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1 Introduction 


This Quality Control Manuals (QCM) has been prepared in accordance with the current regulations 
contained in Title 14 CFR §145, and the policies and procedures used at Maritime Helicopters, Inc. 
(MHI). Compliance with the procedures contained in this manual, along with the associated repair 
station Manuals, are prerequisites for operation under the privileges of the repair station certificate. 
This manual shall be kept current, and the quality control system shall be followed by all personnel who 
perform any duties, responsibilities, and any maintenance, preventative maintenance or alterations on 
behalf of this Repair Station. 
 
Specific types of inspections are defined in this manual. A sample of the forms used as well as their 
method of execution used to document inspections, and all subsequent maintenance, preventative 
maintenance, and alterations are included in the RSFM manual. The following inspections are 
specifically addressed: 
 


· Receiving inspection 
· Preliminary inspection 
· Hidden damage inspection 
· In process inspection 
· Final inspection 


 
The repair station shall not maintain or alter any article for which it is not rated, or any article for which it 
is rated if it does not possess the required technical data, equipment, facilities, or trained personnel. 
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2 Manual Revisions  


The Accountable Manager oversees the creation and revision of MHI controlled documents. 
Department Managers and Supervisors may submit suggestions and corrections for incorporation 
into this manual by contacting the Chief Inspector. Changes made to this manual will be summarized 
in the change summary table and indicated throughout the manual by change bars. A vertical bar 
(change bar) in the right margin indicates a change, addition, or deletion in the adjacent text for the 
current revision of that page only.  The change bar is dropped at the next revision of that page. 


2.1 Manual Revisions and Control  
The Chief Inspector is responsible for the content of this manual and any revisions. This 
manual requires FAA acceptance prior to release. Revisions to this manual must be routed for 
MHI internal and FAA acceptance prior to distribution. This manual cannot be published or 
distributed to end users prior to formal submission to and acceptance by the FAA.   


The Part 145 Accountable Manager shall be responsible to maintain MHI Master Manual 
Distribution List, Form MHI 020, listing individuals that have been assigned manuals in paper 
format. The listing shall indicate the name of the individual, name of the manual, manual 
number, revision number, and the date the completed Revision Notice/Acknowledgment, Form 
MHI 019 was received. 


2.2 Paper Format 
Hard copy manuals shall be issued by the Part 145 Accountable Manager under a manual 
control number and revision notification controlled by the Revision Notice/Acknowledgment, 
Form MHI 019 indicating receipt of revision and incorporation into the manual. Manual holders 
shall be responsible to insert revisions, update the Record of Revisions page by entering the 
Revision Number, Date, Date Inserted, Revisions Inserted By, and return the completed 
Revision Notice/Acknowledgment, Form MHI 019 to Part 145 Accountable Manager to indicate 
the manual has been revised. 
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3 Current Technical Data  


This section of the manual contains the procedures for ensuring that current technical data is available 
for the scope of work the repair station is performing. Title 14 CFR §43.13(a) requires each person 
performing maintenance, alteration, or preventive maintenance to use the methods, techniques, and 
practices prescribed in the current manufacturer’s maintenance manual, instructions for continued 
airworthiness (ICA), or other methods, techniques, or practices acceptable to the Administrator.  
 
The data used by the repair station to perform a specific maintenance function must be the current 
distributed revision available to maintenance and inspection personnel when the maintenance 
functions are started. The Part 145 Accountable Manager is responsible for ensuring the required 
technical data is available to repair station personnel. 
 
The current revision level of the technical manuals may be confirmed by checking the current manual 
revision status located on the appropriate manufacturer’s website. It is the responsibility of the Part 145 
Accountable Manager to ensure that all technical data libraries within that facility are reviewed for 
current status. 


3.1 MAINTENANCE AND CONTROL OF TECHNICAL DOCUMENTS 
Entities who publish/produce technical data are responsible to conduct revisions as 
necessary for their product(s) as required. Revisions may be a result of new or revised 
procedures, changes to regulations, improvements of a product, reduced/increased 
inspection intervals, new methods, etc. 


The schedule at which revisions occur will vary for each product and/or situation. Some 
entities have adopted scheduled revision service intervals (i.e. monthly, semiannual, annual, 
etc.), however revisions may only occur as a specific need arises and requires a change. 


MHI has created the procedures in this section to ensure that technical data utilized by the 
repair station is current. 


The Chief Inspector will maintain a listing of technical publications maintained by MHI. This 
listing records the manual name, the provider of the publication, revision level number, 
revision date of publication, and details regarding what type/interval of revision service are 
provided. 


Technical Publication Listing (MHI Form TL-0001) will be used for this purpose. Form TL-
0001 will be completed by the Chief Inspector or his/her designee and will be maintained by 
the Chief Inspector. 


Details provided by the technical data provider regarding their specific revision schedule will 
assist MHI to ensure it has the current technical data available. 


During the preparation of any repair station order work package, the Part 145 Accountable 
Manager will initiate Technical Data Verification (MHI Form PL-0002) which will be presented to 
the Chief Inspector to perform (or assign to be performed). MHI F o r m  PL-0002 provides 
assurance that the technical data available to MHI p e r s o n n e l  to be utilized for the 
particular product being maintained is current. 


The assigned mechanic will to complete MHI Form PL-0002 to determine which manuals must 
be checked for proper currency.    
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If completion of MHI  Form PL-0002 cannot be performed in its entirety before starting 
work on the product, an entry will be made by the assigned mechanic on MHI Part 145 Work 
Sheet MHI Form 005 similar to “prior to return to service of this product, a verification of the 
manual(s) revision status used during completion of the work contained in service order (enter 
work order number) is required.” If any work was conducted to an out-of-date procedure, the 
work must be re-accomplished or validated to the correct revision status procedure prior to 
returning the product to service. 


The completed MHI  Form PL-0002 will be retained in the work order. 


This procedure will not apply when MHI  performs maintenance, preventive maintenance, 
or alterations for an air carrier or commercial operator that has a continuous airworthiness 
maintenance program (CAMP) under 14 CFR Part 121 or Part 135, in which case MHI will 
follow the air carrier's or commercial operator's program and the applicable sections of its 
maintenance manual regarding technical data requirements and any validation thereof. 


NOTE:  MHI Form PL-0003 (Pre-Data Inspection Checklist) provides information 
regarding obtaining customer-supplied technical data 


Any documents not maintained under a revision service but retained for training or 
reference purposes will be marked, "Training Only" or "Reference Only". "Reference Only" or 
"Training Only" documentation may be used only for system familiarization and training 
operations. 


WARNING: Under no circumstances will this type of data be used as 
accepted/approved data for the return to service or a sign-off reference. 
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4 Inspection System  


4.1  General  
This section explains the inspection system for the Repair Station as required by Title 14 CFR 
§145.211. This section and the procedures apply to the operation of the repair station. It is the 
responsibility of the Chief Inspector to establish and monitor the inspection system of the repair 
station. 


4.2  Establishing and Maintaining Proficiency of Inspection Personnel 
Upon consideration of an Inspector candidate, the Chief Inspector shall determine that the 
individual is appropriately certificated in accordance with 14 CFR Part 65 as a mechanic 
with Airframe/Powerplant ratings and possesses the experience in the maintenance and/or 
inspection of transport category aircraft. The Chief Inspector will verify experience 
through previous employment records, training records, related military experience, and a 
verbal interview. The candidate must also demonstrate the capability to read, write, and 
understand the English language during the interview process. 


 
Candidates  will  be  required  to  complete  the  MHI  Employment  Summary  of 
Management, Supervisory and Authorized Inspection Personnel (Form QA-0053). 


 
MHI individuals assigned as Inspectors shall complete an initial inspection training 
course.  The course minimum curriculum shall include the following items: 


· Applicable portions of Title 14 Code of Federal Regulations (CFR) consistent with 
repair station activities; 


· MHI Repair Station manuals (i.e. RSM/QCM/TPM/Forms Manual); 


· Familiarization with Airworthiness Directive (AD’s); 


· Familiarization with Service Bulletins (SB’s) and other technical data; 


· Basic inspection methods, techniques and aids. 


The completion of the initial Inspector training course shall be appropriately documented in the 
individual’s training record. 


Inspectors completing the initial training course shall be assigned to an existing Inspector for 
OJT (On the Job Training) and evaluation. The length of time required for the OJT period 
will be determined by the Chief Inspector based on the individual’s previous experience 
and training. The Chief Inspector may elect to conduct the OJT himself/herself. Inspectors 
completing the OJT and evaluation shall be required to document all OJT activities during the 
evaluation phase on MHI  Training Verification (Form TR-0005). 


The evaluation phase of the Inspector's indoctrination into the Inspection department shall 
be required for a new Inspector to demonstrate a thorough knowledge of the CFRs, and 
proficiency using the inspection methods, techniques, practices, aids, equipment, and tools 
used to determine the airworthiness of the article on which maintenance, preventive 
maintenance, alteration, and inspection is being performed. 
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Upon completion of the OJT period, the Chief Inspector will review the MHI Training 
Verification TR-0005 forms. A post evaluation phase interview of the candidate will be 
required, which may additionally involve as necessary individuals that assisted during OJT 
activities. 


Candidates determined by the Chief Inspector as meeting the requirements will be 
appointed as an MHI Inspector, and added to the MHI Roster of Management, 
Supervisory and Authorized Inspection Personnel (Form QA-0041). 


Annual recurrent training is provided for all Inspection personnel to ensure proficiency with 
all inspection methods and techniques. This training is provided using a curriculum developed 
by the Chief Inspector to include the most current inspection methods, techniques, practices, 
aids, equipment, and tools used to determine the airworthiness of the article on which the 
maintenance, preventative maintenance, alterations, or inspections are being performed. 


The Chief Inspector is responsible to develop additional special training as additional repair 
station ratings or limitations are added, or when new inspection aids or techniques are used 
to determine the airworthiness of the article. 


4.3 Inspection System Description  
The Part 145 Accountable Manager is responsible for the complete performance of 
maintenance at the repair station. The Quality Assurance Department is responsible to ensure 
inspection acceptance is in accordance with either approved or acceptable data. 


Maintenance, repair, and alterations will be subject to in-progress inspections by the Quality 
Assurance Department. Discrepancies discovered will be recorded on applicable forms as 
appropriate. Discrepancies recorded will be corrected before the article is submitted for final 
inspection.  


Upon completion of a maintenance function, the mechanic will sign and date the work order 
forms indicating that the article is complete and ready for inspection. The maintenance action 
accomplished to correct a specific discrepancy will be noted in the corrective action column on 
the Part 145 Work Sheet, Form MHI 005. The Inspector will then inspect the article to assure 
the work was performed in accordance with acceptable or approved data as applicable. If for 
any reason the work performed is not accepted, the Inspector will write up a new discrepancy 
starting with “Continued from Part 145 Work Sheet item _______ page # _______” (this will 
refer back to the entry that is not accepted) and describe the discrepancy. The Inspector will 
sign off the original entry, as “not accepted, see also page #“, or similarly worded statement. 


If a functional check is required on the article, it will be accomplished before final acceptance. 
The inspector’s signature or initials will indicate inspection acceptance. 


4.4  Maintenance Check Flights  
Maintenance check flights will be conducted for any aircraft that has been maintained, rebuilt, 
or altered in a manner that may have appreciably changed its flight characteristics or 
substantially affected its operation in flight. A maintenance check flight may also be performed 
anytime the QA or Maintenance Department determines it is required. 


Maintenance check flights may be accomplished with open, non-safety of flight, discrepancies 
in the work order. Quality assurance and maintenance personnel, in cooperation with the pilot, 
will determine that all open discrepancies are of a non-safety of flight nature and the aircraft is 
in a condition for safe operation. 
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4.5  Maintenance Inspection  
Inspections will be accomplished in accordance with the OEM’s technical data, instructions for 
continued airworthiness or an Approved Aircraft Inspection Program (AAIP) as applicable. The 
work order will be supplemented as necessary for articles to be replaced due to time, special 
inspection items, discrepancies, and airworthiness directives.  


No aircraft will be approved for return to service following maintenance, as outlined above, until 
all discrepancies affecting airworthiness have been corrected or properly deferred. 


4.6  Work Order Systems  
Work Order – aircraft and/or articles inducted in the repair station facility will be recorded in a 
work order log, Form MHI 001. This log will be maintained by the Chief Inspector and will 
record each work order number identifying the product for which it was issued. This log will also 
annotate the manufacturer’s serial number (if applicable), and a brief description of the work to 
be accomplished. 


Upon receipt of the statement of work (SOW), or original maintenance request, Quality 
Assurance will issue a company repair station work order. A work order cover sheet, Form MHI 
002 will be initiated for authorization of work. This form is pre-numbered, and that number will 
be the basic reference for all required maintenance entries.  


After completion of a preliminary inspection, assigned maintenance personnel will then enter 
the SOW, component tag, or component record entries, and any additional discrepancies found 
in the maintenance work order package. 


The work order will be supplemented as necessary with appropriate inspection forms and work 
order forms to ensure proper inspection and repair of the article involved. Any approved 
engineering or other approved technical data authorizing repairs or alterations will be identified 
in the work order as necessary. Where special drawings are made to document specific repair 
conditions or processes, copies of the drawings will be included in the work order and in the 
aircraft records. 
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4.7  Preliminary Inspection  
All aircraft/articles delivered to the repair station for maintenance, alteration, or repair will have 
a preliminary inspection performed by Chief Inspector or designee to determine the state of 
preservation and to note any obvious defects. The Inspector will record this by initialing the 
preliminary inspection block of the repair station work order cover sheet, Form MHI 002. Any 
discrepancy found will be noted on the Part 145 Work Sheet, Form MHI 005.  


Any article received that was involved in, or suspected to have been involved in, an accident, 
incident, or requires a special inspection, will be brought to the attention of the Chief Inspector 
or designee prior to the beginning of any work. 


Any article, other than a complete aircraft, awaiting preliminary inspection will be segregated 
until the preliminary inspection is performed.  


4.8  Hidden Damage Inspection  
The hidden damage inspection will be performed by Chief Inspector or designee when obvious 
damage is observed or the article has a suspected or known incident. This inspection includes 
a thorough inspection for damage in areas adjacent to and surrounding the area of the 
damage. This inspection will also include a thorough review of all similar materials or 
equipment in a given system or structural area. If a hidden damage inspection is required, an 
entry will be made on the Part 145 Work Sheet, Form MHI 005, stating “Hidden Damage 
Inspection Required” (or similar wording).  


The scope of this inspection will be governed by the article’s manufacturer requirements. 
Quality assurance is responsible for listing all discrepancies noted during inspection in the work 
order on the Part 145 Work Sheet, Form MHI 005. 


The hidden damage inspection will also be recorded in the work order by initialing the hidden 
damage block of the repair station work order cover sheet, Form MHI 002.  


The Part 145 Accountable Manager or designee will communicate with the customer 
representative or owner/operator the details of the hidden damage inspection and any 
resulting action(s) required. 


4.9  In Process Inspection 
The Chief Inspector or designee will be assigned to complete an inspection at various stages of 
disassembly, overhaul, and repair. These inspections are required at a frequency determined 
by applicable manual recommendations and/or repair station generated work forms. An in-
process inspection shall be performed at such times during the assembly of articles and aircraft 
where concealment of any items or maintenance action occurs.  


When an article requires non-destructive testing, a NDT Inventory Log, Form MHI 011 must be 
completed by the mechanic sending the article out for testing. All articles leaving an MHI repair 
station for non-destructive testing must be identified with a NDT Parts Tag, Form MHI 010.  


Inspection personnel will inspect (as applicable) aircraft and articles for the following: damage 
during shipping, state of preservation, proper documentation, verification of life limits, FAA 
approval of new articles, verification of any applicable airworthiness directives, manufacturer’s 
service bulletins, and determination of any repairs that may be necessary. Functional tests and 
tear down reports will be verified as applicable. 


The mechanic is responsible for obtaining an “OK to Close” from quality assurance prior to the 
concealment referenced above. The “OK to Close” is a visual check for FOD, security, safeties, 
cleanliness, etc. Quality assurance will issue “OK to Close” by initialing and noting the date 
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next to the step. If this area is not closed out by the end of the requesting shift, a new “Ok to 
Close” is required by quality assurance. 


Upon completion of a specific operation (i.e. verification of gear backlash, flight control rigging, 
engine rigging, etc.), the mechanic will sign and date the records indicating that the item is 
complete and ready for inspection. 


If at any time during the In-Process inspection a defect is noted, the discrepancy shall be 
entered into the work order and an appropriate corrective action will follow depending if it 
requires a new article or part, or rework.  Once rectified, the discrepancy shall be cleared by an 
appropriate CRF 43.9 signoff.  


4.10  Continuity of Inspection Responsibility  
Part 145 Work Sheet Form MHI 005, will be updated by quality assurance at the end of each 
shift.  


4.11  Continuity of Maintenance Responsibility  
For work in progress, an entry will be entered on an Part 145 Work Sheet, Form MHI 005, by 
the assigned mechanic informing the next mechanic or shift of the status of each maintenance 
function that is in work, but not completed.  


4.12 Work Order Supplements 
Appropriate supplemental forms can be used to record the maintenance, inspections, 
alteration, or repair and the results of inspections, functional and nondestructive tests. Work 
order supplements may be made from existing operator directives, checklists, or outlined 
maintenance procedures in the OEM maintenance manuals. All work order supplements will be 
reviewed by quality assurance prior to being utilized. The mechanics will indicate completion of 
a step by initialing next to the item, step, task, number, etc. All work order supplements will 
include the aircraft S/N, work order number, section and item number. All work order 
supplements used will become a permanent part of the work order and must remain with the 
work order. 


4.13  Work In Process 
Repair station maintenance personnel shall utilize a work table/bench, fixture or stand, as 
appropriate when performing maintenance on any article.  


Articles removed from an aircraft will remain identified during maintenance or alteration with the 
routing tag Form HSF 009, or the Repairable Parts Tag, Form MHI 004. Removal of the repair 
station tag for a process such as cleaning, painting, etc., which would damage the tag, is 
permissible. The tag shall be placed in a protective pouch and attached to the table, stand or 
fixture. For articles used in a paint booth, parts cleaner, or bead blaster, the tag will be stowed 
in a protective pouch in the adjacent area where the work is being performed. The tag is 
reattached as soon as practical. 


4.14   Article Identification, Segregation, and Storage  
Articles removed from an aircraft during the course of maintenance shall be properly identified 
as to serviceability status, and stored in accordance with the following procedures: 


· All articles shall be stowed in a designated area and in a manner to preclude 
damage. This designated area shall be used exclusively for the storage requirements 
of specific aircraft in work. The storage of a different aircraft’s articles, shop 
equipment, tooling and supplies, etc., is prohibited. 
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· The appropriate Part 145 Accountable Manager is responsible for ensuring that the 
maintenance personnel working under their supervision properly identifies and stores 
articles as they are removed from the aircraft during the course of maintenance, in 
accordance with these procedures. 


· At the completion of maintenance activities and close out of the work order, the Part 
145 Floor Manage shall ensure that all racks and/or shelves are cleared, and any 
remaining articles are properly dispositioned. Any rack or shelf markings must also be 
removed. 


 


 Procedures for Serviceable Articles Removed from an Aircraft 


· Associated hardware removed from an article must be bagged and attached to the 
article. 


· Cowlings, access panels, doors, articles, etc., removed to facilitate maintenance and 
inspection activities, or for alteration/repair will be stored on or in an appropriate rack 
or shelving unit as provided in the immediate area where the maintenance is being 
performed. The shelf or rack shall be identified, at a minimum, with the work order 
number and aircraft serial number. When multiple aircraft are to be worked in the 
same hangar bay, each section or shelf being used shall be individually identified with 
the required minimum information. 


· When removed from a storage rack or shelf for alteration/repair under the work order, 
the article shall be identified with a routing tag, Form MHI 009. The routing tag may 
also be used on shelving, racks or other proper storage units to identify an article that 
has been disassembled for repair.  


 


 Articles Removed and Determined to be Unserviceable or if Serviceability is Unknown 


Articles removed from the aircraft that are determined to be unserviceable or if serviceability is 
unknown, shall be identified as follows:  


· Unserviceable article(s) to be routed to a repair facility shall be identified with a 
properly completed Repairable Parts Tag, Form MHI 004.  


· Unserviceable article(s) to be repaired under the designated work order removed 
from shall be identified by a properly completed routing tag, Form MHI 009.  


· Unserviceable articles which are determined to be beyond service limits, beyond 
economical repair (BER), or have reached their life limit, shall be identified with a 
rejected part tag, Form MHI 007.  


· Articles of unknown serviceability shall be identified with a routing tag, Form MHI 009 
or a Repairable Parts Tag, Form MHI 004. A discrepancy will be entered in the work 
order Part 145 Work Sheet Form MHI 005, and the article will be routed as necessary 
for additional work.  


· Serviceable articles(s) awaiting installation shall be stored in the designated area for 
the appropriate work order. The serviceability paperwork, i.e. 8130-3s or applicable 
tags shall remain attached to the item until it is installed. 


· Large articles such as engines, transmissions, tail booms, main rotor blades and 
control surfaces that are removed from the aircraft shall be identified by use of the 
identification tag, Form MHI 008, routing tag, Form MHI 009, or Repairable Parts Tag, 
Form MHI 004 as appropriate, and stowed using the appropriate stand, rack or 
fixture.  
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4.15  Incoming Inspection 
This section of the manual describes the procedures for incoming inspection of consumables, 
raw materials and articles.  


The Chief Inspector will ensure that all incoming aircraft materials, hardware, articles, 
equipment and other products procured for use by a repair station are subjected to an incoming 
inspection to assure conformance to part number, serial number, and/or other applicable 
specifications.  


The Incoming Receiving Inspection personnel will visually inspect the consumables, raw 
materials, and articles for the following: damage during shipping, state of preservation, shelf 
life, contamination, verification of any applicable airworthiness directives, manufacturer’s 
service bulletins, and proper documentation. 


The Incoming Receiving Inspection personnel shall verify that articles received were produced 
under an FAA-approved process or are otherwise acceptable to the administrator. FAA-
approved processes include: FAA-PMA (appropriate marking of article is required); FAA-TSO 
(appropriate marking of article is required); OEM articles (appropriate documentation, such as 
ship tickets, packing slips providing traceability back to the manufacturer is required); direct 
ship authority (appropriate declaration of authority is required); and certifications for standard 
articles, such as hardware items. Inspection personnel will also verify required FAA Form 8110-
3 or other foreign national airworthiness authority (NAA) equivalent forms.  


In the case of life limited articles, the incoming inspection personnel shall verify that used 
articles are accompanied by proper serviceability and historical records as required. All parts, 
new or overhauled, purchased from vendors will be checked for proper approval 
documentation prior to release for installation by the Repair Station. Life limited articles must 
be identified by part number and serial number and must be accompanied by a current status 
documenting accumulated total time in service, time since overhaul, time since inspection, or 
accumulated cycles as relevant to the article’s airworthiness limitations.  


If articles are acceptable and determined to have the proper documentation, the incoming 
inspection personnel will initial and date the packing slip and receiving inspection log, Form 
MHI 012, to annotate that the inspection process is completed and the article(s) is accepted. 
Documentation accompanying the article/product installed shall be reta ined with the 
article/product and attached to the associated work order document w h e n  t h e  
a r t i c l e / p r o d u c e  i s  c o n s u m e d  u n d e r  a n  M H I  w o r k  o r d e r .  These items 
with then placed in the pending storage/shop issue area for proper distribution. Incoming items 
for articles under a repair station work order will be given to the assigned lead and articles for 
inventory will be placed in their assigned storage area. 


If the articles received do not match any of the verifications or are found damaged they will be 
rejected, placed in quarantine and tagged with a red tag noting the mismatch or damage found, 
and dispositioned as appropriate. Rejection of articles will be documented on the receiving 
inspection log, Form MHI 012 as indicated within the forms instructions. 


The container or packaging of all consumable materials having limited shelf lives will be 
identified using the expiration date. Any material(s) that come in lots will have appropriate 
serviceability paperwork accompany each item. 


4.16 Suspected Unapproved Parts (SUPS) 


NOTE:  FAA Advisory Circular AC 21-29C (as revised) provides information regarding the Detecting and 
Reporting of Suspected Unapproved Parts 


AC 21-29C defines a Suspected Unapproved Part (SUP) as: “A part, component, or material 
that is suspected of not meeting the requirements of an “approved part.” A part that, for any 
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reason, a person believes is not approved. Reasons may include findings such as different 
finish, size, color, improper (or lack of)   identification, incomplete or altered paperwork, or 
any o t h e r  q u e s t i o n a b l e  indication.”  


Any parts that are detected during receiving inspections or maintenance as meeting the 
criteria for "Suspected Unapproved" shall be marked as such, segregated, and placed in 
Quarantine by the Inspector assigned to receiving. 


The Chief Inspector or his/her designee shall execute an FAA Form 8120-11 and 
forward copies to the FAA branch that oversees unapproved parts and to the repair 
station's cognizant Principal Inspector (PI) at the local Certificate Holding District Office 
(CHDO). Reference AC 21-29C (as revised). 


4.17 General and Function Test Requirements 
New articles manufactured either under a type or production certificate, in accordance with a 
technical standard order (or similar FAA approved technical data), or articles that have been 
rebuilt by the manufacturer to production specifications, require a visual receiving inspection 
with no testing required. 


Articles repaired or overhauled that are received from an FAA certificated repair station do not 
normally require more than a visual receiving inspection before being returned to service. 
However, there may be instances where a test may be required. When a test is required, the 
receiving repair station must have the test equipment needed to perform required functional 
checks. If this test equipment cannot be supplied, the article will be rejected and returned to the 
applicable vendor. 


Any required functional checks will be performed in accordance with instructions contained in 
the appropriate manufacturer's publications.  


4.18  Approvals of Major Repairs 
Major repair approvals shall follow the requirements of Title 14 CFR §43, specifically §43.9 (d) 
and appendix B. A maintenance release is completed as a part of the work order at the time of 
approval for return to service. A separate maintenance Serviceable Parts Tag, Form MHI 006, 
will be completed (if applicable) and attached to the article. At the request of the customer, FAA 
Form 337 may be completed instead of or in addition to the maintenance release approval for 
return to service.  


4.19  Approvals of Major Alterations 
 In all cases where a major alteration is involved, FAA form 337 will be completed per Title 14 
CFR §43.9, appendix B, as prescribed by the FAA administrator.  


The repair station personnel authorized for the approval for return to service of aircraft will 
indicate such approval by signing the return to service (Block 7) on FAA form 337. Authorized 
personnel for the repair station are listed on the Repair Station roster. Appropriate entries shall 
be made in the aircraft records pertinent to the alterations accomplished. 


4.20  Existing and Pending FAA Approved Data 
The Part 145 Accountable Manager shall be responsible for coordinating with the Chief 
Inspector to establish a data package in support of major alterations or repairs. Once this data 
package is acquired, it shall then be forwarded to the Chief Inspector to review for 
completeness.  


If it is determined that a major alteration or repair requires a field approval, the Chief Inspector 
will contact the CHDO and submit a Field Approval request along with a data package either 
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electronically or in writing. Upon FAA approval of FAA form 337, the Part 145 Accountable 
Manager shall be responsible for establishing that the alteration was made in accordance with 
the requirements of the approved data and that a conformity inspection was performed. 


4.21  Final Inspection Procedures  
All articles, after maintenance, preventive maintenance, or alterations, that need to be 
approved for return to service, will receive a final inspection. No aircraft or article may be 
released for return to service until the work order, applicable FAA airworthiness directives, 
and/or other related records have been reviewed for completeness and received final 
acceptance by the Chief Inspector.  


For final inspection, prior to approval for return to service, the work order will be audited by the 
assigned lead mechanic to determine that all work has been inspected as required for 
compliance with this inspection system. The work order will then be forwarded to the Chief 
Inspector for final audit and approval for return to service. 


The Chief Inspector will perform the final inspection. The authorized Inspector will audit the 
records package as identified by the work order to determine that all work has been inspected 
as required, perform a complete inspection of the article for the work performed, and make an 
airworthiness determination. The authorized Inspector will indicate affirmative findings by 
initialing the final inspection block of the repair station work order cover sheet, Form MHI 002. If 
the article is accepted as complete and airworthy, the authorized Inspector will identify the 
article and its airworthiness by attaching the repair station serviceable tag or by making the 
appropriate logbook entry, as required. This approval will be completed, as appropriate, to the 
work accomplished, the article involved, the records available with the article, and the 
statement of work. The authorized Inspector will notify the Part 145 Accountable Manager that 
the article is complete and returned to service. The work order will be turned into the Chief 
Inspector for review. The work order will then be archived. 


