U.S. DEPARTMENT OF TRANSPORTATION
FEDERAL AVIATION ADMINISTRATION 1380.53D

[ ‘ | 11/6/97

: STAFFING GUIDE FOR AVIATION SAFETY (CERTIFICATION) ENGINEERS AND
SUBJ:  FLIGHT TEST PILOTS

4
'

1. PURPOSE. This order presents the staffing guide developed by the Aircraft Certification Service (AIR)
contained in Staffing Guide for Certification Engineers and Flight Test Pilots - Final Report. dated January 1992,
covenng work performed by non-supenvisory engineers and flight test pilots at the Washington headquarters of the
Arrcraft Cerufication Service. the Aircraft Certification Directorates, and all Aircraft Certification Offices. This
order establishes the Staffing Guide Review Commuttee.

2.. DISTRIBUTION. This order is distributed to the director level in the Office of Business Information and

Consultation. Financial Services. Human Resource Management; the branch level in the Aircraft Certification
Senvice; the branch level in the Aurcraft Cerufication Directorates: and standard distnbution to Aircraft
C s;mﬁcation Offices.

3. CANCELLATION. Order 1380.53C, Staffing Guide For Aviation Safety (Certification) Engineers and
Flight Test Pilots. dated August 8. 1996 is canceled.

4., BACKGROUND. The Aircraft Cerification Service and the Office of Management Svstems
iritiated an effort in 1989 to develop a statfing guide for non-supervisory engineers and tlight rest pilots
working in its Aircraft Certification Offices, Directorate and headquarters divisions. The effort was
undertaken to

o+ a. Document for the first time the full scope of AIR work program requirements.
~ b. Improve the organization's position tn developing and justifving budget request for staffing.

 ¢. Establish a validated set of measures applicable to the work performed by certification engineers and
flight test pilots '

d. Comply with FAA policy as stated in Order 1580 34A. FAA Staffing Standards Program. to establish
staffing standards following the definition of essential work functions.

e.  Meet the requirements of Order 1800.56. Admunustration of Aviation Standards Activities - Program
Guidelines.

Distabution: A-W(BC/BA/HR)-1; A-W(IR)-3; A-X(CD)-3; A-FAC-O(Std) Initiated By: ABC-210
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5. 'EXPLANATION OF CHANGES. This revision contains changes prescnbed by the Staffing Guide Review
Commuttee This revision:

a.  Deletes all references to the Brussels Aircraft Certification Division.

}E’b. Deletes all requirements for monthly reports.

jc. Expanded the work measure applicability chart in appendix 1. page 8. for “briefing material prepared™ to
mclude Aiurcraft Cerufication Offices and Directorates.

|
d.  Added nwo new work measures both under Regulatory Policy Development: Review of documents

associated with clearance vecords (1 | hours) and Review of SAE documents (5 hours).

6. DEFINITIONS. All definitions required for application for the staffing guide are included in Appendix 1.
Staffing Guide for Certification Engineers and Flight Test Pilots.

7. FORMS AND REPORTS.

‘a.  All AIR divisions. Directorates. and ACOs will submut a Completed Work Products and Staff Hours
Repd»‘rt on a quarterly basis to the Aircraft Certification Service. Planning and Program Management Division
(AIR-300). ACO and Directorate staff reports will be submutted through the appropnate Directorate, who will
forward a consolidated directorate/division report and all onginal reports to AIR-300. All reports must be received
by AIR-300 no later than 10 working days after the completion of each quarter. A sample of a typical report is
included w1 Appendix 2 as Figure |, Sample Completed Work Products and Staff Hours Report.

'b.  The Aircraft Certification Directorates and the Washington headquarters Engineering Division will
submiut a Staffing Requirements Report. on an annual basis to the Aurcraft Certification Service, Planning and
Program Management Division (AIR-500). The directorate offices, which includes Central, New England.
Northwest Mountain. Southwest. and AIR-100, have to subrmut a consolidated report to AIR-300 for review and
consolidation into a total Aircraft Certification Senvice report. All reports must be received by AIR-500 no later
than 20 work dayvs after the completion of each fiscal vear. A sample of a typical report is included in appendix 2
as Fu‘gure 2. Sample Staffing Requirements Report.

8. DESCRIPTION OF STAFFING GUIDELINES. Staffing guides and standards are designed to express
the staffing requirements of an organization or function in terms of hours or work vears of emplovee effort.
Presented in the form of mathematical models, equations. or compilations of task activity tunes, staffing guides and
standards are based on specific work measures of the activity or output expected of trained. expenienced personnel
operating at an appropnate pace. Workload figures denved by application of these direct work measures are
combined with allowances or factors to account for leave. traiung, and other overhead activities. The indirect work
allowhances are shown tn figure 3. appendix 2. The resulting figure represents total orgaruzational workload. which
1s then divided by a standard emplovee workvear (1.¢.. 2087 hours) to vield total staffing requirements.

Page{‘qz Par 5
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9. SCOPE. The staffing guide is organized around the three major mission areas included in the Aircraft
Certification Regulatory Program (ACRP): continued operational safety: regulatory policy development: and
certifications, approvals, and appointments. The guide addresses two broad categories of effort. direct and indirect
work activities. The guide includes direct work measures and time standards along with worksheets for reporting
stzgﬁ' hours devoted to major, long-term certification and rulemaking projects. An in-depth description of the
gunde s structure and content is provided in the final report on the staffing guide development project.

10. METHODOLOGY.

a. The methodology emploved in developing the staffing guide was structured around two key elements: a
phased approach to build and validate each component of the guide. and reliance on the Staffing Guide Review
Commuttee of ACO, Directorate. and headquarters managers to assist in generating required information and
providing ongoing quality assessment.

b. The following three information components collectively provided the basis for both the initial design and
final composition of the staffing guide:

(1) Preliminary Data Sources. The initial design of the staffing guide and much of the basic
workload information contained in its draft and final versions were derived from a number of preexisting sources of
da;;.t concerung AIR and ACRP activities and projects. These sources included:

1" (a)  The AIR Job Task Analysis (JTA). a comprehensive 10 volume inventory of the products
ge‘ eratcd and the tasks and procedures performed under the ACRP.

(b)  Service and workload indicators previously developed to capture and define AIR
reSponsxbxhtles both in broad as well as specific terms.

. (¢)  Field wisits to each of the four Directorate division staffs and a cross section of ACOs to
dis’?uss workload definition and time requirement issues.

H
! (d)  Current vear and histoncal AIR workload data from the Project Information Control System
(PICS). providing actual completion items for various ACRP products and activities.

i (2) Staffing Guide Review Committee Input. The Staffing Guide Review Commuttee of 10 managers
representing all AIR Divisions, Directorate, and ACO organizational elements played a critical role in all phases of
the staffing guide development process. Staffing Guide Review Committee members provided feedback regarding
thg‘ tmitial design of the guide, generated additional information and data sources. revised and validated the guide
through each project phase, served as project focal point in their respective organizations, and facilitated and
coordinated a nationwide field test of the staffing guide.

{ i
!“ (3) Test and Evaluation Activities. The AIR staffing guide development process included two formal
tests: a pilot test of the prelurunary version of the guide. and a full field test of a revised version of the guide which
reflected both the results of the pilot test and additional modifications made by the Staffing Guide Review

C omxmttee
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€ Development of the guide was completed over a two-vear period through several phases: preliminary
design. final design, initial draft. revised draft. and final version. Additional activities completed prior to the
effective date of this order include creation of an automated job aid to assist users of the guide in recording and
tracking workload data, and development and delivery of an orientation and training semunar to familiarize ACO.
Dirc{:torate. and headquarters staff with the guide’s purpose and application. An in-depth description of the
methodology employed to develop the guide is provided in the final report on the staffing guide development
projects.

'd.  The Staffing Guide Review Committee will continue to function as a standing committee with a mandate
to rev 1ew and propose revisions to the staffing guide as necessary to meet new or changing organizational
requnrcmems Paragraph 14 provides a complete description of the standing comruttee's specific responsibilities in
this regard.

11. APPLICABILITY. The staffing guide as defined in appendix | to this order applies to non-supervisory
certification engineers and flight test pilots at the AIR Division. Directorate and ACO levels. Work performed by
supervisory certification engineers and flight test pilots, admimstrative support staff. and technical/clerical
personnel is not addressed by this staffing guide.

