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Guidance on typical structure and content of a continuing airworthiness management organisation exposition
how to use this document
Paragraph 42.580 (3) (a) of the Civil Aviation Safety Regulation 1998 (CASR) requires an applicant for a continuing airworthiness management organisation (CAMO) approval to provide an exposition. This document provides guidance on the typical structure and content of an exposition. An applicant may use the guidance to develop an exposition that reflects their organisation’s structure, processes and procedures. This document is suitable for a potential CAMO that would be responsible for manging continuing airworthiness for aircraft authorised to operate under its own Air Operator Certificate (AOC). The content relates directly to the requirements of Part 42 and the Part 42 Manual of Standards (MOS) as applicable to a CAMO. 
The content of the document has been arranged into parts, sections and subsections to provide a logical structure for the proposed exposition. Each part deals with subject matters that have similar or common objective. For example, Part 2 deals with core continuing airworthiness management obligation of the CAMO and Part 3 deals with quality system. Within each part, a section deals with a particular subject matter and a subsection deals with a particular aspect of the subject matter. For example, section 2.10 is about maintenance program and subsection 2.10.3 is about how the organisation ensures compliance with the approved maintenance program. The document includes preferred headings for each parts, sections and subsections. The text included under each section or subsection of the document provides guidance on the nature of contents to be included. It is recommended that applicants retain the structure of Part 1 including the headings as much as possible as it provides the general information about the organisation including the organisation’s structure, location, scope of approval, list of key personnel etc. The structure of other parts of the document may need amendment or expansion to suit individual organisation’s need and complexity of the relevant process and procedure. The aim is to collate all the processes and procedures related to a subject matter under the relevant sections in the proposed exposition, irrespective of the location of the legislative requirements either in the Part 42 or in the Part 42 MOS. 
In some cases sample text or procedures have been included (in italics) in the document to expand the guidance and to illustrate the nature of the content required. The organisation should carefully consider the provided content and make necessary changes before including it in their exposition.

It is important for the users of this document to appreciate that no single document can cater for the needs of organisations of varying size and complexity or reflect the organisational structure, processes and procedures of a number of different organisations. This document is for guidance only and the structure and content of a CAMO’s exposition should reflect the unique structures, processes and procedures of the CAMO. The content of each section and subsection should be expanded according to the complexity of the processes and procedures of the CAMO
CASA suggests the organisation correlates the content of their exposition with a compliance check list/matrix, provided at the end of this document, to demonstrate to CASA that they have fully addressed all applicable requirements of Part 42 and Part 42 MOS.
Where the content of the exposition requires processes and procedures to be provided, these may be included in other documents provided they are referred to in the exposition. However, in that case, the other documents form part of the exposition and are subject to the same requirements and controls as the exposition. Processes and procedures included or referred to in the exposition should be of adequate depth and include enough details to demonstrate they establish compliance with the applicable requirements of Part 42 and the Part 42 MOS. 

Duties and responsibilities of individuals as mentioned in the exposition should relate to the obligation of the organisation or the individual under Part 42 and Part 42 MOS, and are not meant to cover employment conditions, performance criteria or administrative functions. Where content of the exposition requires identifying the individual responsible for an action or a decision that is part of a process, it is intended that the individual will be identified by their position title (such as ‘continuing airworthiness manager’) or if applicable, by means that describes their function (such as ‘airworthiness review employees’ or ‘data entry clerks’). 

Where content of the exposition deals with records to be created or kept by the organisation, the relevant procedures in the exposition should take into account the requirements Subpart 42.N in relation to the following:

· legibility of the record

· retrieval of records

· protection of the records from loss, damage or accidental alteration.

CASA recommends worksheets, checklists, forms, lists of items and personnel etc. required under the exposition or associated with the processes or procedures required by the exposition should be included as appendices at the end of the exposition. However, as mentioned above, they may be included in other documents that contain the processes and procedures or in any other document if it is convenient for the organisation to do so.
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List of Effective Pages

This section should include the list of effective pages of the complete manual. The list may be prepared in the following manner.
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Amendment Record

This section should set out the amendment record of the exposition. The amendment record may be in the following form.

	Amendment No.
	Date
	Amendment Details
	Amended by
	Date of Inclusion

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Distribution List
This section should include a distribution list to ensure proper distribution of the exposition and to demonstrate to CASA that all personnel involved in continuing airworthiness management have access to the relevant information. This does not mean that all personnel have to be in receipt of a complete exposition but that a reasonable number of copies are distributed within the organisation(s) so that personnel may have quick and easy access to this exposition.

Alternately, if the manual is available electronically then this section should set out how the electronic version is available throughout the organisation and to individuals outside the organisations.

Following is an example distribution list for hard copies 
	Copy No.
	Holder

	
	

	
	

	
	

	
	


Abbreviations, Acronyms and Definitions
This section should set out the meaning of any abbreviations, acronyms and unique terms used in the exposition. For example:
AD
Airworthiness Directive

ADD
Acceptable Deferred Defect

AMSD
Aircraft Maintenance Standards Department

AOC
Air Operator's Certificate

AOG
Aircraft on Ground

CAR
Civil Aviation Regulation 1988
CASA
Civil Aviation Safety Authority

CASR
Civil Aviation Safety Regulation 1998
CAME
Continuing Airworthiness Management Exposition

CAMO
Continuing Airworthiness Management Organisation

CAO
Civil Aviation Order

CofA
Certificate of Airworthiness

CDL
Configuration Deviation List

CRS
Certificate of Release to Service

EDTO
Extended Diversion Time Operations

ICA
Instructions for Continuing Airworthiness
MEL
Minimum Equipment List

MO
Maintenance Organisation

MOE
Maintenance Organisation Exposition

MOS
Manual of Standards

MPD
Maintenance Planning Document

MP
Maintenance Programme

RNAV……………Area Navigation

RVSM…………..
Reduced Vertical Separation Minima

SB
Service Bulletin

SIL
Service Instruction Leaflet

SMI
Scheduled Maintenance Inspection

PART 1 GENERAL

1.1 Accountable Manager’s Statement

(Paragraph 1.2.1 (a) of the Part 42 MOS refers)
The accountable manager's exposition statement should include the intent of the following paragraphs. The following statement may be used without amendment. Any changes to the statement should not alter the intent.

This exposition defines the processes and procedures that form the basis of approval of [AOC name] as a CAMO.

The exposition, along with the processes and procedures contained in it, are approved by CASA. The organisation must comply with the exposition in order to ensure that all the continuing airworthiness management activities for aircraft managed by [AOC name] CAMO, is carried out to the standard required under the civil aviation legislation, in particular Part 42 and Part 42 Manual of Standards.

The processes and procedures included or referred to in this exposition do not override the need for complying with the requirements of any new or amended legislation. Where processes and procedures are no longer consistent with requirements of the legislation, the organisation is responsible for amending the processes and procedures.

It is a condition of approval that a CAMO, at all times, complies with the requirements of its exposition. CASA may take action to suspend, vary or cancel the CAMO approval of the organisation, as applicable, if CASA has evidence that the processes and procedures included in the exposition are not being followed and the standards are not being upheld.

It is understood that the suspension or cancellation of the CAMO approval would prevent the operation of aircraft under the AOC for which the organisation is responsible for the continuing airworthiness management.


