Functional checks are performed in accordance w i th instruct ions 
contained i n the appropriate manufacturer's publ icat ions. 
However, i f such spec i f ic ins t ruc t ions are not ava i lab le , 
funct ional check requirements w i l l be determined by the chief 
inspector , and issued on a form to provide a means of recording 
compliance therewi th . I f su i tab le test f a c i l i t i e s are not 
ava i lab le in repa i r s t a t i o n , components may be funct iona l ly 
checked i n the a i r c r a f t . I n any case, a l l funct ional checks 
must be monitored and recorded by the chief inspector or 
designee. 

4. The Supervisor - Qua l i t y Control may request a funct ional check o f any 
component overhauled or repaired by any agency, when of the opinion that 
such a check i s required i n order to re tu rn the component to s e r v i c e . 

5. A l l adheslves, sea lers , pr imers, f in ish ing and other materials having 
l imi ted s h e l f - l i f e are i d e n t i f i e d by material contro l labels showing the 
e x p i r a t i o n date of the s h e l f - l i f e as established by applicable 
s p e c i f i c a t i o n s . Inspectors and mechanics w i l l dispose o f any materials 
found i n the shop or store rooms without such i d e n t i f i c a t i o n or wi th expired 
s h e l f - l i f e . 

6. The detai led functions of mater ial inspection are covered by the 
manufacturer's qua l i t y assurance d i r e c t i v e and inspection b u l l e t i n s which 
w i l l be used to implement the operation of the repai r s ta t ion with respect 
to the cont ro l and i d e n t i f i c a t i o n o f mater ia ls , parts and equipment received 
f o r d i rec t use i n the repa i r s t a t i o n . A l l parts new or overhauled purchased 
from vendors w i l l be checked for proper approval documentation p r io r to 
release for I n s t a l l a t i o n by the repai r s t a t i o n . 

APPROVED: J>* »C. 
General Manager 
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FIGURE 26. WORK ORDER 
Reference: FAR Section 145.61. The work order should have an identifi-
cation number, show the name of the repair station, address and the FAA 
assigned repair station number. It should show the customers name and 
address, complete identification of the items worked on, detailed 
instructions for work to be accomplished and space or reference instructions 
for work to be accomplished. For the work accomplished sign off space for 
mechanics and inspector. And instructions for sign off of work as 
acceptable to the company. 

(NAME OF COMPANY) 
REPAIR STATION - INSPPCTIQy PROCEDURES MANUAL 

Sections V 
Page No: 6 
Title: Inspection System 
Issue Date: 7/1/18 

WORK ORDER 

Upon receipt of a work request for maintenance or alteration on an 
airframe, engine, accessory, propeller, instrument, radio or a 
product requiring a specialised service covered by the repair 
station certificate, the maintenance department will issue a (name 
of company) Repair Station Work Order Form 1234 to authorize that 
work to be accomplished. The form is prenumbered and that number will 
be the basic reference for the product's maintenance record. The work 
order will specify the work to be accomplished. The work order will be 
supplemented as necessary with detailed inspection instructions along 
with applicable forms, to assure proper inspection and repair of the 
unit involved. The number of additional forms used will be identified on 
the work order. The original of the printed and numbered work order form 
will be retained in the maintenance manager's office. 

A logbook will be maintained in the maintenance manager's office for 
recording each work order In numerical order, identifying the customer, the 
product for which it was issued along with the manufacturer serial number, 
special Instructions and the work accomplished. 
It will be the responsibility of the respective shop manager and chief 
inspector bo assure that proper supplemental Instructions are furnished to 
assure proper progressive servicing, inspection and testing of the product 
involved. 
Mechanics will enter work accomplished and use last names to sign off that 
work on the form. Inspectors will use their inspection stamp to sign off 
Inspections. A list of inspectors and stamp numbers are contained in this 
manual under Section II, Page 2. 
See copy of work order and supplemental forms in Section VI of this manual. 

APPBCVED: « P . He. <>«HLO 
General Manager 
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(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Sect ion: V 
Page No: 7 
T i t l e : Inspection System 
Issue Date: 7/1/78 

RECORD OF WORK 

A detai led record sha l l be kept o f a l l work performed by the repa i r s t a t i o n . 
A copy o f each Work Order Form 1234 w i t h a l l attached supplementary form(s) 
w i l l be maintained i n the repa i r s ta t ion records sec t ion . A separate f i l e 
area i s provided for a l l paper wnrk associated w i t h the repai r s ta t ion 's 
work a c t i v i t i e s . Each work record i s checked by an inspector for work 
accomplished, parts used, signature of mechanic and inspectors who performed 
maintenance. Records are maintained i n a c t i v e f i l e for two (2) years then 
t ransfer red to dead storage for 5 addi t ional y e a r s . 

APPROVED: *3>>*f &—Jb 
General Manager 
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FIGURE 27. RECORD OF WORK 
Reference: FAR Section 145.61. A copy of the work order with all 
attachments should be on file as a permanent record of all work 
accomplished, the record should reflect the signature of each mechanic 
and inspector that performed maintenance on each unit, it should 
reflect exactly what work was accomplished. It should show all of the 
parts used. The records should be maintained for a period of not less 
than two years. 
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(NfiHF, OF COMPACT) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Section: V 
Page NO: 8 
Title: Inspection System 
Issue Date: 7/1/78 

PRELIMINARY INSPECTION 
The Chief Inspector of the repair station is responsible for the 
performance of appropriate inspections including functional and nondestructive 
tests to assure that all units delivered to the repair station for maintenance, 
alteration or repair under the privileges of the repair station certificate are 
subjected to a preliminary inspection to determine the state of preservation 
and any defects on the items involved. This inspection will be recorded on the 
Preliminary Inspection Form 567 with any discrepancies noted and the form must 
be attached to the work order identified with the unit involved. It will 
remain with the applicable inspection records until the unit is released for 
service. Appropriate supplemental forms will be used to record the results of 
functional and nondestructive tests. Those forms will show the work order 
number and will be routed attached to the work order. 

Before any work is begun, the Chief Inspector will, in the case of work to 
be performed for an air carrier under the continuous airworthiness 
requirements of FAR Parte 1?1, 125, 127, or 135, make sure that all 
necessary current Information and specifications are included or referred 
to in the work instructions that are to accompany the article through the 
repair station, and that the work is done in accordance with the air 
carrier's manual. 

APPROVED: 
General Manager 
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FIGURE 28. PRELIMINARY INSPECTION. 
Reference; FAR Sections 145.2 and 145.45(d. This information should 
indicate who is to perform the inspection, the method of inspection and any 
special testing requirements. Instructions should include the type of form 
to be used, how defects noted are recorded and the requirement to make them 
part of the work order. 
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FIGURE 29. HIDDEN DAMAGE INSPECTION 
Reference: FAR Section 145.45(e). This section should describe who 
is to perform the inspection (by title), the depth (should include 
areas adjacent to obviously damaged members or components), how the 
inspection will be recorded, the recording and handling of any defects 
noted and the requirement to make the inspection a part of the work order. 

INSPECTION FOR HIDDEN DAMAGE 

The pre l iminary inspection i s not l imi ted to the area o f obvious damage 
or de ter iora t ion but includes a thorough and searching inspection for 
hidden damage i n areas adjacent to the damaged area and/or i n the case 
o f d e t e r i o r a t i o n , a thorough rev iew o f a l l s imi lar mater ials or 
equipment i n a given system or s t r u c t u r a l area. The scope of th is 
inspection w i l l be governed by the type of un i t involved w i t h special 
considerat ion accorded previous operating h i s t o r y , Malfunction or 
Defect Reports, serv ice bu l l e t ins and AD notes applicable to the unit 
i n v o l v e d . The inspector i s responsible for l i s t i n g a l l discrepancies 
noted during inspection on the work order p r i o r to release for r e t u r n 
t o s e r v i c e . See Section V I o f th is manual for proper forms and 
ins t ruc t ions for using them. 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Sect ion. V 
Page No: 9 
T i t l e : Inspection System 
Issue Date: 7/1/76 
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FIGURE 30. RECORD OF INSPECTION 
Reference: FAR Sections 145.59(a), 145.59(d) through (f) and 145.61. 
This section should explain how the results of required inspections are 
recorded and made part of the applicable work order. 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Section: V 
Page No: 10 
T i t l e : Inspection System 
Issue Date: 7/1/7E 

PROGRESSIVE INSPECTION 

Authorized inspectors w i l l be assigned to make inspections at var ious 
stages of t e a r d o W J , overhaul , and repair of a l l uni ts or components 
received by the repair s ta t ion for s e r v i c e . Progressive inspections 
are accomplished wi th a frequency determined by applicable manual 
recorrmendations and/or repair s ta t ion or ig inated work forms. 

MAJOR REPAIR AND ALTERATION AIRCRAFT AND COMPONENTS 

Following the pre l iminary inspect ion , addit ional records may be 
prepared by the inspection department to provide a comprehensive 
h i s t o r i c a l record of the work performed. These records w i l l contain 
work o rders , serv ice b u l l e t i n s , AD notes , service l e t t e r s , type of 
inspect ion , detai led f igures related to funct ional tests and special 
nondestruct ive tests to be accomplished. The approved engineering or 
other approved technical data author iz ing the repair or a l te ra t ion 
w i l l be c l e a r l y indicated. Where special drawings are made to cover 
spec i f i c repai r condi t ions, a copy of the drawing w i l l be included i n 
the a i r c r a f t records. 

Units removed from the a i r c r a f t w i l l be tagged wi th the appropriate 
inspection i d e n t i f i c a t i o n tag l i s t i n g the a i r c r a f t s e r i a l number, uni t 
s e r i a l number and reason for removal. 

No item removed and tagged as above described w i l l be r e i n s t a l l e d 
unless the uni t i s cleared as "serviceable" by inspect ion. 

REPAIR, ALTERATION AND OVERHAUL ACCESSORIES AND APPLIANCES 

Self-contained accessory and appliance uni ts such as actuators, punps, 
v a l v e s , generators, e t c . , which, a f ter prel iminary inspect ion , have 
been established as e l i g i b l e for overhaul or r e p a i r , w i l l be ident i f i ed 
w i t h a green repairable part tag w i th appropriate repair instruct ions 
entered on the face o f the tag, as authorized by the work order . No 
such un i t sha l l be approved for returned to serv ice without a maintenance 
release tag authoriz ing i t s r e t u r n to s e r v i c e . 

APPROVED: ?W. A*-*JQ 
General Manager 
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(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Sect ion: V 
Page No: 11 
T i t l e : Inspection System 
Issue Date: 7/1/78 

INSPECTION PROCEDURES 

The Chief Inspector i s responsible for the complete and e f f i c i e n t 
performance of inspections assigned to the repair s ta t ion to assure 
Inspect ion acceptance i n accordance with manual speci f icat ions or other 
approved technical data. 

Shop supervisors are responsible for the accomplishment of a l l work i n 
accordance wi th manual speci f icat ions or other approved technical data. 
The work done under the repa i r s t a t i o n ' s Limited Rating- Specialized 
Service Nondestructive Inspection by X - r a y , magnetic p a r t i c l e , eddy 
current or u l t rasonic must be accomplished i n accordance w i t h the (name 
o f company) FAA approved process spec i f ica t ion NDT-1 dated 7/1/78. 

A l te ra t ions and repa i r w i l l be subject to progressive inspection by die 
inspect ion department. Discrepancies generated during the process of 
accomplishing the work involved w i l l be recorded on die appropriate 
work forms. Discrepancies so recorded w i l l be corrected before the 
u n i t i s submitted for f i n a l inspect ion . Upon completion of th is 
progress ive inspect ion, die area affected i s g iven a shakedown 
inspect ion and a f te r a l l rework i s accomplished and accepted, the 
inspection w i l l c lear the uni t for f i n a l acceptance. 

Upon completion o f a spec i f ic operat ion, the mechanic w i l l s ign o f f the 
records using h is signature indicat ing that the Item is complete and 
ready for inspect ion. The act ion accomplished to correct a speci f ic 
discrepancy w i l l be noted under each item on the work order . 
The Inspector w i l l then inspect the item to assure conformance to 
speci f ica t ions and established workmanship standards. Functional 
checks o f any system affected by the work involved w i l l be accomplished 
before f i n a l acceptance. Inspection acceptance w i l l be indicated by 
the inspector 's stamp. 

APPROVED: * 0 . H ; A f % * 
General Manager 
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FIGURE 30. RECORD OF INSPECTION (CONTINUED) 
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(RAMS OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Sect ion: V 
Page No; 12 
T i t l e : Inspect ion System 
Issue Date: 7/1/78 

MAINTENANCE INSPECTION-

One-hundred hour and progressive Inspect ions, inspections o f amateur 
b u i l t a i r c r a f t and a i r c r a f t on FAR Section 91.217 programs w i l l be 
accomplished i n accordance w i t h the Inspection cards or inspection 
schedule provided for each spec i f ic model a i r c r a f t . The inspection 
paperwork w i l l be supplemented as necessary to cover items to be 
replaced for t i n e , special inspection items, discrepancies and 
airworthiness d i r e c t i v e s . A l l 100-hour arid annual inspection paper­
work w i l l comply w i th FAR Part 43 Appendix D. 

No a i r c r a f t w i l l be returned to serv ice fol lowing en inspection as 
out l ined above u n t i l a l l discrepancies a f fect ing airworthiness have 
been corrected . 

Maintenance supervisors are responsible for screening completed work 
orders covering work performed in the i r assigned area to assure that 
a l l Items on the work order have been c leared, that there are no open 
discrepancies and that a l l major work accomplished i s covered by 
approved data. I n spec t ier, w i l l recheck to assure compliance with th is 
s e c t i o n . 

A f t e r work orders have been screened tor completeness and accuracy, 
they are routed to the maintenance manager's o f f i c e . Such inspection 
and work records w i l l be retained i n ac t ive f i l e for a period o f not 
less than two years (as required by FAR Part 145) and then t ransferred 
t o dead storage tor 5 addi t ional yea rs . 

CONTINUITY OF MAINTENANCE RESPONSIBILITY 

A status book w i l l be provided i n the hangar and each shop i n which a 

status report w i l l be entered by each o f the lead mechanics informing 
the next s h i f t o f the status of each job not completed. I t s purpose i s 
to assure a continuing maintenance r e s p o n s i b i l i t y for work i n 
progress. 

APPROVED: J)' X"' / J * * * 
General Manager 
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FIGURE 30. RECORD OF INSPECTION (03NTINUED) 
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FIGURE 31. HANDLING OF PARTS 
Reference: FAR Sections 145.35, 145.35(a)(3), 145.35(d) 145.35(a)(4) and 
145.35(e)~ This section should explain conpliance: with the rule. 
Processing of parts, identification, tag, segregation, protection from 
damage and/or contamination, parts finishing, preservation, stock control 
and shelf-life. 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PBXEDURES MANUAL 

Sect ion: V 
Page No: 13 
T i t l e : Inspection System 
Issue Date: 7/1/78 

HANDLING OF PARTS 

A l l items or components undergoing maintenance, repai rs and/or 
a l te ra t ions i n the repai r s ta t ion shal l have the component parts 
segregated and i n containers In order to assure that a l l parts of the 
same u n i t ( s ) are kept together. Suitable t r a y s , racks, stands and 
pro tec t i ve coverings (as required) are to be provided i n shop areas to 
ensure maximum protect ion of a l l pa r ts . Rejected parts w i l l be 
i d e n t i f i e d by the use of a red r e j e c t tag and f i n a l d ispos i t ion w i l l be 
the r e s p o n s i b i l i t y o f the Supervisor - O j a l i t y Cont ro l . 

TAGGING AND IDENTIFICATION OF PARTS 

The fol lowing i s our four (4) tag system: 

White tag - Used for i d e n t i f i c a t i o n of uni t and customer o n l y . To 
be completed by shop supervisor or a designated 
employee. 

Green tag - W i l l be attached to uni ts or parts requi r ing repa i rs or 
test and w i l l include work bo be performed. To be 
executed and signed by inspector o n l y . 

Ye l low tag - To be attached to completed un i ts t h i c h have received 
f i n a l Inspection and are approved for r e t u r n to 
s e r v i c e . The maintenance release i s printed or 
stamped on the reverse side of th is tag. (See 
Maintenance Release Statement , Section V , 
Page 21) . Th is release w i l l be signed by a designated 
person o n l y . 

Red tag - W i l l be attached to re jected par ts , pending f ina l 
d i s p o s i t i o n . I f re jected parts are i n large 
q u a n t i t i e s , they can be placed i n a special container 
marked "re jected p a r t s , " Th is tag to be completed by an 
inspector . 

APPROVED: j P « > » L / . 
General Manager 
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(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Sect ion: V 
Page No: 14 
T i t l e : Inspection System 
Issue Date: 7/1/78 

HANDLING OF PARTS (OCONTMJED) 

A H tags contain die fol lowing information: 

Manufacturer - model - part number - s e r i a l number - name o f part -
owner. 

The y e l l o w tag w i l l remain attached to the parts returned to die 
customer. 

The r e d , white and green tags w i l l be made a part of the work order 
f i l e . I f the rejected part i s returned to the customer, the red tag 
w i l l remain attached and a record w i l l be made on the work order 
showing die part was returned to the customer. 