12. USE OF STAFFING GUIDE.

':"a. The work measures and time standards included in this order shall be applied to calculate Aircraft
Cemﬂcanon Service staffing requirements for use in the formulation and justification of annual budget requests.
Staf’ﬁng requirements will be determuned by application of the work measures and time standards both to record
completed work for the current vear and to project outyear workload based on historical trends and anucipated
changes in organizational activities (industry driven demand activ:ties). Required staffing levels derived through
this ﬁroccdurc wil] form the basis for total non-supervisory certification engineer and flight test pilot staffing
figures included in the agency's budget request to the Office of Secretary of Transportation. the Office of
Management and Budget. and the Congress.

b. Workload and staffing levels information developed through use of the staffing guide will also be a basis
for Aircraft Certification Service strategic planning, policy development, and human resources management
processes. Additional applications of staffing guide information may include emplovee workload allocation and
sche}uling. non-personal service budget development (e.g.. equipment, office space). and organizational or
functional realignments.

c.  While required staffing levels denved through application of the staffing guide will provide the basis for
formulaung agency budget requests for staffing, ultimate approval and authonzation of organizational staffing
lev el§ will be dependent on determinations made by the Secretary of Transportation, the Office of Management and
Budgh and the Congress.

13. RESPONSIBILITIES This order assigns continuing responsibilities for the application. maintenance. and
rcusxon of the Staffing Guide for Certification Engineers and Flight Test Pilots.

|

2. Aircraft Certification Offices are responsible for:

" (1)  Establishing internal procedures for collecting and reporting work product and staff hour data at

the branch level biweekly.
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(2)  Subnutting Completed Work Product and Staff Hour Reports on a quarterly basis through the
appropnate Directorate to AIR-500 for review and consolidation.

;’; / (3)  Subnutting Staffing Requirements Reports on an annual basis through the appropriate Directorate
to AIR-300 for review and ccnsolidation.

i
h

(4)  Developing outvear workload projections for inclusion in annual Staffing Requirements Reports
based on such things as known future projects. pending regulatory changes or mandates. new programs or customer
requirements, or trend analysis of past workload activities using formal statistical methods.

i

| (5)  Identifving and reporting to AIR-300 through the appropnate Directorate any problems
encountered 1n applving the staffing guide. or anticipated changes in workload activities with potential impact on
the valhidity or relevance of the guide.

b. Aircraft Certification Directorates are responsible for:

(1) Establishing internal procedures for collecting and reporting work product and staff hour data at
the branch level biweekly.

; (2)  Establishing Directorate-wide policies. procedures, and deadlines for collecting quarterly
Completed Work Product and Staff Hour Reports and annual Staffing Requirements Reports from division and
ACOs. ‘

' (3)  Submutting all onginal Completed Work Product and Staff Hour Reports from ACOs and
directorate divisions on a quarterly basis through the appropnate Directorate to AIR-300 for review and
cdqiqsolidatxon no later than 10 work days after completion of each quarter.

J‘ (4)  Submutting a consolidated staffing requirements report on ars annual basis through the appropniate
Directorate to AIR-500 for review no later than 20 work days after the completion of each fiscal vear.

i (5)  Developing outyear workload projections for inclusion in annual Staffing Requirements Reports
based on such things as known future projects. pending regulatory changes or mandates, new programs or customer
requirements, or trend analysis of past workload activities using formal statistical methods.

(6) Idenufving and reporting to AIR-300 through the appropnate Directorate anyv problems
encountered in applving the staffing guide. or anticipated changes in workload activities with potential impact on
the validity or relevance of the guide.

¢ Aircraft Certification Service Division (AIR-100). The responsibility of the specified divisions which
employ non-supervisory certification engineers and flight test pilots include:

|

.

: (1) Establishing internal procedures for collecting and reporting work product and staff hour data at
the'branch level biweekly.

(2)  Submitting Completed Work Product and Staff Hour Reports on a quarterly basis directly to
AIR -300 for review and consolidation.

(3) Submitting a consolidated Staffing Requirements Reports on an annual basis directly to AIR-300
for review and consolidation.
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(4) Developing outyear workload projections for inclusion in annual Staffing Requirements Reports
based on such things as known future projects. pending regulatory changes or mandates. new programs or customer
requirements, or trend analysis of past workload activities using formal statistical methods.

(5)  Identifying and reporting directly to AIR-500 any problems encountered in applying the staffing
guide. or anticipated changes in workload activities with potential impact on the validity or relevance of the guide.

d. Aircraft Certification Service. Within AIR. the responsibilities of the Planning and Program
Management Division (AIR-300) include:

(1)  Establishing Aircraft Certification Service-wide policies, procedures and deadlines for collecting
quarterly Completed Work Product and Staff Hour Reports and annual Staffing Requirements Reports from
Directorates and headquarters divisions.

i (2) Reviewing and consolidating all Completed Work Product and Staff Hour Reports submitted on a
quarterly basis. conducting a quality audit of workload figures and staff hour totals, and conferring as required with
reporting managers regarding problems or discrepancies identified.

(3) Reviewing and consolidating all Staffing Reé{_uirements Reports submutted on an annual basis,
conducting a quality audit of workload figures. staff hour totals. and outyear projections, ard conferring as required
with *reportmg managers regarding problems or discrepancies identified.

(4) Calculating total current and outyear Aircraft Certification Service staffing requirements for non-
supervisory certification engineers and flight test pilots based on aggregation of annual Staffing Requirements
Reports submitted by ACOs. Directorate and headquarters divisions. This aggregation is to be completed within 60
calendar davs after end of the fiscal vear.

(§) Prepanng and submitting organizational staffing requests to the Office of Financial Services based
on \\"‘.L)rkforce requirements identified through application of the guide.

(6)  Facilitating and coordinating the activities of the Staffing Guide Review Commuittee. including
evaluation of proposed or anticipated changes in policy, procedures, or organization which may affect the validity
of the/ guide and identifying the need for review commuttee evaluation and consideration of such changes or related
tssuesi;r.'

(7)  Evaluating, in conjunction with the Office of Business Information and Consultation. the
contin!_uing validity of the guide as indicated by requests for deviations from the guide and by comparison of
onboard and authorized strength and staffing levels calculated by application of the guide.

(8) Defining, in conjunction with the Office of Business Information and Consultation. the need for
refinement and validation studies to maintain and improve the integnity of the guide.

(9) Participating with the Office of Business Information and Consultatlon in establishing methods.
schcdules and conducting studies to refine and/or validate the staffing guide.
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'e.  Office of Business Information and Consolation is responsible for:

(1) Evaluating, in conjunction with the Airciaft Certification Service. the continuing validity of the
guide as indicated by requests for deviations from the guide and by comparison of onboard and authonzed strength
and staffing levels calculated by application of the guide.

(2) Evaluating. in conjunction with the Aircraft Certification S. =~ ._e. the umpact on the staffing guide
of changes in policy, procedures, equipment, or organization, which may affzct the validity of the guide.

(3) Defining, in conjunction with the Aircraft Certification Service. the need for refinement and
vahdation studies to maintawn and improve the integnty of the guide.

(4)  Participating with the Aircraft Certification Service in establishing methods, schedules. and
conducting studies to refine and/or validate the staffing goals.

(5)  Assisting the Aurcraft Certification Service as required in the collection of accurate workload
information and the ongoing application of the staffing guide.

(6) Serving ..s consultant to the Staffing Guide Review Commuttee on staffing standards matters.

f.  The Office of Financial Services is responsible for ensuring that the staffing guide is integrated with,
and used in. the budget process and for participating in the coordination of proposed modifications resulting from
studies to refine and/or validate the staffing guide.

g.  The Office of Human Resource Management is responsible for participating in the review and
coordination of proposed modifications to the staffing guide when the proposed revision has a major impact on
personnel programs.

14. STAFFING GUIDE REVIEW COMMITTEE. The Staffing Guide Review Committee consists of five
technical managers. five staffing standards program managers. and one AIR-500 representative representing the
ACQOs. Directorate and headquarters division organizational elements which is responsible for:

1

a. Convening annually for the purpose of:
l (1)  Reviewing workload reporting and guide application results for the prior vear(s) to assess
organizational impacts and identify issues.

(2)  Adding new work measures to the staffing guide as required. based on new programs, new
customers, updated training requirements, or rulemaking mandates.
i

i

(3) Revising or redefining existing work measures and tune standards as dictated by changes in customer
requirements, technology. or the AIR organization.

(4) Eliminating or combining seldom used or limited impact work measures in the wnterest of continually
simplifving and consolidating the guide.

b.  Assisting AIR-500 on continuing basis in the assessment and resolution of specific workload reporting and
guideiapplication problems or issues ansing in individual commitiee members” organizational areas of
responsibility.

k]
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. Providing orientation. training, and ongoing guidance and assistance to current and new managess in the
application of the staffing guide.

.!d. Convening on an “as needed” basis in addition to regulariy scheduled meetings to consider major issues.

changes. or special circumstances or occurrences with potential for significant impact on the staffing guide. as
determuned by AIR-300. '

15." AUTHORITY TO CHANGE THIS ORDER. Changes to appendices to this order will be approved in

accordance with the provisions of Order 1380.34A. Staffing Standards Program. Changes to this order may be
issued by the Directer of Business Information and Consultation following appropriate coordination and review.

R |
u(,cim 7\/ 2

.+ Edwin A Verburg

Associate Administrator for
Admunistration
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STAFFING GUIDE FOR ENGINEERS AND FLIGHT TEST PILOTS

A. CONTINUED OPERATIONAL SAFETY

WORK MEASURES

Work Measure
Applies To ...

