AC 145-9, APPENDIX 2. 
REPAIR STATION MANUAL EVALUATION CHECKLIST


a. The following checklist is provided as a guide for reviewing the completed manual(s). This checklist was not developed to be all-inclusive and should be modified to fit the type of operation and complexity of the repair station. Some suggested items may not be applicable to all repair stations. 

	CHECK
	ITEM
	INSPECTOR FINDING/COMMENTS

	
	B. MANUAL REVISION AND CONTROL.
	

	
	Who will initiate, write, and submit revisions to the FAA for review and acceptance?
	

	
	How will the repair station incorporate changes to revisions found not acceptable to the FAA? How will the repair station correct any maintenance/administrative actions performed under revisions that were found not acceptable to the FAA?
	

	
	How and where is the acceptance of the manual noted, including how the FAA will receive its revisions?
	

	
	How will the revisions be distributed?
	

	
	Does the procedure ensure that each manual holder receives each revision?
	

	
	Will the revised text of each affected page be clearly identified?
	

	
	Do the procedures include control of sections of the manual, such as identification, revision status, page numbering, issue date, and approvals/acceptance?
	

	
	Do the procedures to control sections of the manual address (as applicable) identification, revision status, page numbering, issue date, and approvals of internal personnel responsible for the manual and revisions?
	

	
	C. ORGANIZATION.
	

	
	Does the manual include an organization chart that shows, by title, each manager with authority to act on behalf of the repair station?
	

	
	Are the titles for the positions the same throughout the manual?
	

	
	Does the organizational chart show separation of maintenance and inspection departments (if applicable)?
	

	
	D. PERSONNEL.
	

	
	Does the manual describe the duties and responsibilities, including the area of responsibility assigned, of each management position?
	

	
	Does the narrative describe what each person does?
	

	
	Do the procedures ensure that their duties and responsibilities are performed in each person's absence?
	

	
	Does the manual include procedures for maintaining and revising the rosters required by section 145.161?
	

	
	Does the manual include procedures for maintaining the employment summaries for each person whose name is on the roster?
	

	
	Does the manual include procedures for applying for additional repairmen and for maintaining the certificates?
	

	
	Does the manual include a procedure for surrendering repairman certificates when required by part 65?
	

	
	Do the employment summaries meet the requirements of section 145.161?
	

	
	E. OPERATIONS, HOUSING, AND FACILITIES.
	

	
	Does the manual include a drawing showing the facility's floor plan, shops, and equipment?
	

	
	Is a description of the facility (narrative) included?
	

	
	Is the operation of the repair station described?
	

	
	Are any special environmental conditions addressed?
	

	
	Does the description include a generic overview of the equipment?
	

	
	If the repair station leases or rents equipment, does the manual contain procedures describing the lease/rent process and who is responsible for managing the program?
	

	
	How does the repair station ensure the equipment is in place and under its control when the work is performed?
	

	
	If the repair station is using special equipment or tools other than those recommended by the manufacturer, does the manual include procedures for determining equivalency?
	

	
	Does the manual include a description of the stock room, how inventory is requisitioned for particular jobs, and how shelf life inventory is maintained?
	

	
	F. CAPABILITY LIST.
	

	
	Who (by title) will maintain the capability list?
	

	
	How will the self-evaluation be performed?
	

	
	Who will perform the self-evaluation?
	

	
	How is the self-evaluation documented?
	

	
	Do the checklists and forms address all of the applicable requirements of part 145 (e.g., housing, facilities, equipment, tools, technical data, and personnel)?
	

	
	How will results of the self-evaluation be reported to management?
	

	
	Does the procedure describe how items are added to and deleted from the list?
	

	
	Are changes to the list clearly indicated on the document?
	

	
	If electronic media is used, are the hardware and software compatible with that of the CHDO?
	

	
	G. TRAINING PROGRAM REVISION.
	

	
	Who is responsible for submitting training program revisions to the FAA?
	

	
	When will the revision be submitted?
	

	
	How will the revision be approved (include the repair station approval as well as FAA)?
	

	
	How often will the training program be reviewed for currency and completeness?
	

	
	Who will perform the review?
	

	
	How will revisions be recorded and implemented?
	

	
	How will the revised text be identified?
	