PART FINISHING 

Painting and spraying i s accomplished i n an area segregated from the 
assembly areas. 

PRESERVATION OF PARTS 

Components are preserved in accordance w i th manufacturer's 
recommendations or other acceptable industry standards. To af ford 
protect ion against humidity, extreme temperatures, dust , rough handling 
o r other damage, the component w i l l be preserved by wrapping i n 
sui table conta iners , p las t ic bags, and/or r i g i d boxes containing 
sui tab le shock absorption mater ia l . 

Storage of "Repair Stat ion" preserved components w i l l be accomplished 
by s tor ing i n a separate "Repair Stat ion" locat ion maintained by the 
"Stores" department. The Location should provide maximum protect ion 
from physical damage, (Expand as necessary the preservat ion and 
storage requirements to su i t the products worked on under the repair 
s ta t ion r a t i n g s . ) 

SPS*-*1 L IFE 

For those items having a speci f ic shel f l i f e , Repair Stat ion Form 2468 
I s completed by the rece iv ing inspector during the f i r s t ten (10) 
calendar days o f each month. 

Gbmponenta or parts that have exceeded allowable she l f l i f e l im i ts w i l l 
be red tagged (Condemned) and w i l l be forwarded to the Supervisor, 
Qua l i ty Control f o r f i n a l d i s p o s i t i o n . 

APPROVED: J>. ?K* 
General Manager 
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(NftME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Section: V 
Page Not 15 
Title: inspection System 
issue Date: 7/1/78 

INCOMING MATERIAL 
All incoming material shall be inspected for quantity, quality, 
conformity to dimensions or specifications and state of preservation. 
At this time the cure date of material having shelf life shall be 
noted, and the older stock shall be used first provided it is not 
beyond manufacturer's specifications. 
HARDWARE. AND EQUIPMENT STORAGE 
The Stockroom Manager is responsible to the General Manager for the 
operation of the stockroom and is responsible for control ing, 
segregating and maintaining all stock and tools as to a serviceable or 
unserviceable category approved by die Chief inspector. 
In addition the Stockroom manager is required to: 
Properly store, segregate and protect materials, parts and supplies. 
Provide suitable storage facilities for storing standard parts, spare 
parts and assure that raw materials are separated from shop and 
working space. 
Provide tor the preservation of all articles or parts, while In 
inventory, that are subject to deterioration and shelf-life 
specifications. 
Only acceptable parts and supplies will be issued for any job. 
Acceptable industry practices shall be followed for the proper 
protection and storage of materials. (The standards for use by the 
repair station should be detailed here.) 

APPROVED: J.W*1' 
General Manager 

FIGURE 31. HANDLING OF PARTS (CONTINUED) 
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FIGURE 32. RECORD OF TEST AMD/OR CALIBRATION. This section should include 
in-house tests applicable to the repair station ratings and those contracted 
to outside agencies. It should include a requirement for the signature of 
the mechanic and/or inspector as appropriate. The record should identify 
the article by serial number or company assigned number. 

(NAME OF COMPANY) 
REPAIR STATION - INFECTION PROCEDURES MANUAL 

Section: V 
Page No: 16 
T i t l e : Inspection System 
Issue Date: 7/1/78 

RECORD OF SPECIALIZED INSPECTION. TEST AND/OR CALIBRATION 

Speci f ic nota t ions , a t tes t ing accomplishment, w i l l be made on ei ther 
Form A68 and/or appropriate pr inted work forms for recording special ized 
inspect ion , test ing and/or ca l ib ra t ion o f a component or a i r c r a f t . (See 
Section V I o f th is manual.) 

RECORD OF INSPECTIONS 

Where a record o f the inspection by dimensions, tests or ca l ib ra t ion i s 
required by the manufacturer's technical data such record sha l l be made 
on an appropriate form proper ly iden t i f i ed w i t h the Work Order;, i t must 
also be dated and signed by the mechanic performing the inspect ion, 
tes ts or c a l i b r a t i o n and/or the inspector as appropriate. 

RECORD OF TESTS AND CALIBRATION OF PRECISION EQUIPMENT 

A system is maintained on a l l precis ion test equipment that w i l l 
p roper ly i d e n t i f y each piece of equipment. A f i l e system is maintained 
to proper ly i d e n t i f y the equipment and record the date and person 
test ing or ca l ibra t ing each ind iv idua l piece o f precis ion equipment. 
(Give de ta i l s of system here , or state where i t can be obtained.) 

WORK BY OUTSIDE CONTRACTORS 

When test and/or ca l ibra t ions are performed by the fol lowing outside 
contractors they w i l l be required bo provide the records as outl ined 
above. ( L i s t here the outside agencies and the work for which they are 
contracted to do for the repair s t a t i o n . ) 

APPROVED: hi. 
General Manager 
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FIGURE 33. RECORD OF PRECISION TEST EQUIPMENT CALIBRATION. 
Reference: FAR Sections 145.47(b) and 145.57(b). Identify the person 
(by title) responsible tor the calibration and the test records. The 
records should include the manufacturer, model and serial or company 
assigned number, date of check, the method used to calibrate and the 
frequency, the person or company who performs checks, and the results 
and/or corrections made, when the next inspection is due, and 
requirements to tag equipment as appropriate. 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Section: V 
Page No: 17 
T i t l e : Inspection System 
Issue Date: 7/1/78 

CONTROL OF PRECISION TOOLS AND TEST EQUIPMENT 

Prec is ion t o o l s , gauges, scales, pressure gauges, ammeters, ohnmeters, 
vo l tameters , r a d i o , e l e c t r o n i c , X - r a y , eddy current and ul t rasonic test 
equipment used in the repa i r s ta t ion operations are subject to periodic 
checks and ca l ib ra t ion in accordance w i th appropriate repair s ta t ion 
procedures. ( L i s t equipment here and out l ine procedures as 
appropr ia te . ) 

A l l repa i r s ta t ion personnel, before using test equipment, are 
responsible to check that the test ing uni t has a current ca l ib ra t ion 
label attached. Any piece of test equipment found in the repa i r 
s ta t ion without a current c a l i b r a t i o n label attached sha l l be given to 
the inspection department tor r e c a l l b r a t i o n . 

TEST EQUIPMENT CALIBRATION REQUIREMENTS 

Test equipment shal l be cal ibrated at periodic i n t e r v a l s established on 
the basis of s t a b i l i t y , purpose and degree of usage. One year sha l l be 
the maximun ca l ib ra t ion i n t e r v a l . ( L i s t ca l ib ra t ion periods on 
equipment l i s t . ) 

Each piece of test equipment w i l l be labeled. The label w i l l i d e n t i f y 
the un i t by manufacturer, model and s e r i a l number. The attached label 
must indicate the last c a l i b r a t i o n date and next c a l i b r a t i o n due date. 

During the f i r s t week of each month the chief inspector w i l l review the 
test equipment ca l ib ra t ion h i s t o r y card f i l e and g i v e cards for test 
equipment requir ing c a l i b r a t i o n to the maintenance manager and each 
shop foreman as appropriate. I t w i l l be the r e s p o n s i b i l i t y of those 
persons to issue work orders to repair s ta t ion shops or outside 
contractors as necessary f o r the c a l i b r a t i o n of the un i ts and 
attachment o f updated ca l ib ra t ion labe ls . A f t e r c a l i b r a t i o n , the test 
un i t w i l l be checked for proper label ing and the equipment ca l ib ra t ion 
h i s t o r y card w i l l be updated and returned to the inspection department 
a c t i v e f i l e . 

APPROVED: t H s . £ f * . Q 
General Manager 
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FIGURE 33. RECORD OF PRECISION TEST EQUIPMENT CALIBRATION (CONTINUED) 

(ftAMS OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Sect ion: V 
Page No: 18 
T i t l e : Inspection System 
Issue Date: 7/1/78 

TEST EQUIPMENT CALIBRATION REQUIREMENTS (CONTINUED) 

At no time w i l l any person be permitted to perform work on a i r c r a f t or 
components using test equipment which i s out of c a l i b r a t i o n . The test 
equipment labels w i l l be checked by supervisors at random to assure 
that equipment i n use i s i n c a l i b r a t i o n . I f at any time a piece of 
t e s t equipment inadver tent ly exceeds i t s ca l ib ra t ion due date, i t w i l l 
immediately be removed from serv ice u n t i l a ca l ib ra t ion check has been 
performed. 

Standards used to ca l ibra te test equipment must be traceable tx> U.S. 
Bureau of Standards or an approved fore ign count ry 's standards by 
c e r t i f i c a t e from the test ing f a c i l i t y . Frequency for ca l ibra t ion 
standards may v a r y fo r d i f f e r e n t uni ts but must never exceed a 12-month 
i n t e r v a l . 

APPROVED: *0./t+*A 
General Manager 
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FIGURE 34. FINAL INSPECTION AND RELEASE TO SERVICE 
Reference: FAR Sections 43.9 and 145.59(a). This should explain compliance 
with the rules, who performs the inspection (by title), how it is recorded, 
.and require a check of maintenance work package for completion. 

(NAME OF COMPANY) 
REPAIR STATIPN^BSPECrXON PROCEDURES MANUAL 

Section: V 
Page No: 19 
Title: Inspection System 
Issue Date: 7/1/78 

FINAL INSPECTION AND RELEASE TO SERVICE 
Prior to approval for return to service, irrespective of the method bo 
be used bo indicate such approval, the Chief Inspector will audit the 
records "package" as identified by the work order, to determine that 
all work has been inspected as required for compliance with this 
inspection system and FAR fry Hon 145.59(a). He will indicate 
affirmative findings approving the form per Section VI of this manual. 

When approval has been given to the above audit, either the Chief 
Inspector or the Individual authorized in the official roster and 
individual sumnary of employment, will approve the article for return 
to service. 
This approval will be accomplished as appropriate to the work done, the 
article involved, the records available with the article, and the 
instructions of the customer. Care will be exercised to comply with 
FAR Part 43 in every case. 
Whenever the aircraft records (log) are available, record of work 
accomplished is expected to be made therein. This does not waive any 
FAR Part 145 records requirements. Neither will EAR Part 43 or FAR 
Part 91 be considered waived by FAR Part 145 records requirements. 
Articles such as appliances, accessories, and individual parts or 
components will not have an Individual record to which an entry may be 
added. However, the installation of these Items on an aircraft 
constitutes an aircraft maintenance or alteration, and records must be 
made accordingly. 
Routinely, major repair approvals will be handled in accordance with 
Section 43.9 and rwrwgraph (b) of FAR Fart 43, Appendix B. A 
maintenance release is completed as a part of the work order form at 
the time of approval for return to service. A separate maintenance 
release card will be completed and shipped on an article that is 
shipped to a customer. At the request of the customer (to be Indicated 
on the work order when originated), FAA Form 337 will be completed 
instead of the maintenance release approval for return to service in 
accordance with the procedure in nm-agrnph (a) of EAR 
Part 43, Appendix B. 
In all cases where major alteration is involved, FAA Form 337 will be 
completed per FAR Part 43.9 and EAR Fart 43, Appendix B. 

APPROVED: o f f 
General Manager 
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FIGURE 34. FINAL INSPECTION AND RELEASE TO SERVICE (CONTINUED) 

Gam OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Section: V 
Page No: 20 
T i t l e : Inspect ion System 
Issue Date: 7/1/78 

FINAL INSPECTION AND RELEASE TO SERVICE (CONTINUED) 

The authorized supervisor i n whose area the repai r or a l t e r a t i o n i s 
accomplished w i l l be responsible for establ ishing that the repai r or 
a l t e r a t i o n was made In accordance wi th the requirements of FAR Part 43 
and w i l l s ign the conformity statement (Item 6) on FAA Form 337. 

Authorized personnel responsible for the approval f o r r e t u r n to serv ice 
o f a i r c r a f t w i l l indicate such approval by signing the approval for 
r e t u r n to serv ice (Item 7) on FAA Form 337. Appropriate entr ies w i l l 
be made i n the a i r c r a f t record pert inent to the repa i rs and a l terat ions 
accomplished by the repa i r s t a t i o n . Speci f ic reference w i l l be made by 
calendar date to the applicable FAA form 337. The o r i g i n a l FAA Form 
337 w i l l be Inserted in the a i r c r a f t record wi th a copy forwarded to 
the loca l FAA d i s t r i c t o f f i c e and one copy retained wi th the copy of 
the a i r c r a f t work order . 

I t i s the r e s p o n s i b i l i t y of the person author iz ing r e t u r n to serv ice to 
assure that the a i r c r a f t f l i g h t manual i s proper ly rev ised following 
any a l t e r a t i o n or modif icat ion to the a i r c r a f t and that the weight and 
balance record has been amended as necessary. 

A i r c r a f t components, appliances, and other loans, other than completed 
a i r c r a f t repaired or overhauled as authorized by the repai r stat ion 
spec i f i ca t ions , w i l l be returned to serv ice through the use of a 
maintenance release preprinted on the serviceable parts tag described 
i n th is sect ion o f th is manual. The authorized supervisor under whose 
j u r i s d i c t i o n the work i s accomplished w i l l be responsible for the 
re lease of u n i t s i n the category. 

No a i r c r a f t or uni t may be released for re tu rn to serv ice u n t i l the 
work order and other records have been reviewed for completeness and 
f i n a l acceptance cleared by inspect ion. Par t icu la r at tent ion sha l l be 
accorded the status of applicable airworthiness d i r e c t i v e s . 

APPROVED: *9' 
General Manager 
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(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Section1 V 
Page Not 21 
Title* inspection System 
issue Date 1 7/1/78 

MAINTENANCE RELEASE STATEMENT 
A maintenance release statement stamp and/or preprinted tag, prepared 
in accordance with EAR Etort 43, Appendix B, will be used to release to 
service major repairs which have been accomplished by this station in 
accordance with FAR Part 43. Other records required by PAR Part 43.9 
will be executed, as required, regardless of whether an FAA Form 337 or 
maintenance release has been used to return the article to service, in 
any event, the station will indicate on their copy of the work order 
whether or not a maintenance release was used, including the signature 
of the authorized representative. 

"Example" 
MAINTENANCE RELEASE (title) 

The (use only applicable rating or ratings) aircraft, 
airframe, aircraft engine, propeller or appliance identified 
atove was repaired ana inspecteq in accordance with current 
I ns t ruc t ions contained in (name operator ana manual or 
program), the maintenance rules o f the Federal Aviation 
Regulation under which the operator is certificated and is 
approved tor return to service as per those requirements. 
"Pertinent details of the repair are on file at this repair 
station under work Order No. Date 
Signed 

<Signature of authorized representative) 
for ] ( 

(Repair station name t certificate number) 

(Address) 
NOTE It Inspection stamp/symbol will not be used on the maintenance 

release. 

APPROVED: J? • A+-*J> 
General Manager 
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FIGURE 35A. SAMPLE OF MAINTENANCE RELEASE FOR AIR CARRIER WORK 
Reference: FAR Section 43.13(c)(d), FAR Section 145.2. Subpart L of 
m Part 121. Subpart G of FAR Part 125, Subpart 1 of FAR Part 127. and Subpart J or FAR Part~I55T 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Section» V 
Page Not 21A 
Title: Inspection System 
Issue Datei 7/1/78 

MAINTENANCE RELEASE STAlPtENT 
A maintenance release statement stamp and/or preprinted tag, prepared 
in accordance with FAR Part 43, Appendix 8, will be used to release to 
service major repairs which have been accomplished by this station in 
accordance with PAR Part 43. Other records required by FAR Part 43.9 
will be executed, as required, regardless of whether an FAA Form 337 or 
maintenance release has been used to return the article to service. In 
any event, the station will indicate on their copy of the work order 
whether or not a maintenance release was used, including the signature 
of the authorized representative. 

"Example" 
MAINTENANCE RELEASE (title) 

the (use only applicable rating or ratings? aircraft, 
airframe, aircraft engine, propeller or appliance identified 
above was repaired and inspected In accoraan dance wltb current" 
instructions contained in (name operator ana manual or 
program), the maintenance rules of the Federal Aviation 
Regulation under which the operator is certificated arid* is 
approved for return to service as per those requirements 7* 
"Pertinent details of the repair are on file at this repair 
station under Work Order No. Date 
Signed 

for 
(signature of authorized representative) 

(Repair station name 6 certificate number) 

(Address) 
NOTE It Inspection stamp/symbol will not be used on the maintenance 

release. 