1380.53D
Appendix 1

Time Standard
(hours)
ACO | DIR HQ
SERVICE DIFFICULTIES
NPRMS for ADs prepared * . 32
Final Rule ADs prepared . o 32
Emergency ADs prepared . . 16
Exemptions to AD prepared . . 24
NPRMs for ADs reviewed . 8
Final rules for ADs reviewed . 8
Emergencv ADs reviewed . 4
Exemptions to ADs reviewed ) 4
Alternate means of compliance with AD approved . . 8
Field investigations of aircraft accidents or serious incidents conducted . . o 40
Corrective actions on service difficulties completed (non-AD) . . 40
Responses to NTSB recommendations prepared . . . 60
Responses to NTSB recommendations reviewed . . 16
Responses 10 accident prevention recommendations prepared . . . 24
Responses to accident prevention recommendations reviewed . 8
Responses to FCAA service difficulty inquired prepared . . 24
SURVEILLANCE
Repair! station audits supported . 80
NASIP inspections supported . . 120
Agingitleet inspections conducted . . 24
SUPERVISION AND RENEWAL
b
DERSS supervised . &
f Cat 1 - 32
Aircraft Certification System Evaluation Program (ACSEP) evaluations Cat 2 - 60
conducted ! . . . Cat 3 - 100

Page 1
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Appendix 1
i:
STAFFING GUIDE FOR ENGINEERS AND FLIGHT TEST PILOTS
A. CONTINUED OPERATIONAL SAFETY
Work Measure

! Applies To
WORK MEASURES .o Time

‘ Standard

(hours)
ACE | DIR HQ

OTHER ACTIVITIES
SCRs'or CDRs completed . . 120
MEOT investigations completed . ¢ 40
Technical evaluations of FOIA requests completed o . . 8
Responses to public inquiries completed . ¢ . 16
Respanses to Congressional inquiries completed . . . 32
Respdnses to FCAA certification inquiries (on exported products) prepared . . 16
Compliance determinations for foreign civil airworthiness authonties . 40
completed
Canadian STA applications processed o 16
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Appendix 1

A. CONTINUED OPERATIONAL SAFETY

2. DEFINITIONS OF WORK MEASURES
|

Service DifTiculties

NPRMS for ADs prepared - Count the number of NPRMs for airworthiness directives that originated in your
office and were prepared during the fiscal year.
Indicator of completed work: publication of the NPRM in the Federal Register.

Final rule ADs prepared - Count the number of final rules on airworthiness directives that originated in your
office and were prepared during the fiscal year.
Indicator of completed work: publication of the final rule AD in the Federal Register.

Emergency ADs prepared - Count the number of emergency airworthiness directives (telegraphic or priority
letter) that originated in your office and were prepared during the fiscal year.
Indicator of completed work: the issuance of a telegraphic AD or priority letter AD.

Exerﬁ‘ptions to AD prepared - Count the number of exemptions to an airworthiness directive that originated in
your office and were prepared during the fiscal year.
[ndicator of completed work: approval or denial of a petition for exemption.

NPRM:s for ADs reviewed - Count the number of NPRMs for airworthiness directives that were reviewed
during the fiscal year.
Indicator of completed work: publication of the NPRM in the Federal Register.

Final rule ADs reviewed - Count the number of final rule airworthiness directives that were reviewed during the
fiscal year.
Indicator of completed work: publication of the final rule in the Federal Register.

Page 3
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Appendix 1

A. CONTINUED OPERATIONAL SAFETY

2. DEFINITIONS OF WORK MEASURES

i

b Service Difficulties (continued)

Emkrgency ADs reviewed - Count the number of emergency airworthiness directives (telegraphic or priority
letter) that were reviewed during the fiscal year.
Indicator of completed work: the issuance of a telegraphic AD or priority letter AD.

Exemptions tc ADs reviewed - Count the number of exemptions to an airworthiness directive that were
reviewed during the fiscal year.
Indicator of completed work: approval or denial of a petition for exemption.

Alternate means of compliance with AD approved - Count the number of alternate means of compliance with
an airworthiness directive that were prepared in your office (including adjustments to compliance times) and
werke approved or denied during the fiscal year.

Indicator of completed work: approval or denial of the alternate means of compliance.

Field investigations of aircraft accidents or serious incidents conducted - Count the number of field
investigations associated with accidents/incidents that were conducted during the fiscal year (each individual
_participating counts as one item).

Indicater of completed work: final documentation from the work group's investigation.

Corrective actions on service difficulties completed (non-AD) - Count the number of corrective actions
originating in your office on reported service difficulties that were completed during *he fiscal year.
Indicator of completed work: the issuance of a GENOT, airworthiness alert or other FAA action that is not an

b
Responses to NTSB recommendations prepared - Count the number of responses to MTSB recc' imendations
that were prepared during the fiscal year.
Indicator of completed work: the forwarding of the proposed final response to AAI (FAA Headquarters).

i

[t
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A. CONTINUED OPERATIONAL SAFETY

2.. DEFINITIONS OF WORK MEASURES

i
|
4 Service Difficulties (continued)

i
§

Ré&ponses to NTSB recommendations reviewed - Count the number of responses to NTSB recommendations
thdt were reviewed during the fiscal year.
Inciligator of completed work: the issuance of the proposed final response to AAI (FAA Headquarters).

Responses to accident prevention recommendations prepared - Count the number of responses to accident
prevention recommendations from the Flight Standards Service that were prepared during the fiscal year.
Indicator of completed work: the issuance of the final response.

Responses to accident prevention recommendations reviewed - Count the number of responses to accident
prevention recommendations from the Flight Standards Service that were reviewed during the fiscal year.
Indicator of completed work: the issuance of the final response.

Re#ponses to FCAA service difficulty inquiries prepared - Count the number of responses to FCAA service
difficulty inquiries that were prepared during the fiscal year.
Indicator of completed work: the issuance of a response.

|

i . Surveillance

|1

Repair station audits supported - Count the number of repair station audits that were supported by your of
during t+e fiscal year (each individual participating counts as one item).
Indicator of completed work: the documentation of audit results.

NASIP inspections supported - Count the number of NASIP inspections that were supported by your office
during the fiscal year (each individual participating counts as one item).
Indicator of completed work: the documentation of inspection resuits.

¥

i

i
1
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Appendix 1
|
| A. CONTINUED OPERATIONAL SAFETY
2. DEFINITIONS OF WORK MEASURES

i Surveillance (continued)

Agihg fleet inspections conducted - Count the number of inspections on aging aircraft that were conducted
durii?g the fiscal vear (each individual participating counts as one item).
Indicator of completed work. the documentation of inspection results.

I Supervision and Renewal

DERs supervised - Count the number of DERSs that were supervised during the fiscal year (e.g., counseling,
conferences, reissuing certificates).
Indicator of completed work: issuance of a DER renewal.

.\iréhft Certification System Evaluation Program (ACSEP) evaluations conducted - Count the number of
ACSEP evaluations of ceitificate holders and authorized facilities conducted during the fiscal year (each
individual participating counts as one item).

Indicator of completed work: Completion of ACSEP report.

1
a  Category | - Completion time of | to 40 hours
n, Category 2 - Completion time of 41 to 80 hours

n Category 3 - Completion time of 81 to 130 hours

Other Activities

SCRs or CDRs completed - Count the number of special certification or certificate aesign reviews that were
completed during the fiscal vear (each individual participating counts as one item).
Indicator of completed work: a report on the results of the SCR or CDR.

MECT investigations completed - Count the number of multiple expert opinion team investigations that were
completed during the fiscal year (each individual participating counts as one item).
Indicator of completed werk: a repert on the results of the MEOT.
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Appendix 1

!

A. CONTINUED OPERATIONAL SAFETY

2. DEFINITIONS OF WORK MEASURES
] -

i

i

' Other Activities (continued)

'sr

!
Technical evaluations of FOILA requests completed - Count the number of responses to FOIA requests
requiring a technical evaluation that were completed during the fiscal vear.
Indicator of completed work: the number of responses that require a technical evaluation.

Responses to public inquiries completed - Count the number of formal written responses to public inquiries
that, were completed during the fiscal year.
Indicator of compieted work: the issuance of a formal written response.

Responses ‘v Congressional inquiries completed - Count the number of responses to Congressional inquiries
that were completed during the fiscal year.
Indicator of completed work: the issuance of a response.

Responses to FCAA certification inquiries (on exported products) prepared - Couat the number of
responses to FCAA certification inquiries that were prepared during the fiscal year.
Indicator of completed work: the issuance of a response.

Compliance determinations for foreign civil airworthiness zuthorities completed - Count the number of
compliance determinations for a foreign civil airworthiness authority that were completed during the fiscal year.