Signed: …………………………………………
Date: …………………………….


Name: …………………………………………..

Title:
Accountable Manager















[AOC name]
1.2 Business Objective
This section should set out the business objectives of the organisation. For example:

The [AOC name] CAMO provides continuing airworthiness management services for the fleet of aircraft operated by [AOC name].

1.3 Relationships with Other Organisations

This section should set out the relationships that the CAMO has with other organisations, including the services that the CAMO provides to other organisations and the services that other organisations provide to the CAMO. 

If the CAMO belongs to a business group then this section should explain the specific relationship the CAMO has with other members of that group, in particular any member of that group that holds an aviation approval such as a Part 145 or Part 147 approval or an AOC. If any individuals carry out duties that are relevant to the aviation approvals of multiple organisations within the group then these should be identified.
1.4 Scope of CAMO Services
(Paragraph 1.2.1 (b) of the Part 42 MOS refers)
This section should set out the services that the CAMO is approved to provide. The minimum requirement is a list of aircraft types and models, plus additional privileges (e.g. privileges associated with maintenance program approvals) and any limitations. 
1.4.1 List of aircraft and CAMO responsibilities

(Regulation 42.105 and paragraph 42.585 (3) (e) refers)
This subsection should list each type and model of aircraft the CAMO is responsible for managing the continuing airworthiness of. The CAMO may choose to list individual aircraft registrations here or may refer to the AOC for this purpose. However, if the individual aircraft are listed then the list should be updated when required to remain aligned with the aircraft listed on the AOC.

1.4.2 Services the CAMO is approved to provide

(Paragraph 42.585 (3) (f) refers)
This subsection should set out the range of continuing airworthiness management services that the CAMO is approved to provide. The detailed procedures that the CAMO must follow to provide these services are to be set out in later parts of the document.

This subsection should set out the CAMO’s scope of approval for changes to maintenance programs. The types and models of aircraft for which the CAMO has the privilege for approving changes to the program should be listed under this subsection. If the CAMO is not authorised to approve changes to the maintenance program then it should be stated here.
1.4.3 Limitations
(Paragraph 42.590 (2) (c) refers)
This subsection should set out the limitations that apply to the CAMO’s scope of approval.
Note that this subsection may be left blank in the initial proposed exposition and populated after discussions with CASA.

1.5 Management Positions and Employees

(Paragraph 1.2.1 (c) of the Part 42 MOS refers)
This section should list names of the individuals occupying the following positions.
1.5.1 Accountable manager

(Subparagraph 1.2.1 (c) (i) and section 1.4 of the Part 42 MOS refers)
This subsection should identify the accountable manager, set out the duties and responsibilities of the accountable manager in relation to the CAMO, and demonstrate that the accountable manager has corporate authority for ensuring that all continuing airworthiness activities can be financed and carried out to the required standard.

The CAMO should also identify an alternative accountable manager, and a procedure to transfer authority from the normal accountable manager to the alternative accountable manager, to ensure that operations are not affected by a temporary absence of the normal accountable manager. Note that a change to the accountable manager is a significant change in accordance with subregulation 42.575 (2) but temporary substitution of an alternative who is identified in the exposition is not a significant change. 
1.5.2 Continuing airworthiness manager

(Subparagraph 1.2.1 (c) (ii) and section 1.6 of the Part 42 MOS refers)
This subsection should identify the continuing airworthiness manager, and set out the duties and responsibilities of the position.
In particular, this subsection should emphasise that the continuing airworthiness manager is responsible for ensuring the continuing airworthiness of the aircraft operated under the AOC and should explain how they achieve this in conjunction with the respective responsible managers.
The CAMO should also identify an alternative continuing airworthiness manager, and a procedure to transfer authority from the normal continuing airworthiness manager to the alternative continuing airworthiness manager, to ensure that operations are not affected by a temporary absence of the normal continuing airworthiness manager. Note that a change to the continuing airworthiness manager is a significant change in accordance with subregulation 42.575 (2) but temporary substitution of an alternative who is identified in the exposition is not a significant change. 
1.5.3 Responsible managers
(Subparagraph 1.2.1 (c) (iii) and section 1.5 of the Part 42 MOS refers)
This subsection should identify each responsible manager, and set out the duties and responsibilities of each position.

The level of detail should be sufficient to show that all the responsibilities and obligations of the CAMO under Part 42 and the Part 42 MOS are covered by the responsible managers. 
If there is more than one responsible manager then their responsibilities and obligations should be framed with reference to the appropriate regulation or chapter of the Part 42 MOS.
The CAMO should also identify an alternative responsible manager for each responsible manager, and a procedure to transfer authority from the normal responsible manager to the alternative responsible manager, to ensure that operations are not affected by a temporary absence of the normal responsible manager. Note that a change to a responsible manager is a significant change in accordance with subregulation 42.575 (2), however, temporary substitution of an alternative who is identified in the exposition is not a significant change. 
1.5.4 Quality manager 

(Subparagraph 1.2.1 (c) (iv) and section 1.7 of the Part 42 MOS refers)
This subsection should identify the quality manager, set out the duties and responsibilities of the position, and demonstrate that the quality manager reports directly to the accountable manager for all quality related matters. 
The CAMO should also identify an alternative quality manager, and a procedure to transfer authority from the normal quality manager to the alternative quality manager, to ensure that operations are not affected by a temporary absence of the normal quality manager. Note that a change to the quality manager is a significant change in accordance with subregulation 42.575 (2) but temporary substitution of an alternative who is identified in the exposition is not a significant change. 
1.5.5 Airworthiness review employees

(Paragraph 1.2.1 (f) and section 1.9 of the Part 42 MOS refers)
This subsection should contain a list of airworthiness review employees. 

This subsection should also set out the procedures for authorising airworthiness review employees, in particular, who is responsible for authorising them, and how and where copies of the authorisations are held.

1.5.6 Maintenance program approval employees

(Paragraph 1.2.1 (g) and section 1.10 of the Part 42 MOS refers)
This subsection should contain a list of maintenance program approval employees. 

This subsection should also set out the procedures for authorising maintenance program approval employees, in particular, who is responsible for authorising them, and how and where copies of the authorisations are held.

This subsection is not applicable if the CAMO does not have the privilege to approve aircraft maintenance programs or variations to aircraft maintenance programs. 

1.5.7 Continuing airworthiness management employees

(Section 1.8 of the Part 42 MOS refers)
This subsection should demonstrate that the number of people dedicated to the performance of the approved continuing airworthiness management activity is adequate. It is not necessary to give the detailed number of employees of the whole business but only the number of those involved in continuing airworthiness management. This may be presented as a table, as in the example that follows. According to the size and complexity of the CAMO, this table may be further developed or simplified.
As of 27 June 2011, the number of employees dedicated to continuing airworthiness management tasks is the following:

	
	Full Time
	Part Time
(in equivalent full time)

	Continuing airworthiness management employees
	
	

	Airworthiness review employee
	
	

	Maintenance program approval employee 
	
	

	Quality management
	
	

	Other
	
	


This subsection should also demonstrate how the CAMO ensures the qualifications of the employees performing continuing airworthiness management activities are appropriate for the task they perform. Qualification standards for the personnel quoted above should be consistent with the size and complexity of the organisation. It should also explain how the need for recurrent training is assessed and how the training is delivered or sourced.