APPROVED: General Manager 
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FIGURE 36. MALFUNCTION OR DEFECT AND MECHANICAL RELIABILITY REPORT 
Reference: FAR Section 145.63(a) and (b). This section should explain in 
detail how compliance with rules and reporting requirements are to be met, and 
prescribe the responsibility (by title) of person(s) who prepare and submit 
reports. 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PBOCSDUPES MANUAL 

Section: V 
Page No: 22 
Title: Inspection System 
issue Date: 7/1/78 

MALFUNCTION OR DEFECT REPORT 
This repair station will report to the FAA within 72 hours after it 
discovers any serious defect in, or other recurring unairworthy 
condition of, an aircraft, powerplant, or propeller, or any component 
of any of them. The report will be made on an FAA Form 8010-4, 
Malfunction or Defect Report, describing the defect or malfunction 
completely without withholding any pertinent information. (See forms 
Section VI for copy of form.) 
In any case, where the filing of a report under the preceding paragraph 
might prejudice the repair station, it will be referred to the 
Administrator for a determination as to wether it must be reported. 
If the defect or malfunction could result in an Imminent hazard to 
flight, the repair station will use the most expeditious method it can 
to inform the Administrator. 
MECHANICAL RELIABILITY REPORTS 
When work is being accomplished for an air carrier and a defect as 
described under the Malfunction or Defect Report is found, the air 
carrier will be notified in order that a Mechanical Reliability Report 
may be issued by the air carrier. 
RESPONSIBILITY FOR SUBMITTING REPORTS 
The General Manager and Chief inspector are responsible for preparing 
and submitting a Malfunction or Defect Report to the FRA General 
Aviation District Office. (Show location of office.) 

APPROVED: J?> , < S » , » 0 
General Manager 
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(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PPOCFDURSS MANUAL 

Section: V 
Page No: 23 
Title: Inspection System 
Issue Dates 7/1/78 

SUBCONTRACTED MAINTENANCE 
Any work performed by another agency for this repair station will be 
inspected by the Chief Inspector or an inspector delegated for such 
inspection. This inspection will be to verify that the work was 
performed in an airworthy manner, that parts and materials used were of 
such a quality bo be airworthy, and that the paperwork received with the 
material verifies the authenticity of the part and work performed. At 
no time shall the stockroom manager release any parts made by, or parts 
having had work performed on them by a subcontractor until lie 
Chief Inspector or an inspector delegated has approved the materials as 
being airworthy. 
All subcontracted work shall be kept separate from regular stock until 
this inspection has been performed and the material accepted for use. 
If for any reason subcontracted material is rejected as being 
unairworthy, it will immediately be identified as unairworthy and the 
proper disposition made, such as scrap or return to vendor. 
LIST OF SUBOOjCTRACTEp MAINTENANCE 
1. Metal plating or anodizing. 
2. Complex machine operations involving the use of planers, 

shapers, milling machines, etc. 
3. Abrasive air blasting and chemical cleanino operations. 
4. Heat treament. 
5. Magnetic inspection. 
6. Fabricate wood spars. 
7. Overhaul and repair hydraulic-pneumatic shock absorber units. 
8. Overhaul and repair hydraulic system components. 
9. Fluorescent inspector) of alloy parts. 
10. Recovering and refinishing of components and entire aircraft. 

APPROVED: %P> ?K/. /St-^O 
General Manager 
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FIGURE 37. SUBCONTRACTED MAINTENANCE PROCEDURES 
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FIGURE 38. PERFORMANCE OF MAINTENANCE, PREVENTIVE MAINTENANCE, 
ALTERATIONS AND REQUIRED INSPECTION UNDER THE CONTINUOUS AIRWORTHINESS 
REQUIREMENTS OF FAR PARTS 121, 125, 127, AND 135 

NOTE: This section should show how the rule is to be complied 
with, that the work is to be accomplished in accordance with 
the operator's manual and a current copy of the manual is 
available. 

I I 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Section: V 
Page No: 24 
T i t l e : Inspection System 
Issue Date: 7/1/78 

PERFORMANCE OF MAINTENANCE, PREVENTIVE MAINTENANCE, ALTERATIONS AND 
REQUIRED INSPECTlOU UNDER THE (JONTtttUOUS AikUPRTttfNESS REQUIREMENTS OF 
FAR PARK 121. 125. 127. AND 135. 
Th is repa i r s ta t ion w i l l perform this work in accordance with the 
operator 's manual. The repair s ta t ion w i l l have a current copy of the 
applicable section of each operator 's manaul which contracts w i th the 
repa i r s ta t ion f o r the performance of that operator 's maintenance. The 
ch ie f inspector w i l l be responsible fo r keeping each operator 's manual 
rev ised and determining that the operator 's manual i s current before a 
work order i s issued. 

REQUIRED INSPECTION ITEMS ( R I I ) 

Any maintenance operations which, i f improperly performed, could be 
c r i t i c a l to the safe f l i g h t of an a i r c r a f t w i l l be given a required 
inspect ion . A qua l i f ied inspector , fami l ia r w i th a l l inspection 
methods, techniques, and equipment w i l l be assigned to determine the 
q u a l i t y o f a irworthiness of the a r t i c l e i n v o l v e d . When uork i s 
performed f o r an operator i n er the continuous airworthiness 
requirements of FAR Parts 121, 125, 127, and 135, the R I I items 
specif iedby the operator w i l l be maintained as R I I items. 

APPROVED: * > ' >W*. fot+* 
General Manager 
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FIGURE 39. PERFORMANCE OF WORK AT A LOCATION OTHER TOAN TOE REPAIR STATION. 
Reference: FAR Section 145.51(d). In accordance with FAR Section 145.51(d), a 
repair station may maintain or alter any article for which it is rated at a 
place other than the repair station providing certain preparations are made and 
certain conditions are met as required by FAR Section 145.51(d)(1) and (2). 
Performance standards are required to remain acceptable at such places of work. 
FAR Section 145.51(d)(3) requires the inspection procedures manual to contain 
the approved procedures governing the work to be performed at a place other 
than the repair station. This is a frequently overlooked manual requirement. 
In order for a procedure to be valid for approval it should: 

1. Be described in terms understandable to those persons who are 
governed by it in the performance of the work. 

2. Be monitored regularly so as to ensure it covers the nature of 
the work that may be needed outside the repair station. This is 
necessary as it is difficult to predict the nature of work to be done 
outside the station. 

3. Be tailored for the particular station, the nature of work and 
the frequency expected. The following are items recommended for 
consideration: 

a. Who will authorize the work, organize the project, direct 
it, and who will perform the work? 

b. What type of work tasks will be required (supply, repairs, 
inspections, communications)? 

c. Where some of the work is to be done. It may be 
advantageous to perform support work on components or parts at the base 
repair station as a standard procedure. 

d. Bow will the work projects be monitored and reviewed to 
assure procedures are adequate and that records identify the projects 
for accountability? 

e. Occasional explanations within the system description of 
why certain requirements, controls or reports are necessary will help 
employees to understand and accept the system. 

4. The privilege to perform work at a location other than the repair 
station is to be done on a temporary basis. If a permanent station is 
established at the location, it will be necessary for the repair station to 
make application for a satellite to the main repair station, or make an 
original application for a repair station at the location. 
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FIGURE 39. PERFORMANCE OF WORK AT A LOCATION OTHER THAR THE REPAIR 
STATION (CCKHNUED) 

(HAMS OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MftNUAL 

Sect ion: V 
Page No: 25 
T i t l e : Inspection System 
Issue Date: 7/1/78 

PERFORMANCE OF MAINTENANCE AT A LOCATION OTHER THAN THE REPAIR STATION 

(Name o f Company) w i l l provide maintenance serv ice for i t s customers on 
an emergency c r - c a l l basis at a place away from the repa i r s t a t i o n . 
(Name o f Company) can only provide th is serv ice for work fo r which the 
repa i r s ta t ion i s r a t e d . Only the general manager or the chief 
inspector are authorized to i n i t i a t e a work order for such work. 

The maintenance manager w i l l be responsible f o r assigning the 
personnel necessary to perform the work and appoint a person to be i n 
charge o f the work f o r c e . The ch ie f inspector w i l l assign the 
inspector ( s ) responsible to inspect the work and assure that a l l 
required forms and work are completed as necessary. The chief 
inspector w i l l assign one Inspector w i th the r e s p o n s i b i l i t y for 
re turn ing the a r t i c l e to s e r v i c e . 

The maintenance manager w i l l ensure that the a r t i c l e to undergo 
maintenance and the work force w i l l be in an area safe for the work 
to be performed and that they w i l l be protected from the elements. The 
maintenance manager w i l l be responsible for providing a l l the necessary 
manpower, work forms, technical data, t o o l s , and equipment necessary 
f o r the accomplishment of the maintenance. The maintenance manger w i l l 
es tab l ish a system o f canmrsications between the f i e l d force and the 
repa i r s t a t i o n . 

The stockroom manager w i l l be responsible for assigning a stockperaon 
who w i l l provide parts and supply support between the repai r s ta t ion 
and the f i e l d f o r c e . A l l a r t i c l e s removed by the f i e l d force from a 
product undergoing maintenance at a locat ion away from die repair 
s t a t i o n w i l l be routed through the stockroom parts rece iv ing 
department. The a r t i c l e ( s ) w i l l be inspected in accordance with the 
repa i r s ta t ion inspection procedures and ei ther routed to the repair 
s ta t ion shops or Co contract repair agencies as appropriate. 

A l l personnel assigned to accomplish work away from die repair stat ion 
sha l l accomplish the spec i f i c funct ion of work i n the same manner as 
when performed at the repair s ta t ion and i n accordance wi th FAR 
Sections 1A5.57 through 1A5.61. 

APPROVED: &*+J* 
General Manager 
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FIGURE 40. SECTION VI - FORMS SAMPLE COVER PAGE. 
Reference: EAR Section 145.45(f). This section is required to contain 
samples of each or the rorms usea by the repair station in the performance 
of maintenance and the method of executing them. The Instruction for 
executing a form may be contained on the form if it is found practical. 
However, if it is necessary to change any of the procedures for handling 
the for it would require a reprint of the form. Unless a form is judged 
stable, it may be more economical to provide separate instructions on a 
manual page. It would then be a simple task to revise the manual page to 
show the change. 

1. When planning a form system, important functions to be 
considered are the control of operational procedures and recordation of 
all work performed on each article processed, 

2. The number and content of the forms would be influenced by the 
size of the repair station, the complexity and variety of the articles for 
which the repair station is rated, and the needs of its customers. 

3. Some factors to consider during the development of instructions 
for completing a form are: 

a. How the form is to be introduced, (at what point in the 
maintenance process) and when it is to be completed. 

b. The person or section responsible to start the form, who will 
contribute to its completion, and who will finish it. 

c. How the form will be executed (what kind of information, in 
what form, etc.). 

d. The purpose of the form, and how it fits into the system. 
e. How the form will travel and what its final destination in 

the records system will be. 
f. A system to locate and check the progress of products enroute 

thru the repair station. 
4. Detailed inspection forms and checklists which may be used in the 

performance of annual or other approved inspection programs, or engine 
overhaul inspection sheets, need not be included in this manual. These 
forms should be referenced in the forms section by form number, revision 
date and title. The manual should contain instructions for use and a copy 
of the detailed forms should be available for inspection upon request or 
the FAA and other authorized persons. 
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FIGURE 40. SECTION VI - FORMS SAMPLE COVER PAGE (CONTINUED) 

5. It is possible at times to develop forms that can be used for 
mulitiple operations or work. The form should have adequate space and 
appropriate instructions, including specific assignment of responsibility, 
to assure that it can be properly identified with the operation for which 
it was used and for recordation of vork performance. 

6. Forms used to record an inspection should be executed by indicating 
the inspection was completed, or that inspection was not required. Results of 
the inspection should be entered on the form or, if applicable, indicate that 
no discrepancies were noted. 

NOTE: No examples of forms are offered since forms must be 
developed in accordance with the need of each repair 
station. 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

SECTION VI 

FORMS 

U S GOVERNMENT FAINTING OFFICE: 1981- 341-428:1021 
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ADVISORY CIRCULAR 
DEPARTMENT OF TRANSPORTATION 

Federal Aviation Administration 
Washington, D.C. 

Subject: GUIDE FOR DEVELOPING AND EVALUATING REPAIR STATION 
INSPECTION PROCEDURES MANUALS 

1. PURPOSE. This advisory circular (AC) provides information for 
developing and evaluating a repair station inspection procedures 
manual. This information sets forth an acceptable means, but not the 
only means, of complying with referenced regulations. 

2- RELATED FEDERAL AVIATION REGULATIONS (FAR). FAR Parts 43, 91, 121, 125, 
127, i'5b and 14b. 
3- BACKGROUND. The development of a repair station inspection procedures 
manual that adequately covers all pertinent FAR and the repair station's 
inspection system has proven to be a time-consuming task for the operator and 
the Federal Aviation Administration. This guide was developed to reduce that 
time and to provide a standardized format that may be used to develop a manual 
that contains a repair station's inspection procedures. 
4. DISCUSSION. This document is intended for use as a guide for the 
development and evaluation of the repair station's inspection procedures 
manual required by FAR Section 145*H(a)(2) and Section 145.45(f). 

a. This guide is not intended to provide a complete sample inspection 
procedures manual for all repair stations. "Examples" in Appendix 1 are 
intended to Illustrate a requirement related to the FAR. Each inspection 
procedures manual should be developed within the ratings authorized and the 
size and complexity of the station. It is important to note that the 
inspection procedures in the manual are necessary for a satisfactory quality 
control system, and those procedures should be designed for use by the repair 
station to satisfactorily perform under its rating(s). In that regard, a 
repair station with a Limited Specialized Service Rating for Nondestructive 
Testing would have a different inspection system criteria than a repair 
station with a Class 3 Airframe Rating. Material is included in portions of 
this document which may not directly relate to or be required by a referenced 

Initiated by: AWS-340 
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PAR. However, that material is considered to be valuable as a part of a system 
for repair station management and illustrates integration of the required 
inspection procedures and other FAR Part 145 requirements into such a system. 

b. A complete inspection procedures manual should at least: 
(1) Satisfy the minimum requirements of the FAR. 
(2) Accurately describe the repair station operations as related to 

its ratings. 
c. The repair station manual content requirements are outlined in 

FAR Section 145-45(f) and Section 145.51(d)(3). The following is a brief 
outline of those manual requirements: 

(1) Detailed explanation of the repair station's inspection system. 
(2) Details for the continuity of inspection responsibility. 
(3) Detailed system of inspecting incoming material. 
(4) Detailed system of preliminary inspection. 
(5) Detailed system for hidden damage inspection. 
(6) Reference to manufacturer's inspection standards for a 

particular article when applicable or necessary. 
(7) Sample of inspection forms and the method of their execution 

or reference to a document in the forms manual. 
(8) Methods and procedures for training inspection personnel. 
(9) Approved procedures governing work performed outside the 

repair station. 
(10) Procedures for acceptance of work performed by other facilities. 
(11) If applicable, procedures for work performed for air carriers 

(FAR Section 145.2). 
d. An air carrier with an FAA approved repair station rating(s) may make 

its repair station's inspection procedures manual a part of its air carrier 
manual provided all of the manual requirements of FAR Part 145 are satisfied. 

seph A. Pontecorvo 
ting Director of Airworthiness 

2 Par 4 
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APPENDIX 1. GUIDE FORDEVELOPIN& AMD EVALUATING REPAIR STATION INSPECTION 
PROCEDURES MANUALS 
FIGURE 1. MANUAL COVER- PAGE 
Reference: J'AK section I4t>.11(a)(2). This page should identify the 
manual as an "inspection Procedures Manual." 

INSPECTION PROCEDURES MANUAL 

FUR 

FAA APPROVED REPAIR STATION NO. _ ( I n s e r t repai r s ta t ion #) 

d /b /a 

(NAME OF COMPANY) 

(ADDRESS) 
(STREET, C ITY , STATE AND ZIP CODE) 

MANUAL: CONTROL NO. 

ASSIGNMENT: 

1 



AC 145-3 
Appendix 1 

2/13/Bl 

FIGURE 2. TABLE OF CONTENTS 

(NAME OF COMPANY) 
REPAIR STATION - THSPECTTCTTProCEDURES MANUAL 

TABLE OF CONTENTS-PAGE 1 OF 3 

INTRODUCTION 

MANUAL OONTROL 

RECORD OF REVISION 

LIST OF EFFECTIVE PAGES 

SECTION I HDUSING & FACILITIES 

Housing and F a c i l i t i e s 
F a c i l i t y Floor Plan 

SECTION H COMPANY ORGANIZATION 

Organizat ion Chart 

A u t h o r i t y and Roster of Authorized Inspect ion Personnel 

SECTION I I I PERSONNEL & TRAINING 

Tra in ing 
Employment Surmary 

SECTION TV DUTIES & RESPONSIBILITIES 
General Manager 
Chief Inspector 
Maintenance Manager 
Avionics Manager 
Stockroom Manager 

SECTION V INSPECTION SYSTEM 

General 
Inspect ion Personnel 

Page No. 

i 

i i 

i l l 

i v 

I 
2 

1 
2-3 

1 
2 

1 
2-3-A 
5-6 
7-8 
9 

1 
1-2 

General Manager 

2 
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FIGURE 2 . TABLE OF CONTENTS (CONTINUED) 

(HAMB OF COMPANY) 
REPAIR SUIldS - WttoftltM ffeoCBBHE MAST7AI 

TABLE OP C0HTEMT3 - P A C T 2 OF 3 

SECTION V INSPECTION SYSTEM (COJITTJIDED) 

Page No. 
Inspectors , Mechanics end Supervisors 2 
Cont inui ty o f Inspection Responsib i l i ty 3 
Parte Receiving P o l i c y 4 
General Test Requirements 4-5 
Vork Order 6 
Record of Vork 7 
Prel iminary Inspection 8 
Inspection f o r Hidden Damage 9 
Progressive Inspection 10 
Major Repair And A l t e r a t i o n , A i r c r a f t 

And Components 10 
Repair , A l t e r a t i o n and Overhaul Accessories and 

Appliances 10 
Inspection Procedures 11 
Maintenance Inspection 12 
Cont inui ty of Maintenance Responsibi l i ty 12 
Handling o f Parte 13 
Tagging and I d e n t i f i c a t i o n of Harts 13-14 
Part F in ish ing 14 
Preservat ion of Parts 24 
Shelf L i f e 14 
Incoming Material 15 
Hardware and Equipment Storage 15 
Record of Specialized Inspection 

Test and/or Ca l ibra t ion 16 
Record o f Inspections 16 
Record o f TBSt and Cal ibrat ion of Prec is ion Equipnent 16 
Vork by Outside Contractors 16 
Control o f Precision Stools and Test Equipment 17 
Test Equipment Cal ibra t ion Requirements 17-16 
F i n a l Inspection and Release to Service 19-20 

A P P R O V E D : ^ M. 
General Manager 

3 
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(NAME 0? COMPANY) 
REPAIR STATION - INSPECTION PROCEDURE MANUAL 

TABLE OP CONTENTS PAGE 3 OF J 

SECTION V INSPECTION SYSTEM (CONTINUED) 

Page No. 