4.22  Work Sign-off 
 These procedures apply to all personnel that perform maintenance, preventive maintenance, 
and/or alterations at the Repair Station. It is the responsibility of the Part 145 Accountable 
Manager to ensure maintenance personnel are following these procedures. It is the 
responsibility of the Chief Inspector to ensure that all authorized inspectors at the repair station 
are following the work sign off procedures. 


All articles for which the repair station has performed maintenance, preventive maintenance, 
and/or alterations must have proper work sign offs in accordance with Title 14 CFR §43.9 and 
§43.11 and §145. All work performed on articles must have clear traceability to the person who 
performed the work.  


Maintenance personnel must provide a description of the work performed; provide the date of 
completion, and a signature or initials on the Part 145 Work Sheet (MHI Form 005) and any 
associated documents for work performed. This is not the approval for return to service, but is 
a record of maintenance performed. The authorized Inspector will then inspect the article to 
assure the work was performed in accordance with approved, or acceptable technical data, 
and affix their signature or initials on the Part 145 Work Sheet (MHI Form 005) and any 
associated documents. The inspection personnel who inspected the work will follow the 
“Approval for Return to Service” procedure of this manual. 


4.23  Approval for Return to Service  
These procedures apply to all inspection personnel who perform approvals for return to service 
after the performance of maintenance, preventive maintenance, and/or alterations of aircraft or 
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articles for which the repair station is authorized. It is the responsibility of the Chief Inspector to 
ensure the authorized inspectors at the repair station follow these procedures. 


Maintenance release or approval for return to service can only be performed by inspection 
personnel who are authorized by the chief inspector. Maintenance release or approval for 
return to service can be accomplished by the following: 


· Repair Station serviceability tag;  
· FAA form 337; 
· Logbook entries; 
· FAA form 8130-3 (form tracking number, is the work order number followed by a dash 


and sequential number per article in the work order being returned to service. If there 
is only 1 article it will be -1); 


· Historical record entry. 
 


 Maintenance release or approval for return to service is only performed for the work 
completed. 


The inspection personnel that performed the maintenance release or approval for return to 
service must review the description of work performed for accuracy and completion, record the 
date the article is approved for return to service, sign their name, and affix the appropriate 
repair station certificate number on the maintenance release or the approval for return to 
service documentation. 


4.24  Maintenance Release Statement for Major Repairs and Alterations 
A maintenance release statement (stamp and/or preprinted tag may be utilized) shall be 
prepared in accordance with Title 14 CFR §43, and will be used to release to service major 
repairs and alterations that have been accomplished by the Repair Station. Other records 
required by Title 14 CFR §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. 


 


4.25  Aircraft Logbook Entry for Maintenance Check Flight and Return to Service  
A logbook entry will include the following or similarly worded statement below. (The use of 
altered, inspected, and/or repaired shall be as applicable for that particular return to service). 


Maintenance Release for Return to Service 


 
The aircraft identified above was altered, inspected, and/or repaired in accordance with 
current maintenance rules of the Federal Aviation Regulations and is approved for return 
to service for work performed. Pertinent details of the work performed are on file at this 
repair station under Work Order No. _________ . 


Signature: _________________________________________ Date: _________________ 


For: MARITIME HELICOPTERS 
FAA Certified Repair Station CRS# ____________ 
1101 W. Edgar Road, Linden, NJ  07036 


 


Maintenance Release for the Purpose of Maintenance Check Flight 
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The aircraft identified above was altered, inspected, and/or repaired in accordance with 
current maintenance rules of the Federal Aviation Regulations. This aircraft is in a 
condition for safe operation and considered released for the purpose of a maintenance 
check flight only. Pertinent details of the work performed are on file at this repair station 
under Work Order No. _________ . 


Signature: _________________________________________ Date: _________________ 


For: MARITIME HELICOPTERS 
FAA Certified Repair Station CRS# ____________ 
1101 W. Edgar Road, Linden, NJ  07036 


4.26   Not Approved for Return to Service  
These procedures apply to all inspection personnel who reject aircraft, components, and items 
for return to service after the performance of maintenance, preventive maintenance, and/or 
alterations of aircraft or articles for which the repair station is authorized. It is the responsibility 
of the Chief Inspector to ensure the authorized inspectors at each repair station follow these 
procedures. 


A logbook/HSR entry will include the following or similarly worded statement below. (The use of 
altered, inspected, and/or repaired shall be as applicable for that particular not approved for 
return to service). 
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“The assembly listed above was not returned to service as an assembly at this time. The 
serviceable components of this assembly were removed and returned to stock as 
serviceable under this work order. The work order is now closed. Work Order No. 
_________________.” 
  
Signature: _________________________________________ Date: _________________ 
  
For:  
MARITIME HELICOPTERS 
FAA Certified Repair Station CRS# ____________ 
1101 W. Edgar Road, Linden, NJ  07036 
 
 
“The component/assembly noted above has been rejected and removed from service. 
The work order is now closed. Work Order No. _________________.” 
 
Signature: _________________________________________ Date: _________________ 
  
For:  
MARITIME HELICOPTERS 
FAA Certified Repair Station CRS# ____________ 
1101 W. Edgar Road, Linden, NJ  07036 
 
 
“The component/assembly noted above has been forwarded to a repair facility for 
recertification and thus is not approved for return to service at this time. The work order is 
now closed.  
Work Order No. _________________.” 
 
Signature: _________________________________________ Date: _________________ 
  
For:  
MARITIME HELICOPTERS 
FAA Certified Repair Station CRS# ____________ 
1101 W. Edgar Road, Linden, NJ  07036 
 
 
“The aircraft identified above was altered, inspected, and/or repaired in accordance with 
current maintenance rules of the Federal Aviation Regulations and is NOT approved for 
return to service at this time. The work order is now closed. Pertinent details of the work 
performed are on file at this repair station under Work Order No. _________.” 
 
Signature: _________________________________________ Date: _________________ 
 
For:  
MARITIME HELICOPTERS 
FAA Certified Repair Station CRS# ____________ 
1101 W. Edgar Road, Linden, NJ  07036 
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5 Calibration of Measuring and Test Equipment  


5.1 Calibration Program 
The Part 145 Accountable Manager has the administrative oversight responsibility for the 
calibration program. Precision tools and test equipment used in the maintenance and alteration 
of aircraft or articles in the repair station are tracked by the Part 145 Floor Manager. When 
using precision tools and equipment, it is the end users responsibility to ensure what they are 
using is within calibration. 


5.2  Handling and Records  
Company owned precision tools and test equipment that are used for returning an aircraft or 
article to service will be calibrated in accordance with the applicable manufacturer’s 
specifications. All certifications and tests performed will be traceable to the NIST (or equivalent) 
standards.  MHI repair station maintenance personnel will inspect tools or equipment prior to 
use to ensure the item has not exceeded its recalibration date.  


A file system is maintained to properly identify the equipment and record the testing or 
calibration date of each individual piece of precision equipment. This file shall contain a listing 
of these tools and any documentation, such as the vendor’s calibration certification, regarding 
the last inspection. The next inspection due date shall also be maintained by the manager of 
hanger operations.  


When calibrated tools are received into the Repair Station, a calibration control sticker will be 
present on each item. Tooling being received back from a calibration vendor shall be 
quarantined if certifications and tests performed are not traceable to the manufacturer or NIST 
(or equivalent) standards. If an item is too small or it is otherwise impractical to affix the 
calibration control sticker to the tool it may then be affixed to the tool’s container. This sticker 
shall specify the tool serial number, date that the tool was calibrated, the date recalibration is 
due, and identify the calibrating vendor. Equipment found to be missing a control sticker shall 
be given to the Part 145 Accountable Manager for verification of calibration status. The Part 
145 Floor Manage may provide a replacement calibration sticker; Form MHI 018, with the 
above mentioned information if the calibration is current. 


5.3  Notification of Recalibration  
Prior to the last working day of each month, the Part 145 Accountable Manager shall provide a 
listing via electronic communication to the owner of any equipment coming due calibration for 
the coming (next/subsequent) month. With regards to company owned tools, the Part 145 
Accountable Manager shall hold responsibility. With regards to individually owned tools, the 
applicable individual shall hold responsibility. After the equipment is returned to the user from 
calibration, the individual receiving the equipment shall forward copies of all shipping 
documents and accompanying certificates of calibration (or equivalent documents) to the 
manager of hangar operations. These documents shall serve as proof of calibration, as well as, 
receipt of the item back from calibration.   


 


In the event that any tooling or equipment has exceeded its recalibration date, is dropped or 
otherwise damaged, the item will be identified as “OUT OF CAL” (or similarly worded) with a 
rejected part tag, Form MHI 007. This shall be done immediately by the individual that 
discovers the tool, and quarantined until recalibration or repair is accomplished.  
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5.4 Personal Tool Policy 
All precision tooling or test equipment owned by a MHI repair station employee will be 
documented and handled in accordance with this section. Any personal precision tools or test 
equipment that is not placed onto the calibration program shall be labeled “FOR REFERENCE 
ONLY.” This equipment will only be used for troubleshooting, diagnostic, and preliminary 
testing, i.e., checking for continuity or the presence of voltage, non-precision measurements, 
etc. Any maintenance or inspection requiring adherence to a maintenance manual procedure 
that calls out specific measurements, tolerances, pressures, or electrical values shall be 
performed with the appropriately calibrated tool or equipment.  


 


Note: Torque wrenches must be in calibration at all times.  


5.5  Borrowed Precision Tools  
In the event that it becomes necessary to borrow a precision tool, the calibration requirements 
listed above will apply. The MHI repair station mechanic shall be responsible to obtain copies 
of the calibration documents for the borrowed item from the lender for review by the manager 
of hangar operations. Personnel receiving the borrowed equipment will examine it for any 
physical defects or damage prior to use. 


5.6  Examples of Calibrated and For Reference Only Tools.  


· All Torque wrenches 
· A multimeter used to parallel generators in accordance with a Maintenance Manual 


procedure 
· A caliper or micrometer used to determine a tolerance as called out by a Maintenance 


Manual 
· The high and low pressure gauges on the nitrogen and oxygen bottle regulator 
· The Tire pressure gauge 
· A capacitance fuel quantity test set 
· Pressure gauges used to check and /or adjust fuel and oil pressures 
 
For Reference Only  


 
· Multimeter used to check continuity  
· Caliper used to make measurements when laying out sheet metal repairs  


5.7  Calibration Requirements 
The maximum calibration interval for calibrated tool/test equipment is one year. At no time will 
any person be permitted to perform work on aircraft or articles using test equipment that is out 
of calibration. New items of precision test equipment will be reported to the Part 145 
Accountable Manager for inclusion on the MHI Repair Station’s tool calibration list. A copy of 
the dated sales receipt showing purchase of the item as new from the manufacturer, along with 
a calibration report traceable to NIST, will be kept on file with the manager of hangar 
operations. If a vendor calibration certificate is not available at purchase, the new tool must be 
sent out by the owner using the repair order procedure above for initial calibration. When a 
torque is required, the Serial Number of the torque wrench used will be annotated on the 
corrective entry. 
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6 Corrective Action on Deficiencies 


Title 14 Code of Federal Regulations (CFR) §145.211(c)(1)(ix) requires that certificated repair stations 
provide a description of the system and procedures used for taking corrective action on 
deficiencies. The details contained in this section describe the system and the procedures that MHI 
w i l l  utilize regarding taking corrective action on deficiencies. 
 
Corrective action is taken to remedy a deficiency or an undesirable situation. Deficiency correction is an 
inherit part of MHI’s improvement process, which may include new or improved policies and procedures 
requiring revisions to MHI manuals for identified discrepant areas. 
 
MHI will use the Corrective Action Request (CAR) (Form QA 045) for recording deficiencies and their 
subsequent corrective action, hereafter referred to as the CAR. 


Once completed, CAR (Form QA 045) shall be submitted to the Chief Inspector within thirty (30) days 
following completion. Problems of immediate safety will be brought to the attention of the Lead in charge 
for immediate corrective action when discovered. 


6.1 Terminology 
 


· Corrective Action is an action taken to eliminate the cause of a detected deficiency, 
nonconformity or other undesirable condition to prevent recurrence. 


 
· Preventive Action is an action taken to eliminate the cause of a potential deficiency, 


nonconformity or other potentially undesirable situation. 
 


· Root Cause is a factual and systematic analysis of the deficiency/discrepancy/situation that 
identifies the underlying cause(s). A deficiency may have more than one root cause. An 
initial review of a situation may appear that the cause is obvious, however a detailed and factual 
root cause analysis may identify additional and potential underlying reasons that if not addressed, 
may cause the situation to recur. 


6.2 Responsibility 
The Chief Inspector has overall responsibility for the MHI c o r r e c t i v e  action program. 


Other individuals have supporting duties as noted. 


Items identified by the Chief Inspector as potentially involving MHI serious subject matter will 
require the Accountable Manager to be immediately notified. If deemed necessary by the 
Accountable Manager, he/she will become the single point of contact for the CAR (Form 
QA 045) and ensure a full resolution is obtained. 
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6.3 Taking Corrective Action on Deficiencies 
Identification Stage 


· Deficiencies may be discovered during FAA surveillance, customer audits, or as a result of 
in-process or final inspection findings on a product prior to return to service, or as the result 
of a post return to service deficiency. 


· Deficiencies discovered during FAA, customer, and MHI internal surveillance shall be 
investigated and corrected. Immediate action will be taken to correct the deficiency, and a 
comprehensive solution formulated and employed to prevent recurrence of the deficiency. 


· Details of the Identification Stage will be embodied on CAR (Form QA-0045) by the 
Chief Inspector, Inspector or an assigned auditor for each identified deficiency. Each Form 
QA 045 is assigned a sequential number and will be maintained in the Chief Inspector’s 
office upon completion. CAR (Form QA 045) may be supplemented by additional 
attachments, notes, and/or copies of relevant documents, which will become part of the 
completed corrective action document file. 


Analysis/Investigative Stage 


· Depending on the nature of the deficiency/situation identified, the department head 
having responsibility of the deficiency recorded on the CAR (Form QA 045) may assemble 
a small team of informed and involved individuals associated with the article/process, or 
who have particular experience or expertise with the subject. The department head 
may appoint a single contact or individual to act as a point person throughout the process. 


· The investigation shall be factual-based and typically begins with an analysis of the 
potential cause(s) of the deficiency. 


· MHI a n a l y s i s /investigations will consider all aspects of the deficiency to determine if 
any systemic, procedural, policy, manual, human factors, or training deficiency(s) exist. 


· Although human factors may play a part, focus will also be placed on physical factors 
(i.e. workplace environment, facilities, equipment, and tooling), process factors such as 
clarity of instructions, and training/understanding of methodology for the work to be 
properly accomplished. 


· If the review indicates that an MHI p r o c e d u r e  is deficient, the subsequent corrective 
action will be developed to include a thorough review and an improvement/revision of 
the procedure to fully remedy the deficiency. 


· If the review indicates that the personnel lacked training or qualifications, appropriate 
corrective action(s) will be developed addressing these items. 


· If the review indicates that physical factors (i.e. workplace environment, facilities, 
equipment, or tooling), MHI w i l l  develop a comprehensive plan to fully address such 
factor(s), and ensure a full remedy of the deficiency. 


· Details of the Analysis/Investigative are embodied on the CAR (Form QA 045). 


Corrective Action Stage 


· Corrective actions shall be developed to completely address the deficiency, considering 
action(s) to prevent recurrence of the deficiency or other similar events. 


· During the development of corrective actions, consideration shall be given to all potential 
contributing factors including, but not limited to procedures, training, equipment, tooling, 
environment, and human factors.  
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· Details and facts established during the analysis/investigative stage provides the focus, 
definition, and direction that the subsequent corrective action(s) must contain to fully address 
the deficiency and prevent recurrence. 


· Depending on the complexity of the discrepancy, analysis, and the resultant corrective 
active, the team may find it necessary to perform a table-top or similar process/exercise to 
test-out the planned remedy prior to its implementation. This may need to go through 
several iterations to ensure the remedy is complete. 


· If a current process or procedure identified in an MHI manual requires revision (or the 
creation of a new process or procedure is required), the Chief Inspector will revise the 
applicable manual in accordance with the procedures of that manual. The Chief Inspector 
will solicit ideas and concepts from the individual/team that participated in the 
analysis/investigation stage for the development of the revised or new process/procedure. 


· Details of the corrective action will be embodied on the CAR (Form QA 045). 


Chief Inspector Review 


· Once the analysis/investigative stage and the subsequent corrective action stage have 
been completed, the CAR (Form QA 045) will be presented to the Chief Inspector for his/her 
review. 


· The Chief Inspector will enter the date the CAR (Form QA 045) was received for review. 


· If the information contained on the CAR (Form QA 045) is acceptable to address the 
deficiency(s), the Chief Inspector will mark “YES” on the form, and enter any additional 
comments if/as necessary. A Corrective Action Follow Up will be scheduled and 
assigned. 


· If the information contained on the CAR (Form QA 045) is not acceptable to address the 
deficiency(s), the Chief Inspector will mark “NO” on the form, and return it to the 
appropriate department head for further disposition, until an acceptable corrective action 
has been developed and accepted by the Chief Inspector as indicated by marking “YES” on 
the CAR (Form QA 045). 


· In the case of disputed acceptability of any CAR (Form QA 045) response, it will be 
forwarded to the Accountable Manager for final determination of acceptability. 


· Extensions may be granted when authorized by the Chief Inspector, as noted on the 
CAR (Form QA 045). 


· CAR (Form QA 045)’s not completed prior to their extension due date will be brought to the 
attention of the Accountable Manager. 


· Depending on the nature of the corrective action, the Chief Inspector may need to 
consult and coordinate with the Accountable Manager. 


· The Corrective Action Follow Up process is essential to ensure corrective actions are 
implemented, effective, and remain in place to ensure the deficiency is not repeated. 


Repeat Items 


· Upon initiating the CAR (FORM QA 045), the Noncompliance statement and other topic 
details of the deficiency/discrepancy will be compared against   existing   CAR (FORM 
QA 045)’s to establish if the deficiency/discrepancy is a repeat finding. 
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· If the deficiency/discrepancy is a repeat finding, it will be indicated by checking the 
appropriate box and entering the number of repeats. The previous CAR (FORM QA 045) 
numbers are also required to be entered. 


· Any internal audit or inspection that identifies repeat findings will require the 
development of additional corrective actions. 


6.4 Corrective Action Follow Up 
The Corrective Action Follow Up process is essential to ensure corrective actions are 
implemented, effective, and remain in place to ensure the deficiency is not repeated. 
Corrective Action Follow Up audits are performed by the Chief Inspector, an Inspector, or an 
assigned designee. 


All corrective actions will require a corrective action follow up audit. 


When allowable, there should be at least a minimum of thirty (30) days of elapsed time in 
between the implementation of a corrective action, and a follow-up audit to ensure the 
corrective action(s) remains in place and is functioning as designed. The specific time 
period is established at the conclusion of the corrective action process and is recorded on the 
CAR (FORM QA 045). 


The follow up audit interval may be adjusted due to a specific model aircraft not in work, or a 
corrective action for a process not currently being utilized by MHI. 


The individual conducting the follow-up audit will entry in the appropriate area on the CAR 
(FORM QA 045) the findings including the date accomplished and present to the Chief 
Inspector for review. 


The Chief Inspector will review the results of the follow-up audit to ensure the Corrective Action 
plan was implemented and effective to prevent recurrence. 


If the review of the follow-up audit demonstrates the Corrective Action plan was implemented 
and effective to prevent recurrence, the Chief Inspector will indicate so by checking the 
appropriate block, signing and dating, thus closing the CAR (FORM QA 045). 


If the review indicates the Corrective Action plan was not implemented and/or not 
effective to prevent recurrence, then the CAR (FORM QA 045) will be routed back to the 
respondent to revise the corrective action plan. If this is not practical or possible, then an 
additional CAR (FORM QA 045) will be generated. 


In the case of disputed acceptability of any CAR (Form QA 045) response, it will be forwarded 
to the Accountable Manager for final determination of acceptability, and coordination with the 
Chief Inspector. 


6.5 Records 
The Chief Inspector will maintain a file of completed CAR (FORM QA 045)’s including any 
associated documents for a minimum of three (3) years. 
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		The Chief Inspector is responsible for the content of this manual and any revisions. This manual requires FAA acceptance prior to release. Revisions to this manual must be routed for MHI internal and FAA acceptance prior to distribution. This manual c...

		The Part 145 Accountable Manager shall be responsible to maintain MHI Master Manual Distribution List, Form MHI 020, listing individuals that have been assigned manuals in paper format. The listing shall indicate the name of the individual, name of th...



		2.2 Paper Format

		Hard copy manuals shall be issued by the Part 145 Accountable Manager under a manual control number and revision notification controlled by the Revision Notice/Acknowledgment, Form MHI 019 indicating receipt of revision and incorporation into the manu...





		3 Current Technical Data

		3.1 MAINTENANCE AND CONTROL OF TECHNICAL DOCUMENTS

		Entities who publish/produce technical data are responsible to conduct revisions as necessary for their product(s) as required. Revisions may be a result of new or revised procedures, changes to regulations, improvements of a product, reduced/increase...

		The schedule at which revisions occur will vary for each product and/or situation. Some entities have adopted scheduled revision service intervals (i.e. monthly, semiannual, annual, etc.), however revisions may only occur as a specific need arises and...

		MHI has created the procedures in this section to ensure that technical data utilized by the repair station is current.

		The Chief Inspector will maintain a listing of technical publications maintained by MHI. This listing records the manual name, the provider of the publication, revision level number, revision date of publication, and details regarding what type/interv...

		Technical Publication Listing (MHI Form TL-0001) will be used for this purpose. Form TL-0001 will be completed by the Chief Inspector or his/her designee and will be maintained by the Chief Inspector.

		Details provided by the technical data provider regarding their specific revision schedule will assist MHI to ensure it has the current technical data available.

		During the preparation of any repair station order work package, the Part 145 Accountable Manager will initiate Technical Data Verification (MHI Form PL-0002) which will be presented to the Chief Inspector to perform (or assign to be performed). MHI F...

		The assigned mechanic will to complete MHI Form PL-0002 to determine which manuals must be checked for proper currency.

		If completion of MHI  Form PL-0002 cannot be performed in its entirety before starting work on the product, an entry will be made by the assigned mechanic on MHI Part 145 Work Sheet MHI Form 005 similar to “prior to return to service of this product, ...

		The completed MHI  Form PL-0002 will be retained in the work order.

		This procedure will not apply when MHI  performs maintenance, preventive maintenance, or alterations for an air carrier or commercial operator that has a continuous airworthiness maintenance program (CAMP) under 14 CFR Part 121 or Part 135, in which c...

		Any documents not maintained under a revision service but retained for training or reference purposes will be marked, "Training Only" or "Reference Only". "Reference Only" or "Training Only" documentation may be used only for system familiarization an...







		4 Inspection System

		4.1  General

		This section explains the inspection system for the Repair Station as required by Title 14 CFR §145.211. This section and the procedures apply to the operation of the repair station. It is the responsibility of the Chief Inspector to establish and mon...



		4.2  Establishing and Maintaining Proficiency of Inspection Personnel

		Upon consideration of an Inspector candidate, the Chief Inspector shall determine that the individual is appropriately certificated in accordance with 14 CFR Part 65 as a mechanic with Airframe/Powerplant ratings and possesses the experience in the ma...

		Candidates  will  be  required  to  complete  the  MHI  Employment  Summary  of Management, Supervisory and Authorized Inspection Personnel (Form QA-0053).

		MHI individuals assigned as Inspectors shall complete an initial inspection training course.  The course minimum curriculum shall include the following items:

		 Applicable portions of Title 14 Code of Federal Regulations (CFR) consistent with repair station activities;

		 MHI Repair Station manuals (i.e. RSM/QCM/TPM/Forms Manual);

		 Familiarization with Airworthiness Directive (AD’s);

		 Familiarization with Service Bulletins (SB’s) and other technical data;

		 Basic inspection methods, techniques and aids.



		The completion of the initial Inspector training course shall be appropriately documented in the individual’s training record.

		Inspectors completing the initial training course shall be assigned to an existing Inspector for OJT (On the Job Training) and evaluation. The length of time required for the OJT period will be determined by the Chief Inspector based on the individual...

		The evaluation phase of the Inspector's indoctrination into the Inspection department shall be required for a new Inspector to demonstrate a thorough knowledge of the CFRs, and proficiency using the inspection methods, techniques, practices, aids, equ...

		Upon completion of the OJT period, the Chief Inspector will review the MHI Training Verification TR-0005 forms. A post evaluation phase interview of the candidate will be required, which may additionally involve as necessary individuals that assisted ...

		Candidates determined by the Chief Inspector as meeting the requirements will be appointed as an MHI Inspector, and added to the MHI Roster of Management, Supervisory and Authorized Inspection Personnel (Form QA-0041).

		Annual recurrent training is provided for all Inspection personnel to ensure proficiency with all inspection methods and techniques. This training is provided using a curriculum developed by the Chief Inspector to include the most current inspection m...

		The Chief Inspector is responsible to develop additional special training as additional repair station ratings or limitations are added, or when new inspection aids or techniques are used to determine the airworthiness of the article.



		4.3 Inspection System Description

		The Part 145 Accountable Manager is responsible for the complete performance of maintenance at the repair station. The Quality Assurance Department is responsible to ensure inspection acceptance is in accordance with either approved or acceptable data.

		Maintenance, repair, and alterations will be subject to in-progress inspections by the Quality Assurance Department. Discrepancies discovered will be recorded on applicable forms as appropriate. Discrepancies recorded will be corrected before the arti...

		Upon completion of a maintenance function, the mechanic will sign and date the work order forms indicating that the article is complete and ready for inspection. The maintenance action accomplished to correct a specific discrepancy will be noted in th...

		If a functional check is required on the article, it will be accomplished before final acceptance. The inspector’s signature or initials will indicate inspection acceptance.



		4.4  Maintenance Check Flights

		Maintenance check flights will be conducted for any aircraft that has been maintained, rebuilt, or altered in a manner that may have appreciably changed its flight characteristics or substantially affected its operation in flight. A maintenance check ...

		Maintenance check flights may be accomplished with open, non-safety of flight, discrepancies in the work order. Quality assurance and maintenance personnel, in cooperation with the pilot, will determine that all open discrepancies are of a non-safety ...



		4.5  Maintenance Inspection

		Inspections will be accomplished in accordance with the OEM’s technical data, instructions for continued airworthiness or an Approved Aircraft Inspection Program (AAIP) as applicable. The work order will be supplemented as necessary for articles to be...

		No aircraft will be approved for return to service following maintenance, as outlined above, until all discrepancies affecting airworthiness have been corrected or properly deferred.



		4.6  Work Order Systems

		Work Order – aircraft and/or articles inducted in the repair station facility will be recorded in a work order log, Form MHI 001. This log will be maintained by the Chief Inspector and will record each work order number identifying the product for whi...

		Upon receipt of the statement of work (SOW), or original maintenance request, Quality Assurance will issue a company repair station work order. A work order cover sheet, Form MHI 002 will be initiated for authorization of work. This form is pre-number...

		After completion of a preliminary inspection, assigned maintenance personnel will then enter the SOW, component tag, or component record entries, and any additional discrepancies found in the maintenance work order package.

		The work order will be supplemented as necessary with appropriate inspection forms and work order forms to ensure proper inspection and repair of the article involved. Any approved engineering or other approved technical data authorizing repairs or al...



		4.7  Preliminary Inspection

		All aircraft/articles delivered to the repair station for maintenance, alteration, or repair will have a preliminary inspection performed by Chief Inspector or designee to determine the state of preservation and to note any obvious defects. The Inspec...

		Any article received that was involved in, or suspected to have been involved in, an accident, incident, or requires a special inspection, will be brought to the attention of the Chief Inspector or designee prior to the beginning of any work.

		Any article, other than a complete aircraft, awaiting preliminary inspection will be segregated until the preliminary inspection is performed.



		4.8  Hidden Damage Inspection

		The hidden damage inspection will be performed by Chief Inspector or designee when obvious damage is observed or the article has a suspected or known incident. This inspection includes a thorough inspection for damage in areas adjacent to and surround...

		The scope of this inspection will be governed by the article’s manufacturer requirements. Quality assurance is responsible for listing all discrepancies noted during inspection in the work order on the Part 145 Work Sheet, Form MHI 005.

		The hidden damage inspection will also be recorded in the work order by initialing the hidden damage block of the repair station work order cover sheet, Form MHI 002.

		The Part 145 Accountable Manager or designee will communicate with the customer representative or owner/operator the details of the hidden damage inspection and any resulting action(s) required.



		4.9  In Process Inspection

		The Chief Inspector or designee will be assigned to complete an inspection at various stages of disassembly, overhaul, and repair. These inspections are required at a frequency determined by applicable manual recommendations and/or repair station gene...