1.5.8 Documents supporting the qualifications of key personnel
(Subsections 1.5.8, 1.6.10, 1.7.4, 1.8.2, 1.9.8 and 1.10.10 of the Part 42 MOS refers)

This subsection should set out how the CAMO ensures that their key personnel meet the relevant qualification, experience and knowledge requirements of the Part 42 MOS. 

In particular, this subsection should include assessment and record keeping procedures for the documents that demonstrate the CAMO’s key personnel, including managers and employees who are authorised to carry out or certify for tasks, have the appropriate qualifications, experience and knowledge required under the Part 42 MOS. 

Subsection 1.8.2 of the Part 42 MOS requires the CAMO to keep written records of all employees involved in continuing airworthiness management, however, it is not necessary to include a list of every continuing airworthiness management employee and their qualifications in the exposition. The full records required by Subsection 1.8.2 of the Part 42 MOS may be maintained elsewhere within the CAMO’s records system.

1.6 Organisational Chart 
(Paragraph 1.2.1 (d) of the Part 42 MOS refers)
Depending on the size and complexity of the organisation, one or more charts may be used to provide a comprehensive understanding of the whole organisation including the line of reporting.

The following chart shows the overall structure of an air transport AOC holder and shows where the CAMO fits within the AOC.






The chart below shows further details on the CAMO’s structure, and clearly shows the independence of the quality system, including the links between the quality assurance department and the other departments. This chart may be combined with the one above or subdivided as necessary depending on the size and the complexity of the organisation. The structure depicted below the continuing airworthiness manager in the chart is an example only.

It is up to the organisation to determine the most appropriate structure; including nomination of responsible managers to cover all the continuing airworthiness activities the applicant is seeking approval to provide.










1.7 Changes to Organisation 
(Division 42.G.3 refers)
1.7.1 Significant changes

(Subregulation 42.575 (2) and regulations 42.610 and 42.615 refers)
Significant changes to the organisation require approval by CASA in accordance with regulations 42.610 and 42.615. Significant changes are defined in subregulation 42.575 (2).

This subsection should set out the procedure that the CAMO must follow for making significant changes to the organisation. In particular, it should set out how the changes are initiated and assessed, how applications are made, how the organisation ensures that the change is fully incorporated, and who within the organisation is responsible for managing these changes.  

1.7.2 Changes that are not significant changes
(Regulation 42.620 refers)
Changes to the organisation and exposition that are not significant changes may be approved by the CAMO in accordance with regulation 42.620 without prior approval by CASA. 

This subsection should set out the procedure that the CAMO must follow for making changes to the organisation that are not significant changes. In particular, it should set out how the changes are initiated and assessed, how applications are made, how approvals are given, how the organisation ensures that the change is fully incorporated, how the organisation notifies CASA, and who within the organisation is responsible.  

1.8 Facilities and Equipment

(Paragraph 1.2.1 (e) of the Part 42 MOS refers)
This section should set out a description of the office accommodation, amenities and equipment required under section 1.3 of the Part 42 MOS. This should demonstrate that the CAMO has adequate facilities to support the continuing airworthiness management activities.
If the CAMO has facilities in more than one location then this section should include a brief description of activities that are undertaken at each location and should demonstrate that each location has adequate accommodation, amenities and equipment appropriate for the activities undertaken at that location. 
1.9 Instructions for Continuing Airworthiness

(Dictionary – Part 3 and Section 1.11 of the Part 42 MOS refers)

The CAMO must have current instructions for continuing airworthiness (ICA) for all aircraft, and all CAMO employees must have access to these instructions. 

This section should set out the procedures that the CAMO must follow to ensure that the ICA are up to date, and the ICA are provided to employees, i.e. the administrative aspects of the requirements for ICA. 
This section is not intended to cover the technical aspects of the requirements for ICA, such as assessing technical documents and updating the maintenance program. The technical aspects of ICA are set out in Part 2 of the exposition. 

1.9.1 Description of the ICA

This subsection should set out which documents constitute ICA for the types of aircraft managed by the CAMO.
1.9.2 Access to ICA

This subsection should set out how the CAMO ensures employees have access to the ICA, in particular whether the CAMO holds hard copy at various locations or delivers them electronically.

1.9.3 Updating of the ICA 

This subsection should set out how the CAMO ensures the ICA are up to date and who is responsible for ensuring this.
1.10 Exposition
(Section 1.2 of the Part 42 MOS refers)
1.10.1 Providing employees with exposition 
(Regulation 42.655 refers)

This subsection should set out how the CAMO ensures employees have access to the parts of the exposition that relate to their duties and responsibilities, and who is responsible for this.

1.10.2 Keeping the exposition up to date and compliant 

(Paragraph 1.2.1 (i) of the Part 42 MOS refers)
This subsection should identify how the CAMO ensures that the exposition is up to date and complies with the requirements of Part 42 and Part 42 MOS in relation to its content, and who is responsible for this.

1.10.3 Changes to continuing airworthiness management exposition 
(Paragraph 1.2.1 (h) of the Part 42 MOS refers)
This subsection should set out how any proposed change to the exposition is initiated and who is responsible for assessing the proposed change to determine whether the change needs to be approved by CASA or whether it may be approved by the CAMO. 
The subsection should set out the procedures for making applications for changes to CASA and the procedures for approval by the CAMO, if applicable, and for ensuring the changes comply with the regulations and the Part 42 MOS. It should also identify the individual who is responsible for incorporating the change in the exposition once it is approved.
1.10.4 Direction by CASA to change expositions 

(Regulation 42.625 and 42.665 refers)
This subsection should set out how the CAMO incorporates changes to its exposition to comply with a direction given by CASA. The individuals responsible for this should be identified.

PART 2 Continuing Airworthiness ManagEment
(Subpart 42.C refers)
This part should set out, in detail, how the CAMO carries out the services it is authorised and required to provide in order to ensure that it meets its obligations under Subpart 42.C.

It is acceptable to refer to other documents and manuals of the CAMO in order to prevent the exposition from becoming unmanageably large. If this is done, however, then the other documents and manuals become subject to the same requirements and controls as the exposition, e.g. CASA approval and change management. 

2.1 Sourcing of Maintenance
2.1.1 Maintenance of aircraft 
(Regulation 42.080 refers)
This subsection should set out how the CAMO orders the maintenance for the aircraft for which it is responsible. 
This subsection should include procedures to ensure that maintenance is only carried out by a person who is permitted to carry out the maintenance under regulation 42.295 or regulation 42.300 and who is responsible.
The identity of the maintenance provider for each aircraft type for the line and base maintenance should be listed in an appendix or in a separate document.
2.1.2 Maintenance of aircraft by pilots
(Subregulation 42.080 (2) refers)
This subsection should set out the locations and the circumstances under which the pilots are authorised to carry out the maintenance.

The list of locations may be provided in an appendix or the CAMO may refer to another document or manual. Changes to the list of locations may be managed as non-significant changes in accordance with the exposition change management procedure. 
2.1.3 Maintenance of aeronautical products 
(Subregulation 42.080 (3) refers)
This subsection should set out how the CAMO orders the maintenance for the aeronautical products for which it is responsible. 

This subsection should include procedures to ensure that maintenance is only carried out by a person who is permitted to carry out the maintenance under regulation 42.305 and who is responsible.