Indicator of completed work: the documentation of the finding.
|

Canadian STA applications processed - Count the number of Canadian Supplemental Type Approval (STA)
applications processed on behalf of U.S. applicants during the fiscal year.
Indicator of completed work: STA application forwarded to Canadian airworthiness authonty.
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STAFFING GUIDE FOR ENGINEERS AND FLIGHT TEST PILOTS

; B. REGULATORY POLICY DEVELOPMENT

)‘i

Work Measure
Applies To ...
WORK MEASURES Time
Standard
(hours)
ACO | DIR HQ

REGULATIONS DEVELOPMENT
Special conditions within NPRMs prepared . . 70
Special conditions within final rules prepared . . 50
Special conditions within NPRMS reviewed . 20
Special conditions within final rules reviewed . 10
Exemptions granted or denied . . 55
Peuitions for rulemaking evaluated . . 40
TSOs
TSOs developed or revised . 240
POLICY DEVELOPMENT
New orders issued . . 213
Revised orders issued . . 143
Notices issued . . 90
Review documents associated with Clearance Records » . . 11
STANDARDIZATION
Procedural/technical guidance letters issued . . 32
FAR-JAR standardization meetings attended . . 120
fhternational regulatorv proposals evaluated . . 80
Bilateral negotiauons concluded . 120
Bilateral agreements prepared . 32
Aircraft centification standardization workshops attended . . . 32
Technical Seminar/Workshops Conducted . ’ . 105
Interdirectorate meetings (for standardization purposes) attended . . 12
Issue papers (certification projects) coordinated . 16
Briefing material prepared . . . 8
Responses to certification program notices (CPNs) completed . 4
Certification program plans (CPPs) coordinated » 24
Cerufication meetings attended . . 40
FCAA certification guidance meetings artended . 80
Review SAE documents . . . 3

by
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B. REGULATORY POLICY DEVELOPMENT

2. DEFINITIONS OF WORK MEASURES

Regulations Development

S;;ecial conditions within NPRMs prepared - Count the number of special conditions within
NPRMs that were prepared during the fiscal year.
Indicator of completed work: publication of special condition in the Federal Register.

Special conditions within final rules prepared - Count the number of special conditions within
final rules that were prepared during the fiscal year.
Indicator of completed work: publication of special condition in the Federal Register.

Special conditions within NPRMs reviewed - Courit the number of special conditions within
NPRMSs that were reviewed during the fiscal year.
Indicator of completed work: publicatior of special condition in the Federal Register.

Special conditions within final rules reviewed - Count the number of special conditions within
final rules that were reviewed during the fiscal year.
Indicator of completed work: publication of special condition in the Federal Register.

Exemptions granted or denied - Count the number of exemptions to a FAR that were granted
or denied during the fiscal vear.
Indicator of completed work: a grant or denial of an exemption.

Pétitions for rulemaking evaluated - Count the number of petitions for rulemaking that were
evaluated during the fiscal year.
Indicator of completed work: a denial of the petition or establishment of a rulemaking project.

i

E‘ TS0s
TSOs developed or revised - Count the number of TSOs that were developed or revised during
the fiscal vear.

Indicator of completed work' the issuance of a final TSO
i
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Appendix |

B. REGULATORY POLICY DEVELOPMENT

2. DEFINITIONS OF WORK MEASURES

Policy Development

New orders issued - Count the number of new FAA orders that were developed during the fiscal
year.

Indicator of completed work: the issuance of a final order.

Revised orders issued - Count the number of revised FAA orders that were developed during the
fiscal year.
Indicator of completed work: the issuance of a final revision to an order.

Notices issued - Count the number of notices that were developed during the fiscal year.
[ndicat work: the issuance of a final notice.

Review documents associated with Clearance Records {(ACs, Orders, Mission Needs
Statements, etc.) - Count the number of documents reviewed during the fiscal year which were
circulated with a Clearance Record.

Indicator of compl work: initials on the Clearance Record

Standardization

Procedural/technical guidance letters issued - Count the number of procedural/technical
guidance letters that were issued during the fiscal year.

Indicator of completed work: the issuance of a letter.

FAR-JAR harmonization meetings attended - Count the number of FAR-JAR harmonization
meetings that were attended during the fiscal year (each individual participating counts as one
item)

Indicator of completed work: the documentation of meeting resuits,

International regulatory proposals evaluated - Count the number of regulatory proposals from
international airworthiness authorities that were evaluated during the fiscal year.
(ngiggtg[ of completed work: a written response to the airworthiness authority

Bilateral negotiations concluded - Count the number of bilateral negotiations that were
concluded duning the fiscal year.
Indicator mpl work: a final report on the results of the negotiation

Review SAE documents - Count the number of SAE documents reviewed during the fiscal year
[ndi mpleted work: documentation of the results of the review.
Page 10
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Appendix 1

B. REGULATORY POLICY DEVELOPMENT
2. DEFINITIONS OF WORK MEASURES

Standardization (continued)

Bilateral agreements prepared - Count the number of bilateral agreements that were prepared
- during the fiscal year.

- Indicator of completed work: Headquarters’ forwarding the proposed agreement to the
Department of State.

Aircraft certification standardization workshops attended - Count the number of
standardization workshops staff member(s) attended during the fiscal year (each individual
participating counts as one item).

Indicator of completed work: A report of meeting results.

Technical seminar/workshops conducted - Count the number of seminars and workshops that
were conducted during the fiscal year. Conducting a workshop includes performance of activities
such as preparing agenda, taking minutes, writing evaluations and general coordination.

Indicator of completed work: Copy of seminar/workshop agenda signed, dated and annotated
that the seminar/workshop was completed.

Interdirectorate meetings (to standardize interpretation of FAR) attended - Count the
number of Interdirectorate meetings that were attended during the fiscal year for purposes of
standardization (each individual participating counts as one item).

Indicator of completed work: documentation of meeting resuits.

Page 11
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Appendix 1

B. REGULATORY POLICY DEVELOPMENT

. 2. DEFINITIONS OF WORK MEASURES

Standardization (continued)

Issue papers (certification projects) coordinated - Count the number of issue papers pertaining
to certification projects that were coordinated by Directorate Project Officers during the fiscal
year.

Indicator of completed work: directorate approval of issue papers.

Briefing material prepared - Count the number of policy briefing papers, executive summaries,

status papers, information papers prepared for AIR-1/2 or above, or for other services, i.e., Flight
Standards, R&D Systems Engineering, Chief Counsel and Airway Facilities during the fiscal year.
Indicator of completed work: The number of papers prepared that were not associated with an

- active project captured elsewhere in the staffing standards during the fiscal year.

' Responses to certification program notices (CPNs) completed - Count the number of CPNs

that were responded to by Directorate Project Officers during the fiscal year.

- Indicator of completed work: a final response to ACO.

Certification program plans (CPPs) coordinated - Count the number of CPPs that were
coordinated by Directorate Project Officers during the fiscal year.
[ndicator of completed work: directorate approval of the certification program plan.

Certification meetings attended - Count the number of certification meetings that were attended
by Directorate Project Team or HQ's engineers during the fiscal year (each individual
participating counts as one item).

Indicator of completed work: documentation of meeting results.

FCAA certification guidance meetings attended - Count the number of meetings attended

- during the fiscal year to provide certification guidance to FCAAs on interpretation/application of

' FARSs and associated guidance material (each individual participating counts as one item).
Indicator of completed work: documentation of meeting results.
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Appendix 1

STAFFING GUIDE FOR ENGINEERS AND FLIGHT TEST PILOTS

C. CERTIFICATIONS, APPROVALS, APPOINTMENTS

Work Measure

Applies To ...
WORK MEASURES Time Standard
(hours)
ACO | DIR [ HQ
DESIGN APPROVALS (IMPORT AND DOMESTIC) Carl-32 -
Cat2-95
New Tvpe Certificates issued * . Cat3-3515
Amended Type Certificates issued . . Cati-24
. Cat2 -85
Cat 3 - 300
Supplemental Type Certificates issued . Cat ] - 24 iy
Cat2 -85
Cat 3 - 265
Amended Supplemental Type Certificates issued . Cati-24 y
Cat2-75
Cat 3 -220
Design Changes issued . CatlA-4
Cat IB-24
Cat 2 -90
Cat3-275
Field approvals (FAA Form 337). flight tests conducted . 4
Field approvals (FAA Form 337). engineering design reviews completed * 16
Field approvals (FAA Form 337). AFM supplements approved . 4
TSO authonzations (domestic) issued * 4
TSO design approvals (import appliance) 1ssued . 8
TSO deviations issued . 32 i
PMA design approvals (through identicality) issued on denied . 8
PMA design approvals (through test reports and computation issued) . 21 "
Working procedures negotiated . . . 40
APPOINTMENT OF REPRESENTATIVES OF THE
ADMINISTRATOR
New DERSs appointed or revoked * 12
New delegations (DOA, DAS) appointed . 120
New SFAR 36 delegations 1ssued . 80

Page 13
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C. CERTIFICATIONS, APPROVALS, APPOINTMENTS