Maintenance Release Statement 21 
Maintenance Release Statement For A i r Car r ie r Work 21A 
Hal funct ion or Defect Report 22 
Mechanical R e l i a b i l i t y Reports 22 
Responsib i l i ty fo r Submitting Reports 22 
Subcontracted Maintenance 23 
l i s t of Subcontracted Maintenance 23 
Performance of Maintenance, Prevent ive Maintenance, 

A l te ra t ions and Required Inspection Under the 
Performance of Maintenance, Prevent ive Maintenance, 

A l te ra t ions and Required Inspection Under the 
Continuous Airworthiness Requirements of 
FAR Parts 121, 125, 127, and 135 

Required Inspection Items ( R I I ) 
24 FAR Parts 121, 125, 127, and 135 

Required Inspection Items ( R I I ) 24 
Performance of Work at a loca t ion Other 
Than Cie Repair Stat ion 25 

SECTION V I FORMS 
L i s t as Required f o r Repair Stat ion Operation 

APPROVED: )K>:/$*+0 
Ciene rai. manager 

4 

FIGURE 2. TABLE OF CONTENTS (CONTINUED) 
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FIGURE 3» INTRODUCTION PAGE 
Reference; FAR Section 145.11(a)(2) and Section 145.45(f). This page 
should reflect the company's philosophy and an explanation of the manual. 

This inspection procedures manual has been prepared in accordance with 
the current Federal Aviation Regulations (FAR) and the policies of 
(insert name of company). 

This manual explains the internal inspection system in detai l , 
including the continuity of inspection responsibil ity. I t gives 
samples 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 f inal inspection of the art icle 
being maintained or altered at this f a c i l i t y . 

The general repair, overhaul or alteration of products w i l l be 
performed in accordance with the current federal Aviation Regulations, 
manufacturers data, drawings, specifications and bullet ins, or other 
technical data approved by the Administrator for the particular 
( insert appropriate r a t i n g s ) or limited rating(s) airframe, engine, 
propeller or appliance), limited rating specialized service for 
(insert appropriate ratinp) w i l l be performed in accordance with the 
procedures outlined in the (insert name of company) Process 
Specification (insert number) approved by the Federal Aviation 
Administration (FAA) dated (insert date approved by FAA). 

This repair etation w i l l not maintain or alter any Item for vfcich i t 
i s not rated, and w i l l not maintain or alter any art ic le for which i t 
i s rated i f i t requires technical data, equipment, materials, 
f ac i l i t i es or trained personnel that are not available. (FAR 145-53). 

The technical l ibrary and this inspection procedures manual, required 
for operation of this repair station, w i l l be maintained in a current 
status at a l l times. 

Each supervisor and inspector working for this repair station w i l l 
have a current copy of this manual and should thoroughly understand 
i t s contents. I t w i l l also be available to other repair station 
personnel. 

Note: ( I f applicable) include the following: The performance 
of any maintenance, preventive maintenance, alteration or 
required inspections for an air carrier or commercial 
operator having a continuous airworthiness program under 
FAR Part 121, 125, 127, or 135, w i l l be performed in 
accordance with the requirements of FAR Part 145, 
Section 145.2 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

T i t l e : Introduction 
Page No: i 
Issue Date: 7/1/78 

5 
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FIGURE 4. MANUAL CONTROL PAGE 
Reference: FAR Section 145.45(f)* This page should explain how the 
manual is to be maintained and kept current. 

Each manual w i l l have a cont ro l ouafcer and an aMlgmont s o t r y on the 
manual cover page. A master l ist conrjiirrtng the manual number, 
locat ion and r e v i s i o n status w i l l be kept in the general manager's 
o f f i c e . 

The general manager w i l l obtain from the ch ie f inspector and each 
shop supervisor once each month a manual status r e p o r t . Th is report 
w i l l e i t h e r confirm that the manual i s s t i l l current and v a l i d for 
that department's use, o r w i l l I d e n t i f y needed changes. 

A fol low-up f i l e w i l l be maintained i n the general manager's o f f i c e 
showing, on a continuous b a s i s , the d ispos i t ion o f each needed change 
which i s i d e n t i f i e d . 

The general manager w i l l have those rev is ions he f inds necessary 
produced i n a f i n a l form for coordinat ion w i t h the FAA General 
A v i a t i o n D i s t r i c t O f f i c e at ( i n s e r t l o c a t i o n ) . Each page of the 
manual and r e v i s i o n thereto w i l l be approved by the general manager. 
Upon acceptance by. FAA, s u f f i c i e n t copies w i l l be mane and d is t r ibuted 
t o provide r e v i s i o n pages f o r each manual ho lder . 

Upon rece ip t o f a r e v i s i o n , each manual holder w i l l be responsible to r 
inser t ing the rev ised pages i n I t s manual, record the r e v i s i o n on the 
manual's record o f r e v i s i o n page and re tu rn the acknowledgment form 
(provided w i t h the r e v i s i o n ) to the general manager shoving the holder 
has rev ised i t s manual. 

A l i s t o f e f f e c t i v e pages w i l l be issued w i t h each r e v i s i o n so each 
manual can be checked and kept c u r r e n t . 

Title: Manual Control 
Page R>: U 
Issue Date 7/1/78 

APPROVED: s J ? - 7 X - . / & - « K > 

General Manager ~ 
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FIGURES. RECORD 0? REVISION PAGE 
Reference: FAR Section 1 4 5 . ^ U ) . This page should contain a record of all 
revisions. 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

T i t l e : Record Of Revision 
Page No: i i i 
Issue Date: 7/1/78 

Manual No. Manual Holder 

Retain th is record i n the manual. Upon receipt of r e v i s i o n s , Inser t 
rev ised pages i n the manual and enter the r e v i s i o n number, r e v i s i o n date, 
i n s e r t i o n date and i n i t i a l s of person incorporating the r e v i s i o n , i n the 
appropriate block on the record of r e v i s i o n s . Return acknowledgment form 
to general manager. A l l personnel are expected to suggest r e v i s i o n 
requirements, when the need i s apparent, to the general manager. 

Rev. 
No. 

Rev. 
Date 

Inser t ion 
Date 

Rev. 
No. 

Rev. 
Date 

Inser t ion 
Date By 

Or ig ina l 
Issue 

7/1/7* 7/1/78 KDQ 

APPROVED: «J?. )tt 
General Manager 

7 
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FIGURE 6. LIST-OF EFFECTIVE;PAGES 
Reference; FAR Section•145•45t f)• This page should list each page in 
the manual and show the current effective date of that page. A new 
list of effective pages would be required with each revision in order 
to provide a means for the manual holder to check that its manual is 
current. 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

T i t l e : L i s t o f E f f e c t i v e Pages 
Page No: i v 
Issue Date: 7/1/78 

Revis ion No: 

Section 
Page 
No. Date Section 

Page 
No. Date Section. 

Page 
No. Date 

t ab le o£ 
Contents 

In t roduc­
t i o n 

Manual 
Contro l 

Record of 
Revisions 

L i s t o f 
E f f e c t i v e 

Pages 

I 

I I 

I I I 

I V 

V 

V I 

1 Thru 

i 

i i 

i i i 

i v 
*L Thru 
2 
1 Thru 
3 

1 Thru 
2 

1 Thru 
9 

1 T h r u 
25 

L i s t a 

7/1/76 

7/1/78 

7/1/78 

7/1/78 

7/1/78 

7A/78 

7/1/78 

7/1/78 

7/1/78 

7/1/78 

\ necesa 1 1 cry for u 1 pair s t a t i r 1 an oper 1 anion 1 
APPROVED: *J?. Til /&XJ> 

General Manager 

8 
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FIGURE 7. SECTION I - HOUSING AND FACILITIES COVER PAGE 

AC 145-3 
Appendix 1 

NOTE: This information is not required by FAR to be included 
in the manual. If inclusion is desirable examples are 
provided. 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

SECTION I 

HOUSING AND EACIUTIES 

9 
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FIGURE 8. HOUSING AND FACILITIES DESCRIPTION PAGE. 
Reference! FAR Section 145«35(a) through (h) and FAR Section 145.37(a) 
through (f). This page should contain a description of the type of 
buildings, facilities and type of construction. Include type of floors, 
heating, lighting, natural light, electrical and compressed air outlets. 
Other special requirements applicable to spray painting, airframe or 
engine ratings, instrument, radio and propeller ratings, should be 
covered on this page. Total area (in square feet) should be given. 

NOTE: (Ref. FAR Section 145.21). Any changes to the location or 
in its housing and facility must be approved in writing by 
the local Flight Standards District Office. 

(NAME OF COMPANY) 
REPAIR STATION - ttfeP£CTJf6N PROCEDURES MANUAL 

Section: I 
Page No: 1 
Title: Housing and Facilities 
Issue Date: 7/1/76 

The (insert name of company) FAA Certificated Repair Station No. 
(insert) is completely housed in an all steel semicantilever two bay 
hangar with attached offices, stockroom, and shops with the following: 

69,000 Square feet of hangar floor space 
1,183 Square feet of office space 
2,662 Square feet of stockroom floor space 
2,581 Square feet of shop space 

All floors are constructed of reinforced concrete with asphalt tile 
overlay in the offices and shops. 
All office and shop spaces are lighted with fluorescent light fixtures. 
All hangar bays are lighted with approximately 50 explosion proof 750 
watt lamp assemblies. 220 Volt-30 amp and 110 Volt-20 amp circuits are 
available in hangar end shop areas. 
Hangar has four doors, each 50' wide, two to each of the hangar's two 
bays. The doors, when open have all overhead clearance of 3B'6" and 
leave a 100' opening the full length of each hangar bay. Doors can be 
operated manually or electrically. 
Traveling hoists are located on the beams of the hangar, servicing the 
entire floor space. The entire hangar, offices, stockroom and shops are 
protected with a fire alarm and sprinkler system. The ramp in front of 
the hangar is concrete and is lighted by floodlights at night. 

A 90 P3I/60 CFM electric driven air compressor supplies filtered 
compressed air to wall outlets equipped with moisture traps at convenient 
locations in hangar and shop areas. 
Hangar is heated by a central boiler room blowing hot air through ducts 
and overhead blowers. The offices, stockroom, and shops are heated 
through hot air ducts. 

APPROVED: »P'>Vl. 
G e n e r a l Manager 

10 
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FIGURE 9. FACILITY FLOOR PLAN 
Reference: FAR Section 145.3T. This page would contain a floor plan 
of shops, hangar, stock area, offices, etc. External dimensions of the 
individual areas should be given. 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Section: I 
Page No, 2 
T i t l e : F a c i l i t y Floor Plan 
Issue Date: 7/1/78 

BAY 1 

A-TDS STORAGE 13x12 
fr-siqgopcM tgncE «sm 
CI- STOCKROOM 29*24 C2-StDckrooDi 

BAY 2 

j i L i 
D- SHEET tCEU. SOP 50X24 
Q-MUOTBWCE cmffi.-ax2o 
E2-AWCNIC OFFICE 23X20 
r- s s k x x k k office 15x10 

O- LIBRARY I'iXlO 
H- WORKSHOP UX20 
Jl-AVICHIC SOP 2EDQ7 
J2-AVKHIC aCP 37X20 

APPROVED: C^Jfe. 
General Manager 
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FIGURE 10. SECTION II - COMPANY ORGANIZATION COVER PAGE 
NOTE: Only information relating to the inspection responsibility 

continuity is required to be included in the manual. 

(NAME OF COMPANY) 
REPAIR STATION - IM^M'luM rWCEDURES MANUAL 

SECTION n 

COMPANY ORGANIZATION 

12 
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FIGURE 11. ORGANIZATIONAL CHART 
Reference: FAR Section 145.43(a) tjnrouah (e). This page should contain 
the company organization flow chart Indicating authority by title only. 
It should reflect separation between supervision of the maintenance and 
inspection departments. 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Sect ion: I I 
Page No: 1 
T i t l e : Organizat ion Chart 
Issue Date: 7/1/78 

OKUKlZlTiatlX CHART 

KUU3B 

3- •uanwjotci 
«MX3R 

wncwo 
rCRSUH 

manes WOBWZBS 

Avxoncs 

][ WBOHO 
r c n u x 

neunexus WUHIffTJIIfff 

c MOUKtCS 

APPROVED: 
General Manager 
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FIGURE 12. AUTHORITY AND ROSTER OF AUTHOPIZED INSPECTION PERSONNEL. 
This information is not required by Reference: FAR Section 145.43(a)(2). 

regulation to be kept in this manual but is required to be available in the 
repair station. It is recommended that this information be kept in the repair 
station only, so a revision to the list would not require a revision of the 
manual. If a repair station finds it advantageous, the information may be 
included in this part of the manual. In either case, it should include the 
name of the chief inspector, all inspection personnel and identify those 
inspectors who make final quality determination before approval for return to 
service. It should include all authorized signatures for "Return to Service" 
and indicate the area of responsibility of each person. 

NOTE 1: A space should be provided opposite each name for their 
signature. If work is performed in accordance with FAR Section 
145.2, required inspection personnel should be designated as 
required by Subpart L of FAR Part 121, Subpart G of FAR Fart 125, 
Subpart I of FAR Part 127 and Subpart J of FAR Fart 135. 
Training records are required to be maintained on each individual 
to show compliance with FAR Section 145.39(e). 

NOTE 2: No person may perform a required inspection on work covered 
by Section 145.2 if that person performed the item of work to be 
inspected. 

•tout 1 
<m«t of eowwfi aim'- immTOn Warn town 

ftKtlcni n 
1*9* K01 2 
t l t l . i Authority an) ycmtrr of 

Anthorltaa Inajactlon 
h n a n l 

mm ma t i u . 
TTKafty 3SST 
O U . f , 
("I JBMph canp trafwctnr lint • mclvln 

and WJtrr 
" MTI5C02 

Iutrwanta 

iwpcctor'. io<ntific.»<n 

iro 
HicW J a r 

IJiajJtllXV HWOaT 
and Btcwivlnjt 
T*5 '̂ ntloiy Hidalo HaiBUWno. Mnmr (•A) John W»r Jwlonlc. wmw w rim 

Inspector 
Sjcciallm) 
•civic. 

npaitiun liJZ 
Oltmcnic mq»tlc jm-tlcJ. 

Authority D»l«jrtlon. 

(•)Aithorin3 to «ign Ibr laid aactwilc o k erty. 

<*•> Jluthorlnd' to twtum air cnTiar aircraft to Mrvio, In aocordanc* with 
INI Puts U l , US, 127, art 135 within tht accpr at th. rajalr nation. 

(•A) mithorlnd to ntum air carrlar aircraft to w i n . In aooordanc* with 
fm I*rt« U ) , US, 127, aid US ngndlnj •vlonic* «*ilpn«rTt, within th» wop* 
of tt* repair station aAiitjt. 
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FIGURE 12. AUTHORITY AND ROSTER OF AUTHORIZED INSPECTION 
PERSONNEL (ffOTINUED) 

OMC OF COMPANY) 
REPAIR STATION - IWSPECTION gEPOEDORES MfflUAL 

Section: n 
Page lb. 3 
Title: authority end Roster of 

Aurhorixed I m p e c t l o n 
Persccnel 

Issue Date: 7/1/78 

AUTHORITY DELEGATION (CONTINUED) 

For a complete l i s t o f du t i es , see Chief Inspector 's d u t i e s . 

The inspector w i l l s i g n i f y acceptance o f work performed by stamping the 
appropriate box on the work order or inspection form along wi th the date 
the work i s accepted. 

Log book e n t r i e s , inspection forms, and EAA forms must be signed using f u l l 
name and i n ink by the inspector completing the inspect ion. 

A master l i s t s h a l l be maintained w i t h each Inspector 's f u l l name, I n i t i a l s 
and stamp i n t h i s sect ion o f the repa i r s ta t ion manual (or i n the repai r 
s ta t ion as appl icab le ) . A stamp issued to an inspector w i l l be destroyed When 
an inspector no longer acts as a member o f the inspection department, and that 
•umber w i l l not be re issued . 