The identity of the maintenance provider for major parts, such as engine, auxiliary power unit, landing gear and flight control avionics system components, should be listed in an appendix or in a separate document.
2.2 Pre-flight Inspection
(Regulation 42.1070 refers)
If an aircraft’s flight manual requires a pre-flight inspection of the aircraft to be carried out before the aircraft is operated for a flight, then the pilot in command of the aircraft must ensure that a pre-flight inspection of the aircraft is carried out before the aircraft is operated for the flight. 
It is the CAMO’s responsibility to ensure that the required pre-flight inspections are included in the maintenance programs. 

This section should set out the procedures that the CAMO must follow to ensure that the pre-flight inspection requirements are complied with, including determination of the inspection requirements, inclusion in the maintenance program and recording that the inspection has been carried out. 

It is acceptable to refer to the flight or operations manual or any other document that contains the pre-flight inspection.

2.2.1 Identification of the pre-flight inspection requirements 

This subsection should set out how the pre-flight requirements are identified for each aircraft, either by reference to the flight or operations manual or any other document that contains the pre-flight inspection.

2.2.2 Ensuring compliance with pre-flight inspection requirements

This subsection should set out how the pilot-in-command ensures that the pre-flight inspection is carried out before the aircraft is operated for the flight. If applicable, it should specify how and where a record of pre-flight inspection is made. 
2.3 Certificate of Release to Service
(Subpart 42.H refers)

If maintenance has been carried out on an aircraft then a certificate of release to service (CRS) must be issued for the aircraft in relation to that maintenance.
2.3.1 Ensuring CRS is issued after maintenance 
(Subregulation 42.030 (2) (b) refers)
This subsection should set out the procedures that the CAMO must follow to ensure that a CRS is issued for an aircraft after maintenance. In particular, that there are adequate procedures in place to prevent a flight commencing without a CRS after maintenance.

Any responsibility or requirement of the flight crew in this regard may be included in the operation manual and referenced here.
2.3.2 Issue of CRS with open defect 
(Paragraph 42.745 (f) refers)
This subsection should set out the procedures that the CAMO must follow to deal with a CRS that has been issued with an open defect in the aircraft (i.e. a defect for which rectification has not been deferred in accordance with Subdivision 42.D.6.1). 

In particular, this subsection should set out the procedures for receiving notification from the maintenance organisation in accordance with subparagraph 42.745 (f) (ii), arranging rectification, and who is responsible for managing this.

If the CAMO restricts issue of a CRS with open defects then this should be mentioned here.
2.3.3 Issue of CRS after incomplete maintenance 
(Paragraph 42.745 (g) refers)
This subsection should set out the procedures that the CAMO must follow to deal with a CRS that has been issued after incomplete maintenance (i.e. when all the requested maintenance has not been carried out). 
In particular, this subsection should set out the procedures for receiving notification from the maintenance organisation in accordance with subparagraph 42.745 (g) (ii), arranging completion of the maintenance, and who is responsible for managing this.

2.4 Management of Defects
This section should set out the procedures that the CAMO must follow to manage defects in aircraft. 

The procedures must be sufficient to ensure that the aircraft is not flown with a defect that affects the safe operation of the aircraft. 
2.4.1 Rectification of defect in aircraft before flight 
(Regulation 42.115 refers)
This subsection should set out the procedures that the CAMO must follow to ensure that defects are rectified before flight in accordance with regulation 42.115. 

This subsection should include the various options for rectification of defects such as the established ICA and Part 21 repair design approvals, as well as how any ongoing airworthiness requirements are complied with, and who is responsible.

If the defect exceeds the limits established in the ICA, or if there are no limits, then the CAMO may contact the type certificate holder and request new ICA to enable the defect to be dealt with. 

2.4.2 Operation of aircraft without rectification of defect

(Regulations 42.030 and 42.115 refers)
Under certain circumstances, an aircraft may continue to operate with a defect that has not been rectified. Circumstances such as:

· rectification of the defect may be deferred in accordance with the minimum equipment list for the aircraft;
· rectification of the defect may be deferred in accordance with the configuration deviation list for the aircraft;
· the defect is approved as a permissible unserviceability under regulation 21.007;
· a special flight permit has been issued under regulation 21.200 to authorise continued operation with the defect;
· the defect is in a piece of operational and emergency equipment that is not required for the flight;

This subsection should set out procedures that the CAMO must follow for dealing with defects where the defect is not to be rectified before flight. 
This subsection should include the various options for continued operation, as well as how any follow-up requirements are complied with, final rectification and who is responsible. 

2.5 Airworthiness Directives (and Mandatory Requirements)
2.5.1 Ensuring compliance with airworthiness directives 
(Regulation 42.120 refers)
This subsection should set out the procedures that the CAMO must follow to ensure compliance with the airworthiness directives that are applicable to each aircraft and aeronautical products fitted to the aircraft. 
This subsection should include the procedures for monitoring, assessing and implementing airworthiness directives and the individuals responsible.

2.5.2 Other mandatory requirements

The CAMO may choose to include a subsection on how they ensure compliance with other mandatory requirements, such as regulation amendments and directions from CASA. 
2.6 Modifications and Repairs 
2.6.1 Part 21 approvals for the design of modifications and repairs to aircraft 

(Regulation 42.125 refers)

This subsection should set out the procedures that the CAMO must follow to ensure that aircraft are not modified or repaired unless there is a Part 21 approval for the design of the modification or repair and the modification or repair is compatible with the existing configuration of the aircraft. 
This subsection should include procedures for verification of the Part 21 approval for the design of modification or repair and assessment of compatibility with the existing aircraft configuration. 
This subsection should also include procedures for seeking design approval from an authorised person or CASA for a modification or repair that is not covered by an existing approval.
2.7 Dealing with Non-Mandatory Instructions for Continuing Airworthiness
2.7.1 Ensuring compliance with regulation 42.130 
(Regulation 42.130 refers)
This subsection should set out the procedures that the CAMO must follow for dealing with non-mandatory ICA, such as service bulletins and service letters, issued by the type certificate and supplemental type certificate holders of the aircraft, engine and propellers. 
This subsection should include a list of the types of ICA that the CAMO shall assess under Regulation 42.130, as well as procedures for monitoring, assessing and implementing these ICA and who is responsible. 
2.8 Life Limited Aeronautical Products 
2.8.1 Replacement of life limited aeronautical products 
(Regulation 42.135 refers)
This subsection should set out the procedures that the CAMO must follow to ensure that life limited aeronautical products are removed from the aircraft before the life limit is reached. 
This subsection should include procedures for identifying and monitoring the life limit of aeronautical products and who is responsible.
2.9 Operational and Emergency Equipment 

(Paragraph 42.030 (2) (d) refers)

This subsection should set out the procedures that the CAMO must follow to ensure compliance with the operational and emergency equipment requirements. 
This subsection should include procedures for identifying the equipment that is required, ensuring that the equipment is fitted to the aircraft and who is responsible.
2.10 Maintenance Program
(Chapter 2 of the Part 42 MOS refers)
2.10.1 Development of maintenance program 
(Regulation 42.140 and chapter 2 of the Part 42 MOS refers)
This subsection should set out the procedures that the CAMO must follow to ensure that there is an approved maintenance program for each aircraft managed by the CAMO.