	
	H. WORK PERFORMED AT ANOTHER LOCATION.
	

	
	(1) For a one-time special circumstance:
	

	
	Who will notify the CHDO, and how?
	

	
	How and where will the approval/denial be recorded?
	

	
	(2) If the repair station intends to perform work at another location on a regular basis, does the manual include procedures for:
	

	
	The preparations and conditions to be met prior to performing any work?
	

	
	Who is responsible for supervising the maintenance performed at another location?
	

	
	Ensuring that the applicable sections of the RSM are available at the remote site?
	

	
	Ensuring that adequate tools, equipment, and current technical data are available at the site?
	

	
	When and how the article is inspected?
	

	
	How the work is recorded? Do the records meet the requirements of sections 43.9 and 43.11? Are the forms used at the remote location the same as those used within the repair station? Who is responsible for transporting and storing the records? Where will they be stored?
	

	
	I. MAINTENANCE PERFORMED FOR AN AIR CARRIER.
	

	
	Who is responsible (by title) for keeping a file of the air carrier's procedures, including the necessary technical data?
	

	
	Who is responsible (by title) for review and amendment of purchase orders for complete and correct instructions? Is that person trained?
	

	
	How does the repair station maintain a current list of RII inspectors? Who maintains the list?
	

	
	Does the RSM include procedures to ensure that the necessary equipment, trained personnel, and technical data will be available for line maintenance?
	

	
	Does the manual describe the training program for air carrier maintenance and RII?
	

	
	J. CONTRACT MAINTENANCE INFORMATION.
	

	
	What is the title of the person responsible for the contract maintenance program?
	

	
	What is the title of the person maintaining the list of contracted facilities and contract maintenance functions?
	

	
	What is the title of the person responsible for forwarding revisions of the list to the CHDO?
	

	
	When and how will the CHDO be notified of revisions to the list?
	

	
	How will the repair station determine if the contracted facility is properly rated?
	

	
	Do the contract provisions for non-FAA-certificated facilities include provisions for FAA inspection?
	

	
	How does the repair station qualify and audit a non-FAA-certificated source?
	

	
	Are the auditors who inspect contract maintenance sources trained?
	

	
	How do the receiving inspectors inspect articles returned after maintenance from certificated and non-certificated sources? Are they trained?
	

	
	Are discrepancies with contracted sources included in the corrective action program?
	

	
	K. PROFICIENCY OF INSPECTION PERSONNEL.
	

	
	How are minimum qualifications for inspection personnel established? Who makes this determination?
	

	
	How will the inspector maintain proficiency? Training? On-the-job training? What methods are used?
	

	
	Do the records of training indicate the method, length, instructor, and dates? Are they current?
	

	
	Who is responsible for ensuring that inspectors maintain proficiency?
	

	
	Does the final inspector authorize approval for return to service? If so, is this inspector certificated (if within the United States)?
	

	
	Will the inspectors require any special training, (i.e., NDT)? Who will be responsible for the training? How will inspectors continue to meet any required industry standards?
	

	
	L. CURRENT TECHNICAL DATA.
	

	
	What is the title of the person responsible for revising and maintaining the technical data?
	

	
	How does the repair station ensure that the technical data is current?
	

	
	How is the technical data distributed throughout the company?
	

	
	How does the repair station ensure that current technical data is available to the staff?
	

	
	What is the title of the person responsible for control and distribution of the technical documents?
	

	
	If the technical data require translation, who is responsible for performing the translation and quality checks? How will the data be revised and distributed?
	

	
	If computer software is used for component testing, how are revisions made and distributed? Who is responsible for ensuring that the software is operating properly and that the current revision is in use?
	

	
	M. INSPECTION SYSTEM.
	

	
	(1) General.
	

	
	Does the manual include procedures for reporting malfunctions or defects?
	

	
	Does the manual contain procedures that ensure continuity of inspection responsibility?
	

	
	Does the manual contain procedures for segregation of repairable from non- repairable articles?
	

	
	Does the manual include a procedure for tagging or identifying articles, including repairable and non-repairable articles?
	

	
	(2) Receiving Policy.
	

	
	Who (by title) performs the inspection, and how is it performed?
	

	
	How is the inspection recorded?
	

	
	What actions are required if the container and/or material was damaged?
	

	
	How is the material routed for proper storage?
	

	
	What is the required documentation from contracted facilities?
	