		When an article requires non-destructive testing, a NDT Inventory Log, Form MHI 011 must be completed by the mechanic sending the article out for testing. All articles leaving an MHI repair station for non-destructive testing must be identified with a...

		Inspection personnel will inspect (as applicable) aircraft and articles for the following: damage during shipping, state of preservation, proper documentation, verification of life limits, FAA approval of new articles, verification of any applicable a...

		The mechanic is responsible for obtaining an “OK to Close” from quality assurance prior to the concealment referenced above. The “OK to Close” is a visual check for FOD, security, safeties, cleanliness, etc. Quality assurance will issue “OK to Close” ...

		Upon completion of a specific operation (i.e. verification of gear backlash, flight control rigging, engine rigging, etc.), the mechanic will sign and date the records indicating that the item is complete and ready for inspection.

		If at any time during the In-Process inspection a defect is noted, the discrepancy shall be entered into the work order and an appropriate corrective action will follow depending if it requires a new article or part, or rework.  Once rectified, the di...



		4.10  Continuity of Inspection Responsibility

		Part 145 Work Sheet Form MHI 005, will be updated by quality assurance at the end of each shift.



		4.11  Continuity of Maintenance Responsibility

		For work in progress, an entry will be entered on an Part 145 Work Sheet, Form MHI 005, by the assigned mechanic informing the next mechanic or shift of the status of each maintenance function that is in work, but not completed.



		4.12 Work Order Supplements

		Appropriate supplemental forms can be used to record the maintenance, inspections, alteration, or repair and the results of inspections, functional and nondestructive tests. Work order supplements may be made from existing operator directives, checkli...



		4.13  Work In Process

		Repair station maintenance personnel shall utilize a work table/bench, fixture or stand, as appropriate when performing maintenance on any article.

		Articles removed from an aircraft will remain identified during maintenance or alteration with the routing tag Form HSF 009, or the Repairable Parts Tag, Form MHI 004. Removal of the repair station tag for a process such as cleaning, painting, etc., w...



		4.14   Article Identification, Segregation, and Storage

		Articles removed from an aircraft during the course of maintenance shall be properly identified as to serviceability status, and stored in accordance with the following procedures:

		Procedures for Serviceable Articles Removed from an Aircraft

		Articles Removed and Determined to be Unserviceable or if Serviceability is Unknown

		Articles removed from the aircraft that are determined to be unserviceable or if serviceability is unknown, shall be identified as follows:



		4.15  Incoming Inspection

		This section of the manual describes the procedures for incoming inspection of consumables, raw materials and articles.

		The Chief Inspector will ensure that all incoming aircraft materials, hardware, articles, equipment and other products procured for use by a repair station are subjected to an incoming inspection to assure conformance to part number, serial number, an...

		The Incoming Receiving Inspection personnel will visually inspect the consumables, raw materials, and articles for the following: damage during shipping, state of preservation, shelf life, contamination, verification of any applicable airworthiness di...

		The Incoming Receiving Inspection personnel shall verify that articles received were produced under an FAA-approved process or are otherwise acceptable to the administrator. FAA-approved processes include: FAA-PMA (appropriate marking of article is re...

		In the case of life limited articles, the incoming inspection personnel shall verify that used articles are accompanied by proper serviceability and historical records as required. All parts, new or overhauled, purchased from vendors will be checked f...

		If articles are acceptable and determined to have the proper documentation, the incoming inspection personnel will initial and date the packing slip and receiving inspection log, Form MHI 012, to annotate that the inspection process is completed and t...

		If the articles received do not match any of the verifications or are found damaged they will be rejected, placed in quarantine and tagged with a red tag noting the mismatch or damage found, and dispositioned as appropriate. Rejection of articles will...

		The container or packaging of all consumable materials having limited shelf lives will be identified using the expiration date. Any material(s) that come in lots will have appropriate serviceability paperwork accompany each item.



		4.16 Suspected Unapproved Parts (SUPS)

		AC 21-29C defines a Suspected Unapproved Part (SUP) as: “A part, component, or material that is suspected of not meeting the requirements of an “approved part.” A part that, for any reason, a person believes is not approved. Reasons may include findin...

		Any parts that are detected during receiving inspections or maintenance as meeting the criteria for "Suspected Unapproved" shall be marked as such, segregated, and placed in Quarantine by the Inspector assigned to receiving.

		The Chief Inspector or his/her designee shall execute an FAA Form 8120-11 and forward copies to the FAA branch that oversees unapproved parts and to the repair station's cognizant Principal Inspector (PI) at the local Certificate Holding District Offi...



		4.17 General and Function Test Requirements

		New articles manufactured either under a type or production certificate, in accordance with a technical standard order (or similar FAA approved technical data), or articles that have been rebuilt by the manufacturer to production specifications, requi...

		Articles repaired or overhauled that are received from an FAA certificated repair station do not normally require more than a visual receiving inspection before being returned to service. However, there may be instances where a test may be required. W...

		Any required functional checks will be performed in accordance with instructions contained in the appropriate manufacturer's publications.



		4.18  Approvals of Major Repairs

		Major repair approvals shall follow the requirements of Title 14 CFR §43, specifically §43.9 (d) and appendix B. A maintenance release is completed as a part of the work order at the time of approval for return to service. A separate maintenance Servi...



		4.19  Approvals of Major Alterations

		In all cases where a major alteration is involved, FAA form 337 will be completed per Title 14 CFR §43.9, appendix B, as prescribed by the FAA administrator.

		The repair station personnel authorized for the approval for return to service of aircraft will indicate such approval by signing the return to service (Block 7) on FAA form 337. Authorized personnel for the repair station are listed on the Repair Sta...



		4.20  Existing and Pending FAA Approved Data

		The Part 145 Accountable Manager shall be responsible for coordinating with the Chief Inspector to establish a data package in support of major alterations or repairs. Once this data package is acquired, it shall then be forwarded to the Chief Inspect...

		If it is determined that a major alteration or repair requires a field approval, the Chief Inspector will contact the CHDO and submit a Field Approval request along with a data package either electronically or in writing. Upon FAA approval of FAA form...



		4.21  Final Inspection Procedures

		All articles, after maintenance, preventive maintenance, or alterations, that need to be approved for return to service, will receive a final inspection. No aircraft or article may be released for return to service until the work order, applicable FAA...

		For final inspection, prior to approval for return to service, the work order will be audited by the assigned lead mechanic to determine that all work has been inspected as required for compliance with this inspection system. The work order will then ...

		The Chief Inspector will perform the final inspection. The authorized Inspector will audit the records package as identified by the work order to determine that all work has been inspected as required, perform a complete inspection of the article for ...



		4.22  Work Sign-off

		These procedures apply to all personnel that perform maintenance, preventive maintenance, and/or alterations at the Repair Station. It is the responsibility of the Part 145 Accountable Manager to ensure maintenance personnel are following these proce...

		All articles for which the repair station has performed maintenance, preventive maintenance, and/or alterations must have proper work sign offs in accordance with Title 14 CFR §43.9 and §43.11 and §145. All work performed on articles must have clear t...

		Maintenance personnel must provide a description of the work performed; provide the date of completion, and a signature or initials on the Part 145 Work Sheet (MHI Form 005) and any associated documents for work performed. This is not the approval for...



		4.23  Approval for Return to Service

		These procedures apply to all inspection personnel who perform approvals for return to service after the performance of maintenance, preventive maintenance, and/or alterations of aircraft or articles for which the repair station is authorized. It is t...

		Maintenance release or approval for return to service can only be performed by inspection personnel who are authorized by the chief inspector. Maintenance release or approval for return to service can be accomplished by the following:

		Maintenance release or approval for return to service is only performed for the work completed.

		The inspection personnel that performed the maintenance release or approval for return to service must review the description of work performed for accuracy and completion, record the date the article is approved for return to service, sign their name...



		4.24  Maintenance Release Statement for Major Repairs and Alterations

		A maintenance release statement (stamp and/or preprinted tag may be utilized) shall be prepared in accordance with Title 14 CFR §43, and will be used to release to service major repairs and alterations that have been accomplished by the Repair Station...



		4.25  Aircraft Logbook Entry for Maintenance Check Flight and Return to Service

		A logbook entry will include the following or similarly worded statement below. (The use of altered, inspected, and/or repaired shall be as applicable for that particular return to service).

		Maintenance Release for Return to Service

		Maintenance Release for the Purpose of Maintenance Check Flight



		4.26   Not Approved for Return to Service

		These procedures apply to all inspection personnel who reject aircraft, components, and items for return to service after the performance of maintenance, preventive maintenance, and/or alterations of aircraft or articles for which the repair station i...

		A logbook/HSR entry will include the following or similarly worded statement below. (The use of altered, inspected, and/or repaired shall be as applicable for that particular not approved for return to service).





		5 Calibration of Measuring and Test Equipment

		5.1 Calibration Program

		The Part 145 Accountable Manager has the administrative oversight responsibility for the calibration program. Precision tools and test equipment used in the maintenance and alteration of aircraft or articles in the repair station are tracked by the Pa...



		5.2  Handling and Records

		Company owned precision tools and test equipment that are used for returning an aircraft or article to service will be calibrated in accordance with the applicable manufacturer’s specifications. All certifications and tests performed will be traceable...

		A file system is maintained to properly identify the equipment and record the testing or calibration date of each individual piece of precision equipment. This file shall contain a listing of these tools and any documentation, such as the vendor’s cal...

		When calibrated tools are received into the Repair Station, a calibration control sticker will be present on each item. Tooling being received back from a calibration vendor shall be quarantined if certifications and tests performed are not traceable ...



		5.3  Notification of Recalibration

		Prior to the last working day of each month, the Part 145 Accountable Manager shall provide a listing via electronic communication to the owner of any equipment coming due calibration for the coming (next/subsequent) month. With regards to company own...

		In the event that any tooling or equipment has exceeded its recalibration date, is dropped or otherwise damaged, the item will be identified as “OUT OF CAL” (or similarly worded) with a rejected part tag, Form MHI 007. This shall be done immediately b...



		5.4 Personal Tool Policy

		All precision tooling or test equipment owned by a MHI repair station employee will be documented and handled in accordance with this section. Any personal precision tools or test equipment that is not placed onto the calibration program shall be labe...



		5.5  Borrowed Precision Tools

		In the event that it becomes necessary to borrow a precision tool, the calibration requirements listed above will apply. The MHI repair station mechanic shall be responsible to obtain copies of the calibration documents for the borrowed item from the ...



		5.6  Examples of Calibrated and For Reference Only Tools.

		5.7  Calibration Requirements

		The maximum calibration interval for calibrated tool/test equipment is one year. At no time will any person be permitted to perform work on aircraft or articles using test equipment that is out of calibration. New items of precision test equipment wil...





		6 Corrective Action on Deficiencies

		6.1 Terminology

		6.2 Responsibility

		The Chief Inspector has overall responsibility for the MHI corrective action program.

		Other individuals have supporting duties as noted.

		Items identified by the Chief Inspector as potentially involving MHI serious subject matter will require the Accountable Manager to be immediately notified. If deemed necessary by the Accountable Manager, he/she will become the single point of contact...





		6.3 Taking Corrective Action on Deficiencies

		Identification Stage

		 Deficiencies may be discovered during FAA surveillance, customer audits, or as a result of in-process or final inspection findings on a product prior to return to service, or as the result of a post return to service deficiency.

		 Deficiencies discovered during FAA, customer, and MHI internal surveillance shall be investigated and corrected. Immediate action will be taken to correct the deficiency, and a comprehensive solution formulated and employed to prevent recurrence of ...

		 Details of the Identification Stage will be embodied on CAR (Form QA-0045) by the Chief Inspector, Inspector or an assigned auditor for each identified deficiency. Each Form QA 045 is assigned a sequential number and will be maintained in the Chief ...



		Analysis/Investigative Stage

		 Depending on the nature of the deficiency/situation identified, the department head having responsibility of the deficiency recorded on the CAR (Form QA 045) may assemble a small team of informed and involved individuals associated with the article/...

		 The investigation shall be factual-based and typically begins with an analysis of the potential cause(s) of the deficiency.

		 MHI analysis/investigations will consider all aspects of the deficiency to determine if any systemic, procedural, policy, manual, human factors, or training deficiency(s) exist.

		 Although human factors may play a part, focus will also be placed on physical factors (i.e. workplace environment, facilities, equipment, and tooling), process factors such as clarity of instructions, and training/understanding of methodology for th...

		 If the review indicates that an MHI procedure is deficient, the subsequent corrective action will be developed to include a thorough review and an improvement/revision of the procedure to fully remedy the deficiency.

		 If the review indicates that the personnel lacked training or qualifications, appropriate corrective action(s) will be developed addressing these items.

		 If the review indicates that physical factors (i.e. workplace environment, facilities, equipment, or tooling), MHI will develop a comprehensive plan to fully address such factor(s), and ensure a full remedy of the deficiency.

		 Details of the Analysis/Investigative are embodied on the CAR (Form QA 045).



		Corrective Action Stage

		 Corrective actions shall be developed to completely address the deficiency, considering action(s) to prevent recurrence of the deficiency or other similar events.

		 During the development of corrective actions, consideration shall be given to all potential contributing factors including, but not limited to procedures, training, equipment, tooling, environment, and human factors.

		 Details and facts established during the analysis/investigative stage provides the focus, definition, and direction that the subsequent corrective action(s) must contain to fully address the deficiency and prevent recurrence.

		 Depending on the complexity of the discrepancy, analysis, and the resultant corrective active, the team may find it necessary to perform a table-top or similar process/exercise to test-out the planned remedy prior to its implementation. This may nee...

		 If a current process or procedure identified in an MHI manual requires revision (or the creation of a new process or procedure is required), the Chief Inspector will revise the applicable manual in accordance with the procedures of that manual. The ...

		 Details of the corrective action will be embodied on the CAR (Form QA 045).



		Chief Inspector Review

		 Once the analysis/investigative stage and the subsequent corrective action stage have been completed, the CAR (Form QA 045) will be presented to the Chief Inspector for his/her review.

		 The Chief Inspector will enter the date the CAR (Form QA 045) was received for review.

		 If the information contained on the CAR (Form QA 045) is acceptable to address the deficiency(s), the Chief Inspector will mark “YES” on the form, and enter any additional comments if/as necessary. A Corrective Action Follow Up will be scheduled and...

		 If the information contained on the CAR (Form QA 045) is not acceptable to address the deficiency(s), the Chief Inspector will mark “NO” on the form, and return it to the appropriate department head for further disposition, until an acceptable corre...

		 In the case of disputed acceptability of any CAR (Form QA 045) response, it will be forwarded to the Accountable Manager for final determination of acceptability.

		 Extensions may be granted when authorized by the Chief Inspector, as noted on the CAR (Form QA 045).

		 CAR (Form QA 045)’s not completed prior to their extension due date will be brought to the attention of the Accountable Manager.

		 Depending on the nature of the corrective action, the Chief Inspector may need to consult and coordinate with the Accountable Manager.

		 The Corrective Action Follow Up process is essential to ensure corrective actions are implemented, effective, and remain in place to ensure the deficiency is not repeated.



		Repeat Items

		 Upon initiating the CAR (FORM QA 045), the Noncompliance statement and other topic details of the deficiency/discrepancy will be compared against   existing   CAR (FORM QA 045)’s to establish if the deficiency/discrepancy is a repeat finding.

		 If the deficiency/discrepancy is a repeat finding, it will be indicated by checking the appropriate box and entering the number of repeats. The previous CAR (FORM QA 045) numbers are also required to be entered.

		 Any internal audit or inspection that identifies repeat findings will require the development of additional corrective actions.





		6.4 Corrective Action Follow Up

		The Corrective Action Follow Up process is essential to ensure corrective actions are implemented, effective, and remain in place to ensure the deficiency is not repeated. Corrective Action Follow Up audits are performed by the Chief Inspector, an Ins...

		All corrective actions will require a corrective action follow up audit.

		When allowable, there should be at least a minimum of thirty (30) days of elapsed time in between the implementation of a corrective action, and a follow-up audit to ensure the corrective action(s) remains in place and is functioning as designed. The ...

		The follow up audit interval may be adjusted due to a specific model aircraft not in work, or a corrective action for a process not currently being utilized by MHI.

		The individual conducting the follow-up audit will entry in the appropriate area on the CAR (FORM QA 045) the findings including the date accomplished and present to the Chief Inspector for review.

		The Chief Inspector will review the results of the follow-up audit to ensure the Corrective Action plan was implemented and effective to prevent recurrence.

		If the review of the follow-up audit demonstrates the Corrective Action plan was implemented and effective to prevent recurrence, the Chief Inspector will indicate so by checking the appropriate block, signing and dating, thus closing the CAR (FORM QA...

		If the review indicates the Corrective Action plan was not implemented and/or not effective to prevent recurrence, then the CAR (FORM QA 045) will be routed back to the respondent to revise the corrective action plan. If this is not practical or possi...

		In the case of disputed acceptability of any CAR (Form QA 045) response, it will be forwarded to the Accountable Manager for final determination of acceptability, and coordination with the Chief Inspector.



		6.5 Records

		The Chief Inspector will maintain a file of completed CAR (FORM QA 045)’s including any associated documents for a minimum of three (3) years.
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1 Introduction  


 
This Repair Station Forms Manual (RSFM) has been prepared in accordance with the current 
regulations contained in Title 14 CFR §145, and is a prerequisite for operation under the privileges 
of the Repair Station certificate. The validity of the Repair Station’s certificate is directly dependent 
upon compliance with the procedures and requirements within this manual, as well as, the 
associated Repair Station and Quality Control Manuals.  
 
MHI Repair Station will not maintain or alter any article for which it is not rated, and will not maintain 
or alter any article for which it is rated if it requires technical data, equipment, materials, facilities or 
trained personnel that are not available.  
 
 A current copy of this RSFM, including the associated Repair Station and Quality Control Manuals, 
shall be accessible to applicable Repair Station personnel. A current copy of the required Repair 
Station Forms Manual and any revisions made will also be provided to the FAA Certificating 
Holding District Office (CHDO).  
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2 Manual Revisions  


The Accountable Manager oversees the creation and revision of MHI controlled documents. 
Department Managers and Supervisors may submit suggestions and corrections for incorporation 
into this manual by contacting the Chief Inspector. Changes made to this manual will be summarized 
in the change summary table and indicated throughout the manual by change bars. A vertical bar 
(change bar) in the right margin indicates a change, addition, or deletion in the adjacent text for the 
current revision of that page only.  The change bar is dropped at the next revision of that page. 


2.1 Manual Revisions and Control  


2.1.1 The Chief Inspector is responsible for the content of this manual and any revisions. This manual 
requires FAA acceptance prior to release. Revisions to this manual must be routed for MHI internal 
and FAA acceptance prior to distribution. This manual cannot be published or distributed to end 
users prior to formal submission to and acceptance by the FAA.   


 
2.1.2 The Part 145 Accountable Manager shall be responsible to maintain MHI Master Manual Distribution 


List Form MHI 020, listing individuals that have been assigned manuals in paper format. The listing 
shall indicate the name of the individual, name of the manual, manual number, revision number, and 
the date the completed Revision Notice/Acknowledgment, Form MHI 019 was received. 


 


2.2 Paper Format 


2.2.1 Hard copy manuals shall be issued by the Part 145 Accountable Manager under a manual control 
number and revision notification controlled by the Revision Notice/Acknowledgment, Form MHI 019 
indicating receipt of revision and incorporation into the manual. Manual holders shall be responsible 
to insert revisions, update the Record of Revisions page by entering the Revision Number, Date, 
Date Inserted, Revisions Inserted By, and return the completed Revision Notice/Acknowledgment, 
Form MHI 019 to Part 145 Accountable Manager to indicate the manual has been revised.  
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3 Forms Listing 


3.1 Repair station Forms 


Form # Description 
MHI 001 Work Order Log 
MHI 002 Work Order 
MHI 003 TBD 
MHI 004 Repairable Parts Tag 
MHI 005 Part 145 Work Sheet 
MHI 006 Serviceable Parts Tag 
MHI 007 Rejected Parts Tag 
MHI 008 Identification Tag 
MHI 009 Routing Tag 
MHI 010 NDT Parts Tag 
MHI 011 NDT Inventory Log 
MHI 012 Receiving Inspection Log 
MHI 013 Shelf Life Audit 
MHI 014 TBD 
MHI 015 TBD 
MHI 016 Summary of Employment 
MHI 017 Capabilities Self Audit 
MHI 018 Calibration Sticker 
MHI 019 Revision Notice/Acknowledgment 
MHI 020 Master Distribution List 
MHI 021 Signature/Initial Roster 


3.2 Training Forms 


Form # Description 
TR-0001 TBD 
TR-0002 TBD 
TR-0003 Training Request 
TR-0004 Training Activity Report 
TR-0005 Training Verification 
TR-0006 Training Course List 
TR-0007 Course-Lesson Information 
TR-0008 Employee Skill Survey 
TR-0009 Repair Station Needs Assessment 
TR-0010 Instructor / Trainer Evaluation 
TR-0011 Course-Evaluation 
TR-0012 Training Activity Make Up 
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4  REPAIR STATION FORMS 


4.1 PART 145 WORK ORDER LOG – FORM MHI 001 
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Instructions: Part 145 Work Order Log 
 
This form will be used to log work on aircraft and articles. The Quality Assurance Department will initiate work orders. 
After the work order is closed, the QA Department completes the closed date. Complete the fields as follows:  
 


W.O.# Fill-in the work order number 


Customer  Enter the customer’s name 


Component Info 
  
     P/N:  
     
      
     S/N:  


 
 
For an article, enter the article’s part number or assembly part  
number; for aircraft, leave blank 
  
For an article, enter the article’s S/N or assembly S/N; for aircraft, leave blank. 
 


Job Description  Enter the job description from the discrepancy on the Component record tag, or an 
abbreviated version from the SOW for an aircraft 


Aircraft N# For an aircraft, enter aircraft registration number. For an article, enter 
the registration number of the aircraft from which the article was removed. 


Aircraft S/N Enter serial number of the aircraft from which the article was removed as shown on the 
Component record tag. 


  
Date Open Enter date the work order was opened (when the preliminary inspection was performed). 


  
Date Closed  Enter date the work order was closed (when article or aircraft returned to service or was 


rejected). 
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4.2 WORK ORDER COVER SHEET – FORM MHI 002 


 


 
Form 002                                            07/01/2013  
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Instructions: Work Order Cover Sheet 
 
This form shall be utilized to document the aircraft information and work to be performed. Complete the fields as 
follows:  
 
 


Date W.O. Opened Date the work order was opened 
Customer Name Customer’s name 


Date W.O. Closed Date the work order was closed 
Address Street address of company 


Phone Contact phone number 
Labor Total mechanic hours 


Rate Agreed upon shop rate 
City & State City & state of customer address 


Make & Model For example, 'Bell 407’ 
Serial #  For the aircraft, refer to the SOW. For an article, refer to the serviceability tag 


and enter the S/N of the aircraft from which the article was removed or the 
article’s S/N..  


N# For the aircraft, refer to the SOW. For an article, refer to the serviceability 
tag. Enter N# of the aircraft from which the article was removed. 


Total Time The total time for an aircraft. For an article, the aircraft’s total flight time at 
time of removal. 


RIN Fill in cycles, landings, or flights for articles or assembly (as applicable) 
Engine TT Total time of aircraft engine 


Cycles / Starts Engine/prop can be found on serviceability tag, status report, or logbook. 
Hobbs Total Hobbs tine from aircraft meter 


  
  


Total Landings For the aircraft and for an article, enter the total aircraft landings at time of 
removal (if applicable) 


  
 
 


COMPONENTS  
 


Name Common abbreviations are acceptable (i.e. M/R, T/R, G/B, Assy, etc.) 
Part # Part number of the article from serviceability tag. If there are multiple articles, 


write "See below" and list the part numbers with each specific article in the 
Job Description. 


Serial # Serial number of the article from serviceability tag. If there are multiple 
articles, write "See below", list the serial numbers with each specific article in 
the job description. 


Total Time/TSO Applicable total time (since new) of the article or time since overhaul. If there 
are multiple articles, write “See below”, list the times with each specific 
article in the job description. 


 
JOB DESCRIPTION  


 
Item No. For sequential itemization of different jobs (i.e. multiple articles: #1,#2,#3, 


etc.). 
Description Fill in the job description from the discrepancy on the Component record tag 


or an abbreviated version from the TSD or SOW for an aircraft. For more 
than one article, include the P/N, S/N, Name and applicable TSN/TSO times. 
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INSPECTIONS 
 


Preliminary A preliminary inspection MUST BE PERFORMED on any aircraft or article 
prior to maintenance being performed. Initials in this box stating an 
inspection was performed. If a preliminary discrepancy(s) was/were found, 
write up discrepancies(s) were found in box.   


Hidden Damage The QA inspector shall write up any hidden damage if found. If no hidden 
damage is found, write "N/A" for any hidden.    


Continuity QA Inspector initials. “See Attached” - continuity forms were used; “No” if 
continuity forms were not used.  


Maintenance Final Shall be initialed by the assigned Lead or Supervisor upon completion of 
work performed. 


QA Final  The QA inspector shall acknowledge that the work order has had a final 
review prior to being closed and write in that statement. 


 
MAINTENANCE RELEASE  


 
Work Order No. Write the work order number 


Date Enter the date the aircraft or article is returned to service 


Signed 
Authorized QA inspector signs prior to returning the aircraft or article to 
service. 


Address Fill in the appropriate address and CRS number of the MHI operated repair 
station returning the article to service.  


FAA CRS # Enter the CRS Number.  
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4.3 Repairable Parts Tag – Form MHI 004 
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Instructions: Repairable Parts Tag  
  
This tag shall be utilized to record the information of a repairable article. It is initiated by a mechanic. It will remain with 
the article until the article is rejected or made serviceable.  


 


Date  Date of removal.  
Part Name  Part name.  


Part No.  Part number.  
Serial No.  Part serial number.  


Total Time  Total time of part.  
TSO If applicable.  
RIN If applicable.  


CYC  If applicable.  
 


Aircraft N# Aircraft registration number.  
TT If applicable. 


Remarks Information of why the part is repairable. 
Signature Signature required of the QA inspector or the mechanic initiating the tag.  


Cert Type & No Enter the applicable repair station number if signing for the MHI repair station. 
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4.4 PART 145 WORK SHEET – FORM MHI 005  


Sample: Maintenance Discrepancy and Work Record 
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Instructions: Maintenance Discrepancy and Work Record 
 
This form shall be utilized to document discrepancies and corrective actions. Upon completion, this form will become 
part of the work order package.  


 


Aircraft  No.  Enter aircraft registration number. 
Aircraft Model For example, 'Bell 407’ 


Location Where maintenance is being performed at 


Work Order No Found at the top of the form 5087 
Page No. Page number if multiple pages are used. 


Item # Item # for sequential itemization of different tasks to be performed (i.e. 
for multiple steps: #1, #2, #3, etc.). 


Date discovered The person that entered the discrepancy must input date of the entry. 
Acft TT Aircraft total current airframe time 


Description  Use this space to describe the removal or discrepancy.   
Corrective Action State the installation/corrective action within the section provided. 


References must satisfy requirements per CFR 14 § 43.13. i.e. M.M, 
dwg, ICA. 


Discovered by Mechanic who found the discrepancy will enter their initials 
Corrective by signature  The mechanic that entered the corrective action will enter their 


initials. 
Certificate Mechanics certificate number (may be Repair Station number) 
Final Insp QA inspector will enter their initials if all work has been completed 


satisfactorily.  
In progress inspection If item is being inspected as part of a larger assembly 
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4.5 SERVICEABLE PARTS TAG – FORM MHI 006 
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Instructions: Serviceable Parts Tag  
  
This tag shall be utilized to record the information of a serviceable article. It is initiated by a mechanic. It will remain 
with the article is installed.  


 


  
Nomenclature  Part name.  


Date  Date of serviceability.  
Part No.  Part number.  


Serial No.  Part serial number.  
TSO Time Since Overhaul if applicable.  


Total Time  Total time of part. Also enter a RIN count if applicable 
Mechanic Signature required of the mechanic removed the part.  
Inspector Signature required of the QA inspector or the mechanic condemning the part.  


  
INSTALLATION INFO 


  
Aircraft N# Aircraft registration number.  


Date  Date of installation.  
Acft TT Current aircraft airframe total time 


Position I.e. L/H, Upper, etc. 
Mechanic Installing mechanic name 
Inspector Installation Inspector 


  
MAINTENANCE RELEASE 


  
W.O #  Work Order number (if applicable) 
Date  Date of Release.  


Signed Signature of releasing inspector 
  


OVERHAUL AGENCY 
 Circle status of part. i.e., new, overhauled, repaired, etc. 