This subsection should include procedures for development of the maintenance program (taking into account the requirements in the Part 42 MOS), and who is responsible.
2.10.2 Arranging for approval of the proposed maintenance program by CASA
(Division 42.J.3 refers)
This subsection should set out the procedures that the CAMO must follow to gain approval of a proposed maintenance program. 

This subsection should include reference to the requirements of Division 42.J.3 (regulation 42.975 in particular) and who is responsible.
Note that under paragraph 42.940 (1) (a), a CAMO may not approve a maintenance program for an aircraft operating under an air transport AOC. The result is that the maintenance program for an aircraft operating under an air transport AOC may only be approved by CASA in accordance with Division 42.J.3. 

2.10.3 Compliance with approved maintenance program 

(Regulation 42.145 refers)

This subsection should set out the procedures that the CAMO must follow to ensure compliance with the approved maintenance program for each aircraft. 

This subsection should include the detailed procedures for monitoring and scheduling maintenance tasks and who is responsible.
2.10.4 Updating approved maintenance program 
(Regulation 42.150 and Chapter 2 of the Part 42 MOS refers)
This subsection should set out the procedures that the CAMO must follow to ensure that the maintenance program for each aircraft is kept up to date, taking into account any changes to the:

· ICA for the aircraft and aeronautical products;
· airworthiness directives that apply to the aircraft;

· operation and utilisation of the aircraft;

· configuration of the aircraft; and
· requirements in the Part 42 MOS that apply to the maintenance program for the aircraft.
This subsection should include how the CAMO identifies possible variations of the approved maintenance program, how the variations are assessed to ensure compliance with the requirements in the Part 42 MOS, the time within which the maintenance program must be updated after a change is identified (refer subregulation 42.150 (2)), as well as who is responsible.
2.10.5 Variations of approved maintenance programs 
(Division 42.J.4 and 42.J.5 refers)
This subsection should set out the procedures that the CAMO must follow to vary an approved maintenance program.

Variations of maintenance programs may be approved by CASA or, in certain circumstances as set out in regulation 42.985, the CAMO.

This subsection should include procedures for determining whether the variation may be approved by the CAMO or CASA, preparing the application, how approval is given by the CAMO, record keeping requirements, incorporating the approved variation into the approved maintenance program and who is responsible. 
Note that this subsection is intended to cover variations of the maintenance program that are not applicable under the provisions for one-off extension to maintenance task intervals. 
2.10.6 One-off extensions to a maintenance task interval

(Section 2.10 of the Part 42 MOS refers)

This subsection should set out the procedures that the CAMO must follow to ensure compliance with the provisions in the Part 42 MOS for one-off extensions to maintenance task intervals.

This subsection should include details of how the CAMO controls one-off extensions to maintenance task intervals to ensure extension are carried out within the scope of the approved maintenance program and who is responsible.
2.10.7 Direction by CASA to vary approved maintenance program 
(Regulation 42.1035 refers)
This subsection should set out the procedures that the CAMO must follow for complying with any direction given by CASA to vary an approved maintenance program for an aircraft.

2.10.8 Engines and propellers 

If the aircrafts engines or propellers are of sufficient complexity that the CAMO needs to develop special procedures to ensure their continuing airworthiness this subsection should set out those procedures.

2.11 Ensuring Effectiveness of Approved Maintenance Program 
(Regulations 42.155 and 42.160 refers)

The CAMO must have a means of ensuring the effectiveness of the approved maintenance program. 

This section should set out the procedures that the CAMO must follow to ensure the effectiveness of the approved maintenance program, either a reliability program or an analysis, as required by the regulations.

2.11.1 Ensuring effectiveness of the maintenance program using approved reliability program 
(Regulation 42.155 and Chapter 3 of the Part 42 MOS refers)
This subsection should set out the procedures that the CAMO must follow to ensure the effectiveness of the approved maintenance program using a reliability program. 

This subsection should include procedures to ensure that there is an approved reliability program for each aircraft that requires a reliability program under regulation 42.155, and how the CAMO uses that reliability program to ensure the effectiveness of the approved maintenance program, and who is responsible. 
This subsection may refer to the organisation’s reliability program manuals as applicable. 
2.11.2 Arranging for approval of a reliability program by CASA 
(Regulation 42.1045 refers)
This subsection should set out the procedures that the CAMO must follow to gain approval of a reliability program for an aircraft taking into account the requirements of regulation 42.1045.

2.11.3 Evaluation and review of the approved reliability program
(Section 3.12 of the Part 42 MOS refers)
This subsection should set out the procedures that the CAMO must follow to ensure that the approved reliability program is kept up to date and effective, taking into account any change to the:

· maintenance program for the aircraft;

· configuration of the aircraft;

· requirements in the Part 42 MOS that apply to the reliability program for the aircraft.
This subsection should include how the CAMO assesses the effectiveness of the reliability program as a whole, initiates variations of the reliability program, assesses proposed variations to ensure compliance with the requirements in the Part 42 MOS and who is responsible. 
This subsection may refer to the organisation’s reliability program manuals as applicable. 
2.11.4 Arranging for approval of a variation of a reliability program by CASA 
(Regulation 42.1055 refers)
The subsection should set out the procedures that the CAMO must follow to gain approval of a variation of the approved reliability program.
2.11.5 Ensuring effectiveness of the maintenance program by means other than a reliability program 
(Regulation 42.160 refers)
This subsection should set out the procedures that the CAMO must follow to ensure effectiveness of the maintenance program for the aircraft that do not require a reliability program. 
This subsection should include details of how the CAMO carries out analysis of the approved maintenance program and who is responsible. 
2.11.6 Making changes to the approved maintenance program to ensure program is effective

(Regulation 42.160 and Section 3.11 of the Part 42 MOS refers)

This subsection should set out the procedures that the CAMO must follow to initiate changes to the maintenance program that are driven by the reliability program or results of analysis carried out under regulation 42.160. 
This subsection should include the time within which such changes must be made, and who is responsible.
2.11.7 Engines and propellers 

If the engines or propellers are of sufficient complexity then the CAMO might need to develop special procedures to ensure the effectiveness of the maintenance program for the engines or propellers. If that is the case then this subsection should set out those procedures.

2.12 Creation of New Maintenance Data and Changes to Existing Maintenance Data

(Section 1.12 of the Part 42 MOS refers)

This section should set out the procedures that the CAMO must follow to create and approve new maintenance data and changes to existing maintenance data in accordance with the Part 42 MOS. 
2.12.1 Need for new maintenance data or changes to existing data

This subsection should set out the procedures that the CAMO must follow to identify the need for new maintenance data or changes to existing maintenance data and initiate an application, taking into account the requirements of the Part 42 MOS.

2.12.2 Development of new maintenance data or changes to existing data

This subsection should set out the procedures that the CAMO must follow to develop new data or changes to existing data in accordance with the Part 42 MOS. In particular it should set out the procedures for ensuring that no limits or inspection or test parameters included in the existing data are exceeded (unless the relevant existing maintenance data was originally created by the CAMO) and who is responsible.
2.12.3 Assessment and approval of new data or changes to existing data

This subsection should set out the procedures that the CAMO must follow for assessing and approving new and changed maintenance data in accordance with the Part 42 MOS, and who is responsible.
2.13 Continuing Airworthiness Records
(Subpart 42.N refers) 
2.13.1 Continuing airworthiness records system 
(Regulation 42.170 refers)
This subsection should set out the significant details of the CAMO’s continuing airworthiness records system for each aircraft managed by the CAMO. 
This subsection should include details of how the required information is recorded, kept, retrieved, provided to those who require it (e.g. employees, maintenance organisation, CASA), protected from loss, damage or accidental alteration in accordance with the requirements of Subpart 42.N and who is responsible.