	
	(3) Incoming Inspection.
	

	
	Who (by title) will perform this inspection?
	

	
	How will the inspection be performed? What technical data will be necessary to perform this inspection?
	

	
	Does the manual include procedures for control of items that have shelf life limitations?
	

	
	Do the procedures describe the action taken if the material meets specification, as well as what action is taken if the material does not meet specification?
	

	
	How is the material identified if acceptable or not acceptable?
	

	
	Do the materials require any special testing requirements? If so, what procedures are followed to perform those tests? How is the testing performed?
	

	
	What is the disposition of incoming inspection records?
	

	
	How is traceability of materials received in lots, such as weld wire and coating powders, ensured?
	

	
	Does the manual contain procedures for detecting and reporting suspected unapproved parts?
	

	
	(4) Preliminary Inspection.
	

	
	Who (by title) will perform this inspection, and how will it be performed?
	

	
	When is this inspection performed?
	

	
	How will the inspection be recorded?
	

	
	If the inspection reveals discrepancies, how are they recorded?
	

	
	How is corrective action taken to correct any discrepancies?
	

	
	Do the records show the relationship between the discrepancies found and the corrective action taken?
	

	
	Is the record of this inspection made part of the work order file (work package)?
	

	
	How is traceability of life limits and/or time since overhaul ensured?
	

	
	How are the parts identified if acceptable and if not acceptable?
	

	
	Does the manual include procedures to ensure that the records (work package) are kept with the parts?
	

	
	Does the manual include a procedure to ensure that current technical data is available before inspection?
	

	
	Does the manual include procedures for detecting and reporting unapproved parts?
	

	
	Does the manual include a procedure for reporting failures, malfunctions, or defects of an article?
	

	
	(5) Hidden Damage Inspection.
	

	
	Who (by title) will perform the inspection?
	

	
	How will the inspection be recorded?
	

	
	If defects are noted, where will they be recorded?
	

	
	Does the inspection include areas adjacent to obvious damage?
	

	
	Who will communicate with the customer?
	

	
	Is the record of this inspection made part of the work order file?
	

	
	(6) In-Process Inspection.
	

	
	Who (by title) will perform the inspection, and how is it performed?
	

	
	How will the inspection be recorded?
	

	
	If defects or discrepancies are noted, where will they be recorded?
	

	
	Do the procedures allow steps to be performed out of sequence? If so, how is this authorized and recorded?
	

	
	If the in-process inspection results are not satisfactory, does the manual have procedures governing rework?
	

	
	Do the forms used in the inspection system record both the name of the person who performed the work and the inspector?
	

	
	Are the records of this inspection made part of the work order (records package)?
	

	
	Who determines when an in-process inspection is performed, and how is that determined?
	

	
	Do the procedures describe the inspection of an article and review of documentation for maintenance performed by a contracted facility?
	

	
	(7) Final Inspection.
	

	
	Who (by title) will perform the inspection?
	

	
	How will the inspection be recorded?
	

	
	If the final inspection is not satisfactory, does the manual have procedures governing rework?
	

	
	Before the final airworthiness determination is made, are all other maintenance, inspection forms, and records checked for completion? How is this indicated?
	

	
	How is the inspection performed?
	

	
	After the final inspection is completed, how are the articles identified?
	

	
	Does the manual include procedures for when the final inspection results in accepting or rejecting the article?
	

	
	If the repair station performs 100-hour and/or annual inspections, does the manual include procedures addressing the use of inspection cards and/or forms, checklists, etc., to record the inspection and correction of any discrepancies? Does the manual also include procedures for deferral of inoperative equipment if the operator has an FAA-approved minimum equipment list?
	

	
	If the maintenance performed was a major repair or major alteration, does the manual include procedures to ensure that the inspector who inspects the article and approves it for return to service is trained, qualified, and authorized?
	

	
	(8) Work Sign-Off.
	

	
	Who (by title) issues the stamps, badges, or authorizations?
	

	
	Do the procedures ensure that the method used can be traced to the individual who was issued the authorization (a list of names and stamps or similar document)?
	

	
	Does the manual include procedures to check that the stamps (if used) are still legible?
	

	
	Do the procedures ensure that the stamp, badge, or authorization is returned to or revoked by the responsible manager after termination or reassignment of an employee?
	