Design Approvals (Import and Domestic)

New Type Certificates issued - Count the number of new TCs issued during the fiscal year for
which your branch was assigned principal responsibility.
Indicator of completed work: issuance of a type certificate.

n  Category 1 - Project completion time of 1 to 40 hours
n  Category 2 - Project completion time of 41 to 120 hours
l n  Category 3 - Project completion time of 121 to 600 hours
Amended Type Certificates issued - Count the number of Amended TCs issued during the fiscal
vear for which your branch was assigned principal responsibility.
Indicator of completed work: amendment to the type certificate.

o Category | - Project completion time of 1 to 40 hours
"~ n Category 2 - Project completion time of 41 to 120 hours
n  Category 3 - Project completion time of 121 to 600 hours

Supplemental Type Certificates issued - Count the number of Supplemental TCs issued during
the fiscal year for which your branch was assigned principal responsibility.
Indicator of completed work: issuance of a supplemental type certificate.

n  Category | - Project completion time of 1 to 40 hours

n  Category 2 - Project completion time of 41 to 120 hours

n  Category 3 - Project completion time of 121 to 600 hours

Amended Supplemental Type Certificates issued - Count the number of Amended STCs
issued during the fiscal year for which your branch was assigned principal responsibility.
Indicator of completed work: amendment to an STC.

n  Category | - Project completion time of 1 to 40 hours

n  Category 2 - Project completion time of 41 to 120 hours
n  Category 3 - Project completion time of 121 to 600 hours

ZPage 14
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C. CERTIFICATIONS, APPROVALS, APPOINTMENTS

Design Approvals (Import and Domestic) (continued)

Design Changes issued - Count the number of TDCs (including approval of repairs. propeller
vibration approvals, and PMA follow-on design changes) and follow-on changes to TCs and
STCs (not requiring reissuance of the certificate) issued during the fiscal year for which your
branch was assigned principal responsibility.

Indicator of completed work: issuance of an FAA approval document (letter, stamped 81103
recommending approval of design).

Category 1A - Project completion time of 1 to 8 hours
Category 1B - Project completion time of 9 to 40 hours
Category 2 - Project completion time of 41 to 120 hours
Category 3 - Project completion time of 121 to 600 hours

= B = B ]

Field approvals (FAA Form 337), flight tests conducted* - Count the number of field
approvals requiring a flight test that were completed during the fiscal year.
Indicator of completed work: the conduct of a flight test.

Field approvals (FAA Form 337), engineering design reviews completed* - Count the number
of field approvals requiring design review that were completed during the fiscal year.
Indicator of completed work: the completion of a design review.

Field approvals (FAA Form 337), AFM supplements approved* - Count the number cf field
approvals requiring AFM supplement review that were completed during the fiscal year.
[ndicator of completed work: the approval of a supplement to an aircraft flight manual.

TSO Authorizations (domestic) issued - Count the number of TSO authorizations that were
issued during the fiscal year.
Indicator of completed work: the preparation of a letter approving the authorization.

* If a field approval involves any combination of flight test,
design review, or AFM supplement approval activity, count each
activity separately.
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C. CERTIFICATIONS, APPROVALS, APFOINTMENTS

4 Design Approvals (Import and Domestic) (continued)

|
1
|

TSO design approvals (import appliance) issued - Count the number of TSO design approvals
that were issued during the fiscal year.
Indicator of completed work: the preparation of a letter approving the authorization.

TSO deviations issued - Count the number of deviations to technical standard orders that were
issued during the fiscal vear. A request for deviation may either be granted or denied.
Indicator of completed work: the number of deviations to TSO's that are issued.

PMA design approvals (through identicality) issued or denied - Count the number of PMA
design approvals based on identicality that were issued or denied during the fiscal year.
[ndicator of completed work: a letter approving or denying the identicality of design.

PMA design approvals (through test reports and computation) issued - Count the number of
PMA design approvals issued based on test reports and computation that were completed during
the fiscal year. Count as one PMA: a) one or more tests that substantiate the design; b) one or
more parts approved from the same test(s).

Indicator of completed work: a letter approving the design(s) following completion of a test and
computation procedure.

|

Working Procedures negotiated - Count the number of working procedures (includes those
with FCAA and other entities) negotiated during the fiscal year.

Indicator of completed work: a final working procedure.

I

Appointment of Representatives of the Administrator
|
New DERs appointed or revoked - Count the number of new DERs that were appointed (includes
training, indoctrination), or current DERs whose certificates were revoked for cause, during the fiscal
vear.
Indicator of completed work: the issuance or revocation of a certificate of authority to a DER.

£
§

New delegations (DOA, DAS) appointed - Count the number of DOAs or DASs that were appointed
during the fiscal year.
{ndicator of completed work: a letter of authonzation to the facility.

'%

.\'ew SFAR 36 delegations issued - Count the number of SFAR 36 delegations that were issued during
the fiscal year.
Indicator of completed work: a letter of authorization to the facility.

~

age 16
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Appendix 2
Figure 1. SAMPLE WORK PRODUCTS AND STAFF HOURS REPORT
AIRCRAFT CERTIFICATION SERVICE
STAFFING GUIDE FOR ENGINEERS AND FLIGHT TEST PILOTS
Organization Code:  ACO-XXX.Y
Preparer: Date:
Approved: Date:
Continued Operational Safety
Current Quarter
Staffing
. Time Completed Requirements
Completed Items Standard Work Prod, (Hrs)
Service Difficulties
NPRMs for ADs prepared ' 32 3 9
Final rule ADS prepared 32 4 128
Emergency ADS prepared 16 1 16
Exemptions to AD prepared 24 0
NPRMs for ADS reviewed 8 0
Final rule ADS reviewed 8 0
Emergency ADS reviewed 4 0
Exemptions to ADs reviewed 4 0
Alternate means of compliance with 8 13 104
AD approved
Field investigations of aircraft 40 1 40
accidents or serious incidents
conducted
Corrective actions on service 40 6 240
difﬁcultics completed (non-AD)
Responses to NTSB recommendations 60 1 60
prepared
Responses to NTSB recommendations 16 0
rcl‘viewed
Responses to accident prevention 24 0
recommendations preparsd
Responses to accident prevention 8 0
rtgé;ommcndationa reviewed
Responses to FCAA service difficulty 24 2 48
inquiries prepared
Surveillance
Rcﬁ(air station audits supported 80 0
NASIP inspections supported 120 1 120
Aging fleet inspections conducted p 3 72
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Appendix 2
Figure 1. SAMPLE WORK PRODUCTS AND STAFF HOURS REPORT
|
Current Quarter
v Staffing
Time Completed Requirements
Completed [tems Standard Work Prod. (Hrs)
Supervision and Renewal
DERs supervised 6 0
ACSEP evaluations conducted
Category | 32 l 32
Category 2 60 3 180
. Category 3 100 l 100
‘!,
Other Activities
SCRs or CDRs completed 120 0
MEOT investigations completed 40 0
Technical evaluations of FOIA 8 4 32
requests completed
Respoases to public inquiries 16 3 48
completed
Rc;:pouses to Congressional inquiries 32 0
completed
Responses to FCAA certification 16 2 32
in‘quin'cs (on exporied products)
pfeparcd
Compliance determinations for 40 1 40
international civil airworthiness
authorities completed
Canacia~ STA applications processed 16 0
Work Measures/Service Area Total: 1.388
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Appendix 2
Figure 1. SAMPLE WORK PRODUCTS AND STAFF HOURS REPORT
Regulatory Policy Development
B
|
| Current Quarter
Stajling T
Time Completed Requirements
Completed Items Standard Work Prod. (Hrs)
Régulations Development
Special conditions within NPRMs 70 1 70
prepared
Special conditions within final rules 50 0
prepared
Special conditions within NPRMs 20 0
reviewed ,
Special conditions within final rules 10 0
reviewed
Exemptions granted or denied 55 0
Petitions for rulemaking evajuated 40 0
TSOs
TSOs developed or revised 240 0
Policy Development
New orders issued 215 0
Revised orders issued 145 0
Notices issued 90 0
Review docume :ts associated with Clearance
“Records 11 0
Standardization
Procedural/technical guidance letters 32 0
“issued
FAR-JAR harmonization meetings 120 0
" attended
International regulatory proposals 80 0
‘evaluated
Bilateral pegotiations coacluded 120 0
Bilateral agreements prepared 32 0
Aircraft certification standardization 32 3 96
workshops attended
Technical Seminars Workshops
.conducted 105 0
Interdirectorate meetings 12 0
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Figure 1. SAMPLE WORK PRODUCTS AND STAFF HOURS REPORT

Regulatory Policy Development

Current Quaner
Staffing
Time Completed Requiremens
Completed [temns Standard Work Prod. ‘Hrs)
Issue papers (certification projects) 16 0
coordinated :
Briefing marerial prepared 8 0
Responses to certification program 4 0
‘notices (CPNs) compls=ted
Certification program plans (CPPs) 24 0
coordinated
Certificaiion meetings attended 40 0
FCAA cestificaticn guidance meetings 80 0
attended
Review SAE documents 5 0
Work Measures Total: 166
Rulemaking Projects Total: 0
Combined Service Area Total: 166
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Figure 1. SAMPLE WORK PRODUCTS AND STAFF HOURS REPORT

Rgg‘ ulatory Policy Development (continued)

Rulemaking Projects

Instructions: [ndicate in the left hand column below the project title and control number for each rulemaking

project worked on by members of your staff during the quarter. All rulemaking and Advisory Circular

projects to which your staff devoted work hours during the quarter should be listed, regardless of when

they began or whether or not they were completed. Also list the FAR section(s) addressed by each project in

the center column of worksheet. In the far right hand column report the total number of staff hours devoted to each project
project during the quarter. and indicate the approximate number of work hours remaining for those rules

which were not completed. Add total staffing requirements (hours) for the quarter and enter the amount in the

totals row at the bottom. and in the "Rulemaking Projects Total” row on the previous page.