2.13.2 Information about aircraft engines and propellers 
(Regulation 42.180 refers)
This subsection should set out the procedures that the CAMO must follow to ensure that the information required under regulation 42.180 regarding each engine and propeller fitted to each aircraft is recorded in the continuing airworthiness record system.

This subsection should include details of how the information is recorded, how the records are kept up to date, the time within which the records must be updated and who is responsible.

2.13.3 Information about empty weight of aircraft 
(Regulation 42.185 refers)
This subsection should set out the procedures that the CAMO must follow to ensure that the information required under regulation 42.185 for each aircraft’s empty weight and the corresponding centre of gravity position is recorded in the continuing airworthiness record system.

This subsection should include details of how the information is recorded, how the records are kept up to date, the time within which the records must be updated and who is responsible.

2.13.4 Utilisation information that is used to manage continuing airworthiness 
(Regulation 42.190 refers)
This subsection should set out the procedures that the CAMO must follow to ensure that the utilisation information required under regulation 42.190 for an aircraft is recorded in the continuing airworthiness record system.

This subsection should include details of the utilisation information (e.g. hours, landings, cycles) that are recorded for each aircraft type, how the information is recorded, how the records are kept up to date, the time within which the records must be updated and who is responsible.

2.13.5 Information about compliance with airworthiness directives 
(Regulation 42.195 refers)
This subsection should set out the procedures that the CAMO must follow to ensure that the information required under regulation 42.195 for airworthiness directives that apply to each aircraft and aeronautical products fitted to the aircraft is recorded in the continuing airworthiness record system.

This subsection should include details of how the information is recorded, how the records are kept up to date, the time within which the records must be updated and who is responsible.

2.13.6 Information about compliance with maintenance program 
(Regulation 42.200 refers)
This subsection should set out the procedures that the CAMO must follow to ensure that the information required under Regulation 42.200 for each aircraft’s maintenance program is recorded in the continuing airworthiness record system.

This subsection should include details of how the information is recorded, how the records are kept up to date, the time within which the records must be updated and who is responsible.

2.13.7 Information about modifications 
(Regulation 42.205 refers)
This subsection should set out the procedures that the CAMO must follow to ensure that the information required under regulation 42.205 for modifications made to each aircraft is recorded in the continuing airworthiness record system.

This subsection should include details of how the information is recorded, how the records are kept up to date, the time within which the records must be updated and who is responsible.
2.13.8 Information about aeronautical products with life limits 
(Regulation 42.210 refers)
This subsection should set out the procedures that the CAMO must follow to ensure that the information required under regulation 42.210 for life limited aeronautical products fitted to each aircraft is recorded in the continuing airworthiness record system.

This subsection should include details of how the information is recorded, how the records are kept up to date, the time within which the records must be updated and who is responsible.
2.13.9 Documents that substantiate the information in the continuing airworthiness records system 
(Regulation 42.215 refers)
This subsection should set out the procedures that the CAMO must follow to ensure that the documents required under regulation 42.215 to substantiate required information are kept. 
This subsection should include details of the kinds of documents that are kept by the organisation to substantiate the information recorded under regulations 42.180, 42.185, 42.190, 42.195, 42.200, 42.205 and 42.210, how the documents must be kept, how the documents are accessed, how long the documents must be retained and who is responsible.
Examples of documents include; maintenance records for the aircraft, authorised release certificate for products, flight technical log entries containing utilisation information and design approvals containing details of changes aircraft empty weight and corresponding centre of gravity position. 
For example, to substantiate the life limit information for a product the authorised release certificate for the manufacture of the product and the subsequent removal and installation details of the product may be required. 
2.13.10 Description of the flight technical log 
(Regulation 42.220 refers)
This subsection should set out the significant details of the CAMO’s flight technical log for each aircraft managed by the organisation. 
This subsection should describe the format of the log, and should demonstrate that the log is capable of recording the information that must be recorded in the flight technical log in accordance with the requirements of Part 42, and who is responsible (for the flight technical log in general). 
If applicable, a copy or sample of the flight technical log may be in included as an appendix.

2.13.11 Availability of the flight technical log 
(Regulation 42.225 refers)
This subsection should set out the procedures that the CAMO must follow to ensure that the flight technical log for the aircraft is available to the pilot-in-command of the aircraft and to the person who is carrying out maintenance on the aircraft.

2.13.12 Ensuring information in the flight technical log is recorded 
(Paragraphs 42.030 (2) (f), 42.245, 42.370, 42.440 (g), 42.760 (2), 42.1075 refers)
This subsection should set out the procedures that the CAMO must follow to ensure that the required information is recorded flight technical log.

2.13.13 Instructions for recording information in the flight technical log 
(Paragraphs 42.030 (2) (e), 42.245, 42.370, 42.440 (g), 42.760 (2), 42.1075 refers)
This subsection should include detailed instructions for individuals on how to record information on the flight technical log. Such procedures may be included in the flight technical log or in the AOC holder operations manual and referenced here. 
If the complete flight technical log or part of the log is in electronic format, this subsection should set out how the information is recorded in the flight technical log during and after the flight.

2.13.14 Recording of utilisation information by means other than flight technical log 
(Regulations 42.250 and 42.255 refers)
If the organisation records (or intends to record) the utilisation information required under regulation 42.190 by means other than the flight technical log (such as by using aircraft communication addressing and reporting system) then this subsection should include procedures for gaining approval from CASA for this purpose, procedures that the CAMO must follow to ensure the required information is recorded in accordance with the approval and who is responsible. 
If the CAMO/AOC holder has existing approvals related to this subject then a reference to these approvals should be included in this subsection.

2.13.15 Retention of continuing airworthiness records 
(Regulation 42.260 refers) 

This subsection should set out the procedures that the CAMO must follow to ensure compliance with the required retention period for the various kinds of continuing airworthiness records mentioned in the Table under regulation 42.260. 
This subsection should include how the records are kept, retrieved and protected from loss, damage or accidental alteration in accordance with the requirements of Subpart 42.N and who is responsible.

2.13.16 Transfer of continuing airworthiness records

(Regulation 42.265 refers)
This subsection should set out the procedures that the CAMO must follow for transferring the continuing airworthiness records for an aircraft after the CAMO ceases to be the person responsible for continuing for the aircraft.
This subsection should include the time within which the records must be transferred and who is responsible.

2.14 Major Defects 
This section should cover the CAMO’s procedures relating to defect reporting and investigation. 

2.14.1 Reporting major defects on aircraft 
(Regulation 42.270 refers)
This subsection should set out the procedures that the CAMO must follow for reporting major defects in accordance with the requirements of regulation 42.270. 
This subsection should include how major defects are identified by the CAMO from the continuing airworthiness records, how the CAMO receives defect reports from maintenance organisations, how to submit a report to the required people and organisations, the required timeframe for reporting and who is responsible.
2.14.2 Investigation of major defects on aircraft 
(Regulation 42.275 refers)
This subsection should set out the procedures that the CAMO must follow for investigating major defects and reporting the findings to CASA, including the time within which the report must be submitted and who is responsible. 
2.14.3 Providing further information in relation to major defects 
(Regulations 42.280 and 42.285 refers)
This subsection should set out the procedures that the CAMO must follow for providing further information regarding a major defect to CASA or the certificate or approval holder, including who is responsible.