	
	Does the training include security procedures for the system used (stamps or electronic)?
	

	
	(9) Approval for Return to Service.
	

	
	Does the form meet the requirements of sections 43.9 and 43.11?
	

	
	Who (by title) is authorized to complete the form? How is he/she authorized?
	

	
	Do the procedures ensure that a qualified and authorized person can assume the responsibilities of this task if the person who normally performs it is not available (e.g., sick, on vacation, etc.)?
	

	
	Does the maintenance release document include or reference a list of approved parts?
	

	
	Do the procedures ensure that only those articles for which the repair station is rated are approved for return to service?
	

	
	Do the procedures describe how the repair station will determine if the repair or alteration is major? If the maintenance was a major repair or major alteration, do the procedures describe how it will be recorded?
	

	
	Who (by title) is authorized to complete FAA Form 337, and how is that person authorized?
	

	
	What records are given to the customer, and what records are maintained on file at the repair station?
	

	
	N. REQUIRED RECORDS AND RECORDKEEPING.
	

	
	Who (by title) is responsible for maintaining the recordkeeping system?
	

	
	What documents are included in a typical records package? What additional forms may be included?
	

	
	Where are the records stored?
	

	
	Who (by title) reviews records for accuracy and completeness before approval for return to service? Is the individual trained?
	

	
	If the repair station uses electronic records, does the manual describe the procedures, including security, back-up, and retrieval?
	

	
	Are the records in English, and do they meet (at a minimum) the requirements of section 43.9?
	

	
	What records will be provided to the owner/operator?
	

	
	How will the repair station process records received from contractors?
	

	
	Are procedures for distribution and storage of FAA Form 337 included?
	

	
	How are records of any special inspections, such as hydrostatic tests, functional tests, and so forth, processed?
	

	
	O. CALIBRATION OF MEASURING AND TEST EQUIPMENT.
	

	
	Who (by title) is responsible for the calibration system?
	

	
	What is the basis for the test intervals, such as manufacturer, standard industry practice, and so forth?
	

	
	Is the calibration technique recommended by the manufacturer or standard industry practice?
	

	
	How is calibrated equipment identified?
	

	
	Is the calibration technique documented?
	

	
	What procedure is used to change calibration intervals?
	

	
	Are actual calibration results recorded to justify changes to calibration intervals?
	

	
	Do the procedures ensure that calibration is traceable to NIST, the manufacturer, or an acceptable foreign or international standard?
	

	
	Do the procedures ensure that equipment is removed from service and calibrated when due?
	

	
	Do the procedures include recall of any product inspected if the measuring equipment was out of tolerance when the work was performed?
	

	
	How is equipment that is not submitted for calibration when it is due handled, i.e., lost or overdue?
	

	
	How is calibration recorded? Are the actual results at each test point recorded?
	

	
	If automated test equipment is used, is it included in the calibration system?
	

	
	Does the procedure describe the information on the calibration label of the equipment?
	

	
	How is equipment that must be calibrated before each use identified and recorded?
	

	
	How is equipment that does not require calibration identified?
	

	
	Do the procedures address the acceptance of new precision test equipment into the inventory?
	

	
	Do the procedures address calibration performed by an outside contractor?
	

	
	Do the procedures address calibration of employee-owned tools?
	

	
	Who (by title) is responsible for records of calibration received from outside contractors?
	

	
	Do the procedures address calibration requirements, standards, documentation, and traceability of tools that the repair station has leased?
	

	
	Do the procedures describe the review of the contracted calibration facility's records for traceability, accuracy, and acceptability?
	

	
	If the facility includes an engine or auxiliary power unit test cell, does the manual include procedures for correlation, calibration, and limitations, if any?
	

	
	If Nondestructive Testing (NDT) is performed, does the manual include procedures for certification of company-manufactured NDT inspection standards (if any are used)?
	

	
	P. TAKING CORRECTIVE ACTION ON DEFICIENCIES.
	

	
	Who (by title) is responsible for the program?
	

	
	How is the root cause of the problem determined?
	

	
	Who (by title) will initiate corrective action?
	

	
	How much time will be allowed to implement the corrective action?
	

	
	Who (by title) will perform a follow-up audit of the corrective action to ensure that it was effective?
	

	
	What records will be maintained of the cause and corrective action taken?
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