MHI PO# Enter MHI Purchase Order number 
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4.6 Rejected Part Tag – Form 0007 
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Instructions: Rejected Part Tag  


  
This tag shall be utilized to record the information of a rejected article. It is initiated by a mechanic. 
It will remain with the article until the article is destroyed or mutilated.  


 
Date  Date of rejection.  


Part Name  Part name.  
Part No.  Part number.  


Serial No.  Part serial number.  
Total Time  Total time of part.  


TSO If applicable.  
RIN If applicable.  


CYC  If applicable.  
 


Aircraft N# Aircraft registration number.  
TT If applicable. 


Reason The reason for rejection must include a detailed explanation of why the part is 
not serviceable. 


Methods Destr.  Record methods used to render the part un-usable. Prior to destruction, ensure 
parts are not to be returned to the owner. 


Work Order No Work order number.  
Item No  Discrepancy item in the work order originally rejecting the part. 


Inspector/Mech Signature required of the QA inspector or the mechanic condemning the part.  
Cert Type & No Enter the applicable repair station number if signing for an HFS operated repair 


station. 
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4.7 IDENTIFICATION TAG - FORM MHI 008  
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Instructions: White Identification Tags 
 
This tag shall be utilized to identify articles or shelving/storage units as required. It is initiated by a mechanic. This tag 
may be discarded when the component(s) is reinstalled on the same aircraft or identification tag is replaced by a 
component record card (form MHI 006).  


 


Work Order No.  Enter work order No. from applicable form MHI 002. 


Item No.  Enter discrepancy item number from form MHI 005. 


P/N Description  Enter part number of article and describe. 


& S/N Enter article serial number. 


Removed from N#/S/N Enter next higher assembly information. 


 
Side One: ITEMS REMOVED FROM AIRCRAFT / ASSEMBLY   
 
With the information on this side completed, the tag shall be attached to indicate a serviceable article’s removal from 
an aircraft "for maintenance convenience only”. This shall be attached to the individual item. Should the individual 
articles labeled with an "Identification Tag,” form MHI 008, require any maintenance, a green routing tag, form MHI 009 
will be completed as well as a work order discrepancy card entry on form MHI 005. If the removed article is not to be 
reinstalled on the original aircraft, it requires the article to be tagged with a component record tag (form MHI 006). 


NOTE: No item removed and tagged with a white Identification Tag, form MHI 008 will be reinstalled unless the item is 
deemed “serviceable” by an appropriately rated mechanic. 


 
Side Two: ALL ITEMS PLACED ON OR IN THIS STORAGE UNIT SIDE  
 
With the information on this side completed, the tag shall be utilized to identify shelves, racks and containers. 


In the case of cabin interiors (seats, upholstery, etc.), empennage or fuselage cowls, inspection/access panels, 
hardware, and other similar items, such parts must be serviceable and will be segregated on shelves, racks or in 
containers labeled as appropriate with one identification tag. 
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4.8 ROUTING TAG  – FORM MHI 009 


 


 
 
Instructions: Green Routing Tag 
 
This tag shall be utilized when an article is removed from the aircraft, article, storage rack, or shelf for maintenance or 
alteration under the work order. It is initiated by a mechanic. Upon completion of the inspection, this tag will be 
destroyed by the QA inspector. Complete the fields as follows:  


 


Work Order #  Work order number.  


Section # Section number (of the aircraft work order). 


Item # Discrepancy number as found on the form MHI 005 discrepancy card. 
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4.9 NON DESTRUCTIVE TESTING PARTS TAG  – FORM MHI 010 
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Instructions: Non Destructive Testing Parts Tag 
 
This tag is used to identify articles leaving an MHI repair station for non-destructive testing. It is initiated by a 
mechanic.  After work is performed by the vendor this form is no longer required for the work order package.  
 


WO # Assigned work Order number from form MHI 002. 
 


N# Aircraft’s registration number. 
 


Name  The given nomenclature/name of the article (i.e. “Sun Gear”). 
 


P/N Part number of the article. 
 


S/N Serial number of the article. If there is no serial number use “NA”. 
 


MPI X on line indicating if a magnetic particle inspection is required. 
 


FPI  X on line indicating if a fluorescent penetrant inspection is required. 
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4.10  NDT INVENTORY LOG – FORM MHI 011 


 


 







 
  
REPAIR STATION FORMS MANUAL  Rev - Reissue: 11/01/2013 
 


 
MHI RSFM    4-20 
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Instructions: Non Destructive Testing (NDT) Inventory Log 
 
This form is an inventory log of articles sent for non-destructive testing. It is initiated by a mechanic. It will be archived 
with the work order package.  
 
Note: Leave no blanks – use ‘N/A’ if not required or not applicable.  
 


W/O # Work order number assigned on form MHI 002 
  
  


A/C Type  Aircraft type (i.e. “Bell 407”).  
A/C N# Aircraft’s registration number.  


A/C S/N  Aircraft’s serial number.  
A/C T.T.  Aircraft’s total time.  


Date  Date the form was initiated.  
Assembly  Higher assembly’s nomenclature, if applicable (i.e. “Main Transmission”). 


S/N Serial number of the higher assembly, if applicable. 
Qty Number/quantity of pieces for the given article. 


Nomenclature  Given nomenclature of the article (i.e. “Sun Gear”). 
Part Number  Enter the part number of the article.  


 
Serial Number  Enter the serial number of the article. If there no serial number, use “NSN” (“No 


Serial Number”). 
MPI  “X” in the appropriate box if this type of inspection is required for the article. 
FPI  “X” in the appropriate box if this type of inspection is required for the article. 


Performed By  For vendor use only.  
Work Order # For vendor use only.  
Accepted By  For vendor use only.  


Notes Use this space to note anything unusual or noteworthy. If no notes, enter “N/A”. 
Received, 


Inspected By  
Individual(s) receiving and inspecting the article must sign/date here. 


 
  







 
  
REPAIR STATION FORMS MANUAL  Rev - Reissue: 11/01/2013 
 


 
MHI RSFM    4-22 


4.11 RECEIVING INSPECTION LOG – FORM MHI 012 
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Instructions: Receiving Inspection Log 
 
This form provides a record of articles received into the repair station. It is initiated by an incoming/receiving Inspector. 
The form is to be archived in the incoming and receiving area.  
  


Date Received  Supplying vendor name as stated on invoice. 
PO# PO number as stated on invoice. 


Part # Number of part. 
Serial # Serial number affixed to part. 


QTY Total number of parts received as stated on invoice. 
Description  As stated on invoice. 


Shelf Life  Indicate YES or NO whether shelf life is limited. 
Maint Release  Indicate YES or NO whether maintenance release was supplied with unit. 


Vendor Name of company supplying the parts. 
Insp Initial  Initials of incoming and receiving inspector completing the inspection. 


Pickup  Initials of mechanic or individual receiving or picking up the part from the receiving area 
after the completion of the Incoming Inspection. 
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4.12 SHELF LIFE AUDIT SHEET – FORM MHI 013 


 


 
 
Instructions: Shelf Life Audit Sheet 
 
This form documents that an audit of shelf life items in the storage unit was performed. It will be initiated by the person 
responsible for monitoring MHI operated repair station shelf life products. Shelf Life audits are to be conducted by the 
end of each month. This form will be discarded upon initiation of a new, annual form.  
 


Date  Day the audit is accomplished for the appropriate month.  
 


Name  Printed name of individual performing the audit.  
 


Initials  Individual’s initials.  
 


Results  Brief description of results.  
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4.13 SUMMARY OF EMPLOYMENT – FORM MHI 016 


 
 
Name:_____________________________________________________________ 
 
Scope of Assignment:  Maritime Helicopters Maintenance 
 
Present Title:________________________________________________________ 
 
Years experience in this type work:______________________________________ 
 
Past employment record:   (at least 5 years) 
 


From: To: Place: Type of Work Position 


     


     


     


     


     


     


     


 
Authorized to sign:   All Inspections & Maintenance per MHI Inspection Procedures Manual 
 
Type and number of FAA Certificate(s) now held: 


 
1.   
____________________________________________________________________________ 
 
2.  ____________________________________________________________________________ 
 
3.  ____________________________________________________________________________ 
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Instructions: Summary of Employment 
 
This form shall be utilized to capture information required by Title 14 CFR §145.161(a)(4) for management, 
supervisory, inspection, and return to service personnel. For all other repair station positions, this is optional. This shall 
be maintained by the Chief Inspector during the individual’s period of employment.  
 


Employee Name Name  
Scope  Define scope of present employment. 


Employee Title  Title  
Experience Number of years in this type of work 


Past Employment Enter past 5 years of experience 
Dates of Employ Dates of previous employment  


Type of Mntn Performed Types of maintenance work performed (attach add’l sheets)  
Type FAA Certification FAA Certificates currently held (A&P, IA, Repairman, etc.) 


Cert Number  Certification Numbers  
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4.14  CAPABILITIES SELF EVALUATION CHECKLIST – FORM 017 
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Instructions: Capabilities Self Evaluation Checklist 
 
This form shall be utilized for the purposes of performing a self-evaluation prior to modifying the Repair 
Station Capabilities List. This self-evaluation shall also be utilized for the purpose of performing an annual 
review of the capabilities. Attachments may be utilized if needed for additional information. 
 
Evaluation is to Indicate the nature of the Self Evaluation (Add, Delete, Modify an existing capability, 


or perform an Annual Review).  
 
Manufacture  Self Explanatory 
 
Model Number Enter manufactures model number. If there is no model number then enter N/A. 
 
Part Name Enter the manufacturers name for the part or assembly. If capability is not part 


number specific then enter N/A. 
 
 
Part Number Enter the manufactures specific part or assembly number. If capability is not part 


number specific then enter N/A. 
 
Capability to Enter the applicable Capability to be performed  
be Performed  
 
FAA Ratings Enter the applicable FAA Ratings that are affected by this evaluation. 
Affected   
 
Manufacturers  The documentation required per CFR §145.109(d) shall be verified as accessible and 
Documentation   current. The required manufactures manuals shall be entered within the chart once 


verified. Access to manufactures Service Bulletins (SB) and FAA Airworthiness 
Directives (AD) once verified shall be entered into chart. This entry need not list each 
individual SB or AD but may be entered as a single line entry such as "Bell Helicopter 
Canada BH-407 Service Bulletins" or "FAA Airworthiness Directives" 


 
Manual Review Perform a review of the Repair Station Manual System and verify if this request 


requires any revisions to be made. Any revisions required must be in place prior to 
performing the requested functions. Indicate YeslNo. 


 
Equipment, Tools, The required manufactures tooling, equipment and materials shall be verified as  
Materials, Facilities, onsite or readily accessible. If equivalent tooling is to be utilized, It must have an  
And Processes equivalency evaluation performed prior. Calibration requirements must be verified as 


current. Verify if adequate facilities are available per CFR §145.103. Verify if any 
Special Processes are required, and if so does the repair station have the 
ability to either perform those processes or have it complied with by an outside entity. 
Indicate YeslNo. 


 
Trained Personnel/ Verify if there is adequate trained maintenance, inspection, and supervisory  
Supervisory Staff personnel available. Verification may include: documented training, OJT, or 


experience. All trained individuals or supervisors are not required to be entered on 
the chart, only the minimum needed to perform the capabilities requested. 
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Approvals/Denials Check as applicable: Approved, Deleted, Annual Review Completed, or Denied. 
 
Approval Upon review of the findings of this evaluation checklist, the Part 145 Accountable 


Manager and the Chief Inspector, or their designee, shall sign.  
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4.15 CALIBRATION STICKER (sample) – FORM MHI 018 


 
 


 
 
Instructions: Calibration Sticker 
 
This is used as a replacement sticker on a calibrated tool in the event the original sticker is lost or damaged. The 
wording and size of information might vary in order to fit the necessary information on the sticker and too. This sticker 
is to remain on the calibrated tool until the tool is recalibrated.  
 
 ID Number  Enter I.D. No. of the tool (Either model number or S/N) 
 
 By   Initials of person performing the calibration 
 
 Date   Enter date of calibration 
 


Date due  Enter tool re-calibration due date   
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4.16  Tool Calibration 


Description Owner Part 
Number 


Serial 
Number 


Service 
Life 


Date 
Inspected 


Date 
Due 


       


       


       


       


       


       


       


       


       


       


       


       


       


       


       


       


       


 
Instructions: Tool Calibration 
 
This is used as a replacement sticker on a calibrated tool in the event the original sticker is lost or damaged. The 
wording and size of information might vary in order to fit the necessary information on the sticker and too. This sticker 
is to remain on the calibrated tool until the tool is recalibrated.  
 
 Description   Enter the name of the tool 


Owner   Enter company or mechanics name 
 Model   Enter tool manufacturer’s model number 


P/N   Enter tool part number 
 S/N   Enter serial number of tool 


Date Inspected Enter date tool was inspected 
Date due  Enter tool re-calibration due date   
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4.17  Revision Notice Acknowledgement Form MHI 019 
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Instructions for completion of Revision Notice Acknowledgement Form MHI 019:  
 
1. Name of manual being revised (i.e. Repair Station Manual, Quality Control Manual, etc.)  
2. Revision number (i.e. 01, 03, etc.)  
3. Manual number of assigned holder  
4. Date that manual was revised and content reviewed  
5. Printed name of manual holder (i.e. John Doe, etc.)  
6. Signature of individual indicating that revision was completed, and content reviewed and understood  
7. When an electronic manual revision is performed, enter the applicable Revision number  
8. Name of affected manual that was revised (i.e. Repair Station Manual, Quality Control Manual, etc.)  
9. Date that content of revision was reviewed  
10. Printed name of manual holder (i.e. John Doe, etc.)  
11. Signature of individual indicating that content of revision was reviewed and understood  
12. Name of manual being requested for proposed revision (i.e. Repair Station Manual, Quality Control 


Manual, etc.)  
13. Section of applicable manual where proposed revision is being suggested  
14. Page number of applicable manual where proposed revision is being suggested  
15. Describe details and content of proposed revision  
16. Name of individual that is requesting the proposed revision  
17. Phone contact information of individual that is requesting the proposed revision  
18. Details of the disposition provided by the Chief Inspector in regards to the proposed revision  
19. Once the disposition has been completed, the Chief Inspector will sign and enter date 
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4.18 Master Manual Distribution List - Form MHI 020 
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Instructions for completion of Master Manual Distribution List Form MHI 020: 
  
1. Name of individual (i.e. John Doe, etc.) that manual is assigned to  
2. Nomenclature of assigned manual (i.e. Repair Station Manual, Quality Control Manual, etc.)  
3. Manual number (i.e. 01, 02, 03, etc.)  
4. Revision number of manual (i.e. Original, 01, 02, 03, etc.)  
5. Date that completed Revision Notice / Acknowledgment (Form TL-0003) was received  
6. Enter page number   
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4.19  Mechanic Signature/Initial Roster Form MHI 021 
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5 TRAINING FORMS 
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5.1 Training Request Form TR-0003 
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Instructions for completion of Training Request - Form TR-0003:  
 
1. DATE: Date of the request.  
2. TYPE OF TRAINING REQUESTED: Course type required.  
3. DATE PREFERRED FOR TRAINING SCHEDULE FROM: Requested time for course to start.  
4. DATE PREFERRED FOR TRAINING SCHEDULE TO: Requested time for course to finish.  
5. NUMBER OF STUDENTS REQUIRING TRAINING: Number of pupils requiring training.  
6. TRAINING REQUESTED BY: Person requesting training course.  
7. DEPARTMENT HEAD APPROVAL: Person approving the course request. 
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5.2 Training Activity Report Form TR-0004 


 
 


  







 
  
REPAIR STATION FORMS MANUAL  Rev - Reissue: 11/01/2013 
 


 
MHI RSFM    5-5 


Instructions for completion of Training Activity Report Form TR-0004:  
 
1. COURSE TITLE: Title of Course for the activity report.  
2. COURSE No: Assigned Course number.  
3. DATE: Date of the activity report / date of course.  
4. CLASSROOM START TIME: Course beginning time.  
5. CLASS HOURS: Hours of course attendance.  
6. INSTRUCTOR: Name of Instructor/s.  
7. PRINT NAME: Name of course attendee.  
8. EMPLOYEE NUMBER: Attendees employee numbers. 
9. TYPE OF CERTIFICATE: TBA  
10. CERTIFICATE NUMBER: TBA  
11. SIGNATURE: Attendees signature.  
12. DAY 1 through DAY 5: Hours of course attendance.  
13. TOTAL HOURS: Total hours for the 5 day period.  
14. FINAL GRADE: Grade awarded.  
15. COMMENTS: Instructors comments on class.  
16. INSTRUCTOR’S SIGNATURE: Signature of instructor.  
17. DATE: Date of course completion. 
  







 
  
REPAIR STATION FORMS MANUAL  Rev - Reissue: 11/01/2013 
 


 
MHI RSFM    5-6 


5.3 Training Verification - Form TR-0005 
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Instructions for completion of Training Verification Form TR-0005:  
 
1. NAME: Full name of trainee.  
2. POSITION: Trainees employment position.  
3. DATE: Date of completion of the Training Verification.  
4. EMPLOYEE NO.: Employees MHI employment number.  
5. CERT. NO.: Employees certificate number, if any.  
6. LOCATION: Location where the training took place.  
7. TYPE OF TRAINING RECEIVED: Initial / Re-current  
8. CUSTOMER: Customer provided training – check box.  
9. ON-THE-JOB: OJT training – check box.  
10. OTHER: Check box and specify in either 11 or 12.  
11. MAINTENANCE INFORMATION LETTER: (MIL) as issued by MHI.  
12. SPECIFY: If 10 is checked, specify type of training received.  
13. SUBJECT OF TRAINING/ TYPE OF ACFT/ EQUIPMENT: Course name / aircraft /equipment type for 


training received.  
14. HOURS: Course/Training hours expended.  
15. ATA CHAPTER AND SUBCHAPTER: ATA chapter and sub chapter content for the course, if 


applicable.  
16. TRAINEE SIGNATURE: Signature of trainee receiving the course.  
17. EMPLOYEE NO.: Employee Number of trainee receiving the course.  
18. PRINTED NAME: Printed Name of trainee receiving the course.  
19. DELEGATED INSTRUCTOR: Print Instructors Name.  
20. EMPLOYEE NO.: Instructors MHI employee number, if applicable.  
21. INSTRUCTOR SIGNATURE: Instructors signature.  
22. REMARKS: Any remarks regarding the course – to be filled out by the instructor.  
23. TRAINING ADMINISTERED BY: Check type of instruction technique employed for the course. 
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5.4 Training Course List - Form TR-0006 
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Instructions for completion of Training Course List Form TR-0006:  
1. COURSE NAME: Course Name / number assigned to the course.  
2. Initial (I), Recurrent (R): Indicates the course periodicity.  
3. Target Audience: Course audience suitability, (i.e. Technician, Inspector, Materials Personnel (i.e. 


Purchaser/Planner, All, etc).  
4. Instructors: Assigned instruction provider for the course.  
5. Enter page number (i.e. Page 2 of 3)  
6. Enter total number of pages (i.e. Page 2 of 3) 
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5.5 Course-Lesson Information - Form TR-0007 
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Instructions for completion of Course-Lesson Information Form TR-0007:  
 
1. Course/Lesson Title: Enter Course / Lesson Title / Part course number.  
2. Objectives: Enter Reason/requirement for the course creation.  
3. Prerequisites: Enter any prerequisite required prior to undertaking course.  
4. Course outline titles of sections: List multiple section titles.  
5. Required hours or performance outcome for each topic or lesson: Instruction hours or achievement % to 


pass course.  
6. List of training materials, (i.e. handouts, manuals, tools or equipment to be trained on).  
7. Method of training, (i.e. classroom, OJT, self study, case study, computer based training, distance 


learning or off site/OEM).  
8. Chief Inspector will evaluate all initial training courses as necessary.  
9. Enter any Notes/Remarks for comments and or improvements.  
10. Name of person initiating course lesson form.  
11. Date of form originating. 
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5.6 Employee Skill Survey - Form TR-0008 
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Instructions for completion of Employee Skill Survey Form TR-0008: 
  


1. Employee’s name (i.e. John Jet, etc.)  
2. MHI employee number  
3. Present job title/position (i.e. AMT, Lead, Inspector, etc.)  
4. Type and number of 14 CFR Part 65 Certificate held (i.e. A&P 12345678, Repairman 1234567, etc.)  
5. Date that employee completed page 1 of form  
6. Provide name of employer (i.e. ABC Airlines, XYZ Repair Station, etc.)  
7. Provide job title/position(s) held regarding employment (use multiple lines if required)  
8. Enter beginning date of employment for positions held  
9. Enter ending date of employment for positions held  


10. Describe work activities conducted for relevant positions  
11. Enter any additional details pertaining to work activities conducted, relevant experience, specialized 


skills or training that will assist evaluator in determining employee skill-set and overall experience level  
12. Name of individual conducting skill survey evaluation  
13. MHI employee number of individual conducting skill survey evaluation  
14. Indicate if oral interview is required by selecting the appropriate box (i.e. √ or X) Yes or No  
15. Indicate if oral interview was conducted by selecting the appropriate box (i.e. √ or X) Yes or No  
16. If oral conducted, enter date  
17. Check box (i.e. √ or X) to indicate that employee’s training records have been reviewed  
18. Enter date that employee’s training record was reviewed  
19. Evaluator will enter comments pertaining to evaluation (i.e. employee demonstrates a thorough 


knowledge of BHT 407, AS350 aircraft for both avionics and system maintenance, etc.)  
20. Evaluator will check appropriate box (i.e. √ or X) to indicate if employee is of Minimal, Intermediate, or 


Advanced skill level  
21. Evaluator will select appropriate box (i.e. √ or X) Yes or No to indicate if employee requires further 


training  
22. Evaluator will provide details of training recommendation(s) (i.e. Employee will require a BHT 407 


General Familiarization class, etc.) 
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5.7 Repair Station Needs Assessment - Form TR-0009 
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Instructions for completion of Repair Station Needs Assessment Form TR-0009:  
1. Date form completed.  
2. Name of person preparing the form.  
3. Individuals present for the assessment.  
4. Enter applicable reason for assessment from item 4. If form is being completed for training program 


annual review, place Annual Review in this field.  
5. Insert applicable criteria, (i.e. person performing maintenance, preventative maintenance and /or 


alteration/inspection functions, skills, experience and training of current employees, assessments of 
employees being assigned new tasks, return of employee to tasks after extended period, introduction of 
new regulations, procedures, equipment and record keeping procedures or an upcoming change in 
nature of basic repair station capability).  


6.  Departments and positions affected.  
7.  Add notes as/if required to further document pertinent details discussed during the assessment process 


including any assigned actions or items requiring further follow-up.  
8. Signature of Chief Inspector or his/her designee.  
9. Date of signature by Chief Inspector or his/her designee. 
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5.8 Instructor/Trainer Evaluation - Form TR-0010 
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Instructions for completion of Instructor / Trainer Evaluation (Form TR-0010) entries:  
 
1. Enter name of individual conducting the instruction/training.  
2. Enter type of instructor (i.e. independent consultant instructor, instructor employed by an educational 


training institution, instructor employed by a vendor training company, etc.).  
3. Enter specific education, training, certification, accreditation, etc. relating to credentials as a training 


provider. Please provide copies of certification, accreditation, diploma, etc.  
4. Enter years of relevant experience as a trainer/instructor.  
5. Enter details of currency of experience as it relates specifically to course/class being provided. Details 


requested are intended to assess the currency of experience of the instructor/trainer in relation to the 
course/class to be conducted.  


6. Enter any other information that would assist MHI in assessing the credentials of the instructor/trainer 
pertaining to the course(s) being provided (i.e. recently provided instruction of this same course (B737-
300/400 General Familiarization) to ABC Airlines in Anytown, USA on July xx, 20xx).  


7. Enter date form was completed by instructor/trainer (or if performed via a phone or personnel interview, 
date of interview).  


8. Enter details of observations made during a class/course presentation including attributes such as the 
individual’s subject knowledge/expertise, class/student interaction, quality of aids/materials, presentation 
style, demeanor, etc. This information shall include the subject, date, location of class and date. When 
possible and/or practical, this observation may be accomplished by observation of the instructor during a 
presentation to non-MHI personnel.  


9. Signature of Chief Inspector or his/her designee.  
10. Date of signature by Chief Inspector or his/her designee. 
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5.9 Course Evaluation - Form TR-0011 
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Instructions for completion of Course-Evaluation (Form TR-0011) entries: 
  
1. Enter Course Name or Number.  
2. Enter Date of the course completion.  
3. Enter Name of the Student completing the evaluation form.  
4. Enter Name of the Instructor giving the course.  
5. Answer all questions and circle the relevant answer letter.  
6. Enter any notes or other information to assist MHI in determining your overall training experience 
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5.10 Training Activity Make Up Form - TR-0012 
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Instructions for completion of Training Activity Make Up (Form TR-0012) entries: 
 
1. Name of employee (i.e. John Jet, etc.)  
2. Date of training course missed  
3. Subject / areas missed  
4. Date scheduled for make up  
5. Time scheduled for make up  
6. Employee must sign in  
7. Employee must enter correct date of make up  
8. Instructor will circle the appropriate word to indicate PASSED, FAILED  
9. Instructors comments entered as applicable  
10. Instructors signature  
11. Date of makeup 
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1.  Introduction  


This Repair Station Manual (RSM) has been prepared in accordance with the current regulations 
contained in Title 14 CFR §145, FAA Advisory Circular AC 145-9, and the policies and procedures 
used at Maritime Helicopters Inc., (MHI). This manual is a prerequisite for operation under the 
privileges of the Repair Station certificate. The validity of the Repair Station’s certificate is directly 
dependent upon compliance with the procedures and requirements within this manual, as well as, 
the associated Quality Control Manual (QCM).  
 
The general maintenance, repair, overhaul, or alteration of products will be performed in accordance 
with the current Title 14 Code of Federal Regulations (CFR), manufacturer's data, drawings, 
specifications and bulletins, or other technical data accepted or approved by the administrator for the 
particular ratings as noted in the Repair Station’s operational specifications.  
 
MHI Repair Station will not maintain or alter any article for which it is not rated, and will not maintain 
or alter any article for which it is rated if it requires technical data, equipment, materials, facilities or 
trained personnel that are not available.  
 
 A current copy of this RSM, including the associated QCM and Repair Station Forms Manual 
(RSFM), shall be accessible to applicable Repair Station personnel. A current copy of the required 
RSM and any revisions made will also be provided by electronic copy to the FAA Certificating 
Holding District Office (CHDO). 
 
The Repair Station must allow the FAA to inspect that Repair Station at any time to determine 
compliance with title 14 CFR §145.223 
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2.  Manual Revisions  


The Accountable Manager oversees the creation and revision of MHI controlled documents. 
Department Managers and Supervisors may submit suggestions and corrections for incorporation into 
this manual by contacting the Chief Inspector. Changes made to this manual will be summarized in the 
change summary table and indicated throughout the manual by change bars. A vertical bar (change 
bar) in the right margin indicates a change, addition, or deletion in the adjacent text for the current 
revision of that page only.  The change bar is dropped at the next revision of that page. The effected 
paged will also be annotated by updating the revision level and date in the top right hand corner. The 
list of effected pages will also be updated. 


2.1 Manual Revisions and Control 


2.1.1 The Chief Inspector is responsible for the content of this manual and any revisions. This manual 
requires FAA acceptance prior to release. Revisions to this manual must be routed for MHI 
internal and FAA acceptance prior to distribution. This manual cannot be published or distributed 
to end users prior to formal submission to and acceptance by the FAA. 


2.1.2 The Part 145 Accountable Manager shall be responsible to maintain MHI Master Manual 
Distribution List Form MHI 020, listing individuals that have been assigned manuals in paper 
format. The listing shall indicate the name of the individual, name of the manual, manual number, 
revision number, and the date the completed Revision Notice/Acknowledgment, Form MHI 019 
was received. 


2.2 Paper Format 


2.2.1 Hard copy manuals shall be issued by the Part 145 Accountable Manager under a manual 
control number and revision notification controlled by the Revision Notice/Acknowledgment, 
Form MHI 019 indicating receipt of revision and incorporation into the manual. Hard copies of 
the manual shall be issued to Director of Maintenance, Part 145 Accountable Manager, Chief 
Inspector, and the CHDO. Manual holders shall be responsible to insert revisions, update the 
Record of Revisions page by entering the Revision Number, Date, Date Inserted, Revisions 
Inserted By, and return the completed Revision Notice/Acknowledgment, Form MHI 019 to Part 
145 Accountable Manager to indicate the manual has been revised. 