2.14.4 Retention of parts that are subject to major defects 
(Regulation 42.280 refers)
This subsection should set out the procedures that the CAMO must follow for retention of parts that are subject to major defects in accordance with the requirements of regulation 42.280, including who is responsible
2.15 Dealing with Unapproved Parts
2.15.1 Control of unapproved parts 
(Regulation 42.475 refers)
This subsection should set out the procedures that the CAMO must follow for controlling unapproved parts. 

This subsection should include procedures for identifying and storing the parts separately in accordance with the requirements of regulation 42.475 and who is responsible.
2.15.2 Reporting unapproved parts 
(Regulation 42.480 refers)
This subsection should set out the procedures that the CAMO must follow for reporting unapproved parts in accordance with the requirements of regulation 42.480, including who is responsible.
2.15.3 Providing further information in relation to unapproved parts 
(Regulation 42.485 refers)
This subsection should set out the procedures that the CAMO must follow for providing further information to CASA in relation to unapproved parts reported by the CAMO, including who is responsible.
2.15.4 Disposal of unapproved parts 
(Regulations 42.485 and 42.490 refers)
This subsection should set out the procedures that the CAMO must follow for disposal of unapproved parts in accordance with requirements of regulation 42.490. 
The procedure must ensure that the unapproved part is not disposed of until CASA has confirmed that the part does not have to be kept, and identify who is responsible.
2.16 Dealing With Aeronautical Products Fitted Under Regulation 42.440
This section should set out the procedures that the CAMO must follow for dealing with parts for which there is no authorised release certificate. 

2.16.1 Installation of parts for which there is no authorised release certificate. 

(Regulation 42.440 refers)

This subsection should set out the procedures that the CAMO must follow relating to the installation of a part for which there is no authorised release certificate, taking into account the requirements of regulation 42.440, in particular acceptance (or rejection) of the part, and who is responsible.

2.16.2 Ensuring compliance with regulation 42.165
(Regulation 42.165 refers)
This subsection should include the procedures that the CAMO must follow to ensure compliance with regulation 42.165, including who is responsible.
2.17 Special Operational Approvals
2.17.1 Management of special operational approvals 
(Paragraph 2.8.1 (c) of the Part 42 MOS, CAO 82.0, CAR 181M and Subpart 91.U refers)
This subsection should set out the CAMO’s role in managing the following operational approvals:

· an EDTO approval under Civil Aviation Order (CAO) 82.0;

· an RVSM operational approval under regulation 181M of the Civil Aviation Regulations 1988 (CAR) ;

· a navigation authorisation under Subpart 91.U.
This subsection should include the procedures the CAMO must follow to meet their obligations, including liaising with the operational department of the airline, procedures for development and implementation of relevant continuing airworthiness requirements and who is responsible.

2.18 Special Flight Permits 
(Regulations 42.115 and 21.197 refers)
2.18.1 Application for special flight permits
This subsection should set out the procedures that the CAMO must follow to apply to CASA or an authorised person for a special flight permit on behalf of the organisation or AOC holder. 
2.18.2 Ensuring compliance with the special flight permit
This subsection should set out the procedures that the CAMO must follow to ensure an aircraft operated under a special flight permit is operated within the limits specified in the special flight permit. 
PART 3 QUALITY SYSTEM

(Section 1.13 of the Part 42 MOS refers)
This part should describe the CAMO’s quality system that is in place to ensure the requirements of Section 1.13 of the Part 42 MOS are met. 
If the CAMO’s quality system is part of the corporate quality system, then this section may refer to the corporate quality system fully or partially. However, if this approach is taken then the corporate quality system must be capable of meeting the requirements of the Section 1.13 of the Part 42 MOS and should address the requirements of the sections below.
3.1 Quality policy 
(Subsection 1.13.1 of the Part 42 MOS refers)
This subsection should set out the quality policy of the CAMO in relation to the continuing airworthiness obligations of the organisation. As a minimum the quality policy should demonstrate the organisation’s commitment to ensure:

· continuing airworthiness management services are provided in compliance with Part 42, Part 42 MOS and its exposition; and
· the standard of maintenance being carried out on the aircraft meets the requirements of Part 42 and Part 145.

3.2 Quality audit plan 
(Subsection 1.13.2 of the Part 42 MOS refers)
This subsection should set out the CAMO’s quality audit plan, including whether the audit is a one-off annual event or is a progressive one, how and where the plan required under Subsection 1.13.2 of the Part 42 MOS is kept and who is responsible for managing the plan.

3.3 Qualification and independence of auditors 
(Subsection 1.13.3 of the Part 42 MOS refers)
This section should identify the individuals who are responsible for performing audits. It should also describe how the organisation ensures independence of the auditors and how the organisation assesses the knowledge and qualifications of auditors as required under Subsection 1.13.3 of the Part 42 MOS.

3.4 Recording and reporting of all audit findings 
(Subsection 1.13.1 of the Part 42 MOS refers)
This section should set out the procedures that the CAMO must follow for recording the audit findings and how those findings are reported to the accountable manager and the appropriate responsible manager.

3.5 Implementation of corrective and preventative actions 
(Subsections 1.13.1 and 1.13.4 of the Part 42 MOS refers)
This section should set out the procedures that the CAMO must follow for implementing the corrective and preventative actions for any deficiencies identified in the audit findings. In particular, the organisation should demonstrate that the procedures ensure corrective and preventative actions are implemented in a timely manner, taking into account the significance of the findings.

3.6 Provision of feedback to the quality manager 
(Subsection 1.13.1 of the Part 42 MOS refers)
This section should set out the procedures that the CAMO must follow for the provision of feedback to the quality manager about the corrective and preventative action implemented.
3.7 Records relating to audits 
(Subsections 1.13.5 and 1.13.6 of the Part 42 MOS refers)
This section should set out the procedures that the CAMO must follow to ensure that the audit record keeping requirements of Subsection 1.13.5 of the Part 42 MOS are complied with, including what records are to be kept, how the records are kept, the duration for which the records are kept and who is responsible.

PART 4 Airworthiness Reviews

(Subpart 42.I refers)
All aircraft that are authorised to operate under a regular public transport AOC must have an airworthiness review certificate issued by an authorised airworthiness review employee of the responsible CAMO. The basis of the airworthiness review certificate is the periodic airworthiness review that is carried out by the airworthiness review employee.

This section should set out the procedures that the CAMO must follow to carry out airworthiness reviews and issue airworthiness review certificates. 

4.1 Airworthiness Review

4.1.1 Ensuring airworthiness review is carried out as and when due

(Subparagraph 42.030 (2) (c) (ii) refers)

This subsection should demonstrate how the CAMO ensures an airworthiness review is carried out on each aircraft as and when it is due and identify the individual responsible for managing this. 