Current Quarter
Time
Staffing Remaining
FAR Requirements on Project
Project Title and PCN Section(s) (Hours) Hours
L N/A )
i
3 -
e -
5. _
Page Total: 0 0
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Figure 1. SAMPLE WORK PRODUCTS AND STAFF HOURS REPORT

Certifications, Approvals, Appointments (ACO)

Current Quarter

Staffing
Time Completed Requirements
Completed Items Standard Work Prod. {(Hrs)
Design Approvals (Import and Domestic
New Type Certificates issued
> Category | - | to 40 hours 32 1 32
* Category 2 - 41 to 120 hours 95
* Category 3 - 121 to 600 hours 315 0
Ameaded Type Certificates issued
> Category 1 - 1 to 40 hours 24 0
> Category 2 - 41 to 120 hours 85 1 85
® Category 3 - 121 to 600 hours 300 0
Supplemental Type Certificates issued
° Category | - 1 to 40 hours 24 1 24
° Category 2 - 41 to 120 hours 85 7 595
> Category 3 - 121 to 600 hours 265 3 795
Amended Supplemental Type Certificates
issued
* Category | - | to 40 hours 24 0
® Category 2 - 41 to 120 hours 75 2 150
* Category 3 - 121 to 600 hours 220 0
Design Changes issued
> Category 1A - | to 8 hours 4 49 196
> Category 1B - 9 to 40 hours 24 {3 312
> Category 2 - 41 to 120 hours 90 6 540
> Category 3 - 121 to 600 hours 275 1 275
Field approvals (FAA Form 337), 4 0
flight tests conducted
Field approvals (FAA Form 337), 16 5 80
engineering design reviews
completed
Field approvals (FAA Form 337), 4 6 24
AFM supplements approved
TSO authorizations (domestic) 4 19 76
issued
TSO design approvals (import 8 0
appliance) issued
TSO deviations issued 32 0 0
PMA design approvals (through 8 14 12
identicality) issued or denied
PMA design approvals (through test 21 2 42
;epom and computation) issued
Working procedures negotiated 40 0 0
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Appendix 2
Figure 1. SAMPLE WORK PRODUCTS AND STAFF HOURS REPORT
Certifications, Approvals, Appointments (ACO)
Current Quarter
Staffing
; Time Completed Requirements
Ccempleted Items Standard Work Prod. (Hrs)
Appointment of Representatives of
the Administrator
New DERs appointed or revoked 12 4 48
New delegations (DOA. DAS) appointed 120 0
New SFAR 36 delegations issued 80 1 80
: 128
Work Measure Total: 3.466
Certification Projects (600+ hour) Total: 1,050
Combined Service Area Total: 4.516
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Figure 1. SAMPLE WORK PRODUCTS AND STAFF HOURS REPORT

Certifications, Approvals, Appointments (continued)
Certification Projects (600+ Hours)

[nstructions: [ndicate below the title and project control number for each 600+ hour certification project worked on
by members of your staff during the quarter in the five design approval categories listed. All 600+ hour
certification projects to which your staff devoted work hours during the quarter should be reported, regardless of
when they began or whether or not they were completed. In the right hand column, list the approximate number of
work hours remaining for those projects which were not completed. Add the total staffing requirements (hours) for
the quarter and enter the amount in the totals row at the bottom, and in the "Certification Projects (6004 hours)
Total” row on the previous page.

f Current Quarter

Time
Staffing Remaining
Requirements on Project
Service Areas & Products PCN (Hours) (Hours)
Design Approvals
Tyvpe Certificates
1. SA 227 1466 250 3.620
Amended Tvpe Certificates
{. Lears5s 1205 200 8.800
Supplemental Type
Centificates
1. Beech 200 1094 600 600
Amended Supplemental Type
Certificates
Désign Changes
¢
Page Total: 1.050 13.020

il
i

Paitge 8




11/6/97 1380.53D
' Appendix 2

Figure 1. SAMPLE WORK PRODUCTS AND STAFF HOURS REPORT

Other Direct Activities

Instructions: This reporting category is designed to capture direct work activities which do not occur on a regular
recurring basis and for which no specific time standards have been developed, and work items completed by an
organization not normally responsible for that particular product or service. An example of the latter would be a
project delegated from one organizational level to another, such as TSO development done by an ACO on behalf

of Headquarters. Examples of the former "one-time" or special projects would include support to air shows, industry
conventions. designee conferences, SAE/FAA Committees, or development of a technical paper for an

ASME symposium. Also, direct work activities reported in this category, which repetitively appear over time, are
intended to form the basis for Staffing Standards Review Committee development of new or revised work measures.

[n the left hand column, provide a brief description of each other direct work project to which your staff devoted
work hours during the quarter. [n the center column list the project title and control number for the activity, and
indicate the total number of staff hours spent on each project during the quarter in the right hand column
(minimum 80 hours). For items delegated to your organization which are included in the staffing standard, use

the specific time standard figure associated with that work measure. For those activities which were not completed,
indicate in the right hand column the approximate number of work hour remaining on the project. Add the total
smfﬁng{ requirements (hours) requirements (hours) for the quarter and enter the amount in the totals row at

the bottom of the page.

Current Quarter

Time
Staffing Remnuaining
Requirements on Project
Description PCN (Hours) (Hours)
1. Oshkosh Airshow 1432 40 140
3. Team Member. Aging Commuter 1513 20 380
Aircraft [ssues
i
Category Total: 60 520
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Figure 1. SAMPLE WORK PRODUCTS AND STAFF HOURS REPORT

Total Direct Work Hours

Instructions: Enter the combined service area totals for each of the four categories of direct work as indicated
in the chart below, and add the figures to obtain your organization's total direct workload for the quarter.

In the second section of the worksheet indicate the number of certification engineers and flight test pilots oa
your staff during the quarter. Determine the average by dividing the total number of weeks worked by all
engineers and flight test pilots by 13, the number of work-weeks in a full quarter. List only the number of
employees in these occupations performing substantive, non-supervisory duties; do not include administrative
support staff or managers in these figures.

Curreat

Public Service Area Quarter
Continued Operational Safety 1.388
Reéulatory Policy Development 166
Certifications. Approvals, Appointments 4.516
Other Direct Work ‘ 60

QUARTERLY TOTAL: 6.130
Ay n-
Certification Engineers 11
Flight Test Pilots . 3
Page 10
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FIGURE 2. SAMPLE STAFFING REQUIREMENTS REPORT