2.3 Revision Distribution 


2.3.1 The manual shall be revised as necessary and a h a r d copy of each revision shall be 
forwarded to the individuals that have been assigned manuals in paper format, per MHI Master 
Manual Distribution List Form MHI 020. A copy of each revision shall be forwarded to the 
CHDO, either by hard copy through the postal service or electronic format through e-mail. FAA 
inspectors will either accept or reject the manual revision. The FAA inspector will, by letter, 
inform the repair station of acceptance or rejection. The letter will address the manual title, 
manual date, and revision number. If the manual is rejected, the FAA inspector will provide a 
detailed explanation of the deficiencies and advise the repair station. 
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3. Organization 


3.1 General 


3.1.1 This section provides a description of the MHI organization, complete with duties and 
responsibilities as well as reporting structure. An organization chart is also provided in this 
section. In addition to each management position with assigned authority to act on behalf of the 
repair station, each subordinate and senior management positions are identified. Personnel shall 
be able to identify their reporting structure and understand assigned duties and responsibilities 
by referring to this section. 


 


3.1.2 Organization Chart 


 


 


3.2 General Statement of Responsibility – Repair Station Personnel


3.2.1 All personnel assigned to MHI Repair Station are required to be familiar with the requirements of 
this manual, applicable FAA regulations, and airworthiness directives. All personnel assigned to 
MHI Repair Station shall adhere to the policies and procedures of this manual, and to applicable 
FAA regulations and associated guidance.  


 


3.2.2 All management and lead personnel may delegate their assigned duties to any qualified 
individual as necessary; however, such delegation does not relieve them of their overall 
responsibility.  


  


QA Department 


Director of Maintenance 
FAA Accountable Manager 


 


Managerial Control Organization Chart  
 
 
 


Parts Manager 


Lead Mechanic 
 


Chief Inspector  
Training Manager 


 


Maintenance Department 


Inspectors/Receiving 
Inspectors 


Mechanics 
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3.3 Duties and Responsibilities   


3.3.1 Part 145 FAA Accountable Manager 


 
The Part 145 Accountable Manager is responsible for the overall operation of the Repair Station 
in accordance with the applicable CFRs. The Part 145 Accountable Manager shall act as the 
FAA Accountable Manager with responsibilities as defined in Title 14 CFR §145.3(a) for the 
MHI Repair Station. These duties include maintaining an adequate and knowledgeable staff to 
plan, perform, supervise, and inspect the work being performed on civil aviation articles within 
the repair station. The Part 145 Accountable Manager shall ensure that CRS management 
adheres to and enforces the policies and procedures of this manual. 


 
The Part 145 Accountable Manager is responsible for: 


 


§ Directing, planning, and implementing the details for inspection standards, methods, and 
procedures used by the repair stations to comply with applicable FARs (CFR's), and 
manufacturer's specifications and recommendations; 


§ Ensuring that all inspections are correctly performed on articles that are maintained by the 
repair station and that the inspection records, reports, and forms used by assigned 
mechanics are properly executed prior to presenting the article to the inspection 
department; 


§ Assuring that all alterations and maintenance procedures are performed according to FAA 
approved or acceptable data, as well as, manufacturer’s recommendations and pertinent 
FAR’s; 


§ Providing adequate equipment, materials, technical data, and competent personnel 
pertinent to the operations of repair station in order to comply with applicable FAA (CFR) 
and manufacturer's recommendations, and to establish standards to ascertain that adequate 
safety precautions are observed; 


§ Ensuring the Repair Station training program meets the requirements of Title 14 CFR 
§145.163. 


§ Providing training as necessary for personnel to become familiar with aircraft, aviation 
products, product improvements, and proper work procedures and practices that are to be 
followed;  


§ Ensuring all applicable technical data used is current and posted properly; 


§ Ensuring that all equipment and tools used for maintenance are maintained in serviceable 
working condition; 


§ Maintaining and controlling the rental/lease equipment; 


§ Ensuring the proper tagging and identification of all parts and components as applicable; 


§ Ensuring that all precision tools and test equipment used by the repair station are calibrated; 
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§ To ensure that no defective, unserviceable, unairworthy parts or materials are installed in 
any article maintained; 


§ Ensuring that rejected and unserviceable parts are handled in such a way as to prevent their 
reuse; 


§ Oversight of maintenance that is contracted to approved vendors. 


§ Reporting of Suspected Unapproved Parts to the Chief Inspector. 


 


3.3.2 Maintenance Training Manager   


 
The Maintenance Training Manager reports to the Part 145 Accountable Manager and is 
responsible for the operation and training performed at MHI Repair Station and has overall 
authority for the training program.  


 
In addition the Maintenance Training Manager is responsible for: 


· Ensuring that the Repair Station Training Manual (RSTM) is used to conduct the Repair Station 
training program;  


· Ensuring compliance with all of the components of the training program;  
· Ensuring that training methods and resources selected will provide the necessary information 


and are appropriate for the desired training outcome;  
· Monitoring training resources to ensure the Repair Station is aware of their alternatives;  
· Conducting an audit of outside vendor training courses as applicable;  
· Ensuring that training resources are developed that will satisfy the Repair Station and individual 


employees training needs;  
· Evaluating the overall the Repair Station training needs and revise the training program as 


necessary;  
 


3.3.3 Chief Inspector 


 
The Chief Inspector reports to the Part 145 Accountable Manager for the operation of the 
Quality Assurance Department.  


 
The Chief Inspector is responsible for: 


· Assisting, training, and supervising personnel assigned to the Quality Assurance Department; 
· Ensuring persons performing inspections are familiar with the applicable regulations in Title 14 


CFR §145 and with the methods, techniques, practices, aids, equipment and tools used to 
perform the maintenance, preventive maintenance, or alterations. They must be proficient in 
using the various types of inspection equipment and visual aids appropriate for the article being 
inspected;  


· Ensuring that inspections are correctly performed and that inspection records, reports, and 
forms used by the Repair Station are properly executed prior to releasing the product for return 
to service;  
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· Ensuring required precision tools and test equipment used by the Repair Station for the 
purposes of conformity and return to service are calibrated;  


· Ensuring that all defective, rejected, unserviceable, or unairworthy parts are controlled and 
properly segregated to prevent their installation or reuse in any component or article released 
by the repair station;  


· Submitting service difficulty reports (SDR) in accordance with Title14 CFR §145.221;  
· Ensuring the accomplishment of final acceptance of all incoming material and articles to 


determine serviceability and to assure the proper execution of the suspected unapproved parts 
program;  


· Ensure preliminary, hidden damage, in-progress, and final inspection of all articles processed 
by the Repair Station, as well as record results, as outlined in this manual, are properly 
performed;  


· Monitoring the proper tagging and identification of all parts and components as applicable;  
· Continuity of inspection responsibility and assuring completion of required inspection when 


assignment changes occur;  
· Maintaining files of completed work orders;  
· Maintaining a roster of management, lead, and inspection personnel for MHI repair station.  


 


3.3.4 Inspector 


 
The Inspector reports to the Chief Inspector and is responsible for the efficient and economical 
determination of airworthiness of aircraft maintenance and other work assigned for inspection. 


 
The Inspector is responsible for: 


 
· Ascertaining that work for which he/she is responsible has been accomplished in a high 


standard of workmanship and in accordance with MHI, FAA, and manufacturer’s standards; 
· Ensure that all necessary parts tags for which he/she is responsible are correctly executed 


for units or parts changed; 
· Perform inspections of articles, products, facilities, vendors, equipment as directed by the 


Chief Inspector; 
· Conduct incoming and stockroom inspections for proper tagging, bagging, storage, shelf life 


and good housekeeping; 
· Performing technical research as required to determine status/compliance of aircraft or 


components/systems; 
· Reading, writing, speaking and understanding the English language; 
· Ensuring completion of logbook entries as/when required; 
· Ensuring compliance with all applicable CFRs during the course of assignments; 
· Performing inspections only on products for which they have been properly trained and 


qualified; 
· Conducting OJT (On-the-Job Training); 
· Reviewing, auditing, copying, and controlling MHI aircraft records as directed by the Chief 


Inspector; 
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NOTE: The duties and responsibilities of the Inspector may be delegated to any qualified 
individual; however, such delegation must be approved by the Chief Inspector and does 
not relieve the Chief Inspector of the overall responsibility. 
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3.3.5 Incoming and Receiving Inspector 


 
The Incoming and Receiving (IR) Inspector reports to the Chief Inspector for performing 
receiving inspection requirements for; 


 
· Inspectors assigned to receiving shall be properly certificated under 14 CFR Part 65 


and subjected to training on procedures to inspect incoming materials. This assignment will 
be annotated on the repair station roster. 


· Advisory Circular AC 20-62E (as revised) provides guidance on Eligibility, Quality, & 
Identification of Aeronautical Replacement Parts. New and continued service parts for 
serviceability, including but not limited to, verifying certification from manufacture or 
overhaul facility and inspecting for shipping damage. 


· Conduct incoming and stockroom inspections for proper tagging, bagging, storage, shelf life 
and good housekeeping; 


 


3.3.6 Leads 


 
The leads report to the Part 145 Accountable Manager for the operation of their respective area. 


 
In addition, the Leads are responsible for/to:  
 
· Assist and supervise all personnel assigned to their respective area; 
· Ascertain that all maintenance and inspections are correctly performed on articles that are 


maintained by their respective shop and that the inspection records, reports, and forms used by 
assigned technicians are properly executed prior to presenting the article to the inspection 
department; 


· Ensuring that there is adequate training, equipment, and materials for all projects; 
· Ensuring all applicable technical data used within the repair station is current and posted 


properly; 
· Ensuring that all equipment and tools used for maintenance are maintained in serviceable 


working condition; 
· Maintaining and controlling the rental/lease equipment; 
· Ensuring the proper tagging and identification of all parts and components as applicable; 
· Ensuring that all applicable precision tools and test equipment used by the repair station are 


calibrated; 
· Ensure that no defective, unserviceable, unairworthy parts or materials are installed in any 


article maintained under their assigned repair station authority; 
· Ensure that rejected and unserviceable parts are handled in such a way as to prevent their 


reuse; 
· Reporting of Suspected Unapproved Parts to the Chief Inspector. 
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3.3.7 Mechanics 


 
The Mechanic is responsible to the Lead for the daily performance of his/her duties.  
 
The Mechanic is responsible for: 
 
· Reading, writing, speaking, and understanding the English language; 
· Reading and interpreting aircraft maintenance manuals, structural repair manuals, 
· safety manuals, Illustrated Parts Catalogs, FAA regulations, Airworthiness Directives, and 


blueprints involving various repairs, part locations, and replacement; 
· Troubleshooting aircraft systems and repairing in accordance with accepted/approved data; 
· Removing and replacing any and all parts using accepted/approved data; 
· Demonstrating knowledge of aircraft systems; 
· Following safety rules and procedures; 
· Following FAA and company policies and procedures; 
· Keeping work area clean and neat at all times; 
· Other duties as assigned by the Part 145 Accountable Manager. 


 


3.3.8 Supply Manager 


 
The Supply Manager is administratively responsible to the Accountable Manager for the daily 
performance of his/her duties.  


 
The Supply Manager is responsible for: 


 
· Receives, unpacks and records incoming shipments and prepares items for receiving 


inspection; 
· Tags and stocks items after inspection (if required); 
· Ensures parts issued from stock are recorded; 
· Maintains cleanliness and protection of items in stock. 
· Assures that older stock is used first in-first out and that shelf time limits are observed; 
· Inventories and records stock levels as requested; 
· Assists with maintaining Repair Station records and paperwork as assigned by Accountable 


Manager. 


3.4 Delegated Duties 


3.4.1 In the absence of any responsible supervisory/management employee, the duties and 
responsibilities shall be delegated to a qualified replacement in order to ensure required duties 
and responsibilities continue to be accomplished. Delegated duties may only be assigned to a 
qualified individual. It shall be the responsibility of the individual authorizing the delegation 
of duties and responsibilities to determine the capabilities of each candidate for delegation. 
The individual authorizing the delegation shall remain ultimately responsible for the proper 
accomplishment of all delegated duties and responsibilities. 
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4.  Rosters  


4.1 Roster of Management, Supervisory, and Inspection Personnel 


The Chief Inspector shall maintain a roster of management, supervisory, and inspection personnel. 
These rosters shall be made available for inspection by the FAA upon request. A roster of the 
names of the Repair Station personnel who are responsible for its management and the names of 
its supervisors who oversee maintenance functions will be maintained. 


 


4.1.1 A roster of the names of all inspection personnel, including those who are authorized to sign a 
maintenance release, as well as, a records entry for approving a maintained or altered article for 
return to service will be maintained. Required Inspection Item (RII) inspector approval, identified 
by an Air Carrier, shall also be included on this roster. 


 


4.1.2 Certain conditions may require changes to these rosters, including: 


 
· New employment under the repair station. 
· The termination of employment of any person on the roster;  
· The assignment of duties to any person who is not listed on the required roster, but is required 


to be listed; 
· Any appreciable change in the duties and scope of assignment of any person on the roster.  
· Managers and Supervisors are required to inform the Chief Inspector of personnel changes 


within the repair station by completion of employment summary, Form MHI 016. These 
changes shall be completed and the roster amended within 5 business day.  


 


4.2  Employment Summaries  


4.2.1 The applicable management will approve any person who is to be listed in a management or 
lead position that is on the roster of management, or supervisory and inspection personnel 
roster. The Chief Inspector will approve any person who is to be designated as an inspector or 
have return to service privileges. For these persons, an employment summary, Form MHI 016 
must be submitted. This summary shall be included in the files maintained by the Chief 
Inspector. This employment summary shall contain the required information as listed in Title 14 
CFR § 145.161(a). 
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5. Description of Operations  


This section includes a general description of the operations and workflow at the Repair Station. 
The use of work order forms are outlined in the Repair Station Forms Manual, while the inspection 
processes are outlined in the associated Quality Control Manual.  
 
The Repair Station will only operate in accordance with the ratings and operation specifications 
issued. 


5.1  Operational Work Flow  


5.1.1 Work Order Initial Process 


 
This is the process for creating an original maintenance request for aircraft and articles that are 
under an MHI Repair Station work order or for making in progress changes requested by a 
customer to the Statement of Work (SOW), or original request for maintenance. 
 
The request for a change to the sow or the original maintenance request may come from the 
customer, customer representative, or from the Part 145 Accountable Manager. This 
communication may be accomplished via e-mail, FAX, written customer transcript.      
 
The customer must authorize any change to the sow, or original maintenance request. 
 
The change as authorized will be communicated by the Part 145 Accountable Manager to 
maintenance and Quality Assurance department. This communication may be accomplished in a 
variety of ways: 
 


1. Electronic (e mail) 
2. FAX 
3. Written transcript 


 
A copy of the document authorizing the change will be included in the work order package. The 
maintenance requirements associated with the change will be added as line items to the Part 
145 Work Sheet, form MHI 005. 
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5.1.2 Aircraft   


An aircraft being considered for induction into MHI Repair Station shall have a determination 
made by the appropriate manager/lead whether MHI Repair Station has the appropriate ratings 
or capabilities to induct the aircraft into that repair station.  
 


Upon receipt of a Statement of Work (SOW) or an approved customer order the assigned quality 
assurance inspector will open a work order, complete the work order cover sheet, form MHI 002, 
and an aircraft preliminary inspection will be performed.  Any changes to sow or original 
maintenance request will be communicated by the Part 145 Accountable Manager from the 
customer.  


5.1.3 Article  


An article (aircraft, airframe, aircraft engine, propeller, appliance or component part) being 
considered for induction into the MHI operated Repair Station must be received with proper 
serviceability documentation.  
 
A copy of the serviceability documentation will be forwarded to the Quality Assurance 
Department. QA personnel will then open a work order, complete the work order cover sheet, 
form MHI 002, conduct a preliminary inspection, and verify the part number and serial number, 
as applicable. 


5.1.4 Work Order  


MHI Repair Station maintenance personnel perform maintenance, preventive maintenance, 
alteration, and repairs as annotated in the work order. All work performed is recorded in the Part 
145 Work Sheet, form MHI 005.  
 
All required functional checks or inspections associated with completed maintenance will also be 
recorded in the Part 145 Work Sheet, form MHI 005, or check list, as applicable. 
 
Upon completion, the work order is reviewed by the appropriate supervisory personnel. After 
review, the work order is submitted to the Quality Assurance Department. After quality assurance 
reviews the work order for completeness of all airworthiness documentation, the assigned 
inspector will sign the maintenance release on the work order cover sheet, form MHI 002. 
  
The aircraft/article is then returned to service and the work order is closed and filed by the 
Quality Assurance Department. 


5.2  Requisitioning Parts and Materials  


5.2.1 This section includes a general description for requisitioning parts and materials required for a 
job under a MHI Repair Station work order. Mechanics requesting a part(s) will submit a parts 
request to the Part 145 Accountable Manager. Parts entering MHI operated repair stations will 
undergo an incoming and receiving inspection. Upon receiving the part, the mechanic will inspect 
the part for general serviceability. Materials that have a shelf life expiration date are inspected by 
receiving personnel for verification of expiration dates. 
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5.3  Disposition of Life Limited and Non-life Limited Aircraft Articles and Materials 


5.3.1 Service life limited articles which have reached their service life limit, and non-life limited aircraft 
articles which cannot be repaired or are otherwise deemed unairworthy, shall be disposed of in 
the following manner. 


 
· Unsalvageable parts awaiting mutilation shall be segregated from serviceable or repairable 


components and identified with a rejected parts tag, form MHI 007. The tag will include a brief 
statement indicating that the article was mutilated and how it was disposed of.  


· The historical service record (“Hard Card”), if one exists for the expired component, can be 
updated upon customer request to show the cumulative time on the component. An entry will be 
made stating that the component has been removed from service due to reaching its service life 
limit, unairworthy, etc. 


· The data tag on the article, if there is one, shall be removed. If there is an etched part number 
and/or serial number on the article, it shall be crossed out by vibroetching, stamping, or by other 
suitable means.  


· The article itself shall be physically mutilated to make it either impossible to reinstall onto an 
aircraft (or into an assembly) or to make it incapable of being re-worked to appear to be 
airworthy.  


· Acceptable means of permanently mutilating unsalvageable articles include grinding, burning, 
removal of a major lug or other integral feature, permanent distortion of the article, cutting a hole 
into the article with cutting torch or saw, melting, or sawing into pieces. Other means of 
mutilating articles may also be used. 


 
5.3.2 Disposition of an unsalvageable aircraft article being released for training purposes, or as an 


aircraft work  aid, tooling jig, or for research and development purposes, must be handled in the 
following way;  


 
· The data tag on the article, if there is one, shall be removed. If there is an etched part number 


and/or serial number on the article, it shall be crossed out by vibroetching, stamping, or by other 
suitable means.  


· If possible, the article shall be mutilated. However, if mutilation of such an article will render it 
useless for the proposed educational, work aid, tooling, or research and development project 
then the article shall be clearly and permanently marked “UNSERVICEABLE”. Ink stamping 
alone shall not be considered sufficient for this purpose.  


· If feasible, the article should be painted in a conspicuous color so that it cannot be mistaken 
visually for a serviceable article.  


· If the article is to be transferred from Maritime Helicopters to another person or organization, 
there shall be a written contract with that person or organization specifying that the article being 
transferred is known to be non-airworthy and is incapable of being returned to an airworthy 
status. In addition, the contract must specify that the recipient of the article is responsible for the 
appropriate final disposition of that article.  


 
Any historical record that exists for the article shall remain in the possession of Maritime Helicopters 
and not be transferred to the new owner of the article. 
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5.4  Record Keeping  


5.4.1 These procedures apply to all maintenance and quality assurance personnel assigned to the 
Repair Station. It is the responsibility of the Part 145 Accountable Manager to ensure the 
required aircraft and article records are accurate and complete before the data is routed to the 
Quality Assurance Department. It is the responsibility of the Chief Inspector to ensure the 
required records are accurate and complete before the work order is stored 


 


5.4.2 A record shall be kept of applicable work performed by the repair station, and these records shall 
be maintained by the Chief Inspector. These files are maintained for a minimum of 2 years after 
the return to service of the article. For articles not being returned to service, files shall be 
maintained for a minimum of 2 years after the last work performed. Records of Repair Station 
work orders shall be available upon request to authorized representatives of the Federal Aviation 
Administration (FAA) and the National Transportation Safety Board (NTSB).  


 


5.4.3 These records or work order packages consist of the Repair Station work order cover sheet, 
form MHI 002 and all other supplementary forms, checklists, documents, and article 
serviceability or traceability paperwork utilized in the accomplishment of the maintenance or 
alteration of an article. 


 


5.4.4 The completed work order packages will be stored in a secure environment in the MHI operated 
repair station.  


 
5.4.5 A maintenance release or return to service entry, in accordance with Title 14 CFR §43.9 and/or 


§43.11, shall be provided to the owner/operator of the aircraft/article upon delivery.  


 


5.4.6 This maintenance release or return to service is provided in the format of an entry into the 
aircraft log or the articles maintenance record (as provided by the owner/operator). Completion 
of the Serviceable Parts Tag, form MHI 006 or FAA Form 8130-3, may also constitute a 
maintenance release. 
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6. Capability List  


The Chief Inspector and the Part 145 Accountable Manager are jointly responsible for the accuracy and 
currency of the Capability List. Current copies of the Capability List will be on file in the Chief Inspector 
Office.  
 
With regards to Limited Ratings, the repair station may perform maintenance, preventive maintenance, 
or alterations on an article listed on a current Capability List that is acceptable to the FAA, or on the 
repair station operational specifications. An article may only be listed on the Capability List if it is within 
the scope of the repair station’s certificate, and after the repair station has performed a self-evaluation in 
accordance with CFR §145.209(d)(2) and this section.  
 


The Capability List will be maintained in a current status and revised as required to agree with operating 
changes, policies, and procedures. To ensure accuracy, the Capability List will be reviewed by the Part 
145 Accountable Manager, in conjunction with the Chief Inspector, on a continual basis, but at a 
minimum an annual review shall be performed. The Part 145 Accountable Manager shall perform and 
record the results of the annual review on the Capabilities Self-Evaluation Checklist, Form MHI 017. 
This form will then be submitted to the Chief Inspector for review. If no changes are required during the 
annual review the Capability List will stay at the current revision status. 


6.1  Capability List Revision 


6.1.1 The Capability List will be revised at such time as the repair station technical capabilities, 
equipment, data, or work requirements change in such a way that an article or capability needs 
to be added, modified or deleted. The portion of the text affected by the latest revision will be 
indicated by a vertical line on the right side.  


6.1.2 The Capability List will have the affected articles identified by make, model, or other 
nomenclature designated by the articles manufacturer.  The list shall also indicate the certified 
repair station number, revision level, page number(s), and the approving signatures.  


6.2  Self-Evaluation before Revision 


6.2.1 Prior to making any revisions to the Capability List, the following shall be complied with:  
 


· The Part 145 Accountable Manager shall perform a capabilities self-evaluation to verify that 
adequate housing, facilities, tools, equipment, materials, technical data, processes, and 
trained personnel are available for the capability requested.  


 
· Results of the self-evaluation shall be documented on the Capabilities Self-Evaluation 


Checklist, Form MHI 017 which will then be submitted to the Chief Inspector for review.  
 


· Upon satisfactory review of the Capabilities Self-Evaluation Checklist, the Chief Inspector 
will have the necessary revisions of the Capability List produced in a final format. The 
portion of the text affected by the latest revision will be indicated by a vertical line on the 
right side of the page.  


 
· The Chief Inspector shall file the newly revised Capability and notify the applicable 


management via e-mail. 
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6.3  CHDO Notification and Acceptance 


6.3.1 The Chief Inspector shall provide any revised Capability List, and the associated Capabilities 
Self-Evaluation Checklist, to the FAA Certificate Holding District Office (CHDO) within five (5) 
business days after the revision. This may be provided by either hard copy or electronic 
communication.  


6.4  Record Keeping   


6.4.1 The Chief Inspector shall maintain records of all revised Capability Lists and Self-Evaluation 
Checklists for a minimum of two years. 
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7. Work Performed at Another Location  


7.1 MHI will not provide maintenance and/or alterations away from its fixed at this time.  
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8.  Maintenance Performed for Air Carriers  


These procedures apply to maintenance, preventive maintenance, and alterations performed for 
certificate holders under Title 14 CFR §§121, 125, and 135. MHI will not at this time preform 
maintenance, preventive maintenance, or alterations for a foreign  air  carrier  or  foreign  person  
operating  a  U.S.-registered  aircraft  under 14  CFR  Part  129. It is the responsibility of the Title 14 
CFR §§121, 125or 135 certificate holder to ensure the Repair Station has the current data required to 
perform maintenance, preventive maintenance, and alterations in accordance with their respective FAA 
approved program and/or applicable sections of their program and Maintenance Manual.  
 


8.1 Air Carrier Maintenance, Preventive Maintenance, Alterations, and Inspections 


8.1.1 When MHI performs maintenance, preventive maintenance, or alterations for an air carrier that 
has a continuous airworthiness maintenance program under Title 14 CFR §§121 and 135 or an 
approved aircraft inspection program under Title 14 CFR §135, the work must be performed in 
accordance with the air carrier’s program and applicable sections of their Maintenance Manual.  


8.1.2 When MHI performs an inspection for a certificate holder conducting operations under Title 14 
CFR §125, the inspection must be performed in accordance with the operator’s FAA approved 
inspection program. Any deviation from that program must be authorized by the air carrier. This 
includes technical data used for repairs or alterations.  


8.1.3 When MHI performs maintenance, preventive maintenance, or alterations for an operator 
that has a continuous airworthiness maintenance program (CAMP) under 14 CFR Part 91, 
Subpart K, MHI will follow the operator's program and applicable sections of its maintenance 
manual. 


8.2 Communication 


8.2.1 The Part 145 Accountable Manager is the initial MHI contact for contracted work to be 
performed. The Part 145 Accountable Manager shall initiate the Contract Maintenance 
Checklist (Form MHI 022). 


8.2.2 The Part 145 Accountable Manager shall conduct a meeting with the Chief Inspector to review 
the work scope for the contracted work to be performed, determine necessary support 
requirements, and select the necessary support personnel. The Part 145 Accountable Manager 
will advise all affected personnel once a customer contract has been completed so the 
Contract Maintenance Checklist (MHI Form 022) can be completed by the assigned personnel. 
MHI can make the appropriate preparation and necessary arrangements. 


8.2.3 Coordination between the Repair Station and the operator is essential to maintaining 
compliance with the operator’s program. Upon signing the contract, immediate 
communication between the repair station and the operator must take place so that MHI can 
make the appropriate preparation and necessary arrangements. 


8.2.4 The Chief Inspector shall contact the operator’s quality department and request a copy of the 
operator’s maintenance manual and details of training requirements as outlined on Contract 
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Maintenance Checklist (MHI Form 022).   Operator points of contact for training shall be 
established and provided to the MHI Chief Inspector. 


8.3 Coordination and Evaluation of Work 


8.3.1 The Chief Inspector shall evaluate the operator’s maintenance manual and ensure no work is 
started until all operator requirements have been met. 


8.3.2 It is the Chief Inspector’s responsibility to ensure that the Repair Station follows the procedures 
given by the air carrier, including special maintenance or alteration instructions per engineering 
orders, build lists, and other methods, techniques, and practices in the Operator’s Manual per 
Title 14 CFR §43.13 (c).  


8.3.3 Part 145 Accountable Manager is responsible for ensuring the data provided by the air carrier is 
current refer to Section 3 of the QCM regarding the technical date. 


8.3.4 The Part 145 Accountable Manager is responsible for keeping any data provided by the air 
carrier on file. 


8.3.5 If directed by the applicable portions of an operator’s manual, MHI will utilize operator’s 
forms/documents in place of MHI specified forms. 


8.3.6 The Part 145 Accountable Manager will open a MHI work order; refer to Chapter 4.7 of the QCM 
regarding the work order system, once the Contract Maintenance Checklist (MHI Form 022) has 
been completed. 


8.3.7 The Part 145 Accountable Manager will request authorization from the operator via e-mail, or 
other acceptable means in writing, of any technical data deviations that are required to perform 
the repair or alteration. Once the authorization is given, it will be archived in the work order 
package. If the repair or alteration is not covered in the Manufacturer’s Manual, then a 
determination must be made as to determine if the repair or alteration is major. 


8.3.8 Anytime a new or revised statement is received an acknowledgement notification shall be sent 
back to the operator by the Part 145 Accountable Manager, electronic communication is 
considered acceptable. These statements on will be on file and accessible in the Part 145 
Accountable Manager’s office. 


8.3.9 Ultimately, it is the responsibility of the aircraft owner/operator to ensure, accept, and approve 
the work performed. 