4.1.2 Airworthiness review procedures – review of continuing airworthiness records
(Subregulation 42.900 (2) refers)

This subsection should set out the procedures the CAMO must follow for carrying out the review of continuing airworthiness records in accordance with subregulation 42.900 (2). 
This subsection should describe in detail how the airworthiness review employees determine whether each of requirements of paragraphs 42.900 (2) (a) to (k) have been met. The depth and scope of review for each of the requirements, including minimum sample size if applicable, should be included.

If the airworthiness review employees are assisted by other individuals then this subsection should identify the other individuals and demonstrate how the airworthiness review employees retain the overall responsibility for the review, including how the airworthiness review employees assess the adequacy of the information presented to them.

4.1.3 Airworthiness review procedures – physical survey of aircraft
(Subregulation 42.900 (3) refers)

This subsection should set out the procedures that the CAMO must follow for carrying out the survey of the aircraft in accordance with subregulation 42.900 (3). 
This subsection should describe in detail how the airworthiness review employees determine whether each of the requirements of paragraphs 42.900 (3) (a) to (f) have been met. The depth and scope of review for each of the requirements, including minimum sample size if applicable, should be included.

This subsection should also set out how the CAMO co-ordinates with and gets assistance from maintenance organisations in relation to the physical survey. 
If the airworthiness review employees are assisted by other individuals when carrying out the survey then this subsection should identify the other individuals and demonstrate how the airworthiness review employees retain the overall responsibility for the review, including how the airworthiness review employees assess the adequacy of the information presented to them.

4.1.4 Record of findings of the airworthiness review
(Regulation 42.905 refers)
This subsection should set out the procedures that the CAMO must follow for recording the findings of the review in accordance with regulation 42.905. 
This subsection should clearly describe the level of detail of the findings that should be recorded. In the case of findings that indicate a non-compliance with any regulation or provision of the Part 42 MOS, the procedure should include a requirement to make reference to the legislation in the findings. The individual responsible for recording the findings should be identified. 
If one or more reviews carried out previously are used as a baseline (i.e. if the review takes credit for items reviewed as part of previous reviews) then this subsection should include procedures for identifying the relevant records.
4.2 Corrective Actions
4.2.1 Taking corrective actions 
(Subregulation 42.845 (d) refers)

This subsection should set out the procedures that the CAMO must follow for taking corrective actions in relation to findings of the review, and ensure that the requirements of subregulations 42.900 (2) and (3) are met before the issue of the certificate. The individual responsible for managing the corrective actions should be identified.
4.2.2 Recording corrective actions
(Regulation 42.910 refers)
This subsection should set out the procedures that the CAMO must follow for recording corrective actions. 
The procedures should ensure the corrective actions are recorded before the airworthiness review certificate is issued. 
This subsection should clearly describe the level of detail of the corrective actions that should be recorded, including identification of the individual or department within the organisation who took the corrective action. The individual responsible for recording the corrective action should be identified. 

4.3 Airworthiness Review Certificate
4.3.1 Issue of airworthiness review certificate 
(Division 42.I.2 refers)

This subsection should set out the procedures that the CAMO must follow for issuing airworthiness review certificates, taking into account the requirements of regulation 42.845. 
In particular, the procedures should ensure corrective actions are taken and recorded before the airworthiness review certificate is issued, and demonstrate how the obligations of the CAMO under regulation 42.850 and the individual under regulation 42.855 are met. 
The individual responsible for issuing the certificate and the form on which the certificate is issued should be identified.
4.3.2 Extension of airworthiness review certificate 

(Division 42.I.3 refers)

This subsection should set out the procedures that the CAMO must follow for extending airworthiness review certificates, taking into account the requirements of regulations 42.875 and 42.880. 
The procedures should demonstrate in detail how the airworthiness review employees determine the aircraft is airworthy and how the obligations of the CAMO under regulation 42.885 and the individual under regulation 42.890 are met. 
The individual responsible for extending the certificate should be identified.
4.3.3 Copies of certificate to be sent to CASA 

(Regulation 42.920 refers)

This subsection should set out the procedures that the CAMO must follow to ensure that a copy of the certificate is sent to CASA after the initial issue and after any extension. The procedures should specify the time within which the certificate must be sent and the individual responsible for this should be identified.
4.3.4 Notice of decision not to issue airworthiness review certificate 

(Regulation 42.925 refers)

This subsection should describe the procedures that the CAMO must follow for notifying CASA of any decision not to issue an airworthiness review certificate for an aircraft. 
The procedures should clearly describe the circumstances under which the CAMO may make such a decision and include a requirement to state the reasons for the decision. The procedures should specify the time within which CASA must be notified and the individual responsible for this should be identified.
4.4 Records
4.4.1 Retention of records relating to airworthiness review certificates 

(Regulation 42.915 refers)

This subsection should describe the procedures that the CAMO must follow to ensure the record keeping requirements relating to the airworthiness reviews and airworthiness review certificates are complied with.

This subsection should describe what records must be kept, and how these records must be kept, to comply with the requirements of regulation 42.915.
PART 5 aUTHORISATION OF PILOTS to Provide Maintenance Services
(Division 42.G.4 refers)
5.1 Procedures for issuing the authorisation

(Regulation 42.630 refers)
This section should set out the procedures that the CAMO must follow for issuing an authorisation to pilots to provide maintenance services. In particular, this section should cover the following:

· who is responsible for managing the authorisation process and who is responsible for signing the authorisation;
· how the CAMO ensures proper training of individuals to be authorised and how the CAMO assesses the competency and knowledge of these individuals;
· the period for which the authorisation is issued or is valid; and
· procedures for re-issue of authorisations.

5.2 Procedures for making changes to or cancellation of authorisations

(Regulations 42.640 and 42.645 refers)
This section should set out the procedures that the CAMO must follow for making changes to an authorisation and the procedures for cancellation of an authorisation. In the case of cancellations, this section should set out how the authorisation holder is notified and who is responsible for notifying the authorisation holder.
5.3 Copies of authorisation and supporting documents

(Regulation 42.660 refers)

This section should set out the procedures that the CAMO must follow regarding record keeping requirements. 
This section should include how, where and how long copies of the authorisations and the records evidencing the matters mentioned in paragraph 42.630 (2) (e) are kept by the organisation.

5.4 List of current authorisation holders

(Regulation 42.095 refers)

This section should provide a list of all the current authorisation holders in accordance with regulation 42.095. 
The CAMO may choose to provide the list here, or as an appendix, or may refer to another document or location for this purpose. 
This section also should state how soon after a change the list must be updated and who is responsible.
Any forms or checklist used for the assessment and authorisation of pilots should be included here or as an appendix to this exposition. This should include a sample copy of an authorisation.
Appendices
COPIES of worksheets, checklists, forms, etc. 
This part should include copies of worksheets, checklist, forms etc. that the CAMO uses as part of its process and procedures unless these are already included under the relevant sections and subsection.
Compliance matrix 

The following compliance matrix may be used to demonstrate how an organisation’s exposition meets the requirements of Part 42, and the Part 42 MOS. There is no need to complete the compliance matrix if your exposition strictly follows the structure of   Appendix 1 and includes the content as required under relevant section and subsection as set out in the Appendix. If your exposition does not follow the structure set out in the Appendix, CASA recommends that you complete the compliance matrix to the extent necessary to highlight the difference. This would help CASA to carry out the assessment in a timely and efficient manner.  
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