A l l Inspectors are authorized to r e t u r n to serv ice a i r c r a f t and/or component 
f o r which the repa i r s ta t ion i s rated a f t e r annual inspect ion , major 
a l t e r a t i o n or major repa i rs have been completed. 

General Manager 

J 

15 
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Q W C OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

SECTION H I 

PERSONNEL & TRAINING 

16 

FIGURE 13. SECTION III - PERSONNEL & TRAINING COVER PAGE 
NOTE: This information is not required by FAR to be included 

in this manual, except the procedures for training inspection 
personnel. Companies who desire, may include this infor­
mation in its manual for all personnel. 
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FIGURE 14. TRAINING INFORMATION 

(NAME OF OOMPANY) 
REPAIR STATION - DISSECTION" PROCEDURES MANUAL 

Sect ion: I I I 
Page No. 1 
T i t l e : T ra in ing 
Issue Date: 7/1/78 

Tra in ing o f repa i r s ta t ion inspectors and other personnel w i l l be 
accomplished by classroom i n s t r u c t i o n plus f a c t o r y and on the job 
t r a i n i n g as necessary. 

Classroom t ra in ing w i l l be accomplished by the maintenance manager, 
c h i e f inspector or f a c t o r y f i e l d serv ice representa t ives . 

Fac tory t ra in ing w i l l be scheduled as necessary for personnel to become 
f a m i l i a r w i t h new a i r c r a f t and av ia t ion products or product 
i iupiuveumts • 

Current records w i l l be maintained for each employee by the general 
manager on form 123, Record o f Bnployee's T r a i n i n g . The record w i l l 
ind ica te the type of draining (de ta i l ed ) , method, dura t ion , date of 
completion, locat ion and include the name of the ins t ruc tor that 
conducted the classroom and on the job t r a i n i n g . Copies o f the 
c e r t i f i c a t e s issued f o r fac tory draining w i l l be kept i n employee's 
f i l e . 

APPROVED: J?- h e , &-0-x> 
General Manager 
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Reference: FAR Section 145.39(e) and Section 145.45. This page should 
identify what methods are to be used. The records should reflect the 
methods, type, length of training, where and when it was received. The 
records should be kept current. 
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FIGURE 15. EMPLOYMENT SUMMARY 
Reference: FAR Section 145.43(b) (1) through (5). This information is not 
rAqiiii-«ari fiy regtiUr.lon to be kept in this manual, but is required to be 
available in the repair station, it is suggested that this information not 
be made part of this manual so that a revision to the list would not require 
a revision to the manual. A company who desires, may include it in it 
manual. In either case, a separate summary is required for each person that 
is listed in Section II, Pages 1 & 2. It should contain the information as 
shown on the sample for each person to show compliance with the regulations. 

NOTE 1: It should be in the format of the referenced regulation. 
NOTE 2: It is recommended that space be provided at the end of each 

sumnary for the individual's signature. 
NOTE 3: This sunntary is required to be maintained in accordance with 

Section 145.43(c) through (e). 

O W E OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Sect ion: I I I 
Page No: 2 
T i t l e ; Employment Summary 
Issue Date; 7/1/78 

Name: Har ry Jones T i t l e : Chief Inspector 

Scope o f present employment: "Has complete repa i r s ta t ion inspection 
r e s p o n s i b i l i t y . Type c e r t i f i c a t e ( s ) r a t i n g s ; & numbers) A&P"1B602, 
Repairman Q36891 Ins crimen ts & Prope l l e rs . T o t a l years experience: 30yrs. 

Work Record 

From To Employer and address Pos i t ion 
1. 1-48 2=55 A .B .C . Av ia t ion - Newton, New York &p Mechanic 
2. 2-58 5-65 A . B . C . Av ia t ion - Newton, New York Lead Mechanic 
3. 5-65 7-69 A . B . C . Av ia t ion - Newton, New York Shop Foreman 
A . 7-69 Present Elmo Av ia t ion - Fresno, Ca l i fo rn ia Chief Inspector 

Signed: 

APPROVED; J j J j A ^ 
General Manager 
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FIGURE 16. 
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Appendix 1 

SECTION TV - DUTIES AND RESPONSIBILITIES COVER PAGE 
NOTE: This section should contain the duties and responsibilities 

of key positions by title (use separate page(s), one page for 
each position shown on the organizational chart in Section II). 
No names should appear in this section, only titles. Title 
should be the same as on title organizational charts and eleswhere 
in the manaul. The information contained on the following pages 
are examples. Place the applicable titles, duties, and 
responsibilities in the appropriate positions as they exist at 
your facility. Only the information relating to the continuity 
of inspection responsibility is required to be included in the 
manual. 

(NAME OF CObPANY) 
REPAIR STATION - INSPECTION PROCEDURE MANUAL 

SECTION IV 
DUTIES AND RESPONSIBILITIES 
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FIGURE 17. DUTIES AND RESPONSIBIUTTES - GENERAL MANAGER 
Reference: FAR Sections 145.3b, 145.37. 145.39, 14b.41. 145.43, 
145.47. 145.45, and 145.55.— 

(NAME OF COMPANY) 
REPAIR STATION - IKSPECTlOtt PROCEDURES MANUAL 

Sect ion: I V 
Page No: 1 
T i t l e : Duties and Responsib i l i t ies 
Issue Date: 7/1/78 

GENERAL MANAGER 

The general manager i s responsible to the v ice president of technical 
serv ices for the complete o v e r a l l operations o f the repair s t a t i o n , 
including the adequate housing and f a c i l i t i e s and the continued 
maintenance thereof . I n addit ion the general manager i s also 
responsible: 

For providing adequate t r a i n i n g , equipment, materials and competent 
personnel pert inent to the operations o f the repa i r s ta t ion i n order 
that i t may comply w i th a l l applicable Federal Av ia t ion Regulations 
(FAR) and manufacturer's recommendations. 

To ascertain that adequate f i r e f i g h t i n g equipment i s avai lable at 
the repai r s t a t i o n . 

To estab l ish standards to ascerta in that adequate safety precautions 
are observed. 

To estab l ish procedures to determine the need for o r i g i n a l 
and recurrent t ra in ing of personnel consistent w i th die work to be 
performed. Estab l ish l i a i s o n w i t h a i r c a r r i e r s respecting applicable 
FAR requirements, when work for a i r c a r r i e r s i s to be performed. 

I n the absence o f a maintenance manager or chief inspector the 
general manager assumes the r e s p o n s i b i l i t i e s and delegates au thor i ty 
t o qua l i f i ed personnel as dictated by FAR Part 1A5 and FAR Part 43, 
to release a i r c r a f t for serv ice a f ter repa i r or inspect ions. 

The general manager may delegate a l l duties assigned to any qua l i f ied 
assistant as necessary however, such delegation does not r e l i e v e the 
general manager o f the o v e r a l l r e s p o n s i b i l i t i e s . 

APPROVED: 
General Manager 
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FIGURE 18. DUTIES AND RESPONSIBILITIES - CHIEF INSPECTOR 
Reference: FAR Sections 14b.3b,14b.4b, 14b.4/. 14b.55, 145.57, and 145.59 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURE MANUAL 

Sect ion: TV 
Page No: 2 
T i t l e : Duties and Responsib i l i t ies 
Issue Date: 7/1/78 

CHIEF INSPECTOR 

The chief inspector i s responsible to the general manager for the o v e r a l l 
operat ion o f the inspection department and, as such, w i l l have the f i n a l 
au thor i t y i n the releasing to serv ice of air frames, engines, p rope l le rs , 
appliances and the component parts thereof . I n addi t ion , the Inspector 
i s responsible far d i r e c t i n g , p laming and lay ing out the de ta i l s of 
inspect ion standards, methods and procedures used by the repai r s ta t ion i n 
complying wi th a l l applicable Federal Av ia t ion Regulations, manufacturer's 
spec i f ica t ions and reconrnendations. 

I t is the chief inspector 's duty to : 

1. A s s i s t , supervise and d i rec t a l l personnel assigned to the inspection 
department. 

2. Ascerta in that e l l inspections are proper ly performed on a l l completed 
work and that the proper inspection records, reports and farms used by the 
repa i r s ta t ion are properly executed p r io r to releasing the product for 
r e t u r n to s e r v i c e . 

3. Maintain and keep current a f i l e o f pert inent Federal Av ia t ion 
Regulations, spec i f i ca t ions , type c e r t i f i c a t i o n data sheets, and 
airworthiness d i r e c t i v e s . 

4. Determine that a l l technical data on a l l a r t i c l e s overhauled or repaired 
by the repai r s ta t ion are secured and kept current w i th la test rev is ions by 
the respect ive department inspectors . T h i s data w i l l include repair 
s ta t ion s process spec i f ica t ion for l imited ra t ing special ized serv ices , 
manufacturer's overhaul manuals, serv ice b u l l e t i n s , part spec i f i ca t ions , 
re la ted Federal Av ia t ion Administrat ion approved data and other technical 
data used by the repair s t a t i o n . I n add i t ion , assure that a l l m i l i t a r y 
technical orders used i n the overhaul and repai r of components have been 
evaluated and approved by the FAA. 

APPROVED: <*P>?X. <3»-*Q 
General Manager 

21 



AC 145-3 2/13/Bl 
Appendix 1 

(NAM: OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Section: IV 
Page No: 3 
T i t l e : Duties and Responsibilities 
Issue Date: 7/1/78 

CHIEF INSPECTOR (CONTINUED) 

5. Assure that periodic checks are made on al l inspection tools and the 
calibration of precision test equipment used by the repair station and 
mechanics who have their own precision equipment. Futher assure that a 
current record of those inspections and test is maintained. 

6. Determine that no defective, unserviceable, or wairworthy parts are 
installed in any component or art icles released by the repair station, 

7. Submit reports of defects of inairworthy condition in accordance with 
FAR 145.63. 

8. Assure the proper execution of FAA Form 337 when required, and/or a 
maintenance release. 

9. Accomplish the f inal acceptance of a l l incoming material, including new 
parts, supplies and the airworthiness of art icles on which work has been 
performed outside the repair station by contract. 
10. Conduct the preliminary, hidden damage, in-progress, and f inal 
inspection of a l l art icles processed by the repair station and record 
results as outlined in this manual. 
11. Oversee die proper tagging and identification of a l l parts and 
components as outlined In this manual 

12. Provide for continuity of inspection responsibil i ty, assuring 
completion of required inspection when personnel shift or assignment changes 
occur. 

APPROVED: <»P. ?K» ($* *-C 
General Manager 
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FIGURE 18. DUTIES AND RESPONSIBIUTIES - CHIEF INSPECTOR (CONTINUED) 

CHIEF INSPECTOR (CONTINUED) 

13. See that re jected and unserviceable parts are handled In such a way as 
to prevent the i r reuse as serviceable pa r ts . 

14. Ascerta in that a l l inspections are proper ly performed on a l l completed 
work before i t i s approved for re tu rn to s e r v i c e , and that the proper 
inspect ion and maintenance records , r e p o r t s , and forma required for such 
release are proper ly executed. 

15. Maintain f i l e s o f completed work orders and inspection forms i n such a 
manner that the f i l e pertaining to a spec i f ic item repaired can be r e a d i l y 
located for r e v i e w . 

16. Inspect a l l radio work that requires the q u a l i f i c a t i o n o f an A&P 
mechanic, such as airframe s t r u c t u r e s , airframe e l e c t r i c a l w i r i n g , and 
weight and balance. 

Note: The chief inspector may delegate a l l duties assigned 
t o any qua l i f i ed assistant as necessary, however, such 
delegation does not r e l i e v e the chief inspector o f the 
o v e r a l l r e s p o n s i b i l i t i e s . 

(NAME OF COMPACT 
REPAIR STATION - IMaPECTIOM g] 

Sect ion: I V 
Page No: 4 
T i t l e ; Duties and Responsib i l i t ies 
Issue Date: 7/1/78 

APPROVED: sS>. 7l>C. /flfu 
General manager 
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(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Section: TV 
Page No: 5 
Title: Duties and Responsibilities 
Issue Date: 7/1/78 

MAINTENANCE MANAGER 
The maintenance manager is responsible to the general manager for the 
operation of the repair station. 
In addition, the maintenance manager is responsible for: 
1. Training and assisting subordinates in the proper work procedures and 
practices to be followed. 

2. Maintaining all hangar and shop equipment and tools in a serviceable 
working condition, assuring that periodic checks and calibrations are made 
on special tools and test equipment, and that current records are maintained 
of those tests and calibrations. 
3. Ascertaining that all necessary maintenance entries on maintenance forms 
and work orders used by the repair station are properly executed by the 
responsible mechanics. 
4. Maintaining the premises of the repair station in a clean and orderly 
manner. 
5. Initiating purchase requisitions for stock as required. 
6. Assuring that the personnel in the maintenance department do quality 
work. 

7. Conducting periodic drills for the purpose of indoctrinating personnel 
in the proper use and location of fire fighting equipment, and checking the 
equipment periodically for serviceability and adequacy. 

APPROVED: ̂ 9.>VC. <fa+Jb 
General Manager 

24 

FIGURE 19. DUTIES AND KESPONSIBILITIES - MAJDNTENANCE MANAGER 
Reference: FAR Sections 145.35, 145.37, 145.39, 145.45, 145.47. 145.55, 
145.57, 145.59, and 145.61. 
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FIGURE 19. DUTIES AND RESPONSIBILITIES - MAINTENANCE MANAGER (CONTINUED) 

(NAME OF OOMPANV) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Section: IV 
Page No: 6 
Title: Duties and Responsibilities Issue Date: 7/1/78 

MAIMTCMANCE MANAGFP (CONTINTlEP) 

8. Indoctrinating the personnel in observing the safety precautions relevant to the functions for which they may be utilized. 
9. Making available to the departments under the maintenance manager's 
control the required technical data on all aircraft, engines, and appliance, 
for the maintenance accomplished and keeping the data current with latest 
revision. The data will include manufacturers' maintenance and overhaul 
manuals, service bulletins, parts specifications, related Federal Aviation 
Administration approved data, and any other technical data used by the 
repair station. 
10. Assuring the proper handling of all parts while in repair process and 
when work is completed. 
11. Maintaing the preservation of all units or parts during the work 
process, installation and storaae. 

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. 

APPROVED: HV>. 
General Manager 
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FIGURE 20. DUTIES AND RESPONSIBILITIES - AVIONICS MANAGER 
Reference: FAR Sections 145.35, 145.37, 145.39, 145.45. 145.47, 145.57, 
145.59 and 145.61. 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEPtlRFS MANUAL 

Section: W 
Page Nb; 7 
Title* Duties and Responsibilities 
Issue Date: 7/1/78 

AVIONICS MANAGER 
The avionics manager is responsible to the general manager for the overall 
operation of the avionics department. 
In addition, the avionics manager is responsible for: 
1. The planning, direction and coordination of activities within the 
department, and the planning of its activities in conjunction with other 
departments, as required. 
2. Assuring that the repair and overhaul of all articles and components 
within the avionics manager jurisdiction is accomplished within the 
authority of the repair station and that the work is inspected by the 
Inspection department. 
3. Training and assisting subordinates in the proper work procedures and 
practices to be followed. 
4. Making available to the avionics department the required technical data 
on all articles overhauled or repaired by the avionics department and 
keeping the data current with latest revisions. The data will include 
manufacturers' overhaul manuals, service bulletins, parts specifications, 
related Federal Aviation Administration approved data and any other 
technical data used. 
5. The maintenance of all avionics department equipment and tools in a 
serviceable working condition, assuring that periodic checks and calibration 
are made on test equipment and that current records are maintained of those 
tests and calibrations. 
6. Ascertaining that all necessary maintenance entries on maintenance forms 
and work orders used by the repair station are properly executed by the 
responsible technicians. 

7. The quality of work performed by the personnel in the department. 

APPROVED: 
General Manager 
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FIGURE 20. DUTIES AND RESPONSIBILITIES - AVIONICS MANAGER (CONTINUED) 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Section: IV 
Page No: 8 
T i t l e : Duties and Responsib i l i t ies 
Issue Date: 7/1/78 

AVIONICS MANAGER (CONTINUED) 

8. The proper handling of a l l parts whi le i n repair process through the 
avionics shop and when work i s completed. 

9. The preservat ion of a l l uni ts or parts during process through die 
avionics shop and when work i s completed. 

10. Tb insure that the maintenance of die avionics department premises are 
kept i n a clean and o r d e r l y manner. 

11. I n i t i a t i n g purchase orders for stock as requi red . 

12. The maintenance of a l l avionics department records. 

Note: The avionics manager may delegate a l l duties to any qua l i f ied 
assistant as necessary, however, such delegation does not r e l i e v e 
the avionics manager of the o v e r a l l r e s p o n s i b i l i t i e s . 

APPROVED: 
General Manager 
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FIGURE 21. DUTIES AMD l^PONSIBIUTIES - STOCKROOM MANAGER 
Reference: FAR Sections 145.35 and 145.37 

2/13/31 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Sect ion: XV 
Page No: 9 
T i t l e : Duties and Responsib i l i t ies 
Issue Date: 7/1/78 

STOCKROOM MANAGER 

The stockroom manager i s responsible to the general manager f o r the 
operation o f the stockroom. 