8.4 RII 


8.4.1 It is the responsibility of the air carrier to provide notification to the Repair Station of any RII 
requirements they may have. The air carrier is also responsible for notification of any applicable 
training requirements, providing any required training, and supplying written authorization of 
applicable inspectors for RII certification. Any required training shall also be documented and 
maintained within the individuals training folder. The Chief Inspector must maintain a roster of 
authorized RII inspectors. 
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8.4.2 The Chief Inspector will assign inspectors as required. Only Inspectors listed on the MHI roster 
shall be eligible for RII delegation. 


8.4.3 This notification shall be part of the air carriers work request and incorporated into the SOW, or 
original request for maintenance utilized to initiate a Repair Station work order. 


8.5  Duty Time  


8.5.1 Any contractual, long term projects with any air carrier will require the tracking of duty limitations 
as described in Title 14 CFR §121.377 for the assigned Repair Station personnel. The Part 145 
Accountable Manager will accomplish this requirement by tracking and reviewing the assigned 
personnel work times on a weekly basis to ensure the 121 Air Carrier’s duty times are not 
exceeded. The Repair Station will not exceed the 121 Air Carrier’s specified duty times. These 
recorded duty times will be maintained for the duration of the project. Duty time records will be 
archived with the respective work orders. 


8.6  Training Requirements 


8.6.1 The purpose of this paragraph is to define the procedures used to ensure proper Air Carrier 
training for maintenance employees. If the repair station performs work for an Air Carrier, the 
employees assigned to perform work for these operations must be trained to the policies and 
procedures before beginning work. Individual training requirements (initial, recurrent, or 
specialized) are identified for each carrier in their training program. The Part 145 Accountable 
Manager will coordinate with Maintenance Training to schedule any required training needs as 
determined by the operator’s requirements. The training will be documented in the employee’s 
training file. Repair station employees working for air carriers must be trained for Hazmat in 
accordance with the air carrier’s requirements; refer to section 8.7 for details. 


8.7  Hazardous Material Training  


8.7.1 The Repair Station that meets the definition of a Hazmat employer under Title 49 CFR §171.8 
must have a hazardous materials training program that meets the training requirements of Title 
49 CFR §172 subpart H.  


 


8.7.2 The Repair Station employee may not perform or directly supervise a job function listed in Title 14 
§§121.1001 or 135.501 for, or on behalf of the Part 121 or 135 operator including loading of items 
for transport on an aircraft operated by a Part 121 or Part 135 certificate holder unless that person 
has received training in accordance with part 121 or part 135 operator’s FAA approved hazardous 
materials training program.  


 


8.7.3 The Repair Stations contracted to perform maintenance, preventive maintenance, or alteration for 
a Title 14 CFR §121, 135 operators, will have a statement of “will not carry” or “Will Carry” on file 
for that operator. The statement of “will not carry” or “Will Carry” should be verified by the Part 145 
Accountable Manager prior to starting work on the operator’s aircraft. If no statement is on file the 
Part 145 Accountable Manager shall coordinate with the operator to obtain this statement as well 
as any applicable training requirements. 
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8.8  Service Difficulty Report (SDR)  


8.8.1 When work is being performed for a certificate holder and a serious failure, malfunction, or defect 
of an article is discovered, the certificate holder point of contact will be notified immediately by 
the Chief Inspector. 


8.8.2 If MHI is authorized to conduct defect reporting on behalf of the certificate holder, the Chief 
Inspector will accomplish the reporting in accordance with the certificate holder’s procedures 
within the FAA prescribed 96 hour reporting period. 


NOTE: The FAA’s Aviation Data Systems Branch (AFS-620) has implemented a centralized 
website to electronically submit Service Difficulty Reports. The link to this website may 
be found at: http://av-info.faa.gov/sdrx/Default.aspx 


8.8.3 MHI will not report the same failure, malfunction, or defect using more than one report in 
accordance with the requirements of 14 CFR §145.221(e). 


8.8.4 In the case of hard copy report (i.e. FAA Form 8070-1) submitted on behalf of a certificate 
holder, a copy of the report submitted will be forwarded to the certificate holder by the Chief 
Inspector or his/her designee. 


8.8.5 MHI will provide the 14 CFR Part 121, 125, or 135 certificate holder the record ID number 
generated during the online submittal of the electronic Service Difficulty Report (SDRX), unless 
another method is specifically required by the certificate holder.


8.9 Suspected Unapproved Parts (SUPS) 


8.9.1 Definition: Suspected Unapproved Part (SUP) is a part, component, or material not meeting the 
requirements of an “approved part” as defined in AC 21-29 as revised. Any specific procedures 
detailed within the Operators manual shall be followed. 


8.10  Disposition of Suspected Unapproved Parts 


8.10.1 Suspected unapproved parts that have been detected in the course of an Incoming Receiving 
Inspection or during routine maintenance functions shall be quarantined until an inspector has 
evidence that the parts are in fact approved. Should the parts be unapproved, the Chief 
Inspector shall be notified by verbal or electronic means. The Chief Inspector or designee shall 
ensure that these parts are quarantined and unavailable for installation on any aircraft. Operator 
shall be notified and any specific procedures within the Operators manual shall be followed. 


8.11  Reporting of Suspected Unapproved Parts  


8.11.1 If the Chief Inspector conclusively identifies the subject part as an unapproved part, the Chief 
Inspector or designee shall report the part to the FAA on the current version of FAA Form 8120-
11. Operator shall be notified and any specific procedures within the operators’ manual shall be 
followed. 
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9. Contract Maintenance  


MHI may contract a maintenance function pertaining to an article to an outside source provided that the 
FAA approves the maintenance functions contracted to the source per the requirements of Title 14 CFR 
§145.217. The Part 145 Accountable Manager is responsible for the contract maintenance program. 


9.1 Contract Maintenance to a Certificated and Non-certified Entity 


9.1.1 MHI may contract maintenance to certificated facilities provided: 


 
· The maintenance function is approved by the CHDO; 
· MHI provides a listing of maintenance functions to be contracted to each outside facility in a 


format acceptable to the CHDO; 
· MHI remains directly in charge of the work performed;  
· MHI verifies by test and/or inspection that the work has been performed satisfactorily before 


approving it for return to service; 
· Evaluation/audit of certificated entities will be performed by personnel a u t h o r i z e d  o n  the 


Roster of Management, Supervisory, and Inspection Personnel. 


9.1.2 MHI may contract maintenance to non-certificated facilities provided: 


9.1.3 The non-certificated entity follows a quality control system equivalent to the system followed by 
MHI Repair Station; 


· The Repair Station remains directly in charge of the work performed;  
· The Repair Station verifies by test and/or inspection that the work has been performed 


satisfactorily before approving it for return to service; 
· All non-certificated entities, to which contract maintenance is issued, must be informed of and 


allow the FAA to conduct inspections of their operations. A letter shall be on file by the Chief 
Inspector authorizing the FAA to inspect these non-certificated facilities; 


· Audits of non-certificated entities will be performed by the Part 145 Accountable Manager 


9.1.4 In accordance with the requirements of 14 CFR §145.217(c), MHI will not provide only approval 
for return to service of a complete type-certificated product following contract maintenance, 
preventive maintenance, or alterations. 


9.1.5 In accordance with the requirements of 14 CFR §145.223(c), FMS will not approve for return 
to service any article on which a maintenance function was performed by a non- certificated 
person if the non-certificated person does not permit the FAA to make the inspection 
described in 14 CFR §145.223(b). 


9.2 Procedure for Development of MHI Master Vendor/Contractor List 


9.2.1 MHI will use MHI Master Vendor/Contractor List (MHI Form 023) as an all-inclusive listing to 
easily identify the authorized vendors that MHI utilizes to provide services and/or materials 
to MHI including the company’s certificate type and ratings if any. 


9.2.2 Once the appropriate MHI Questionnaire process (MHI Form 014 or Form 015) has been 
completed and the company has been authorized for use, the company is added to the MHI 
Master Vendor/Contractor List (MHI Form 023). 
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NOTE:  Refer to paragraphs 9.3. and 9.4. for utilization of MHI Form 014 and Form 015 to 
evaluate certificated and non-certificated contractors. 


9.3 Procedures to Evaluate Non-Certificated Contractors 


9.3.1 Non-certificated contractors shall be surveyed by the FAR Part 145 Accountable Manager o r  
d e s i g n e e  using MHI Supplier/Vendor/Agency Audit Questionnaire (MHI Form 014). The 
preferred method of the evaluation is an onsite visit, however depending on the nature   of   
service   to   be   provided,   and/or   specifics   of   the   company   itself. (i.e. industry 
accreditations, length of time in business, successful establishment of activity with other 
aviation companies, etc.) enough data may be available to allow MHI Form 014 to be completed 
by mail or electronically. 


9.3.2 MHI Form 014 and any associated documents shall be reviewed by the Chief Inspector. If found 
acceptable, the company will be added to the MHI Master Vendor/Contractor List (MHI Form 
023). Records of the evaluation shall be maintained by the Chief Inspector. 


9.4 Procedures to Evaluate Certificated Contractors  


9.4.1 Certificated agencies shall be surveyed by the Part 145 Accountable Manager using MHI 
C e r t i f i c a t e d  Supplier/Vendor Audit Checklist / Questionnaire (MHI Form 015). MHI 
form 015 along with the company’s Air Agency Certificate and associated Operations 
Specifications shall be reviewed by the Chief Inspector to ensure the company is properly 
rated for the work to be contracted. Records of MHI Form 015 shall be maintained by the Chief 
Inspector. 


NOTE:  MHI Form 015 may be submitted via mail, or electronically (i.e. email or fax) or 
completed onsite during an evaluation/audit. 


9.5 FAA Approval Procedure 


9.5.1 Adding of maintenance functions shall be accomplished by the submittal of the maintenance 
function in writing to the CHDO. Submittals will be submitted via mail, or electronically (i.e. 
email or fax). 


9.5.2 The written submittal request will include pertinent details such as: 


· Description of the maintenance function to be performed; 
· Reason t h e  m a i n t e n a n c e  f u n c t i o n  m u s t  b e  c o n t r a c t e d  ( i.e.  current 


w o r k l o a d , equipment or tooling requirements, etc.); 
· Name and location of company being considered; 
· Company certifications and/or accreditations (if/when applicable); 
· Any other information as applicable. 


9.5.3 Upon notification to MHI, the MHI Master Vendor/Contractor List (MHI Form 023) shall be 
revised once authorized by the CHDO to include the added maintenance function. The revised 
list will be submitted to the CHDO within 5 business of revision via mail, or electronically (i.e. 
email or fax). 
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9.6 List of Approved Vendor  


9.6.1 The Part 145 Accountable Manager must keep a current MHI Master Vendor/Contractor List 
(MHI Form 023) utilized by the Repair Station on file. This list will include each vendor’s name, 
address, FAA certificate type and number (if applicable), ratings, and service capabilities that 
they perform (i.e. welding, NDT, machining, etc.). 


9.7  Contracted Maintenance Inspection Procedures  


9.7.1 Any work performed by another entity for the Repair Station will be received through the 
inspection and quality control system outlined in the incoming and receiving inspection. This 
inspection will serve to verify that the documentation received with the article verifies the 
authenticity of the part and work performed. The documentation reflects the work performed and 
the article has been returned to service by the certificated contracted entity. For an article that 
has work performed by a non-certificated entity, the work will be inspected and returned to 
service, if found acceptable, by the Quality Assurance Department. The individual performing 
this return to service must be properly trained and on the inspection roster. At no time shall any 
articles made by or previously worked on by a subcontractor enter the repair station’s system 
until the inspector has approved the articles as airworthy.  


9.7.2 If for any reason a subcontracted article is rejected as being non-airworthy, it will immediately be 
quarantined and the proper disposition shall be made, such as to scrap or return to vendor. 


9.7.3 Any company subject to product rejection during the MHI receiving inspection process shall 
have a Corrective Action Request (CAR) (Form QA-045) initiated by the Chief Inspector. The 
Chief Inspector shall submit the CAR to the contractor requesting completion and return to 
his/her office. The corrective action provided shall determine acceptability for the contractor 
to remain on the MHI Master Vendor/Contractor List (MHI Form 023). 


9.8  Provisions for Sub-contracted Air Carrier Products 


9.8.1 If the product required to be repaired is from an air carrier, the contract maintenance provider will 
receive and follow all air carrier maintenance instructions for that product. These instructions will 
be with the article(s) at the time of delivery or pickup. 
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10.  Equipment and Materials  


The equipment, materials, and tools required to perform maintenance under the Repair Station 
certificate and operations specifications in accordance with 14 CFR §43 must be located on the 
premises and under the control of the Repair Station when relevant work is being performed. The 
storage area must be secure, and reactive chemicals must be segregated when stored.   
 
All rental/loaner equipment used to make airworthiness determinations shall be calibrated as 
required.  The Part 145 Floor Manage shall maintain a list of all rental/leased equipment/tools for the 
Repair Station. The Part 145 Accountable Manager shall ensure tools shall be verified for current 
calibration prior to use. This shall be verified during the receiving inspection process by either a 
calibration record or a calibration sticker, attached to the tool.  If the calibration sticker is missing, the 
Part 145 Accountable Manager may provide a replacement calibration sticker, form MHI 018. 
  
The Repair Station shall not use any special tooling or equipment other than those recommended by 
the manufacturer. 


10.1 Equipment and Tools 


10.1.1 The repair station shall have all equipment tools and materials on the premises and under 
repair station control when work is being done. Primary responsibility for ensuring compliance 
shall be that of the Part 145 Accountable Manager, who will coordinate these activities as 
with any other MHI employee as necessary.  


10.1.2 MHI Pre-Data Inspection Checklist (Form PL-0003) provides the method to ensure that all 
elements have been considered and appropriate arrangements made for each customer’s 
unique requirements.  


10.1.3 The required equipment and materials need not be on site and under repair station control 
until such time as they are required for work. This will permit the to coordinate activities 
with his/her staff to schedule purchased, rented, leased or borrowed equipment and materials to 
the facility as the work flow indicates. 


10.2 Material Control 


10.2.1 Perishable materials are stored in a climate controlled area. All materials and parts are stored 
using adequate protection against dust, rough handling, and damage by segregating them in an 
access controlled storage area, and by storing them in protective covers if required. The storage 
area must be secure, and reactive chemicals must be segregated when stored.  
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10.3 Storage, Preservation and Assignment of Materials and Articles  


10.3.1 Articles will be preserved in accordance with the manufacturer's recommendations or other 
acceptable industry standards or practices. To afford protection against humidity, extreme 
temperatures, dust, rough handling, or other damage, wrapping in suitable containers, plastic 
bags, and/or rigid boxes containing suitable shock absorption material should be used. A 
controlled temperature and or humidity storage environment shall be provided for parts and 
materials requiring such storage conditions. 


 


10.3.2 All materials and articles assigned to the maintenance areas from the receiving area shall be 
traceable to a receiving inspection. This is accomplished by annotation in the receiving 
inspection log, MHI form MHI 012. “Free Stock” such as hardware, electrical terminations, and 
other miscellaneous parts used for routine maintenance is stored in cabinets and is traceable by 
manufactures certifications kept on file in the purchasing department. 


10.4 Control of Shelf Life Items  


10.4.1 An audit of shelf life items will be performed by the appropriate repair station’s Part 145 
Accountable Manager or designee during the 6 month inventory audit. The shelf life audit, form 
MHI 013, is used to record the audit for one calendar month. A copy of the latest form shall be 
maintained on or adjacent to the storage area for the given products. Upon completion of the 
form the Part 145 Accountable Manager will maintain copies of the completed audit form for 60 
days.  


 


10.4.2 Consumable items having a specific shelf life will be properly stored and have their respective 
shelf life expiration date marked on their containers. The individual removing consumables from 
the original packaging shall mark the material with the shelf life expiration date listed on the 
original container. Consumables found removed from the original packaging and not marked with 
a shelf life expiration date will be considered expired. All expired items shall be removed from 
stock, tagged “unserviceable” and placed into quarantine area until properly dispositioned. It is 
the responsibility of the individual using these materials to ensure they have not exceeded their 
shelf life. 
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11. HOUSING AND FACILITIES 


11.1 General 


The Accountable Manager will ensure MHI maintains the facilities for properly performing the 
maintenance, preventive maintenance, or alterations of articles or the specialized services for which 
it is rated, including but not limited to the following:  
 


· Sufficient work space and areas for the proper segregation and protection of articles during 
all maintenance, preventive maintenance, or alterations. 


· Segregated work areas enabling environmentally hazardous or sensitive operations such as 
painting, cleaning, welding, avionics work, electronic work, and machining to be done 
properly and in a manner that does not adversely affect other maintenance or alteration 
articles or activities. 


· Suitable racks, hoists, trays, stands, and other segregation means for the storage and 
protection of all articles undergoing maintenance, preventive maintenance, or alterations. 


· Space sufficient to segregate articles and materials stocked for installation from those 
articles undergoing maintenance, preventive maintenance, or alterations. 
 


In accordance with 14 CFR §145.105(b), MHI will not make any changes to its housing or facilities 
required by 14 CFR §145.103 that could have a significant effect on its ability to perform the 
maintenance, preventive maintenance, or alterations under its repair station certificate and 
operations specifications without written approval from the FAA. 
 
The Accountable Manager shall be responsible for notifying the FAA if changes to housing or 
facilities are anticipated. 
 
In accordance with 14 CFR §145.223, MHI shall allow the Administrator to inspect the MHI Repair 
Station and its associated facilities at any time. 


11.2 Description of Housing and Facilities  


11.2.1 The MHI facilities are located at 3520 FAA Road, Homer, AK 99603 Homer Municipal Airport 
Flight Operation Center. The facilities consist of an all steel building. The hangar facility has 
attached offices and flight line area as detailed in this section.  


11.2.2 The Receiving area is a locked storage area located next to the Part Room on ground floor of the 
shop area. MHI maintains separation and positive control of incoming materials and their 
respective storage. The Parts Room is located next to the receiving area just off the hangar floor 
and has suitable racks/bins for the organization and storage of material used by MHI. Additional 
storage areas are located in the hangar areas for expendable floor-stock, with flammables stored 
in approved cabinets. 


11.2.3 The Shop Floor is constructed of reinforced concrete. Office and shop spaces are illuminated 
with light fixtures.  Adequate lighting is provided in the hangar with explosion proof overhead 
lamp assemblies. Hangar is heated for cold weather operations. 


11.2.4 The shop floor is supplied with 120/240 electricity and has an air compressor that supplies 
filtered compressed air to wall outlets equipped with moisture traps at convenient locations on 
the shop floor. The shop is equipped with an electrical overhead hoist, paint booth and solvent 
tank.  
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11.3 Floor Plans 


 
Drawings depicting the floor plans are not to scale. 
 


Ground Floor 
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Second Floor 


 


 
 


Third Floor 
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12. APPENDIX A – Repair Station Forms 


 
 
 


Attached is Appendix A “Repair Station Forms” 
 


This document has its own List of Effective Pages and Numbering System.  No attempt will  
 


be made to included these in the LOEP’s of the Repair Station Manual. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 





		List of Effective Pages

		1.  Introduction

		2.  Manual Revisions

		2.1 Manual Revisions and Control

		2.1.1 The Chief Inspector is responsible for the content of this manual and any revisions. This manual requires FAA acceptance prior to release. Revisions to this manual must be routed for MHI internal and FAA acceptance prior to distribution. This ma...

		2.1.2 The Part 145 Accountable Manager shall be responsible to maintain MHI Master Manual Distribution List Form MHI 020, listing individuals that have been assigned manuals in paper format. The listing shall indicate the name of the individual, name ...



		2.2 Paper Format

		2.2.1 Hard copy manuals shall be issued by the Part 145 Accountable Manager under a manual control number and revision notification controlled by the Revision Notice/Acknowledgment, Form MHI 019 indicating receipt of revision and incorporation into th...



		2.3 Revision Distribution

		2.3.1 The manual shall be revised as necessary and a hardcopy of each revision shall be forwarded to the individuals that have been assigned manuals in paper format, per MHI Master Manual Distribution List Form MHI 020. A copy of each revision shall b...





		3. Organization

		3.1 General

		3.1.1 This section provides a description of the MHI organization, complete with duties and responsibilities as well as reporting structure. An organization chart is also provided in this section. In addition to each management position with assigned ...

		3.1.2 Organization Chart



		3.2 General Statement of Responsibility – Repair Station Personnel

		3.2.1 All personnel assigned to MHI Repair Station are required to be familiar with the requirements of this manual, applicable FAA regulations, and airworthiness directives. All personnel assigned to MHI Repair Station shall adhere to the policies an...

		3.2.2 All management and lead personnel may delegate their assigned duties to any qualified individual as necessary; however, such delegation does not relieve them of their overall responsibility.



		3.3 Duties and Responsibilities

		3.3.1 Part 145 FAA Accountable Manager

		 Directing, planning, and implementing the details for inspection standards, methods, and procedures used by the repair stations to comply with applicable FARs (CFR's), and manufacturer's specifications and recommendations;

		 Ensuring that all inspections are correctly performed on articles that are maintained by the repair station and that the inspection records, reports, and forms used by assigned mechanics are properly executed prior to presenting the article to the i...

		 Assuring that all alterations and maintenance procedures are performed according to FAA approved or acceptable data, as well as, manufacturer’s recommendations and pertinent FAR’s;

		 Providing adequate equipment, materials, technical data, and competent personnel pertinent to the operations of repair station in order to comply with applicable FAA (CFR) and manufacturer's recommendations, and to establish standards to ascertain t...

		 Ensuring the Repair Station training program meets the requirements of Title 14 CFR §145.163.

		 Providing training as necessary for personnel to become familiar with aircraft, aviation products, product improvements, and proper work procedures and practices that are to be followed;

		 Ensuring all applicable technical data used is current and posted properly;

		 Ensuring that all equipment and tools used for maintenance are maintained in serviceable working condition;

		 Maintaining and controlling the rental/lease equipment;

		 Ensuring the proper tagging and identification of all parts and components as applicable;

		 Ensuring that all precision tools and test equipment used by the repair station are calibrated;

		 To ensure that no defective, unserviceable, unairworthy parts or materials are installed in any article maintained;

		 Ensuring that rejected and unserviceable parts are handled in such a way as to prevent their reuse;

		 Oversight of maintenance that is contracted to approved vendors.

		 Reporting of Suspected Unapproved Parts to the Chief Inspector.

		3.3.2 Maintenance Training Manager

		3.3.3 Chief Inspector

		3.3.4 Inspector

		3.3.5 Incoming and Receiving Inspector

		3.3.6 Leads

		3.3.7 Mechanics

		3.3.8 Supply Manager



		3.4 Delegated Duties

		3.4.1 In the absence of any responsible supervisory/management employee, the duties and responsibilities shall be delegated to a qualified replacement in order to ensure required duties and responsibilities continue to be accomplished. Delegated dutie...





		4.  Rosters

		4.1 Roster of Management, Supervisory, and Inspection Personnel

		4.1.1 A roster of the names of all inspection personnel, including those who are authorized to sign a maintenance release, as well as, a records entry for approving a maintained or altered article for return to service will be maintained. Required Ins...

		4.1.2 Certain conditions may require changes to these rosters, including:



		4.2  Employment Summaries

		4.2.1 The applicable management will approve any person who is to be listed in a management or lead position that is on the roster of management, or supervisory and inspection personnel roster. The Chief Inspector will approve any person who is to be ...





		5. Description of Operations

		5.1  Operational Work Flow

		5.1.1 Work Order Initial Process

		5.1.2 Aircraft

		5.1.3 Article

		5.1.4 Work Order



		5.2  Requisitioning Parts and Materials

		5.2.1 This section includes a general description for requisitioning parts and materials required for a job under a MHI Repair Station work order. Mechanics requesting a part(s) will submit a parts request to the Part 145 Accountable Manager. Parts en...



		5.3  Disposition of Life Limited and Non-life Limited Aircraft Articles and Materials

		5.3.1 Service life limited articles which have reached their service life limit, and non-life limited aircraft articles which cannot be repaired or are otherwise deemed unairworthy, shall be disposed of in the following manner.

		5.3.2 Disposition of an unsalvageable aircraft article being released for training purposes, or as an aircraft work  aid, tooling jig, or for research and development purposes, must be handled in the following way;



		5.4  Record Keeping

		5.4.1 These procedures apply to all maintenance and quality assurance personnel assigned to the Repair Station. It is the responsibility of the Part 145 Accountable Manager to ensure the required aircraft and article records are accurate and complete ...

		5.4.2 A record shall be kept of applicable work performed by the repair station, and these records shall be maintained by the Chief Inspector. These files are maintained for a minimum of 2 years after the return to service of the article. For articles...

		5.4.3 These records or work order packages consist of the Repair Station work order cover sheet, form MHI 002 and all other supplementary forms, checklists, documents, and article serviceability or traceability paperwork utilized in the accomplishment...

		5.4.4 The completed work order packages will be stored in a secure environment in the MHI operated repair station.

		5.4.5 A maintenance release or return to service entry, in accordance with Title 14 CFR §43.9 and/or §43.11, shall be provided to the owner/operator of the aircraft/article upon delivery.

		5.4.6 This maintenance release or return to service is provided in the format of an entry into the aircraft log or the articles maintenance record (as provided by the owner/operator). Completion of the Serviceable Parts Tag, form MHI 006 or FAA Form 8...





		6. Capability List

		6.1  Capability List Revision

		6.1.1 The Capability List will be revised at such time as the repair station technical capabilities, equipment, data, or work requirements change in such a way that an article or capability needs to be added, modified or deleted. The portion of the te...

		6.1.2 The Capability List will have the affected articles identified by make, model, or other nomenclature designated by the articles manufacturer.  The list shall also indicate the certified repair station number, revision level, page number(s), and ...



		6.2  Self-Evaluation before Revision

		6.2.1 Prior to making any revisions to the Capability List, the following shall be complied with:



		6.3  CHDO Notification and Acceptance

		6.3.1 The Chief Inspector shall provide any revised Capability List, and the associated Capabilities Self-Evaluation Checklist, to the FAA Certificate Holding District Office (CHDO) within five (5) business days after the revision. This may be provide...



		6.4  Record Keeping

		6.4.1 The Chief Inspector shall maintain records of all revised Capability Lists and Self-Evaluation Checklists for a minimum of two years.





		7. Work Performed at Another Location

		7.1 MHI will not provide maintenance and/or alterations away from its fixed at this time.



		8.  Maintenance Performed for Air Carriers

		8.1 Air Carrier Maintenance, Preventive Maintenance, Alterations, and Inspections

		8.1.1 When MHI performs maintenance, preventive maintenance, or alterations for an air carrier that has a continuous airworthiness maintenance program under Title 14 CFR §§121 and 135 or an approved aircraft inspection program under Title 14 CFR §135,...

		8.1.2 When MHI performs an inspection for a certificate holder conducting operations under Title 14 CFR §125, the inspection must be performed in accordance with the operator’s FAA approved inspection program. Any deviation from that program must be a...

		8.1.3 When MHI performs maintenance, preventive maintenance, or alterations for an operator that has a continuous airworthiness maintenance program (CAMP) under 14 CFR Part 91, Subpart K, MHI will follow the operator's program and applicable sections ...



		8.2 Communication

		8.2.1 The Part 145 Accountable Manager is the initial MHI contact for contracted work to be performed. The Part 145 Accountable Manager shall initiate the Contract Maintenance Checklist (Form MHI 022).

		8.2.2 The Part 145 Accountable Manager shall conduct a meeting with the Chief Inspector to review the work scope for the contracted work to be performed, determine necessary support requirements, and select the necessary support personnel. The Part 14...

		8.2.3 Coordination between the Repair Station and the operator is essential to maintaining compliance with the operator’s program. Upon signing the contract, immediate communication between the repair station and the operator must take place so that M...

		8.2.4 The Chief Inspector shall contact the operator’s quality department and request a copy of the operator’s maintenance manual and details of training requirements as outlined on Contract Maintenance Checklist (MHI Form 022).   Operator points of c...



		8.3 Coordination and Evaluation of Work

		8.3.1 The Chief Inspector shall evaluate the operator’s maintenance manual and ensure no work is started until all operator requirements have been met.

		8.3.2 It is the Chief Inspector’s responsibility to ensure that the Repair Station follows the procedures given by the air carrier, including special maintenance or alteration instructions per engineering orders, build lists, and other methods, techni...

		8.3.3 Part 145 Accountable Manager is responsible for ensuring the data provided by the air carrier is current refer to Section 3 of the QCM regarding the technical date.

		8.3.4 The Part 145 Accountable Manager is responsible for keeping any data provided by the air carrier on file.

		8.3.5 If directed by the applicable portions of an operator’s manual, MHI will utilize operator’s forms/documents in place of MHI specified forms.

		8.3.6 The Part 145 Accountable Manager will open a MHI work order; refer to Chapter 4.7 of the QCM regarding the work order system, once the Contract Maintenance Checklist (MHI Form 022) has been completed.