ARCRAFT CERTIFICATION SERVICE
STAFFING GUIDE FOR ENGINEERS AND FLIGHT TEST PILOTS

rgamization Code  ACO-XNNY

Freparer
Approsed
Continued Operatonal Safety
: Staffing Forecast Staffing Forecast Staffing Forecast
‘,i’ Current Year FY 98 FY 99 FY 00
v Compitd  Statfing Comphtd  Staffing Compitd  Statfing Comphd  Swatfing
Time Work Regmnts Work Regmnts Work Regmnts. Work Regmrits
Completed [tems Stand, Prod (Hr) Prod 1Hrs) Prod (Hr) Prod 1Hrsy
Senvice Dufficulues
NPRMs for ADs prepared 32 12 g 1% 4RO 14 480 1§ 430
Final rule ADs prepared n 16 12 18 76 20 640 2 704
Emergency ADs prepared 16 3 48 3 48 3 18 2 32
£ vemptions 10 AD prepared 4 0 Q 0 0
NPRMs for ADs reviewed 8 bl 0 0 0
Fuinal rule ADs reviewed 8 0 0 0 0
Emergency ADs reviewed 4 0 0 0 0
Exempuions 1o ADs reviewed 4 G 0 0 0
Alternate means of compliance 8 %6 368 0 400 %0 400 0 400
with AD approved ,
Freld s estigations of aircraft 40 ? 280 ® 280 6 240 6 240
* acardents o serous ncidents
~oaducted
Corective acions on senvice 40 20 800 2 £80 he 960 M3 1.040
_ditficulties completed (non- AD)
‘Responses to NTSB 60 s 300 $ 300 s 300 S 360
recommendations prepared
Responses 1o NTSB 16 0 0 (4] 0
:‘rmmmd.wom reviewed
Rcrpntw to accident prevention 24 4 96 4 96 ¢ 120 b 120
revommendations prepared
Responses to accident prevention 8 0 Q 0 0
" recommendalions reviewed
Responses 1o FCAA service difficul 24 6 144 10 -40 10 240 12 288
afficulty inquunes prepared
‘ 2932 3.300 3428 3.664
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FIGURE 2. SAMPLE STAFFING REQUIREMENTS REPORT
' Staffing Forecast Staffing Forecast Statfing Forecast
Current Year FY 98 FY 99 FY 00
Compltd.  Statfing Complitd  Staffing Compltd.  Statfing Compltd.  Staffing
Tume Work Regmnts. ‘Work Regmnts. Work Regmnts. Work Reqmnts.
Completed Items Standard Prod. (Hrs) Prod. (Hrs) Prod. (Hrs) Prod. (Hrs)
Surveillance
Reparr station audits supported 80 2 160 2 160 3 240 2 160
NASIP inspections supported 120 1 360 480 600 7 840
Aging fleet inspections conducted 24 7 168 10 240 14 336 17 108
Supervision and Renewal
DERs isupervxsed 2 97 194 108 216 120 240 132 264
ACSEP evaluations conducted
Category | 32 6 192 10 320 12 384 15 480
Category 2 60 17 1.020 22 1,320 23 1.500 30 1.800
Categorv 3 100 3 300 10 1.000 12 1.200 20 2.000
Other Activities
SCRs or CDRs completed 120 3 360 3 360 3 360 3 360
MEOT invesugations completed 40 0 1 40 0 1 40
Techucal evaluations of FOIA 8 22 176 6 48 6 48 8 64
reguests compieted
Responses to public inquines 16 13 208 12 192 14 224 12 192
completed
Responses to Congressional 32 2 64 2 64 p 64 2 64
inguines completed
Responses to FCAA Certification 16 9 144 12 192 15 =40 18 288
Inguines (on exported products)
prepared
Compliance determinations for 40 k| 120 4 160 7 280 7 280
international civil arworthiness
authanuies completed
Canadian STA applications 16 2 n 0 1 16 0
processed
Continued Operational Safety Service Area Total: 6.430 8.092 9.160 10,904
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Appendix 2
FIGURE 2. SAMPLE STAFFING REQUIREMENTS REPORT
R;Malory Policy Development
i Statfing Forecast Statfing Forecast Statfing Forecast
Current Year FY 98 FY 99 FY 00
Comphtd.  Siaffing Comphd  Staffing Compitd.  Staffing Compltd.  Staffing
Time Work Regmnts. Work Regmnts. Work Regmnts. Work Regmnts.
Completed ltems Standard Prod. (Hrs) Prod. (Hrs) Prod. (Hrs) Prod. (Hrs)
Regulations Development
Special conditions withun NPRMs 70 k} 210 1 70 2 140 I 70
prepared
Special conditions within final S0 2 100 0 | 50 0
lrules prepared
Special conditions withun NPRMs 20 0 0 0 0
reviewed
Spevial conditions within final 10 0 0 0 0
rules reviewed
Exemptions granted or deryed 55 0 0 0 0
Petitions tor rulemaking evaluated 40 0 0 0 0
ISOs
TiSOs develaped or revised 240 1] 0 0 0
Policy Development
New AC sections issued pe 0 0 0 0
tFAR Spectfic)
New ACs issued (topical) 190 0 0 0
Revised AC sections issued 16 0 0 0
tFAR specitic)
Revised ACs issued (topical) 150 0 0 0 0
\'je\s orders issued 218 0 0 0 0
Révised orders 1ssued 145 0 0 0 0
\']'uuccs 1ssued 90 0 0 0 0
Review documents associated
with Clearance Records 11 0 0 0
Harmonization
Procedural technical guidance 32 0 0 ] 0
!;nm 1ssued
FIAR-JAR harmonization meetings 120 - 0 0 0 0
antended
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: FIGURE 2. SAMPLE STAFFING REQUIREMENTS REPORT
Staffing Forecast Staffing Forecast Staffing Forecast
Curvent Year FY 98 FY 99 FY 00
Comphid.  Staffing Compitd.  Statfing Compltd.  Staffing Compitd.  Statfing
Time " Work Regmnts. Work Reqmats, Work Regmnts. Work Regmnts.
Completed Items Standard Prod. {Hrs) Prod. (Hrs) Prod. (Hrs) Prod. (Hrs)
$tandardization
International regulatory proposals 80 0 0 0 0
evaluated
Bilateral negotiations concluded 120 0 0 0 0
Bilateral agreements prepared 32 0 0 0 0
Aurcraft Certification Standardiza- 32 9 288 11 352 13 416 13 416
tion workshops attended '
Issue papers (certification 16 0 0 0 0
projests) coordinated
Responses to certufication program 4 0 0 0 0
notices (CPNs) completed
Certification program plans (CPPs) 24 0 0 0 0
coordinated
Cerufication meetings attended 40 0 0 0 0
FCAA certification guidance 80 0 0 0 0
meetings attended
Review SAE documents 5 0 0 0
i
Work Measures Total: $98 122 606 486
Rul;makmg Projects Towl: 0 0 0 0
Regulatory Policy Development Service Area Total: 198 ‘422 606 486
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FIGURE 2. SAMPLE STAFFING REQUIREMENTS REPORT

Reguiatory Policy Development (continued)

Rulemaking Projccts

1380.53D
Appendix 2

Instructions: ndicate in the ieft hand column below the project title and control number for each rule-making project worked on by members of vour statf during
the fiscal year. All rulemaking projects to whach vour «tatf devoted work hours during the fiscal year should be listed. regardless of when they began or whether
or not they were completed. Also list the FAR section(s) addressed by each project in the next column of the worksheet. In the third column report the hours
devoted to each project during the fiscal vear. and indicate the approximate number of work hours remaining for those rules which were not completed. Indicate
the expected distnbution of these remawning hours over the next three fiscal vears. Add the total statfing requirements (hours) for each fiscal vear and enter in

the totals row at the bottom, and in the "Rulemaking Projects Total” row on the previous page.

‘ Staffing Forecast Staffing Forecast Staffing Forecast
/ Current Year FY 98 FY 99 FY Q0
Time Time Time Time

Statfing  Remauning Stathing  Remaimning

Staffing  Remaiung

Suffing  Remaining

FAR Reqmnts.  on Project Regmnts.  on Project Regmnts.  on Project Regmnts.  on Project

Propect Title and PCN Saction(s) (Hours) (Hours) (Hours) Hours (Hours) Hours (Hours) Hours
1 N A

|

1
- l“
3
PR

M
<
Rulemaking Projects Total: 0 0 0 0 0 0 0 0
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Appendix 2

FIGURE 2. SAMPLE STAFFING REQUIREMENTS REPORT

Certifications, Approvals, Appointments (ACO)

Staffing Forecast Staffing Forecast Staffing Forecast
Current Year FY 98 FY 99 FY 00
Compitd  Suffing Compitd.  Staffing Compitd.  Staffing Comphd  Sutfing
Time Work Regmnts. Work Reqmants. Work Regmnts. Work Regmnts.
Completed ltems Standard Prod (Hrs) Prod, (Hrs) Prod. (Hrs) Prod. {Hrs)
esign Approvals and Domesuc
New Type Certificates issued
> Category { - 1 1o 40 hours 32 2 64 1 32 ! 32 1 32
® Category 2 - 41 to 120 hours 9s 0 1 98 2 190 2 190
: CSugoryJ-Itho600hours 31 l 318 3 945 i 31 1 31
Amended Type Certificates issued
> Category 1 - 1 to 40 hours 4 1 24 1 24 2 48 2 48
> Calegory 2 - 41 to 120 hours 85 I 8 | 85 1 8s 1 8S
2 Category 3 - 121 to 600 hours 300 0 1 300 0 1 300
Supplemental Type Certificates issued
> Category | - 1 to 40 hours 24 4 96 bl 120 7 168 8 192
? Cagegory 2 - 41 to 120 hours 8s 22 1.870 20 1.700 22 1.870 25 2,128
? C&lcgory 3 - 121 W 600 hours 269 9 2385 13 3975 12 3.180 12 3.180
Amended Supplementai Type Centuficates
1ssued:
* Category 1 + 1 to 40 hours pX] 1 24 0 1 24 1 24
* Calegory 2 - 41 to 120 hours 7% 7 25 7 528 7 28 ? §28
“ Category 3 - 121 to 600 hours 220 4 880 2 440 3 660 3 660
Design Changes issued
" Category 1A - | to 8 hours 4 196 784 200 800 208 20 190 760
* Category 1B - 9 to 40 hours 24 44 1.056 45 1.080 50 1.200 40 960
. C.xi:gory 24110 120 hours 90 19 1.710 20 1.800 20 1.800 1 1.350
Category 3 - 121 10 600 hours 275 8 2,200 10 2.750 10 2.750 s 1375
Field approvals (FAA Form 337), 3 3 12 3 12 3 12 3 16
thghlj tests conducted
Field .{pprovals (FAA Form 337, 16 18 288 15 240 (B 240 18 288
cnqucmng design reviews
cumﬁlclcd
Field dpprovals (FAA Form 337), 4 15 60 12 a8 12 48 18 60