I n add i t ion , the stockroom manager i s responsible: 

For i d e n t i f y i n g , c o n t r o l l i n g , segregat ing, and maintaining a l l stock and 
tools to a serviceable or unserviceable category as designated by the ch ie f 
inspector . 

For the preservat ion of a l l a r t i c l e s or par ts , whi le car r ied i n inventory , 
including parts that are subject to de te r io ra t ion and s h e l f - l i f e 
spec i f i ca t ions . 

For c o n t r o l l i n g the inventory . 

For d i s t r i b u t i n g to a l l pert inent departments any miscellaneous technical 
in format ion, e t c . , which i s received by the stockroom. 

For ascertaining that a s u f f i c i e n t supply o f f i r e f igh t ing and safe ty 
equipment i s provided f o r use at f i r e stat ions i n hangars, shops, ramps, and 
vehic les and f o r the i r replacement a f te r use. 

The stockroom manager may delegate to any qua l i f i ed assistant as necessary, 
however, such delegation does not r e l i e v e the stockroom manager o f the 
o v e r a l l r e s p o n s i b i l i t i e s . 

APPROVED: dft Xy. Sf+O 
General Manager 
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FIGURE 22. SECTION V - INSPECTION SYSTEM COVER PAGE. 

AC 145-3 
Appendix 1 

NOTE: This section contains some areas that may be considered 
in excess of minimum FAR requirements. In order to produce 
satisfactory quality control those additional procedures 
were required. 

(NAME OF COMPANY) 
REPAIR STATION - iNSFi&TIC*! PROCEDURES MANUAL 

SECTION V 

INSPECTION SYSTEM 
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(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Section: V 
Page No: 1 
Title: Inspection System 
Issue Date; 7/1/78 

INSPECTION SYSTEM 
GENERAL 
The chief inspector is responsible to the general manager for full 
compliance with all procedures outlined in this system as appropriate to any 
item being inspected, repaired, overhauled or altered by the repair station. 
The airworthiness of those items and compliance with record requirements of 
the operators of those items and of the repair station, depends upon 
conformity to the procedures of this system. 
INSPECTION PERSONNEL 
Inspection personnel are required to be thoroughly familiar with all 
inspection methods, techniques and equipment used in their area of 
responsibility to determine the quality of airworthiness of an article 
undergoing maintenance, repair or alterations. All personnel must also 
maintain proficiency in the use of the various types of inspection aids 
to be used for inspection of the particular items undergoing inspection. 
Available to all inspection personnel are current specifications involving 
inspection tolerances, limits, and procedures as set forth by manufacturer 
of the product undergoing inspection and other forms of inspection 
information such as FAA airworthiness directives, manufacturers bulletins, 
etc. A file of maintenance manuals, engineering letters, service letters, 
FAA regulations, etc., are maintained in the Inspection office. 
Inspection personnel assigned to repair station operations are required to 
familiarize themselves with FAA regulations applicable to such operations 
with particular emphasis on the following: 
FAR Part 21 - Certification Procedures Far Products And Parts 
FAR Part 23 - Airworthiness Standards: Normal, Utility And Acrobatic 
Category Airplanes 
FAR Part 25 - Airworthiness Standards: Transport Category Airplanes 
FAR Part 39 - Airworthiness Directives 

APPROVED: > * ? \ 
General Manager 
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FIGURE 23. INSPECTION SYSTEM AND INSPECTION PERSONNEL. 
Reference: FAR Sections 145.45,"-IA5.45(a), (b), (1)T(2), (3) and 
145.59(b)" All inspectors should be certificated ir. accordance with FAR 
Part ob. 
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FIGURE 23. INSPECTION AND INSPECTION PERSONNEL (CONTINUED) 

(NAME OP COMPANY) 
REPAIR STATION - INSPECTICH PROCEDURES MANUAL 

Sect ion i V 
Page No: 2 
Title: inspection System 
Issue Date: 7/1/78 

PfcJMJl'iMCM PERSONNEL (COWTNUED) 
PAR Itort 43 - Maintenance, Preventive Maintenance, Rebuilding and 
Alteration 
FAR Part 45 - Identification And Registration Marking 
FAR tart 65 - Certifications Airmen Other Than Flight Cretfnembera 
FAR Part 91 - General Operating And Flight Rules 
FAR Part 145 - Repair Stations 
FAR Part 121 - Certification and Operations: Domestic, Flag, and 
Supplemental Air Carriers and Commercial Operators of Large Aircraft 
FAR Part 125 Certification and Operation Rules for Certain Large Airplanes 
FAR Part 135 - Air Taxi Operators And Commercial Operators 
INSPECTORS, MECHANICS AND SUPERVISORS 
All supervisors, inspectors and mechanics are required to be thoroughly 
familiar with the requirements of this manual, FAA regulations, 
airworthiness directives and advisory circulars, manufacturers service 
letters and bulletins and engineering orders. The basic inspection system 
requires mechanics to sign their last name for work performed by them prior 
to submitting the item to inspectors for final acceptance. Inspectors will 
indicate their acceptance of work performed with the application of the 
inspector's acceptance stamp next to the item on the work forms. See 
Section VI of this manual for sample forms and instructions for their use. 

APPROVED: J>. Hi.. /&»*yO 
General Manager 
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FIGURE 24. INSPECTION C0NTDJUI1Y 
Reference: FAR Sections 145.45(f) and 145.61. This section should show by 
title, who performs the inspection, the forms to be used, and disposition 
of the records. The inspection continuity should encompass incoming 
materials, preliminary hidden damage and final inspection where applicable. 
It should include items as they progress through various stages of repair, 
overhaul or modification, including other inspections, test and calibra­
tions (Rockwell Hardness Test, Magnflux, Ultrasonic X-ray, etc.), adjusting 
or calibrating VOR, EME or IIS equipment. It should establish a system for 
passing along the continuity of inspection and other maintenance from one 
shift or person to another. It should reference manufacturer's inspection 
standards for the maintenance of the particular items. 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Sect ion: V 
Page No: 3 
T i t l e : Inspection System 
Issue Date: 7/1/78 

CONTINUITY OF INSPECTICW RESPONSIBILITY 

Through a "Line of Succession" l i s t maintained by the chief inspector , 
h is duties are assured of performance as "Acting Chief Inspector." ' 

A status book w i l l be provided i n the hangar and each shop i n which a 
status repor t w i l l be l e f t by each of the inspectors leaving the job 
before completion o f a p r o j e c t , for information to the succeeding 
inspector . I t s purpose i s to assure a continuing inspection responsi ­
b i l i t y for in-progress work inspect ions. 

A l l forms upon which work performed i s l i s t e d have been designed to show 
the name o f the mechanic, or repairman who performs the work (or supervises 
i t ) and the name o f the inspector inspecting that work. 

A project invo lv ing work other than inspection o n l y , may not be approved f o r 
r e t u r n t o serv ice unless i t has been cleared by the c h i e f inspector as 
s a t i s f y i n g the requirements of FAR 1A5.61, and U 5 . 5 9 ( a ) . 

Samples o f work forms, inspect ion forms, and ins t ruc t ions for completing 
them, are contained in Section V I o f th is manual. * 

APPROVED: J>. > Q . / j W y 
General Manager 
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FIGURE 25. INCOMING MATERIALS 
Reference: FAR Section 145."43(c). This section should explain how 
compliance is shown, how the inspections are recorded, classification of 
incoming materials, including checks for damage, preservation and shelf-life, 
identification of parts by part number, and the person responsible to 
perform the inspection (by title). In addition, it should describe the 
action to be taken when materials received do not meet specifications. 

(NAME OF COMPANY) 
REPAIF STATION - INSPECTION PROCEDURES MANUAL 

Section: v 
Page No: 4 
Title: Inspection System 
Issue pate: 7/1/78 

PARTS PFCF7VTNG POLICY 
The chief inspector of the repair station (or designee) is responsible to 
see that all incoming materials, AN or MS and other hardware, parts, 
component, equipment and other products procured for use by the repair 
station are subject to receiving inspection to assure conformance to port 
number, purchase order and/or other applicable specifications. A record of 
such inspections will be recorded on repair station Form Mo. 214, Fecievinq 
Inspection. Any products that fail to meet applicable specifications will 
be red tagged as unserviceable, listing the discrepancy and be returned to 
the stockroom manager for return to vendor. To preclude those parts from 
being used, the stockroom manager will place such Items in the locked 
holding area until they are repacked for shipping back to the vendor. 
GENERAL TEST REQUIREMENTS: 
1. New components manufactured under a type or production certificate, 
or in accordance with a Technical Standard Order (or similar FAA approved 
technical data), or components which have been rebuilt by the manufacturer 
to production specifications, require a visual receiving inspection. 
2. Any repaired or overhauled components received from an FAA certificated 
repair station do not normally require more than a visual reeeivira 
inspection before being returned to service. Repaired or overhauled 
components that are received from other than an FAA certified repair 
station, in addition to the normal receiving inspection, will be 
functionally checked before being returned to service. 
3. All components requiring a functional check are routed to the proper 
repair station shop for the accomplishment of this check. 

MOTE: Functional checks are performed in accordance with instructions 
contained in the appropriate manufacturer's publications. 
However, if such specific instructions are not available, 
functional check requirements will be determined by the chief 
inspector, and issued on a form to provide a means of recording 
compliance therewith. 

APPROVED: ?*K*. &t n 
GENERAL MANAGER 
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F K 3 T R E 25. INCOMING MATERIALS (CONTINUED) 

2A3/B1 

O W E OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Sect ion: V 
Page No: 5 
T i t l e : Inspection System 
Issue Date: 7/1/78 

PARTS RECEIVING POLICY (CONTINUED) 

NOTE: Functional checks are performed i n accordance w i t h instruct ions 
contained i n the appropriate manufacturer's publ icat ions. 
However, i f such spec i f ic ins t ruc t ions are not ava i lab le , 
funct ional check requirements w i l l be determined by the chief 
inspector , and issued on a form to provide a means of recording 
compliance therewi th . I f sui table test f a c i l i t i e s are not 
avai lable i n repa i r s t a t i o n , components may be funct iona l ly 
checked i n the a i r c r a f t . In any case, a l l funct ional checks 
must be monitored and recorded by the chief inspector or 
designee. 

A . The Supervisor - Qua l i t y Control may request a funct ional check of any 
component overhauled or repaired by any agency, when of the opinion that 
such a check i s required i n order to re tu rn the component to s e r v i c e . 

5. A l l adhesives, sea lers , pr imers, f in ish ing and other materials having 
l imi ted s h e l f - l i f e are i d e n t i f i e d by mater ial cont ro l Labels showing the 
e x p i r a t i o n date of the s h e l f - l i f e as established by applicable 
s p e c i f i c a t i o n s . Inspectors and mechanics w i l l dispose of any materials 
found i n the shop or store rooms without such i d e n t i f i c a t i o n or wi th expired 
s h e l f - l i f e . 

6. The detai led functions of mater ia l inspection are covered by the 
manufacturer'a qua l i t y assurance d i r e c t i v e and inspection b u l l e t i n s which 
w i l l be used to implement the operation of the repai r s ta t ion with respect 
to the cont ro l and i d e n t i f i c a t i o n o f mater ia ls , parts and equipment received 
f o r d i r e c t use i n the repa i r s t a t i o n . A l l parts new or overhauled purchased 
from vendors w i l l be checked for proper approval documentation p r io r to 
release for i n s t a l l a t i o n by the repair s t a t i o n . 

APPROVED: He. ^ N U O 
General Manager" 
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FIGURE 26. WORK ORDER 
Reference: FAR Section 145.61. The work order should have an identifi-
cation number, show the name of the repair station, address and the FAA 
assigned repair station number. It should show the customers name and 
address, complete identification of the items worked on, detailed 
instructions for work to be accomplished and space or reference instructions 
for work to be accomplished. For the work accomplished sign off space for 
mechanics and inspector. And instructions for sign off of work as 
acceptable to the company. 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Sectiont V 
Page No: 6 
Title: Inspection System 
issue Date: 7/1/78 

WORK ORDER 
Upon receipt of a work request for maintenance or alteration on an 
airframe, engine, accessory, propeller, instrument, radio or a 
product requiring a specialized service covered by the repair 
station certificate, the maintenance department will issue a (name 
of company) Repair Station Work Order Form 1234 to authorize that 
work to be accomplished. The form is prenumbered and that number will 
be the basic reference for the product's maintenance record. The work 
order will specify the work to be accomplished. The work order will be 
supplemented as necessary with detailed inspection instructions along 
with applicable forms, to assure proper inspection and repair of the 
unit involved. The number of additional forms used will be identified on 
the work order. The original of the printed and numbered work order form 
will be retained in the maintenance manager'6 office. 
A logbook will be maintained in the maintenance manager's office for 
recording each work order in numerical order, identifying the customer, the 
product for which it was issued along with the manufacturer serial number, 
special instructions and the work accomplished. 
It will be the responsibility of the respective shop manager and chief 
inspector to assure that proper supplemental instructions are furnished to 
assure proper progressive servicing, inspection and testing of the product 
involved. 
Mechanics will enter work accomplished and use last names to sign off that 
work on the form. Inspectors will use their inspection stamp to sign off 
inspections. A list of inspectors and stamp numbers are contained in this 
manual under Section II, fbge 2. 
See copy of work order and supplemental forms in Section VI of this manual. 

APPROVED* J?. >VL. |Sv*-Q 
General Manager 
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FIGURE 27. RECORD OF WORK 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Sect ion: V 
Page No: 7 
T i t l e : Inspection System 
Issue Date: 7/1/78 

RECORD OF WORK 

A detai led record sha l l be kept of a l l work performed by the repai r s t a t i o n . 
A copy o f each Vfork Order Form 1234 w i t h a l l attached supplementary forra(e) 
w i l l be maintained i n the repa i r s ta t ion records sec t ion . A separate f i l e 
area i s provided for a l l paper work associated w i th the repai r s t a t i o n ' s 
work a c t i v i t i e s . Each work record i s checked by an inspector for work 
accomplished, parts used, signature o f mechanic and Inspectors who performed 
maintenance. Records are maintained i n a c t i v e f i l e f o r two (2) years then 
t ransfer red to dead storage fo r S addi t ional y e a r s . 

APPROVED: A—* 
General Manager 
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Reference: FAR Section 145*61. A copy of the work order with all 
attachments should be on file as a permanent record of all work 
accomplished. The record should reflect the signature of each mechanic 
and inspector that performed maintenance on each unit, it should 
reflect exactly what work was accomplished. It should show all of the 
parts used. The records should be maintained for a period of not less 
than two years. 
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FIGURE 28. PRELIMINARY INSPECTION, 
Reference: FAR Sections 145.2 and 145.45(d. This information should 
indicate who is to perform the inspection, the method of inspection and any 
special testing requirements. Instructions should include the type of form 
to be used, how defects noted are recorded and the requirement to make them 
part of the work order. 

{NAME OF COMPANY) 
REPAIR STATION - INSPECTION PKCEDPRES MWTOM, 

Section: V 
Page No: 8 
Title: Inspection System 
Issue Date: 7/1/78 

PRELIMINARY INSPECTION 
The Chief Inspector of the repair station is responsible for the 
performance of appropriate inspections includinp functional and nondestructive 
tests to assure that all units delivered to the repair station for maintenance, 
alteration or repair under the privileges of the repair station certificate are 
subjected to a preliminary inspection to determine the state of preservation 
and any defects on the items involved. This inspection will be recorded on the 
Preliminary Inspection Form 567 with any discrepancies noted and the form must 
be attached to the work order identified with the unit involved. It will 
remain with the applicable inspection records until the unit is released for 
service. Appropriate supplemental forms will be used to record the results of 
functional and nondestructive tests. Those forms will show the work order 
number and will be routed attached to the work order. 
Before any work is begun, the Chief Inspector will, in the case of work to 
be performed for an air carrier under the continuous airworthiness 
requirements of FAR Parts 121, 125, 127, or 135, make sure that all 
necessary current information and specifications are included or referred 
to in the work instructions that are to accompany the article through the 
repair station, and that the work is done in accordance with the air 
carrier's manual. 

APPROVED: &« VA * . /3k-** 
General Manager 
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FIGURE 29. HIDDEN DAMAGE INSPECTION 
Reference: FAR Section 145.45(e). This section should describe who 
is to perform the inspection (by title), tihe depth (should include 
areas adjacent to obviously damaged members or components), how the 
inspection will be recorded, the recording and handling of any defects 
noted and the requirement to make the inspection a part of the work order. 