		8.3.7 The Part 145 Accountable Manager will request authorization from the operator via e-mail, or other acceptable means in writing, of any technical data deviations that are required to perform the repair or alteration. Once the authorization is giv...

		8.3.8 Anytime a new or revised statement is received an acknowledgement notification shall be sent back to the operator by the Part 145 Accountable Manager, electronic communication is considered acceptable. These statements on will be on file and acc...

		8.3.9 Ultimately, it is the responsibility of the aircraft owner/operator to ensure, accept, and approve the work performed.



		8.4 RII

		8.4.1 It is the responsibility of the air carrier to provide notification to the Repair Station of any RII requirements they may have. The air carrier is also responsible for notification of any applicable training requirements, providing any required...

		8.4.2 The Chief Inspector will assign inspectors as required. Only Inspectors listed on the MHI roster shall be eligible for RII delegation.

		8.4.3 This notification shall be part of the air carriers work request and incorporated into the SOW, or original request for maintenance utilized to initiate a Repair Station work order.



		8.5  Duty Time

		8.5.1 Any contractual, long term projects with any air carrier will require the tracking of duty limitations as described in Title 14 CFR §121.377 for the assigned Repair Station personnel. The Part 145 Accountable Manager will accomplish this require...



		8.6  Training Requirements

		8.6.1 The purpose of this paragraph is to define the procedures used to ensure proper Air Carrier training for maintenance employees. If the repair station performs work for an Air Carrier, the employees assigned to perform work for these operations m...



		8.7  Hazardous Material Training

		8.7.1 The Repair Station that meets the definition of a Hazmat employer under Title 49 CFR §171.8 must have a hazardous materials training program that meets the training requirements of Title 49 CFR §172 subpart H.

		8.7.2 The Repair Station employee may not perform or directly supervise a job function listed in Title 14 §§121.1001 or 135.501 for, or on behalf of the Part 121 or 135 operator including loading of items for transport on an aircraft operated by a Par...

		8.7.3 The Repair Stations contracted to perform maintenance, preventive maintenance, or alteration for a Title 14 CFR §121, 135 operators, will have a statement of “will not carry” or “Will Carry” on file for that operator. The statement of “will not ...



		8.8  Service Difficulty Report (SDR)

		8.8.1 When work is being performed for a certificate holder and a serious failure, malfunction, or defect of an article is discovered, the certificate holder point of contact will be notified immediately by the Chief Inspector.

		8.8.2 If MHI is authorized to conduct defect reporting on behalf of the certificate holder, the Chief Inspector will accomplish the reporting in accordance with the certificate holder’s procedures within the FAA prescribed 96 hour reporting period.

		8.8.3 MHI will not report the same failure, malfunction, or defect using more than one report in accordance with the requirements of 14 CFR §145.221(e).

		8.8.4 In the case of hard copy report (i.e. FAA Form 8070-1) submitted on behalf of a certificate holder, a copy of the report submitted will be forwarded to the certificate holder by the Chief Inspector or his/her designee.

		8.8.5 MHI will provide the 14 CFR Part 121, 125, or 135 certificate holder the record ID number generated during the online submittal of the electronic Service Difficulty Report (SDRX), unless another method is specifically required by the certificate...



		8.9 Suspected Unapproved Parts (SUPS)

		8.9.1 Definition: Suspected Unapproved Part (SUP) is a part, component, or material not meeting the requirements of an “approved part” as defined in AC 21-29 as revised. Any specific procedures detailed within the Operators manual shall be followed.



		8.10  Disposition of Suspected Unapproved Parts

		8.10.1 Suspected unapproved parts that have been detected in the course of an Incoming Receiving Inspection or during routine maintenance functions shall be quarantined until an inspector has evidence that the parts are in fact approved. Should the pa...



		8.11  Reporting of Suspected Unapproved Parts

		8.11.1 If the Chief Inspector conclusively identifies the subject part as an unapproved part, the Chief Inspector or designee shall report the part to the FAA on the current version of FAA Form 8120-11. Operator shall be notified and any specific proc...





		9. Contract Maintenance

		9.1 Contract Maintenance to a Certificated and Non-certified Entity

		9.1.1 MHI may contract maintenance to certificated facilities provided:

		9.1.2 MHI may contract maintenance to non-certificated facilities provided:

		9.1.3 The non-certificated entity follows a quality control system equivalent to the system followed by MHI Repair Station;

		9.1.4 In accordance with the requirements of 14 CFR §145.217(c), MHI will not provide only approval for return to service of a complete type-certificated product following contract maintenance, preventive maintenance, or alterations.

		9.1.5 In accordance with the requirements of 14 CFR §145.223(c), FMS will not approve for return to service any article on which a maintenance function was performed by a non- certificated person if the non-certificated person does not permit the FAA ...



		9.2 Procedure for Development of MHI Master Vendor/Contractor List

		9.2.1 MHI will use MHI Master Vendor/Contractor List (MHI Form 023) as an all-inclusive listing to easily identify the authorized vendors that MHI utilizes to provide services and/or materials to MHI including the company’s certificate type and rating...

		9.2.2 Once the appropriate MHI Questionnaire process (MHI Form 014 or Form 015) has been completed and the company has been authorized for use, the company is added to the MHI Master Vendor/Contractor List (MHI Form 023).



		9.3 Procedures to Evaluate Non-Certificated Contractors

		9.3.1 Non-certificated contractors shall be surveyed by the FAR Part 145 Accountable Manager or designee using MHI Supplier/Vendor/Agency Audit Questionnaire (MHI Form 014). The preferred method of the evaluation is an onsite visit, however depending ...

		9.3.2 MHI Form 014 and any associated documents shall be reviewed by the Chief Inspector. If found acceptable, the company will be added to the MHI Master Vendor/Contractor List (MHI Form 023). Records of the evaluation shall be maintained by the Chie...



		9.4 Procedures to Evaluate Certificated Contractors

		9.4.1 Certificated agencies shall be surveyed by the Part 145 Accountable Manager using MHI Certificated Supplier/Vendor Audit Checklist / Questionnaire (MHI Form 015). MHI form 015 along with the company’s Air Agency Certificate and associated Operat...



		9.5 FAA Approval Procedure

		9.5.1 Adding of maintenance functions shall be accomplished by the submittal of the maintenance function in writing to the CHDO. Submittals will be submitted via mail, or electronically (i.e. email or fax).

		9.5.2 The written submittal request will include pertinent details such as:

		9.5.3 Upon notification to MHI, the MHI Master Vendor/Contractor List (MHI Form 023) shall be revised once authorized by the CHDO to include the added maintenance function. The revised list will be submitted to the CHDO within 5 business of revision v...



		9.6 List of Approved Vendor

		9.6.1 The Part 145 Accountable Manager must keep a current MHI Master Vendor/Contractor List (MHI Form 023) utilized by the Repair Station on file. This list will include each vendor’s name, address, FAA certificate type and number (if applicable), ra...



		9.7  Contracted Maintenance Inspection Procedures

		9.7.1 Any work performed by another entity for the Repair Station will be received through the inspection and quality control system outlined in the incoming and receiving inspection. This inspection will serve to verify that the documentation receive...

		9.7.2 If for any reason a subcontracted article is rejected as being non-airworthy, it will immediately be quarantined and the proper disposition shall be made, such as to scrap or return to vendor.

		9.7.3 Any company subject to product rejection during the MHI receiving inspection process shall have a Corrective Action Request (CAR) (Form QA-045) initiated by the Chief Inspector. The Chief Inspector shall submit the CAR to the contractor requesti...



		9.8  Provisions for Sub-contracted Air Carrier Products

		9.8.1 If the product required to be repaired is from an air carrier, the contract maintenance provider will receive and follow all air carrier maintenance instructions for that product. These instructions will be with the article(s) at the time of del...





		10.  Equipment and Materials

		10.1 Equipment and Tools

		10.1.1 The repair station shall have all equipment tools and materials on the premises and under repair station control when work is being done. Primary responsibility for ensuring compliance shall be that of the Part 145 Accountable Manager, who will...

		10.1.2 MHI Pre-Data Inspection Checklist (Form PL-0003) provides the method to ensure that all elements have been considered and appropriate arrangements made for each customer’s unique requirements.

		10.1.3 The required equipment and materials need not be on site and under repair station control until such time as they are required for work. This will permit the to coordinate activities with his/her staff to schedule purchased, rented, leased or b...



		10.2 Material Control

		10.2.1 Perishable materials are stored in a climate controlled area. All materials and parts are stored using adequate protection against dust, rough handling, and damage by segregating them in an access controlled storage area, and by storing them in...



		10.3 Storage, Preservation and Assignment of Materials and Articles

		10.3.1 Articles will be preserved in accordance with the manufacturer's recommendations or other acceptable industry standards or practices. To afford protection against humidity, extreme temperatures, dust, rough handling, or other damage, wrapping i...

		10.3.2 All materials and articles assigned to the maintenance areas from the receiving area shall be traceable to a receiving inspection. This is accomplished by annotation in the receiving inspection log, MHI form MHI 012. “Free Stock” such as hardwa...



		10.4 Control of Shelf Life Items

		10.4.1 An audit of shelf life items will be performed by the appropriate repair station’s Part 145 Accountable Manager or designee during the 6 month inventory audit. The shelf life audit, form MHI 013, is used to record the audit for one calendar mon...

		10.4.2 Consumable items having a specific shelf life will be properly stored and have their respective shelf life expiration date marked on their containers. The individual removing consumables from the original packaging shall mark the material with ...





		11. HOUSING AND FACILITIES

		11.1 General

		11.2 Description of Housing and Facilities

		11.2.1 The MHI facilities are located at 3520 FAA Road, Homer, AK 99603 Homer Municipal Airport Flight Operation Center. The facilities consist of an all steel building. The hangar facility has attached offices and flight line area as detailed in this...

		11.2.2 The Receiving area is a locked storage area located next to the Part Room on ground floor of the shop area. MHI maintains separation and positive control of incoming materials and their respective storage. The Parts Room is located next to the ...

		11.2.3 The Shop Floor is constructed of reinforced concrete. Office and shop spaces are illuminated with light fixtures.  Adequate lighting is provided in the hangar with explosion proof overhead lamp assemblies. Hangar is heated for cold weather oper...

		11.2.4 The shop floor is supplied with 120/240 electricity and has an air compressor that supplies filtered compressed air to wall outlets equipped with moisture traps at convenient locations on the shop floor. The shop is equipped with an electrical ...



		11.3 Floor Plans



		12. APPENDIX A – Repair Station Forms
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1 Introduction 


The Repair Station Training Program Manual (TPM) has been prepared in accordance with the 
current Title 14 CFR §145, FAA Advisory Circular AC 145-10, and the policies and procedures used 
at Maritime Helicopters, Inc. (MHI). This manual explains the MHI Training Program in detail. This 
training program manual contains the policies and procedures MHI uses to determine its training 
requirements and to develop its training program. The training program ensures that MHI 
employees, as required by 14 CFR §145.163(b), have the knowledge and skills to capably perform 
assigned task. MHI controls this manual in accordance with the procedures outlined in Chapter 2 of 
this manual. Employees are identified, training standards are established, training is provided, and 
the training program is revised as necessary.  


 A current copy of this TPM, including the associated RSM, QCM and RSFM, shall be accessible to 
applicable Repair Station personnel. A current copy of the required TPM and any revisions made will 
also be provided by electronic copy to the FAA Certificating Holding District Office (CHDO). 
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2 Manual Revisions  


The Accountable Manager oversees the creation and revision of MHI controlled documents. 
Department Managers and Supervisors may submit suggestions and corrections for incorporation 
into this manual by contacting the Training Manager. Changes made to this manual will be 
summarized in the change summary table and indicated throughout the manual by change bars. A 
vertical bar (change bar) in the right margin indicates a change, addition, or deletion in the adjacent 
text for the current revision of that page only.  The change bar is dropped at the next revision of that 
page. The effected paged will also be annotated by updating the revision level and date in the top 
right hand corner. The list of effected pages will also be updated. 


2.1 Manual Revisions and Control  


2.1.1 The Training Manager is responsible for the content, currency, completeness, and 
revisions of this manual. Review of this manual will be conducted annually in conjunction 
the Training Program Review as outlined in Chapter 3.5 of this manual. This manual 
requires FAA approval prior to release. Revisions to this manual must be routed for MHI 
internal and FAA approval prior to distribution. This manual cannot be published or 
distributed to end users prior to formal submission to and approval by the FAA.   


2.1.2 The Part 145 Accountable Manager shall be responsible to maintain MHI Master Manual 
Distribution List Form MHI 020, listing individuals that have been assigned manuals in 
paper format. The listing shall indicate the name of the individual, name of the manual, 
manual number, revision number, and the date the completed Revision 
Notice/Acknowledgment, Form MHI 019 was received. 


2.2 Paper Format 


2.2.1 Hard copy manuals shall be issued by the Part 145 Accountable Manager under a 
manual control number and revision notification controlled by the Revision 
Notice/Acknowledgment, Form MHI 019 indicating receipt of revision and incorporation 
into the manual. Hard copies of the manual shall be issued to Director of 
Maintenance, Part 145 Accountable Manager, Chief Inspector, and the CHDO. Manual 
holders shall be responsible to insert revisions, update the Record of Revisions page by 
entering the Revision Number, Date, Date Inserted, Revisions Inserted By, and return 
the completed Revision Notice/Acknowledgment, Form MHI 019 to Part 145 
Accountable Manager to indicate the manual has been revised.  


2.3 MANUAL APPROVAL PROCESS 


2.3.1 The MHI Repair Station Training Program Manual (TPM) is an FAA-approved manual, 
no changes or revisions will be made without prior FAA approval. 


2.3.2 Approval of the TPM is a two-part process involving an initial approval by MHI for the 
proposed revision, then a presentation to the CHDO for FAA approval. Once FAA 
approval has been obtained, the manual revision will be published and each assigned 
manual will be revised. 
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2.3.3 The Training Manager or the Part 145 Accountable Manager will approve each page of 
the manual and revisions thereof. Approval of the manual shall be indicated on the List 
of Effective Pages (LOEP) by the placement of a signature at the bottom of each page of 
the LOEP in the preformatted area.  Upon review and MHI approval, the Training 
Manager or his/her designee will submit a copy of the proposed revision to the cognizant 
CHDO assigned Principal Inspector (PI) for review and Administrator approval (see 
paragraph 2.3.4. below of this section regarding the TPM revision process). 


2.3.4 If the proposed revision is approved by the CHDO, the LOEP will be signed and dated 
(or stamped) and returned to MHI. 


2.3.5 If a proposed revision is rejected by the CHDO, a cover letter/transmittal document 
indicating the date, manual, or revision number of the manual being rejected will be 
generated. The proposed revision will be returned to MHI with an explanation of 
discrepancies that must be addressed (the CHDO may retain a file copy of the revision 
at their discretion). 


2.3.6 The non-compliant portion(s) of the revision will be addressed by MHI, and the TPM 
assigned the next sequential revision number and resubmitted to the CHDO. 
This process will be repeated as necessary until FAA approval is obtained. As 
needed, the Training Manager will make contact with the CHDO either by phone, or 
schedule an in- person meeting to discuss the details of non-compliant portions. 
This will ensure the MHI TPM is compliant with applicable FAA guidance materials (i.e. 
CFR’s, FAA Orders, etc). 


2.4 Revision Distribution 


2.4.1 Once the manual revision is approved a h a r d copy of each revision shall be 
forwarded to the individuals that have been assigned manuals in paper format, per MHI 
Master Manual Distribution List Form MHI 020. A copy of each revision shall be 
forwarded to the CHDO, either by hard copy through the postal service or electronic 
format through e-mail. FAA inspectors will either accept or reject the manual revision. 
The FAA inspector will, by letter, inform the repair station of acceptance or rejection. The 
letter will address the manual title, manual date, and revision number. If the manual is 
rejected, the FAA inspector will provide a detailed explanation of the deficiencies and 
advise the repair station. 
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3 NEEDS ASSESSMENT  


 A training needs assessment is used to identify MHI’s overall training needs and individual 
employee training needs. It is method for defining areas of study and/or courses/lessons made 
available to employees and for identifying training sources and methods available to employees for 
the areas of study, courses, and/or lessons. The needs assessment is used in documenting 
employee qualifications and training and used to measure the effectiveness of the training program 
and to make changes as necessary.  


3.1 General 


3.1.1 Persons performing maintenance, preventive maintenance, alterations or inspection 
functions must be assessed and trained in accordance with the Federal Aviation 
Administration (FAA) approved procedures set forth in this manual. All other employees 
may be trained in accordance with the approved procedures of this manual at 
management discretion. MHI has established an Initial training program that includes 
indoctrination subjects. The training program also includes recurrent, specialized, and 
remedial training areas of study for its required employees. MHI develops areas of study 
for the following staffing categories:  


3.1.2 Technicians and other individuals performing maintenance, preventive maintenance, 
alterations or inspection functions such as:  


· Inspectors;  
· Leads;  
· Mechanics.  


 
3.1.3  MHI utilizes MHI Employee Skill Survey (MHI Form TR-0008) to assess an individual’s 


skill set.  


3.2 Overall Training Needs Assessment 


3.2.1 To determine MHI’s overall training requirements, the Chief Inspector and Part 145 
Accountable Manager will review MHI’s Operations Specifications (OPSS); current 
Capability List; job position duties and responsibilities listed in Chapter 3 of the RSM; 
procedures in the QCM, customer/operator requirements; and current and expected 
customer work-scope activity. This will provide a general outline and description of skills, 
knowledge and expertise that MHI and its employees should possess. This assessment 
will include areas including but not limited to the following:  


· 14 CFR Part 145 operations and procedures;  
· 14 CFR Part 91, 121, 125, 129 maintenance handling;  
· Aircraft maintenance, troubleshooting, handling;  
· Aircraft avionics systems, maintenance and handling;  
· Awareness of electrostatic discharge (ESD);  
· Inspection of aircraft, articles, components;  
· Returning aircraft and articles to service;  
· Receipt and handling of aircraft materials and components thereof;  
· Usage of technical data;  







 
  
REPAIR STATION TRAINING PROGRAM MANUAL Rev: Orig  11/01/13 


 
MHI TPM   3-2 
 
   
   
  


· Human factors in aircraft maintenance;  
· Hazardous Material handling;  
· Specialized Services.  


 
3.2.2 The Chief Inspector or his/her designee will complete MHI Repair Station Needs 


Assessment, Form TR-0009, for this process. This form will be maintained in the office 
of the Chief Inspector.  


3.2.3 MHI continuously evaluates its overall repair station training needs. However, MHI will 
specifically revise the training program when:  


· It identifies additional training needs;  
· Changes to its ratings, capabilities, facilities, equipment, or work scope 


require additional training areas, classes, or lessons;  
· Significant changes to industry standards or regulations occur;  
· New complex tooling or equipment is obtained;  
· New models/types of aircraft in which MHI will maintain or alter.  


 


3.3 Individual Needs Assessment  


3.3.1 MHI employees will then be assessed against the established requirements and specific 
needs for the position and tasks assigned as required. If it is determined that an 
employee does not possess the capability to perform the maintenance, preventive 
maintenance, or alterations, and inspection functions, appropriate training will be 
administered in accordance with the procedures in this manual.  


3.3.2 MHI uses Employee Skill Survey, Form TR-0008 to evaluate an individual and determine 
his/her previous work experience, knowledge, and skill set.  


3.3.3 This allows MHI to establish the employee’s capability to properly perform the assigned 
tasks. The results of this determination are compared with the need(s) established on 
MHI Repair Station Needs Assessment, Form TR-0009, and any required training shall 
be conducted.  


3.3.4 A resume may be provided in lieu of completing page 1 of Form TR-0008 so long as it 
contains all required details of the Employee Skill Survey, Form TR-0008, however page 
2 must still be completed.  


NOTE: An oral interview may also be required to ensure a thorough understanding of 
the individual’s previous work experience, knowledge, and skill set. This oral interview 
will be accomplished by the appropriate departmental head or his/her designee.  


NOTE: The preferred method of demonstrating past training is through copies of 
certificates, transcripts, diplomas, military training completion, etc.  


3.3.5 Whenever MHI hires a new employee or transfers an employee to a new job position, 
the Chief Inspector and/or Part 145 Accountable Manager will utilize the Individual 
Needs Assessment process to assess the individual’s skill level and qualifications 
against the requirements for the assigned functions or tasks. The Chief Inspector and/or 
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Part 145 Accountable Manager will determine if/what training is necessary, and ensure 
the individual receives the necessary training in the appropriate timeframe.  


3.3.6 Training is documented in accordance with Chapter 5 of this manual. The MHI 
Employee Skill Survey, Form TR-0008, (and/or an equivalent resume when used in lieu 
of page 1 of Form TR-0008) will be placed in the employee’s training file, stored in the 
Chief Inspector’s office.  


3.3.7 During identification of overall training needs, MHI will consider items including, but not 
limited to the following: 


· The tasks associated with each person responsible for performing 
maintenance, inspection and preventive maintenance;  


· The skills, experience, and training of new and/or current employees;  
· How assessments will be made of employee being assigned new tasks;  
· The return of an employee to tasks after an extended period;  
· The introduction to the employee of new regulations, procedures, equipment, 


or recordkeeping requirements;  
· Preparing personnel for a change in the nature of basic repair station 


capability.  
 


3.4 Changes to Repair Station Work Scope  


3.4.1 Whenever MHI is planning to change its facilities, equipment, or scope of work as 
reflected in its OPSS or Capability List, it will conduct a review of its current training 
program. The need for additional training will be based on an analysis of the new work to 
be performed, the capability of employees, and the availability of in house training.  


3.4.2 Appropriate changes will be made to initial, recurrent, and specialized training areas of 
study, including existing courses or the addition of new courses, positions, and 
individuals requiring the training, and when the new training needs to be implemented 
and completed.  


3.5 Annual Training Program Review  


3.5.1 The Chief Inspector and Part 145 Accountable Manager will complete an annual review 
of the training program and will establish if any changes are warranted. This process will 
require the completion and review of the Repair Station Needs Assessment, Form TR-
0009. “Annual Review” will be placed in the Reason for Assessment section. In addition, 
a review of observations, examination results, and feedback from the Measurement of 
Training Effectiveness process (see Chapter 7 of this manual) will be considered.  


3.5.2 The results of the review will be notated in the Notes section of the MHI Form TR-0009, 
including any recommendations.  


3.5.3 The Training Manager will consult with the other MHI departmental heads and the 
Accountable Manager to determine the impact of required changes, and make 
necessary adjustments if/when required.  
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3.5.4 As a part of this annual review, MHI will analyze employee roles and responsibilities, 
employee experience levels, and the method of delivery for various courses including 
new training techniques available, or commercially available courses. MHI will make any 
changes that are required to ensure employees are capable of performing assigned 
tasks in accordance with the procedures.  


3.5.5 To assist in identifying overall training needs, MHI will review as necessary Employee 
Skill Survey, Form TR-0008, forms and evaluation results in association with the newly 
completed Repair Station Needs Assessment, Form TR-0009. This will allow an 
assessment of items including but not limited to the following:  


· The tasks associated with each position responsible for performing 
maintenance, preventive maintenance, and alteration or inspection functions;  


· The skills, experience, and training of current employees;  
· How assessments will be made of employees being assigned new tasks;  
· The return of an employee to tasks after an extended period;  
· The introduction of new regulations, procedures, equipment, or 


recordkeeping requirements;  
· Preparing for a change in the nature of basic repair station capability.  


 
3.5.6 If it is determined that changes to the training program are required, a revision will be 


made in accordance with the provision of Chapter 2 of this manual.  
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4 COURSE DEFINITION  


The Training Manager will develop and revise areas of study, courses, and/or lessons based on the 
results of a training needs assessment. 


4.1 Course/Lesson Development 


4.1.1 An Area of Study will be developed to identify the entire scope of training available for a 
broad area of knowledge and skill requirements. It will include the appropriate number 
and level of courses or lessons to accomplish the defined objective. The areas of study 
will define the initial and recurrent requirements for the associated courses and lessons.  


4.1.2 All Courses/Lessons shall be developed using the following information as a minimum 
necessary to capture the required knowledge or skill. The Course-Lesson Information, 
Form TR-0007, will be used for this purpose. 


· Course/Lesson Title  
· Objectives  
· Prerequisites  
· Course outline  
· Required hours or performance outcome for each topic or lesson  
· Training material including handouts, manuals, tools, or equipment to be 


used  
· Training method(s) (i.e. classroom, OJT, etc.)  
· Method(s) of evaluation 


 
4.1.3 When the curriculum of a training course/session requires testing, the results will be 


recorded on the MHI Training Activity Report, Form TR-0004, in the Final Grade column. 
A minimum score of 70% is considered passing on all written tests, unless otherwise 
stated. The test may be administered in one of three following methods:  


· Written test;  
· Oral test;  
· Practical test.  


 


4.2 Initial Training 


4.2.1 Initial Training is mandatory for all MHI maintenance personnel. This training should be 
given in a timely manner after employment. In no event shall it be delayed over 30 days.  


Initial Training includes classroom training and sections of the following:  


· RSM/QCM familiarity; 
· On-the-Job-Training (OJT);  
· Appropriate ground equipment handling;  
· Safety standards instruction;  
· Aircraft ground handling;  
· Familiarity with ground support equipment inspections.  
· Station emergency procedures telephone numbers  
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· Using checklists  
· Communications  
· Personal Safety  


o Proper clothing  
o Personal protective equipment  
o Lifting techniques and back protection  
o Safe behavior and practices  


 


4.3 Hazmat 


4.3.1 Hazmat (hazardous materials) must be accomplished at the time of employee’s initial 
assignment. Initial training will be documented on the MHI Training Activity Report (Form 
TR-0004) and will be included on the employee’s training record.  


4.3.2 Hazardous materials training will consist of pertinent information in support of activities 
performed at MHI as required by 49 CFR, Part 172, Subpart H; and OSHA 29 CFR, 
1910.1200(e)(1). 


4.4 Recurrent Training 


4.4.1 Recurrent Training will be information that supports, expands, or refreshes initial training 
areas of study, courses/lessons, or other requirements. MHI will review all Corrective 
Action Request data and determine the need for any recurrent training session(s). 
Recurrent training is documented on Training Activity Report, Form TR-0004, and filed in 
the employee’s training records. 


4.5 Specialized Training 


4.5.1 Specialized Training is used to provide instructions to address requirements of specific 
task and/or to provide initial training required for critical task authorizations, i.e., RII, 
Airworthiness Release, etc. Specialized training is documented on Training Verification, 
Form TR-0005, and filed in the employee’s training records.  


4.6 Remedial Training 


4.6.1 Remedial Training will be conducted in the event of repeated job tasks/assignment 
deficiencies at the discretion of the Accountable Manager and/or the Chief Inspector. 
Remedial Training will be conducted by a Delegated Training Instructor, Part 145 
Accountable Manager, Chief Inspector, Lead, or Inspector. Remedial Training will be 
documented on Form TR-0005.  
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5 SELECTION OF TRAINING METHODS AND SOURCES 


Using the information developed during the course definition phase, MHI will evaluate training 
method(s), source(s), and instructor(s) to determine whether the appropriate and necessary 
knowledge or skill will be transferred to employees. 


5.1 Training Methods 


5.1.1 The material to be presented, the level of personnel receiving the training, and 
alternatives available will be used to establish training methods for areas of study and/or 
courses/lessons. MHI uses various methods to train its employees including:  


· Formal classroom training;  
· On-the-job training (OJT);  
· Self-study;  
· Case study;  
· Computer-based training (CBT);  
· Distance learning;  
· External classes and courses;  
· Original Equipment Manufacturer training (OEM).  


 
5.1.2 MHI will consider all available resources to provide the appropriate training. Many areas 


of study, courses, and lessons may be provided by more than one method.  


5.2 Training Sources  


5.2.1 Sources available for training will be continually monitored to ensure MHI is aware of its 
alternatives. When a new or revised training need is identified, the available options will 
be reviewed. This process may include consultation with the FAA, other repair stations, 
manufacturers, and local colleges for available training.   


5.2.2 Contractor/Vendor training is formal instruction provided to MHI through an external 
agency/source (non-MHI employee) and is typically provided by one of the following 
entities:  


· Training agency or private individual;  
· MHI customer;  
· Manufacture;  
· College, trade school or similar;  
· 14 CFR Part 145 repair station, 14 CFR Part 147 school;  
· The Administrator.  


 
5.2.3 When considering utilizing external training providers, MHI will evaluate the 


instructor/trainer.  


5.3 Training Instructor Evaluation  


5.3.1 Instructors providing formal training to MHI personnel that perform maintenance, 
preventive maintenance, alterations or inspection functions will be evaluated by the Part 
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145 Accountable Manager and/or Training Manager using the Instructor/Trainer 
Evaluation, Form TR-0010.  