AFM supplements approved
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Appendix 2
FIGURE 2. SAMPLE STAFFING REQUIREMENTS REPORT
Staffing Forecast Statfing Forecast Staffing Forecast
Current Year F'v 98 FY 99 FY 00
Compitd  Staffing Complid.  Statfing Compitd.  Statfing Compitd.  Staffing
Time Work Regmnts. Work LT Work Reqmnis. Work Reqinnts.
Completed [tems Standard Prod. (Hrs) Prod. (Hrs) Prod. (Hrs) Prod. tHm)
' Design Approvals (continued)
TSO authorizations (domestic) 4 3 292 80 320 80 320 78 300
1ssued
TSO design approvals (import 8 ) 24 b 40 b 40 $ 40
apphance) issued
TSO deviauions 1ssued 32 0 1] 0 0 0 D] 0 0
PMA design approvals (through 8 $0 100 58 164 58 164 50 400
denticality) issued or derued
PMA design approvals (through 40 8 320 4 160 6 240 4 160
test reports and computation)
1ssued
Working procedures negotiated 0 1 40 1 §0 0 0 1 0
! t of tatives ol
" the Admumstrator
New DERs appownted or revoked 12 2 252 15 300 30 36C 18 420
New delegations (DOA.DAS) 120 0 0 0 1]
appownted
New SFAR 16 delegations issued 80 2 160 1 80 1 80 1 80
Work Measure Total: 13.866 16,415 15471 13928
Certificaion Progects (600~ hour) Total: 33480 4.300 6,400 2119
Certifications, Approvals. Appointments Service 17,206 20.718 2187 16,038
Arez Total:
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Appendiz 2

Certifications, Approvals, Appsintments (continued)

Certification Projects (600~ Hours)

FIGURE 2. SAMPLE STAFFING REQUIREMENTS REPORT

11/6/97

Tnstructions  Indicare below the title and project control number for each 600~ hour certification project worked on by members of vour statf dunng the tiscal
vear in the five design approval categones histed Al 600~ hour certification projects to which vour statf devnted work hours duning the tiscal vear should be
reported regardless of when the hegan or whether o ant they were completed. [n the third column report the total number of stalf hours des oted to each project
dunng ihe fiscal vear. and indicate the approxamate number of work hours remaunng for those projects which were not completed. Indicate the 2xpevted
distnbution of these remawung hours over the next three tiscal vears. Add e total statfing requirements «hours) for each tiscal vear and enter th2 amount i the

ttals row a1 the batton, ana in the “Certification Projects (600~ hours) Totals™ row on the previous page

Suufing Forecast

Statfing Forecast

Statfing Forecast

Current Year FY 98 Y 99 FY 00
Tume Time Time Time
Staffing  Remairung Staffing  Remawung Suaffing Remawang Suffing  Remauung
Reqmnts.  on Project Regmnts.  on Project Regmnts.  on Project Regmnts.  on Project
Service Areas & Products PCN Hours) 1Hours) tHours) (Hcurs) i Hours) (Hours) 1 Hours) (Hours)
Dess ovzls
Type «ertificates
boSAYY 1.466 960 910 1,600 1310 1.100 210 210 0
Aimended Tvpe Certificares
1 Cessna 560 1.233 330 2500 700 1.800 1.800 0
T olearss 1.20% 840 ?.150 2.000 6.150 3.500 2650 1.900 750
Supplemental Type
Certificates
t Berech 200 1.094 1.200 0
Amended Supplemental Tvpe
Centeficates
esign Changes
Cerutization Projects (600~ hour) Tetal: 33480 13.560 4300 9.250 6.400 2.860 2110 “50
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Appendix 2
FIGURE 2. SAMPLE STAFFING REQUTREMENTS REPORT

Other Direct Activitles

Instructions.  Thus reporting category is designed to vapture direct work activities which do not occur on a regular or recurnng basis and tor which no specitic
time standards have been developed. and work items completed by an organuzation not normally responsible for that particular product or servace  An ex.
ample of the latter would be a project delegated from one organizational level to another. such as TSO development done by as. ACO on behalf of Headquanters
Examples of the former "one-time" or special projects would include support to awr shows. industry conventions, designee conferences. SAE FAN conumntees, or
development of a teclinucal paper for an ASME symposium. Also direct work activities reported in this category which repetitively appear over ime are intended
to form the basis for Statfing Standards Review Commutice development of new or revised work measures,

{n the leR hand column below provide a bnef description of each other direct work project to which vour statf devoted work hours during the tiscal vear Newt list
the project Uitle and control number for the activity. and indicate the total number of statf hours spent on each project during the fiscal year (munimum 80 hours)
For items delegated to vour orgamuzation which are included in the statfing guide. use the specific time standard figure associated with that work measure. For
those astivities which were not completed duning the fiscal vear, indicate the approximale number of work hours remaining on the project. Indicate the expected
distnbution of these remainung hours over the next three fiscal vears. Add the total staffing requirements (hours) for each fiscal vear and enter the amount 1 the
totals row at the bottom of the page.

Staffing Foreciat Staffing Forecast S.atfing Forecast
Current Year FY 98 FY 99 FY 00
Time Time Tume Time

Suffing  Remauung Staffing  Remaining Staffing  Remaining Staffing  Remaining
Regmnts.  on Project Regmnts.  on Project Regmnts.  on Project Reqmnts.  on Project

Descnption PCN (Hours) (Hours) (Hours) (Hours) (Hours) {Hours) {Hours) (Hours)
t Oshkosh Aurshow 1.432 180 0
I Revised AC - fuel 1.087 10 40 10 0

svatem lightrung

3 Team \Member. Aging 1.513 80 320 160 160 160 0
Commuter Aurcrafl [ssues

Other Direct Activities Total: 370 360 200 160 190 9 ] D)
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FIGURE 2. SAMPLE STAFFING REQUIREMENTS REPORT

Total Direct Work Hours

Instructions  Enter the combined service area totals tor each of the four categones of direct work as indicated betow, and add the figures to obtain the tiscal
vear total direct work hours tor vour orgaruzation. The indurect allowance will be factored in later when vour organizanonal totals are combuned with others
at the ACO. Directorate. or Division level In the second section of the worksheet, indicate the average number of certification engineers and thight test pilots
on vour stalf dunng the fiscal vear  Deterrmune the average by diiding the total number of weeks worked by all engineers and thght test pilots - ¢ g, $2 tora
tull vear emplosee, 26 for a half vear emplovee - by $2. List onlv the number of employees in these occupations performung substantive, non-supervisory
duties; do not include adrunmistrative support statf or managers in these tigures.

Current Forecast Forecast Forecast

Public Service Area Year Fyos FY 99 FY 00
Continued Operational Safety 6,430 8.092 9.160 10.904
Regulatory Policy Development 98 422 606 486
Certifications. Approvals. Appountments 17.206 20.715 2187 16.035
Other Durect Work 370 200 160 0
FISCAL YEAR TOTAL 24,604 29.429 31797 27.425

Averuge On-Board FY Staffing

Cerufication Engineers 12
Flight Test Pilots 3
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FIGURE 3. INDIRECT WORK ALLOWANCE
% AIR-100 Oanly
Category Definition Allowance % Allowance
Assistance |Support to other organizations in accomplishing their missions: 5.0 10.0
Support to manufacturing inspectors (PC, APIS boards,
special airworthiness certificates, enforcement actions)
Support to Flight Standards (regulatory project teams,
investigations, approval of process specifications for repair
stations, compliance findings under Part 121)
Support to regional Counsel on litigation activities
Research and Development project monitoring
Update of DOA, DAS, SFAR-36 staff qualifications and
handbooks
Travel  |Official travel during duty hours 3.0 3.0
ACRP  |General technical research (seminars, library time, journal 5.0 10.0
Support  |review); participation in professional society programs, trend
analysis of service difficulty data; presentations; DER;
newsletters; informal inquiries
Leave Leave of any kind(annual, sick, leave without pay, military, 15.0 15.0
court, administrative), including holidays
Training |Non-technical and technical training (except managers’
training), including technical workshops 5.0 5.0
TOTAL ALLOWANCE: || 33.0 43.0

I

Note: Indirect work allowance should be calculated based on actual onboard staffing,

i
I
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