INSPECTION FOR HIDDEN DAMAGE 

The prel iminary inspection i s not l imited to the area o f obvious damage 
o r de ter iora t ion but includes a thorough and searching inspection for 
hidden damage i n areas adjacent to the damaged area and/or i n the case 
o f d e t e r i o r a t i o n , a thorough rev iew of a l l s imi lar materials or 
equipment i n a g iven system or s t r u c t u r a l area. The scope of th is 
inspection w i l l be governed by the type o f un i t involved w i th special 
considerat ion accorded previous operating h i s t o r y . Malfunction or 
Defect Reports, serv ice bu l l e t ins and AD notes applicable to the unit 
i n v o l v e d . The inspector i s responsible for l i s t i n g a l l discrepancies 
noted during inspection on the work order p r i o r to release for re turn 
t o s e r v i c e . See Section V I o f th is manual for proper forms and 
ins t ruc t ions for using them. 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Sect ion. V 
Page No: 9 s 

T i t l e : Inspection System 
Issue Date: 7/1/78 
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FIGURE 30. RECORD OF INSPECTION 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Sect ion: V 
Page No: 10 
T i t l e : Inspection System 
Issue Date: 7/1/78 

PROGRESSIVE INSPECTION 

Authorized inspectors w i l l be assigned to make inspections at various 
stages of teardown, overhaul , and repair of a l l uni ts or components 
received by the repair s ta t ion for s e r v i c e . Progressive inspections 
are accomplished wi th a frequency determined by applicable manual 
reconrnendations and/or repai r s ta t ion originated work forms. 

MAJOR REPAIR AND ALTERATION AIRCRAFT AND COMPONENTS 

Following the prel iminary inspect ion , addit ional records may be 
prepared by the inspection department to provide a comprehensive 
h i s t o r i c a l record of the work performed. These records w i l l contain 
work orders , serv ice b u l l e t i n s , AD notes , service l e t t e r s , type of 
inspect ion , detai led f igures related to funct ional tests and special 
nondestruct ive tests to be accomplished. The approved engineering or 
other approved technical data author iz ing the repa i r or a l t e r a t i o n 
w i l l be c l e a r l y indicated, ttiere special drawings are made to cover 
spec i f ic repai r condi t ions, a copy of the drawing w i l l be included in 
the a i r c r a f t records. 

Uni ts removed from the a i r c r a f t w i l l be tagged wi th the appropriate 
inspect ion i d e n t i f i c a t i o n tag l i s t i n g the a i r c r a f t s e r i a l number, uni t 
s e r i a l nunber and reason for removal. 

No item removed and tagged as above described w i l l be r e i n s t a l l e d 
unless the uni t i s cleared as "serviceable" by inspect ion. 

REPAIR. ALTERATION AND OVERHAUL ACCESSORIES AND APPLIANCES 

Self-contained accessory and appliance uni ts such as actuators, pimps, 
v a l v e s , generators, e t c . , which, a f te r prel iminary inspect ion, have 
been established as e l i g i b l e for overhaul or r e p a i r , w i l l be ident i f i ed 
w i t h a green repairable part tag w i th appropriate repair ins t ruct ions 
entered on the face of the tag, as authorized by the work order . No 
such un i t sha l l be approved for returned to serv ice without a maintenance 
release tag author iz ing i t s r e t u r n to s e r v i c e . 

APPROVED: \p- Xt/. /&#4LQ 
General Manager 
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Reference: FAR Sections 145.59(a), 145.59(d) through (f) and 145.61. 
This section should explain row the results of required inspections are 
recorded and made part of the applicable work order. 
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FIGURE 30. RECORD OF INSPECTION (CONTINUED) 
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(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Sect ion; V 
Page No: 11 
T i t l e : Inspection System 
Issue Date: 7/1/78 

INSPECTION PROCEDURES 

The Chief Inspector i s responsible for the complete and e f f i c i e n t 
performance of Inspections assigned to the repa i r s ta t ion to assure 
inspect ion acceptance i n accordance wi th manual speci f icat ions or other 
approved technical data. 

Shop supervisors are responsible for the accomplishment of a l l work i n 
accordance wi th manual speci f icat ions or other approved technical data. 
The work done under the repai r s t a t i o n ' s Limited Rating- Specialized 
Serv ice Nondestructive Inspection by X - r a y , magnetic p a r t i c l e , eddy 
cur rent or u l t rasonic must be accomplished i n accordance w i t h the (name 
o f company) FAA approved process spec i f ica t ion NDT-1 dated 7/1/78. 

A l te ra t ions and repai r w i l l be subject to progressive inspection by the 
inspect ion department. Discrepancies generated during the process of 
accomplishing die work involved w i l l be recorded on the appropriate 
work forms. Discrepancies so recorded w i l l be corrected before the 
u n i t i s submitted for f i n a l inspect ion. Upon completion of th is 
progress ive inspect ion, the area affected i s g iven a shakedown 
inspect ion and a f ter a l l rework i s accomplished and accepted, the 
inspection w i l l clear the unit for f i n a l acceptance. 

Upon completion o f a spec i f ic operat ion, the mechanic w i l l sign o f f the 
records using h is signature indicat ing that the item i s complete and 
ready for inspect ion . The act ion accomplished to correct a spec i f ic 
discrepancy w i l l be noted under each item on the work order . 
The inspector w i l l then inspect the item to assure conformance to 
speci f icat ions and established workmanship standards. Functional 
checks o f any system affected by the work involved w i l l be accomplished 
before f i n a l acceptance. Inspect ion acceptance w i l l be indicated by 
the inspector 's stamp. 

APPROVED: & t V * a 
. General Manager 
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(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Section: V 
Page No: 12 
T i t l e : Inspection System 
Issue Date: 7/1/78 

MAINTENANCE INSPECTION-

One-hundred hour and progressive inspect ions, inspections o f amateur 
b u i l t a i r c r a f t and a i r c r a f t on FAR Section 91.217 programs w i l l be 
accomplished i n accordance wi th the inspection cards or inspection 
schedule provided for each spec i f ic model a i r c r a f t . The inspection 
paperwork w i l l be supplemented as necessary to cover items to be 
replaced for t ime, special inspection items, discrepancies and 
airworthiness d i r e c t i v e s . A l l 100-hour and annual inspection paper* 
work w i l l comply w i th FAR Part 43 Appendix D. 

No a i r c r a f t w i l l be returned to serv ice fol lowing an inspection as 
out l ined above u n t i l a l l discrepancies a f fec t ing airworthiness have 
been corrected . 

Maintenance supervisors are responsible for screening completed work 
orders covering work performed i n the i r assigned area to assure that 
a l l items on the work order have been c leared, that there are no open 
discrepancies and that a l l major work accomplished i s covered by 
approved data . Inspection w i l l recheck to assure compliance wi th th is 
s e c t i o n . 

A f t e r work orders have been screened for completeness and accuracy, 
they are routed to the maintenance manager's o f f i c e . Such inspection 
and work records w i l l be retained i n ac t ive f i l e for a period o f not 
less than two years (as required by FAR Part 1A5) and then t ransferred 
t o dead storage fo r 5 addi t ional years . 

CONTINUITY OF MAINTENANCE RESPONSIBILITY 

A status book w i l l be provided in the hangar and each shop i n which a 
status report w i l l be entered by each o f the lead mechanics informing 
the next s h i f t o f the status of each job not completed. I t s purpose I s 
t o assure a continuing maintenance r e s p o n s i b i l i t y for work i n 
progress . 

APPROVED: j>>frt" 
General Manager 
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FIGURE 30. RECORD OF INSPECTION (Q3NTIHUED) 



AC 145-3 
Appendix 1 

2/13/81 

FIGURE 31. HANDLING OF PARTS 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Sect ion: V 
Page No: 13 
T i t l e : Inspection SyBtem 
Issue Date: 7/1/78 

HANDLING OF PARTS 

A l l items or components undergoing maintenance, repa i rs and/or 
a l te ra t ions i n the repa i r s ta t ion sha l l have the component parts 
segregated and i n containers in order to assure that a l l parts o f the 
same u n l t ( s ) are kept together. Suitable t r a y s , racks, stands and 
p ro tec t i ve coverings (as required) are to be provided i n shop areas to 
ensure maximum protect ion of a l l pa r ts . Rejected parts w i l l be 
i d e n t i f i e d by the use of a red r e j e c t tag and f i n a l d ispos i t ion w i l l be 
the r e s p o n s i b i l i t y o f the Supervisor - Qual i ty Cont ro l . 

TAGGING AND IDENTIFICATION OF PARTS 

The fo l lowing i s our four (4) tag system: 

White tag - Used for i d e n t i f i c a t i o n o f uni t and customer o n l y , l b 
be completed by shop supervisor or a designated 
employee. 

Green tag - W i l l be attached to uni ts or parts requir ing repa i rs or 
t e s t and w i l l include work to be performed. To be 
executed and signed by inspector on ly . 

Ye l low tag - Tb be attached to completed un i ts which have received 
f i n a l inspection and are approved for r e t u r n to 
s e r v i c e . The maintenance release i s pr inted or 
stamped on the reverse side of th is tag. (See 
Maintenance Release Statement , Section V , 
Page 21) . Th is release w i l l be signed by a designated 
person o n l y . 

Red tag - W i l l be attached to re jected par ts , pending f i n a l 
d i s p o s i t i o n . I f re jected parts are i n large 
q u a n t i t i e s , they can be placed i n a special container 
marked "re jected p a r t s . " Th is tag to be completed by an 
inspector . 

APPROVED: • 7*1/. 
General Manager 
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Reference: FAR Sections 145.35, 145.35(a)(3), 145.35(d) 145.35(a)(4) and 
145.35(e$". This section should explain compliance with the rule. 
Processing of parts, identification, tag, segregation, protection from 
damage and/or contamination, parts finishing, preservation, stock control 
and shelf-life. 
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REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Sect ion: V 
Page No: 14 
T i t l e : Inspection System 
Issue Date: 7/1/78 

HANDLING OF PARTS (CCONTMJED) 

A l l tags contain the fol lowing information: 

Manufacturer - model - part number - s e r i a l number - name of part -
owner. 

The ye l low tag w i l l remain attached to the parts returned to the 
customer • 

The r e d , white and green tags w i l l be made a part of the work order 
f i l e . I f the re jected part i s returned to the customer, the red tag 
w i l l remain attached and a record w i l l be made on the work order 
showing the part was returned to the customer. 

PART FINISHING 

Paint ing and spraying i s accomplished In an area segregated from the 
assembly areas. 

PRESERVATION OF PARTS 

Canponents are preserved in accordance wi th manufacturer's 
recotniiendations or other acceptable industry standards. To af ford 
protect ion against humidity, extreme temperatures, dust , rough handling 
o r other damage, the component w i l l be preserved by wrapping i n 
sui table containers, p las t i c bags, and/or r i g i d boxes containing 
sui table shock absorption mater ia l . 

Storage of "Repair Stat ion" preserved components w i l l be accomplished 
by stor ing i n a separate "Repair Stat ion" locat ion maintained by the 
"Stores" department. The locat ion should provide maximum protect ion 
from physical damage. (Expand as necessary the preservat ion and 
storage requirements to su i t the products worked on under the repai r 
s ta t ion r a t i n g s . ) 

SHELF L IFE 

For those items having a spec i f ic she l f l i f e , Repair Stat ion Form 2468 
i s completed by the rece iv ing inspector during the f i r s t ten (10) 
calendar days of each month. 

Components or parts that have exceeded allowable she l f l i f e l i m i t s w i l l 
be red tagged (Condemned) and w i l l be forwarded Co the Supervisor, 
Qua l i t y Control for f i n a l d i s p o s i t i o n . 

APPROVED: J>. >*U /&• — 
General Manager 
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FIGURE 31. HANDLING OF FARTS (CONTINUED) 
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(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDUKBi MANUAL 

Section: V 
Page No: 15 
Title: Inspection System 
Issue Date: 7/1/78 

INCOMING MATERIAL 
All Incoming material shall be Inspected for quantity, quality, 
conformity to dimensions or specifications and state of preservation. 
At this time the cure date of material having shelf life shall be 
noted, and the older stock shall be used first provided it is not 
beyond manufacturer's specifications. 
HARDWARE.AND EQUIPMENT STORAGE 
The Stockroom Manager is responsible to the General Manager for the 
operation of the stockroom and is responsible for controling, 
segregating and maintaining all stock and tools as to a serviceable or 
unserviceable category approved by the Chief Inspector. 
In addition the Stockroom manager is required bo: 
Properly store, segregate and protect materials, parts and supplies. 
Provide suitable storage facilities for storing standard parts, spare 
parts and assure that raw materials are separated from shop and 
working space. 
Provide for the preservation of all articles or parts, while in 
inventory, that are subject to deterioration and shelf-life 
specifications. 
Only acceptable parts and supplies will be issued for any job. 
Acceptable industry practices shall be followed for the proper 
protection and storage of materials. (The standards for use by the 
repair station should be detailed here.) 

APPROVED: «P.?V*. 
General Manager 
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FIGURE 31. HANDLING OF PARTS (CONTINUED) 
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FIGURE 32. RECORD OF TEST AND/OR CALIBRATION. This section should include 
in-house tests applicable to the repair station ratings and those contracted 
to outside agencies. It should include a requirement for the signature of 
the mechanic and/or inspector as appropriate. The record should identify 
the article by serial number or company assigned number. 

RECORD OF SPECIALIZED INSPECTION, TEST AND/OR CALIBRATION 

Speci f ic natat ions, a t test ing accomplishment, w i l l be made on ei ther 
Form 468 and/or appropriate pr inted work forms for recording special ized 
inspect ion , test ing and/or ca l ib ra t ion of a component or a i r c r a f t . (See 
Section V I o f th is manual.) 

RECORD OF INSPECTIONS 

Where a record of die inspection by dimensions, tests or ca l ibra t ion i s 
required by the manufacturer's technical data such record sha l l be made 
on an appropriate form proper ly ident i f i ed w i th the Work Order; i t must 
a lso be dated and signed by the mechanic performing the inspect ion, 
tes ts or ca l ib ra t ion and/or the inspector as appropriate. 

RECORD OF TESTS AND CALIBRATION OF PRECISION EQUIPMENT 

A system i s maintained on a l l prec is ion test equipment that w i l l 
proper ly i d e n t i f y each piece of equipment. A f i l e system is maintained 
to proper ly i d e n t i f y the equipment and record the date and person 
test ing or ca l ib ra t ing each indiv idual piece of precis ion equipment, 
(Give de ta i ls of system here , or state where i t can be obtained.) 

WORK BY OUTSIDE CONTRACTORS 

When test and/or ca l ibra t ions are performed by the fol lowing outside 
contractors they w i l l be required to provide the records as outl ined 
above. ( L i s t here the outside agencies and the work f o r which they are 
contracted to do f o r the repair s t a t i o n , ) 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Sect ion: V 
Page No: 16 
T i t l e : Inspection System 
Issue Date: 7/1/78 

APPROVED 
leral Manager 
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FIGURE 33. RECORD OF PRECISION TEST EQUIPMENT CALIBRATION, 
Reference: FAR Sections 145.47(b) and 145.57(b). Identify the person 
(by title) responsible tor the calibration and the test records. The 
records should include the manufacturer, model and serial or company 
assigned number, date of check, the method used to calibrate and the 
frequency, the person or company who performs checks, and the results 
and/or corrections made, when the next inspection is due, and 
requirements to tag equipment as appropriate. 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Sect ion: V 
Page No: 17 
T i t l e : Inspection System 
Issue Date: 7/1/78 

CONTROL OF PRECISION TOOLS AND TEST EQUIPMENT 

Prec is ion t o o l s , gauges, sca les , pressure gauges, aimeters, ohmneters, 
vo l tameters , r a d i o , e l e c t r o n i c , X - r a y , eddy current and u l t rasonic test 
equipment used In the repa i r s ta t ion operations are subject to periodic 
checks and ca l ib ra t ion in accordance wi th appropriate repair s ta t ion 
procedures. ( L i s t equipment here and out l ine procedures as 
appropr iate . ) 

A l l repai r s ta t ion personnel , before using test equipment, are 
responsible to check that the test ing uni t has a current ca l ib ra t ion 
label attached. Any piece of test equipment found i n the repair 
s ta t ion without a current ca l ib ra t ion label attached sha l l be given to 
the inspection department for r e c a l i b r a t i o n . 

TEST EQUIPMENT CALIBRATION REQUIREMENTS 

Test equipment sha l l be cal ibrated at periodic i n t e r v a l s established on 
the basis o f s t a b i l i t y , purpose and degree of usage. One year shal l be 
the maximum ca l ib ra t ion i n t e r v a l . ( L i s t c a l i b r a t i o n periods on 
equipment l i s t . ) 

Each piece of test equipment w i l l be labeled. The label w i l l i d e n t i f y 
the un i t by manufacturer, model and s e r i a l number. The attached label 
must indicate the last ca l ib ra t ion date and next ca l ib ra t ion due date. 

During the f i r s t week of each month the chief inspector w i l l rev iew the 
test equipment ca l ib ra t ion h i s t o r y card f i l e and g i v e cards for test 
equipment requi r ing c a l i b r a t i o n to the maintenance manager and each 
shop foreman as appropriate. I t w i l l be the r e s p o n s i b i l i t y of those 
persons to issue w r k orders to repair s ta t ion shops or outside 
contractors as necessary for the c a l i b r a t i o n of the uni ts and 
attachment o f updated c a l i b r a t i o n labe ls . A f te r c a l i b r a t i o n , the test 
u n i t w i l l be checked for proper label ing and the equipment ca l ib ra t ion 
h i s t o r y card w i l l be updated and returned to the inspection department 
a c t i v e f i l e . 