NOTE: Instructors/trainers providing training for a 14 CFR Part 121 air carrier will not be 
subject to this evaluation process. MHI will recognize the credentials without further 
showing, of individuals who are employed in the capacity of Instructor/Trainer by a 14 
CFR Part 145 Repair Station or a 14 CFR Part 147 school. They will not be subject to 
this evaluation process.  


5.3.2 The intent of MHI Form TR-0010 is to evaluate/assess the individual’s expertise for the 
given subject(s), and their potential ability to successfully transfer the information to the 
recipient(s).  


5.3.3 MHI Form TR-0010 may be completed directly by the individual (instructor/trainer) or by 
the Training Manager during a phone or in-person interview. If completed by the 
instructor/trainer, remittal may be mail/courier, fax, email, etc.  


5.3.4 Instructors shall be evaluated based upon subject matter knowledge and his/her 
previous documented teaching experience.  


5.3.5 Subject matter expertise may be established by experience, demonstrated knowledge, 
accreditation, certification, etc. or any combination thereof.  


5.3.6 Written and/or verbal recommendations (when available) by previous entities/companies 
who have utilized the services of a particular instructor will also be considered during the 
evaluation.  


5.3.7 An instructor’s previous association/employment with a recognized industry agency (i.e. 
14 CFR Part 121 Air Carrier, 14 CFR Part 145 Repair Station, 14 CFR Part 147 school, 
manufacturer, etc.) may assist in the evaluation process.  


5.3.8 The Chief Inspector will involve as/if necessary other MHI staff (Accountable Manager, 
Leads, etc.) to assist in the evaluation.  


5.3.9 Completed MHI Form TR-0010’s will be maintained in the Training Manager’s office, and 
will be available to the CHDO upon request.  


5.4 Observation  


5.4.1 During the initial presentation of an instructor (MHI Training Manager will observe a 
portion(s) of the class/instruction to determine attributes such as the individual’s subject 
knowledge/expertise, class/student interaction, quality of aids/materials, presentation 
style, demeanor, etc.  


5.4.2 The amount of time required for this observation is at the discretion of the Training 
Manager. Factors in this decision would include but not limited items such as complexity 
of subject, class size, teaching materials and aids in use, etc.  


5.4.3 When possible and/or practical, this observation may be accomplished by observation of 
the instructor during a presentation to non-MHI personnel.  


5.4.4 Details of the observation will be documented in the Presentation Remarks section of 
MHI Form TR-0010. This information will include the subject, date, location of class and 
date.  
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5.4.5 This evaluation is only required during the initial selection/usage of the particular 
instructor, however the Training Manager may conduct random samplings at any time 
thereafter.  


5.5 On-the-Job Training (OJT)  


Due to the complexity of modern aircraft, it is virtually impossible to teach maintenance 
personnel in the classroom all they are required to know.  


5.5.1 OJT includes oral and/or practical demonstration of acquired knowledge. This training 
format is used to recognize performance of a specific task and/or understanding of 
related procedures. Personnel from both the Inspection and Maintenance departments 
may be assigned the responsibility and authority of OJT. Training Verification, Form TR-
0005 shall be used to document OJT Training.  


5.5.2 Under no circumstance shall any Inspector provide OJT for any task that will require 
his/her quality acceptance of that task. Inspection shall be alert to avoid this potential 
conflict  
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6 TRAINING DOCUMENTATION 


6.1 Training Documentation 


6.1.1 The Training Manager is responsible for establishing the standards for the creation and 
retention of training records for all MHI employees that perform maintenance, preventive 
maintenance, or alterations, and inspection functions.  


6.1.2 MHI maintains a hard copy of all training provided. Each hard copy report includes the 
employee’s name and job function, the needs assessment findings, a list of FAA 
certifications, other applicable certifications and degrees, MHI qualifications and 
authorizations (such as Required Inspection Items (RII) for a given customer), and for 
each course completed, the total time credited, the date provided, the instructor, the 
location, and the results of any associated examination.  


6.2 Training Records  


6.2.1 In accordance with 14 CFR §145.163(c), MHI employee training records will be 
maintained for a period of at least two (2) years.  


6.2.2 The Training Manager will maintain training records of MHI employees who are assigned 
to perform maintenance, preventive maintenance, or alterations, and inspection 
functions. These records maintained by MHI are considered official employee training 
records.  


· Training records will be maintained in hard copy format;  


 
6.2.3 MHI will make the training records of employees performing maintenance, preventive 


maintenance, or alterations, and inspection functions available to the FAA for review 
upon request  


6.3  Training Forms  


6.3.1 MHI has developed forms to support the processes and procedures in this manual. 
Master copies of the training forms are located in the Training Manager’s office. Also 
refer to Appendix 1 of this manual for a listing of all Training Forms and a short 
description of their intended purpose.  


6.3.2 The instructions for each MHI Training Form are located in the MHI Forms Manual, 
following each form available. In addition, the applicable section(s) of this manual also 
provides details on the usage and requirements of Training Forms.  
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7 MEASUREMENT OF TRAINING EFFECTIVENESS 


7.1 Training Effectiveness 


7.1.1 The Training Manager will regularly evaluate each course for its content, time, quality of 
the training materials (courseware), training facilities, and instructor. This is 
accomplished through observation, examination results, and feedback.  


7.1.2 The Training Manager will ensure MHI evaluates Instructors/Trainers using the 
Instructor/Trainer Evaluation, Form TR-0010.  


7.1.3 The Training Manager will ensure the training program is reviewed on an annual basis.  


7.1.4 The Training Manager will analyze the results of all course examinations to determine if 
any changes are required to establish a basis for determining whether the course met its 
objectives and provided the information necessary to ensure the employee was capable 
of performing assigned tasks. 


7.1.5 MHI class attendance policy is that an individual must attend all portions of any training 
class unless prior arrangements are made with the instructor, and/or the employee’s 
departmental head to allow for the employee to make up the subjects/areas that will be 
missed.  


7.1.6 Class attendance is recorded on the Training Activity Report, Form TR-0004, which 
provides daily entries of training attendance including an overall Total Hours entry. This 
form allows easy analysis on what portion(s) of any class a student has 
attended/missed.  


7.1.7 If an instructor, and/or the employee’s departmental head allows a student to make up 
any portion of a class, the MHI Training Activity Report, Form TR-0004, in conjunction 
with the class syllabus provides an easy mechanism to identify what portion(s) must be 
made up.  


7.1.8 The portion(s) of training missed and subsequently made up will be documented on the 
Training Activity Make-Up, Form TR-0012. Details can be added as necessary in the 
Comments section of Form TR-0012 to further explain a make-up situation if/when they 
arise.  


7.1.9 Once the session has been made up, the particular day(s) and the Total Hours block on 
Form TR-0004 will then be made to reflect that a student has fully attended the entire 
course. An entry will be placed in the Comments field of the Training Activity Report, 
Form TR-0004 similar to “Training course was completed, and this form was updated as 
a result of MHI Training Activity Make-Up, Form TR-0012 dated (enter date).” Form TR-
0012 will be attached to the applicable Form TR-0004.  


7.1.10 When situations occur that do not allow a student to complete/make-up the missed 
portion(s), the student will need to repeat the entire training class before any credit is 
provided of course completion.  


7.1.11 At the completion of training courses, students will be requested to complete an MHI 
Course Evaluation, Form TR-0011. This will provide the instructor, the Training 
Manager, and/or other MHI management a source of feedback on the student’s 
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experience on the particular training session. This data can assist in future class 
developments, and as a source for measuring training effectiveness.  
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8 WORK PERFORMED FOR 14 CFR PART 91K, 121, 125, AND PART 135 OPERATORS 


8.1 General  


8.1.1 14 CFR §145.205 requires that certificated repair station that performs maintenance, 
preventive maintenance, or alterations for an air carrier or commercial operator that has 
a continuous airworthiness maintenance program under part 121 or part 135 must follow 
the air carrier's or commercial operator's program and applicable sections of its 
maintenance manual.  


8.1.2 A certificated repair station that performs maintenance, preventive maintenance, or 
alterations for an air carrier or commercial operator that has a continuous airworthiness 
maintenance program under part 121 or part 135 must follow the air carrier's or 
commercial operator's program and applicable sections of its maintenance manual.  


8.1.3 When MHI performs maintenance, preventive maintenance, or alterations for an 
operator that has a continuous airworthiness maintenance program (CAMP) under 14 
CFR Part 91, Subpart K, MHI will follow the operator's program and applicable sections 
of its maintenance manual.  


8.1.4 MHI will participate in any training required by the particular operator’s program.  


8.1.5 Individual operator training requirements (initial, recurrent, or specialized) are identified 
as required by the particular operator.  


8.1.6 The Training Manager will work with each operator to schedule MHI employees for any 
training required by the particular operator.  
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9 WORK PERFORMED BY INTERIM MAINTENANCE EMPLOYEES 


9.1 INTERIM MAINTENANCE EMPLOYEES 


9.1.1 During periods of transition, unexpected workload or change within MHI Organization, 
MHI may supplement its workforce with interim maintenance employees.  


9.1.2 Before these individuals begin work for MHI, they must undergo a needs assessment. 
The Training Manager will coordinate with the departmental head or his/her designee 
where the individual(s) will work to conduct the needs assessment, and ensure all 
individuals are provided training appropriate to the particular assignment before they are 
required to begin work.  
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10 MHI MAINTENANCE EMPLOYEES TRAINING CURRICULUM 


10.1 MAINTENANCE EMPLOYEES TRAINING CURRICULUM 


10.1.1 MHI Training Curricula has been designed to support the maintenance tasks performed 
by employees hired by MHI. Specialty Training may be contracted out to certified 
aviation training Organizations.  


10.1.2 MHI policy is to train MHI personnel to an acceptable level of being adequately capable 
of properly performing their assigned task(s). This level is determined through the 
Training Needs Assessment process in Chapter 3 of this manual.  


10.1.3 All curricula will be presented on the subject matter being taught. Actual class hours may 
vary due to the size of the class.  
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11 APPENDIX 1 


The following is a general description of the forms referred to elsewhere in this manual. NOTE: Refer 
to the MHI Repair Station Forms Manual for a complete listing of all MHI forms including completion 
instructions. 


11.1 TRAINING FORMS 


11.1.1  Training Request Form – Form TR-0003. The purpose of this form is to document the 
request for training. Once completed, this form shall be forwarded to the Training 
Manager for scheduling of training.  


11.1.2 Training Activity Report Form - Form TR-0004. The purpose of this form is to document 
classroom training activity. This form will also provide training classroom roster and 
grade information.  


11.1.3 Training Verification Form – Form TR-0005. This form is used to document any formal 
and/or OJT training provided by MHI Training or designated instructor/trainer and may 
be used with or in place of any other training form approved for use at MHI. A copy of 
this form or electronically-generated equivalent will be on file in the individual’s training 
file.  


11.1.4 Training Course List – Form TR-0006. The purpose of this form is to maintain a Master 
List of the Training forms and curricula and on file in the Training Manager’s office.  


11.1.5 Course Lesson Information - Form TR-0007. The purpose of this form is to develop 
areas of study and/or courses/lessons will be on file in the Training Manager’s office.  


11.1.6 MHI Employee Skill Survey – Form TR-0008. The purpose of this form is to evaluate an 
individual and determine his/her previous work experience, knowledge, and skill set.  


11.1.7 Repair Station Needs Assessment - Form TR-0009. The purpose of this form is to 
provide a general outline and description of skills, knowledge and expertise that MHI and 
its employees should possess for current and expected customer work-scope activity. 
Additionally, this form is also used during the Annual Review.  


11.1.8 Instructor/Trainer Evaluation – Form TR-0010. The purpose of this form is to 
evaluate/assess the individual’s expertise for the given subject(s), and their potential 
ability to successfully transfer the information to the recipient(s).  


11.1.9 Course Evaluation – Form TR-0011. The purpose of this form is to provide the instructor, 
the Training Manager, and/or other MHI management a source of feedback on the 
student’s experience on the particular training session.  


11.1.10 Training Activity Make-Up – Form TR-0012. The purpose of this form is to document the 
portion(s) of training an individual is required to make-up for any missed training due to 
special or unique circumstances.  
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		3.1 General

		3.1.1 Persons performing maintenance, preventive maintenance, alterations or inspection functions must be assessed and trained in accordance with the Federal Aviation Administration (FAA) approved procedures set forth in this manual. All other employe...

		3.1.2 Technicians and other individuals performing maintenance, preventive maintenance, alterations or inspection functions such as:

		3.1.3  MHI utilizes MHI Employee Skill Survey (MHI Form TR-0008) to assess an individual’s skill set.



		3.2 Overall Training Needs Assessment

		3.2.1 To determine MHI’s overall training requirements, the Chief Inspector and Part 145 Accountable Manager will review MHI’s Operations Specifications (OPSS); current Capability List; job position duties and responsibilities listed in Chapter 3 of t...

		3.2.2 The Chief Inspector or his/her designee will complete MHI Repair Station Needs Assessment, Form TR-0009, for this process. This form will be maintained in the office of the Chief Inspector.

		3.2.3 MHI continuously evaluates its overall repair station training needs. However, MHI will specifically revise the training program when:



		3.3 Individual Needs Assessment

		3.3.1 MHI employees will then be assessed against the established requirements and specific needs for the position and tasks assigned as required. If it is determined that an employee does not possess the capability to perform the maintenance, prevent...

		3.3.2 MHI uses Employee Skill Survey, Form TR-0008 to evaluate an individual and determine his/her previous work experience, knowledge, and skill set.

		3.3.3 This allows MHI to establish the employee’s capability to properly perform the assigned tasks. The results of this determination are compared with the need(s) established on MHI Repair Station Needs Assessment, Form TR-0009, and any required tra...

		3.3.4 A resume may be provided in lieu of completing page 1 of Form TR-0008 so long as it contains all required details of the Employee Skill Survey, Form TR-0008, however page 2 must still be completed.

		3.3.5 Whenever MHI hires a new employee or transfers an employee to a new job position, the Chief Inspector and/or Part 145 Accountable Manager will utilize the Individual Needs Assessment process to assess the individual’s skill level and qualificati...

		3.3.6 Training is documented in accordance with Chapter 5 of this manual. The MHI Employee Skill Survey, Form TR-0008, (and/or an equivalent resume when used in lieu of page 1 of Form TR-0008) will be placed in the employee’s training file, stored in ...

		3.3.7 During identification of overall training needs, MHI will consider items including, but not limited to the following:



		3.4 Changes to Repair Station Work Scope

		3.4.1 Whenever MHI is planning to change its facilities, equipment, or scope of work as reflected in its OPSS or Capability List, it will conduct a review of its current training program. The need for additional training will be based on an analysis o...

		3.4.2 Appropriate changes will be made to initial, recurrent, and specialized training areas of study, including existing courses or the addition of new courses, positions, and individuals requiring the training, and when the new training needs to be ...



		3.5 Annual Training Program Review

		3.5.1 The Chief Inspector and Part 145 Accountable Manager will complete an annual review of the training program and will establish if any changes are warranted. This process will require the completion and review of the Repair Station Needs Assessme...

		3.5.2 The results of the review will be notated in the Notes section of the MHI Form TR-0009, including any recommendations.

		3.5.3 The Training Manager will consult with the other MHI departmental heads and the Accountable Manager to determine the impact of required changes, and make necessary adjustments if/when required.

		3.5.4 As a part of this annual review, MHI will analyze employee roles and responsibilities, employee experience levels, and the method of delivery for various courses including new training techniques available, or commercially available courses. MHI...

		3.5.5 To assist in identifying overall training needs, MHI will review as necessary Employee Skill Survey, Form TR-0008, forms and evaluation results in association with the newly completed Repair Station Needs Assessment, Form TR-0009. This will allo...

		3.5.6 If it is determined that changes to the training program are required, a revision will be made in accordance with the provision of Chapter 2 of this manual.





		4 COURSE DEFINITION

		4.1 Course/Lesson Development

		4.1.1 An Area of Study will be developed to identify the entire scope of training available for a broad area of knowledge and skill requirements. It will include the appropriate number and level of courses or lessons to accomplish the defined objectiv...

		4.1.2 All Courses/Lessons shall be developed using the following information as a minimum necessary to capture the required knowledge or skill. The Course-Lesson Information, Form TR-0007, will be used for this purpose.

		4.1.3 When the curriculum of a training course/session requires testing, the results will be recorded on the MHI Training Activity Report, Form TR-0004, in the Final Grade column. A minimum score of 70% is considered passing on all written tests, unle...



		4.2 Initial Training

		4.2.1 Initial Training is mandatory for all MHI maintenance personnel. This training should be given in a timely manner after employment. In no event shall it be delayed over 30 days.

		Initial Training includes classroom training and sections of the following:



		4.3 Hazmat

		4.3.1 Hazmat (hazardous materials) must be accomplished at the time of employee’s initial assignment. Initial training will be documented on the MHI Training Activity Report (Form TR-0004) and will be included on the employee’s training record.

		4.3.2 Hazardous materials training will consist of pertinent information in support of activities performed at MHI as required by 49 CFR, Part 172, Subpart H; and OSHA 29 CFR, 1910.1200(e)(1).



		4.4 Recurrent Training

		4.4.1 Recurrent Training will be information that supports, expands, or refreshes initial training areas of study, courses/lessons, or other requirements. MHI will review all Corrective Action Request data and determine the need for any recurrent trai...



		4.5 Specialized Training

		4.5.1 Specialized Training is used to provide instructions to address requirements of specific task and/or to provide initial training required for critical task authorizations, i.e., RII, Airworthiness Release, etc. Specialized training is documented...



		4.6 Remedial Training

		4.6.1 Remedial Training will be conducted in the event of repeated job tasks/assignment deficiencies at the discretion of the Accountable Manager and/or the Chief Inspector. Remedial Training will be conducted by a Delegated Training Instructor, Part ...





		5 SELECTION OF TRAINING METHODS AND SOURCES

		5.1 Training Methods

		5.1.1 The material to be presented, the level of personnel receiving the training, and alternatives available will be used to establish training methods for areas of study and/or courses/lessons. MHI uses various methods to train its employees includi...

		5.1.2 MHI will consider all available resources to provide the appropriate training. Many areas of study, courses, and lessons may be provided by more than one method.



		5.2 Training Sources

		5.2.1 Sources available for training will be continually monitored to ensure MHI is aware of its alternatives. When a new or revised training need is identified, the available options will be reviewed. This process may include consultation with the FA...

		5.2.2 Contractor/Vendor training is formal instruction provided to MHI through an external agency/source (non-MHI employee) and is typically provided by one of the following entities:

		5.2.3 When considering utilizing external training providers, MHI will evaluate the instructor/trainer.



		5.3 Training Instructor Evaluation

		5.3.1 Instructors providing formal training to MHI personnel that perform maintenance, preventive maintenance, alterations or inspection functions will be evaluated by the Part 145 Accountable Manager and/or Training Manager using the Instructor/Train...

		5.3.2 The intent of MHI Form TR-0010 is to evaluate/assess the individual’s expertise for the given subject(s), and their potential ability to successfully transfer the information to the recipient(s).

		5.3.3 MHI Form TR-0010 may be completed directly by the individual (instructor/trainer) or by the Training Manager during a phone or in-person interview. If completed by the instructor/trainer, remittal may be mail/courier, fax, email, etc.

		5.3.4 Instructors shall be evaluated based upon subject matter knowledge and his/her previous documented teaching experience.

		5.3.5 Subject matter expertise may be established by experience, demonstrated knowledge, accreditation, certification, etc. or any combination thereof.

		5.3.6 Written and/or verbal recommendations (when available) by previous entities/companies who have utilized the services of a particular instructor will also be considered during the evaluation.

		5.3.7 An instructor’s previous association/employment with a recognized industry agency (i.e. 14 CFR Part 121 Air Carrier, 14 CFR Part 145 Repair Station, 14 CFR Part 147 school, manufacturer, etc.) may assist in the evaluation process.

		5.3.8 The Chief Inspector will involve as/if necessary other MHI staff (Accountable Manager, Leads, etc.) to assist in the evaluation.

		5.3.9 Completed MHI Form TR-0010’s will be maintained in the Training Manager’s office, and will be available to the CHDO upon request.



		5.4 Observation

		5.4.1 During the initial presentation of an instructor (MHI Training Manager will observe a portion(s) of the class/instruction to determine attributes such as the individual’s subject knowledge/expertise, class/student interaction, quality of aids/ma...

		5.4.2 The amount of time required for this observation is at the discretion of the Training Manager. Factors in this decision would include but not limited items such as complexity of subject, class size, teaching materials and aids in use, etc.

		5.4.3 When possible and/or practical, this observation may be accomplished by observation of the instructor during a presentation to non-MHI personnel.

		5.4.4 Details of the observation will be documented in the Presentation Remarks section of MHI Form TR-0010. This information will include the subject, date, location of class and date.

		5.4.5 This evaluation is only required during the initial selection/usage of the particular instructor, however the Training Manager may conduct random samplings at any time thereafter.



		5.5 On-the-Job Training (OJT)

		5.5.1 OJT includes oral and/or practical demonstration of acquired knowledge. This training format is used to recognize performance of a specific task and/or understanding of related procedures. Personnel from both the Inspection and Maintenance depar...

		5.5.2 Under no circumstance shall any Inspector provide OJT for any task that will require his/her quality acceptance of that task. Inspection shall be alert to avoid this potential conflict





		6 TRAINING DOCUMENTATION

		6.1 Training Documentation

		6.1.1 The Training Manager is responsible for establishing the standards for the creation and retention of training records for all MHI employees that perform maintenance, preventive maintenance, or alterations, and inspection functions.

		6.1.2 MHI maintains a hard copy of all training provided. Each hard copy report includes the employee’s name and job function, the needs assessment findings, a list of FAA certifications, other applicable certifications and degrees, MHI qualifications...



		6.2 Training Records

		6.2.1 In accordance with 14 CFR §145.163(c), MHI employee training records will be maintained for a period of at least two (2) years.

		6.2.2 The Training Manager will maintain training records of MHI employees who are assigned to perform maintenance, preventive maintenance, or alterations, and inspection functions. These records maintained by MHI are considered official employee trai...

		 Training records will be maintained in hard copy format;

		6.2.3 MHI will make the training records of employees performing maintenance, preventive maintenance, or alterations, and inspection functions available to the FAA for review upon request



		6.3  Training Forms

		6.3.1 MHI has developed forms to support the processes and procedures in this manual. Master copies of the training forms are located in the Training Manager’s office. Also refer to Appendix 1 of this manual for a listing of all Training Forms and a s...

		6.3.2 The instructions for each MHI Training Form are located in the MHI Forms Manual, following each form available. In addition, the applicable section(s) of this manual also provides details on the usage and requirements of Training Forms.





		7 MEASUREMENT OF TRAINING EFFECTIVENESS

		7.1 Training Effectiveness

		7.1.1 The Training Manager will regularly evaluate each course for its content, time, quality of the training materials (courseware), training facilities, and instructor. This is accomplished through observation, examination results, and feedback.

		7.1.2 The Training Manager will ensure MHI evaluates Instructors/Trainers using the Instructor/Trainer Evaluation, Form TR-0010.

		7.1.3 The Training Manager will ensure the training program is reviewed on an annual basis.

		7.1.4 The Training Manager will analyze the results of all course examinations to determine if any changes are required to establish a basis for determining whether the course met its objectives and provided the information necessary to ensure the emp...

		7.1.5 MHI class attendance policy is that an individual must attend all portions of any training class unless prior arrangements are made with the instructor, and/or the employee’s departmental head to allow for the employee to make up the subjects/ar...

		7.1.6 Class attendance is recorded on the Training Activity Report, Form TR-0004, which provides daily entries of training attendance including an overall Total Hours entry. This form allows easy analysis on what portion(s) of any class a student has ...

		7.1.7 If an instructor, and/or the employee’s departmental head allows a student to make up any portion of a class, the MHI Training Activity Report, Form TR-0004, in conjunction with the class syllabus provides an easy mechanism to identify what port...

		7.1.8 The portion(s) of training missed and subsequently made up will be documented on the Training Activity Make-Up, Form TR-0012. Details can be added as necessary in the Comments section of Form TR-0012 to further explain a make-up situation if/whe...

		7.1.9 Once the session has been made up, the particular day(s) and the Total Hours block on Form TR-0004 will then be made to reflect that a student has fully attended the entire course. An entry will be placed in the Comments field of the Training Ac...

		7.1.10 When situations occur that do not allow a student to complete/make-up the missed portion(s), the student will need to repeat the entire training class before any credit is provided of course completion.

		7.1.11 At the completion of training courses, students will be requested to complete an MHI Course Evaluation, Form TR-0011. This will provide the instructor, the Training Manager, and/or other MHI management a source of feedback on the student’s expe...





		8 WORK PERFORMED FOR 14 CFR PART 91K, 121, 125, AND PART 135 OPERATORS

		8.1 General

		8.1.1 14 CFR §145.205 requires that certificated repair station that performs maintenance, preventive maintenance, or alterations for an air carrier or commercial operator that has a continuous airworthiness maintenance program under part 121 or part ...

		8.1.2 A certificated repair station that performs maintenance, preventive maintenance, or alterations for an air carrier or commercial operator that has a continuous airworthiness maintenance program under part 121 or part 135 must follow the air carr...

		8.1.3 When MHI performs maintenance, preventive maintenance, or alterations for an operator that has a continuous airworthiness maintenance program (CAMP) under 14 CFR Part 91, Subpart K, MHI will follow the operator's program and applicable sections ...

		8.1.4 MHI will participate in any training required by the particular operator’s program.

		8.1.5 Individual operator training requirements (initial, recurrent, or specialized) are identified as required by the particular operator.

		8.1.6 The Training Manager will work with each operator to schedule MHI employees for any training required by the particular operator.





		9 WORK PERFORMED BY INTERIM MAINTENANCE EMPLOYEES

		9.1 INTERIM MAINTENANCE EMPLOYEES

		9.1.1 During periods of transition, unexpected workload or change within MHI Organization, MHI may supplement its workforce with interim maintenance employees.

		9.1.2 Before these individuals begin work for MHI, they must undergo a needs assessment. The Training Manager will coordinate with the departmental head or his/her designee where the individual(s) will work to conduct the needs assessment, and ensure ...





		10 MHI MAINTENANCE EMPLOYEES TRAINING CURRICULUM

		10.1 MAINTENANCE EMPLOYEES TRAINING CURRICULUM

		10.1.1 MHI Training Curricula has been designed to support the maintenance tasks performed by employees hired by MHI. Specialty Training may be contracted out to certified aviation training Organizations.

		10.1.2 MHI policy is to train MHI personnel to an acceptable level of being adequately capable of properly performing their assigned task(s). This level is determined through the Training Needs Assessment process in Chapter 3 of this manual.

		10.1.3 All curricula will be presented on the subject matter being taught. Actual class hours may vary due to the size of the class.





		11 APPENDIX 1

		11.1 TRAINING FORMS

		11.1.1  Training Request Form – Form TR-0003. The purpose of this form is to document the request for training. Once completed, this form shall be forwarded to the Training Manager for scheduling of training.

		11.1.2 Training Activity Report Form - Form TR-0004. The purpose of this form is to document classroom training activity. This form will also provide training classroom roster and grade information.

		11.1.3 Training Verification Form – Form TR-0005. This form is used to document any formal and/or OJT training provided by MHI Training or designated instructor/trainer and may be used with or in place of any other training form approved for use at MH...

		11.1.4 Training Course List – Form TR-0006. The purpose of this form is to maintain a Master List of the Training forms and curricula and on file in the Training Manager’s office.

		11.1.5 Course Lesson Information - Form TR-0007. The purpose of this form is to develop areas of study and/or courses/lessons will be on file in the Training Manager’s office.

		11.1.6 MHI Employee Skill Survey – Form TR-0008. The purpose of this form is to evaluate an individual and determine his/her previous work experience, knowledge, and skill set.

		11.1.7 Repair Station Needs Assessment - Form TR-0009. The purpose of this form is to provide a general outline and description of skills, knowledge and expertise that MHI and its employees should possess for current and expected customer work-scope a...

		11.1.8 Instructor/Trainer Evaluation – Form TR-0010. The purpose of this form is to evaluate/assess the individual’s expertise for the given subject(s), and their potential ability to successfully transfer the information to the recipient(s).

		11.1.9 Course Evaluation – Form TR-0011. The purpose of this form is to provide the instructor, the Training Manager, and/or other MHI management a source of feedback on the student’s experience on the particular training session.

		11.1.10 Training Activity Make-Up – Form TR-0012. The purpose of this form is to document the portion(s) of training an individual is required to make-up for any missed training due to special or unique circumstances.