APPROVED: J?.)K/. 
General Manager 
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FIGURE 33. RECORD OF PRECISION TEST EQUIPMENT CALIBRATION (CONTINUED) 

O W E OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Sect ion: V 
Page No: 18 
T i t l e : Inspection System 
Issue Date: 7/1/78 

TEST EQUIPMENT CALIBRATION REQUIREMENTS (CONTINUED) 

A t no time w i l l any person be permitted to perform work on a i r c r a f t or 
components using test equipment which i s out of c a l i b r a t i o n . The oast 
equipment labels w i l l be checked by supervisors at random to assure 
that equipment in use i s i n c a l i b r a t i o n . I f at any time a piece of 
tes t equipment inadver tent ly exceeds i t s ca l ib ra t ion due date, i t w i l l 
inraed l a t e l y be removed from serv ice u n t i l a ca l ib ra t ion check has been 
performed. 

Standards used to ca l ibra te test equipment irust be traceable to U.S. 
Bureau o f Standards or an approved foreign count ry 's standards by 
c e r t i f i c a t e from the test ing f a c i l i t y . Frequency for ca l ib ra t ion 
standards may v a r y for d i f f e r e n t uni ts but must never exceed a 12-month 
i n t e r v a l . 

APPROVED: <J?. Xu. /t+++ 
General Manager 
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FIGURE 34, FINAL INSPECTION AND RELEASE TO SERVICE 
Reference: FAR Sections 43.9 and 145.59(a). This should explain compliance 
with the rules, who performs the inspection (by title), how it is recorded, 
.and require a check of maintenance work package for completion. 

(NAME OF COMPANY) 
REPAIR STATION - IKSPEmON~PH3CSDURES MANUAL 

Section: V 
Page Ndj 19 
Title: Inspection System 
Issue Date: 7/1/78 

FINAL INSPECTION AND RELEASE TO SERVICE 
Prior to approval for return to service, Irrespective of the method to 
be used to Indicate such approval, the Chief Inspector will audit the 
records "package" as identified by the work order, to determirje that 
all work has been inspected as required for compliance with this 
inspection system and FAR Section 145.59(a). He will Indicate 
affirmative findings approving the form per Section VI of this manual. 

When approval has been given to the above audit, either the Chief 
Inspector or the individual authorized in the official roster and 
individual sumnary of employment, will approve the article for return 
to service. 
This approval will be accomplished as appropriate to the work done, the 
article involved, the records available with the article, and the 
instructions of the customer. Care will be exercised to comply with 
FAR Part 43 in every case. 
Whenever the aircraft records flog) are available, record of work 
accomplished is expected to be made therein. This does not waive any 
FAR Part 145 records requirements. Neither will FAR Part 43 or EAR 
Part 91 be considered waived by FAR tart 145 records requirements. 
Articles such as appliances, accessories, and Individual parts or 
components will not have an Individual record to which an entry may be 
added. However, the installation of these items on an aircraft 
constitutes an aircraft maintenance or alteration, and records must be 
made accordingly. 
Routinely, major repair approvals will be handled in accordance with 
Section 43.9 and paragraph (b) of FAR Part 43, Appendix B. A 
maintenance release is cccpleted as « part of the work order form at 
the time of approval for return to service. A separate maintenance 
release card will be completed and shipped on an article that is 
•hipped to a customer. At the request of the customer (to be Indicated 
on the work order when originated), FAA Rum 337 will be completed 
instead of the maintenance release approval for return to service in 
accordance with the procedure in paragraph (a) of EAR 
Part 43, Appendix B. 
In all cases where major alteration is involved, FAA Form 337 will be 
completed per EAR Part 43.9 and FAR Part 43, Appendix B. 

APPROVED; o f f )*U/^tU) 
General Manager 
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FIGURE 34. FINAL INSPECTION AND RELEASE TO SERVICE (CONTINUED) 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Section: V 
Page No: 20 
T i t l e : Inspection System 
Issue Date: 7/1/78 

FINAL INSPECTION AND RELEASE TO SERVICE (CONTINUED) 

The authorized supervisor i n whose area the repai r or a l t e r a t i o n i s 
accomplished w i l l be responsible fo r establ ishing that the repair or 
a l t e r a t i o n was made i n accordance w i t h the requirements of FAR Part 43 
and w i l l s ign the conformity statement (Item 6) on FAA Form 337. 

Authorized personnel responsible f o r the approval fo r re turn to serv ice 
o f a i r c r a f t w i l l indicate such approval by signing the approval for 
r e t u r n to serv ice (Item 7) on FAA Form 337. Appropriate en t r ies w i l l 
be made i n the a i r c r a f t record pert inent to the repa i rs and a l terat ions 
accomplished by the repai r s t a t i o n . Specif ic reference w i l l be made by 
calendar date to the applicable FAA form 337* The o r i g i n a l FAA Form 
337 w i l l be inserted i n the a i r c r a f t record wi th a copy forwarded to 
the loca l FAA d i s t r i c t o f f i c e and one copy retained w i t h the copy of 
the a i r c r a f t work order . 

I t i s the r e s p o n s i b i l i t y of the person authoriz ing r e t u r n to serv ice to 
assure, that the a i r c r a f t f l i g h t manual i s proper ly rev ised fol lowing 
any a l t e r a t i o n or modif icat ion to the a i r c r a f t and that the weight and 
balance record has been amended as necessary. 

A i r c r a f t components, appliances, and other items, other than completed 
a i r c r a f t repaired or overhauled as authorized by the repair stat ion 
s p e c i f i c a t i o n s , w i l l be returned to serv ice through the use of a 
maintenance release preprinted on the serviceable parts tag described 
i n th is sect ion of th is manual. The authorized supervisor under whose 
j u r i s d i c t i o n the work i s accomplished w i l l be responsible for the 
release of un i ts i n the category. 

Ho a i r c r a f t or un i t may be released for re turn to service u n t i l the 
work order and other records have been reviewed for completeness and 
f i n a l acceptance cleared by inspect ion . Par t icu la r at tent ion shal l be 
accorded the status of applicable airworthiness d i r e c t i v e s . 

APPROVED: • > C . 
General Manager -
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(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Section: V 
Page No: 21 
Title: Inspection System 
Issue Date: 7/1/76 

MAINTENANCE RELEASE STATEMENT 
A maintenance release statement stamp and/or preprinted tag, prepared 
in accordance with FAR Part 43, Appendix B, will be used to release to 
service major repairs which have been accomplished by this station in 
accordance with FAR Part 43. Other records required by FAR Part 43.9 
will be executed, as required, regardless of whether an FAA Form 337 or 
maintenance release has been used to return the article to service. In 
any event, the station will indicate on their copy of the work order 
whether or not e maintenance release was used, including the signature 
of the authorized representative. 

"Example" 
MAINTENANCE RELEASE (title) 

The (use only applicable rating or ratings) aircraft, 
airframe, aircraft engine, propeller or appliance identified 
above was repaired ann inspected in accordance with current 
instructions contained in (name operator and manual or 
program), &e maintenance rules of the Federal Aviation 
Regulation under which the operator la certificated and is 
approved tor return to service as per tnose requirements. 
"Pertinent details of the repair are on file at this repair 
station under Work Order No. Date 
Signed 

(Signature of authorized representative) 
for 

(Repair station name 6 certificate number) 

NOTE 1: inspection stamp/symbol will not be used on the maintenance 
release. 

APPROVED: J? * y*s. _ 
General Manager 
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FIGURE 35A. SAMPLE OF MAINTENANCE RELEASE FOR AIR CARRIER WORK 
Reference: FAR Section 43.13(c) (d). FAR Section 145.2, Subpart L of 
*AK Part m , Subpart G or FAR Part 12b, Subpart I or r'AR Part ETTand 
Subpart J of FAR Part 135." 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Section t V 
Page Nos 21A 
Titlet Inspection system 
Issue Dote: 7/0/78 

MAINTENANCE RELFASE STATEMENT 
A maintenance release statement stamp and/or preprinted tag, prepared 
in accordance with PAR Part 43, Appendix B, will be used to release to 
service major repairs which have been accomplished by this station in 
accordance with FAR Part 43. Other records required by FAR Part 43.9 
will be executed, as required, regardless of whether an FAA Form 337 or 
maintenance release has been used to return the article to service. In 
any event, the station will indicate on their copy of the work order 
whether or not a maintenance release was used, including the signature 
of the authorized representative. 

•Example" 
MAINTENANCE RELEASE (title) 

The (use only applicable rating or ratings) aircraft, 
airframe, aircraft engine, propeller or appliance identified 
above was repaired ana inspected in accordance with current 
instructions contained m (name operator and manual or 
program), the maintenance rules of the Federal Aviation 
Regulation under which the operator is certlilcatea and" is 
approved for return to service as per those requirements. 
"Pertinent details of the repair are on file at this repair 
station under Kbrk Order No. Date 
Signed 

(Signature of authorized representative) 

(Repair station name & certificate number) 

(Mdress) 
NOTE It inspection stamp/symbol will not be used on the maintenance 

release. 

APPROVED? 
General Manager 
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FIGURE 36. MALFUNCTION OR DEFECT AND MECHANICAL RELIABILITY REPORT 
Reference: FAR Section 145.63(a) and (b). This section should explain in 
detail how compliance with rules and reporting requirements are to be met, and 
prescribe the responsibility (by title) of person(s) who prepare and submit 
reports. 

MALFUNCTION OR DEFECT REPORT 
•Stile repair station will report to the FAA within 72 hours after it 
discovers any serious defect in, or other recurring unairworthy 
condition of, an aircraft, powerplant, or propeller, or any component 
of any of them. The report will be made on an FAA Form 8010-4, 
Malfunction or Defect Peport, describing the defect or malfunction 
completely without withholding any pertinent information. (See Forms 
Section VT for copy of form.) 
In any ease, where the filing of a report under the preceding paragraph 
might prejudice the repair station, it will be referred to the 
Administrator for a determination as to wether it must be reported. 
If the defect or malfunction could result in an imminent hazard to 
flight, the repair station will use the most expeditious method it can 
to inform the Administrator. 
MECHANICAL RELIABILITY REPORTS 
When work is being accomplished for an air carrier and a defect as 
described under the Malfunction or Defect Report is found, the air 
carrier will be notified in order that a Mechanical Reliability Report 
may be issued by the air carrier. 
RESPONSIBILITY FOR SUBMITTING REPORTS 
The General Manager and Chief Inspector are responsible for preparing 
and submitting a Malfunction or Defect Report to the FAA General 
Aviation District Office. (Show location of office.) 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Section: V 
Page No: 22 
Title: Inspection System 
issue Date: 7/1/7B 

APPROVED: »T***-General Manager 
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FIGURE 37. SUBCONTRACTED MAINTENANCE PROCEDURES 

2 A 3 / 8 1 

(HAMS OF COMPANY) 
REPAIR STATION - INSPECTION PPCCHXJRES MANUAL 

Section: V 
Page No: 23 
Title: Inspection System 
Issue Date: 7/1/78 

SUBOCNTRACTED MAINTENANCE 
Any work performed by another agency for this repair station will be 
inspected by the Chief inspector or an inspector delegated for such 
inspection. This inspection will be to verify that the work was 
performed in an airworthy manner, that parts and materials used were of 
such a quality to be airworthy, and that the paperwork received with the 
material verifies the authenticity of the part and work performed. At 
no time shall the stockroom manager release any parts made by, or parts 
having had work performed on them by a subcontractor until the 
Chief Inspector or an inspector delegated has approved the materials as 
being airworthy. 
All subcontracted work shall be kept separate from regular stock until 
this inspection has been performed and the material accepted for use. 
If for any reason subcontracted material is rejected as being 
unairworthy, it will imnediately be identified as unairworthy and the 
proper disposition made, such as scrap or return to vendor. 
LIST OF SUBCONTRACTED MAINTENANCE 
1. Metal plating or anodizing. 
2. Complex machine operations involving the use of planers, 

shapers, milling machines, etc. 
3. Abrasive air blasting and chemical cleaning operations. 
4. Heat treament. 
5. Magnetic inspection. 
6. Fabricate wood spars. 
7. Overhaul and repair hydraulic-pneumatic shock absorber units. 
8. Overhaul and repair hydraulic system components. 
9. Fluorescent inspecton of alloy parts. 
10. Recovering and refinishing of components and entire aircraft. 

APPROVED: _/Sr**> 
General Manager 
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FIGURE 39. PERFORMANCE OF WORK AT A LOCATION OTHER THAN THE REPAIR 
STATION (COmiNUED) 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

Sect ion: V 
Page No: 25 
T i t l e : Inspection System 
Issue Date: 7/1/78 

PERFORMANCE OF MAINTENANCE AT A LOCATION OTHER THAN THE REPAIR STATION 

(Name o f Company) w i l l provide maintenance service for i t s customers on 
an emergency on-ca l l basis at a place away from the repair s t a t i o n . 
(Name o f Company) can only provide th is serv ice f o r work for which the 
repa i r s ta t ion i s r a t e d . Only the general manager or the chief 
Inspector are authorized to i n i t i a t e a work order for such work. 

The maintenance manager w i l l be responsible for assigning the 
personnel necessary to perform the work and appoint a person to be in 
charge o f the work f o r c e . The ch ie f inspector w i l l assign the 
inspector (s) responsible to inspect the work and assure that a l l 
required forms and work are completed as necessary. The chief 
inspector w i l l assign one Inspector w i th the r e s p o n s i b i l i t y fo r 
re turn ing the a r t i c l e bo s e r v i c e . 

The maintenance manager w i l l ensure that the a r t i c l e to undergo 
maintenance and the work force w i l l be in an area safe for the work 
to be performed and that they w i l l be protected from the elements. The 
maintenance manager w i l l be responsible for providing a l l the necessary 
manpower, work forms, technical data, t o o l s , and equipment necessary 
f o r the accomplishment of the maintenance. The maintenance manger w i l l 
es tab l ish a system of communications between the f i e l d force and the 
repa i r s t a t i o n . 

The stockroom manager w i l l be responsible for assigning a stockperson 
who w i l l provide parts and supply support between the repa i r s ta t ion 
and the f i e l d force. A l l a r t i c l e s removed by the f i e l d force from a 
product undergoing maintenance at a locat ion away from the repair 
s ta t ion w i l l Be routed through the stockroom parts rece iv ing 
department. The a r t i c l e (b ) w i l l be Inspected in accordance wi th the 
repa i r s ta t ion Inspection procedures and e i ther routed to the repair 
s t a t i o n shops or to contract repa i r agencies as appropriate. 

A l l personnel assigned to accomplish work away from the repair stat ion 
sha l l accomplish the spec i f ic funct ion of work i n the same manner as 
then performed at the repai r s ta t ion and in accordance wi th FAR 
Sections 1A5.57 through IAS.61. 

APPROVED: 4*4* 
General Manager 
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FIGURE AO. SECTION VI - FORMS SAMPLE COVER PAGE. 
Reference: FAR Section 145.45(f). This section is required to contain 
samples ot eacn or the norms usee by the repair station in the performance 
of maintenance and the method of executing them. The instruction for 
executing a form may be contained on the form if it is found practical. 
However, if it is necessary to change any of the procedures for handling 
the for it would require a reprint of the form. Unless a form is judged 
stable, it may be more economical to provide separate instructions on a 
manual page. It would then be a simple task to revise the manual page to 
show the change. 

1. When planning a form system, • important functions to be 
considered are the control of operational procedures and recordation of 
all work performed on each article processed. 

2. The number and content of the forms would be influenced by the 
size of the repair station, the complexity and variety of the articles for 
which the repair station is rated, and the needs of its customers. 

3. Some factors to consider during the development of instructions 
for completing a form are: 

a. How the form is to be introduced, (at what point in the 
maintenance process) and when it is to be completed. 

b. The person or section responsible to start the form, who will 
contribute to its completion, and who will finish it. 

c. How the form will be executed (what kind of information, in 
what form, etc.). 

d. The purpose of the form, and how it fits into the system. 
e. How the form will travel and what its final destination in 

the records system will be. 
f. A system to locate and check the progress of products enroute 

thru the repair station. 
4. Detailed inspection forms and checklists which may be used in the 

performance of annual or other approved inspection programs, or engine 
overhaul inspection sheets, need not be included in this manual. These 
forms should be referenced in the forms section by form number, revision 
date and title. The manual should contain instructions for use and a copy 
of the detailed forms should be available for inspection upon request or 
the FAA and other authorized persons. 
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FIGURE 40. SECTION VT - FORMS SAMPLE COVER PAGE (CONTINUED) 

5. It is possible at times to develop forms that can be used for 
ntulitiple operations or work. The form should have adequate space and 
appropriate instructions, including specific assignment of responsibility, 
to assure that it can be properly identified with the operation for which 
it was used and for recordation of work performance. 

6. Forms used to record an inspection should be executed by indicating 
the inspection was completed, or that inspection was not required. Results of 
the inspection should be entered on the form or, if applicable, indicate that 
no discrepancies were noted. 

NOTE: No examples of forms are offered since forms must be 
developed in accordance with the need of each repair 
station. 

(NAME OF COMPANY) 
REPAIR STATION - INSPECTION PROCEDURES MANUAL 

SECTION VT 

FORMS 

•U S C O V E R N M E N T f RINTtNGOFFICE: 1981- 341-428:1021 
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