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 Part 1 
Civil Aviation Audit Policy and Procedures 

 

Chapter 1 Definitions, Abbreviations and Acronyms 

 
1.3 Definitions 
 
The following terminology is specific to the audit process described in the Manual of Regulatory 
Audits (MRA): 
 
audit means an in-depth review of the activities of an organization to verify conformance with 
regulations. 
 
audit activities means those activities and procedures through which information is obtained to 
verify the auditeeôs conformance with applicable regulations.  Such activities may include, but are 
not limited to interviews, observations, inspections and the review of files and documents. 
 
auditee means the organization to be audited.  This term may be interchanged with 
ñorganizationò, ñcompanyò, ñoperatorò, ñair operatorò, ñprivate operatorò or ñflight training unit 
operator.ò 
 
audit finding means the determination of non-conformance of a product, process, practice or 
procedure or a characteristic thereof to a specified regulation.  This will be documented on the 
Audit Finding Form. 
 
audit manager means the individual, designated by the Convening Authority, responsible for the 
planning and conduct of an audit, including the production of the audit report. 
 
audit report means a report that outlines the audit process and provides a summary of the audit 
findings. 
 
certification means the process of determining competence, qualification, or quality on which the 
issuance of an aviation document is based.  This includes the original issuance, denial, renewal or 
revision of that document. 
 
characteristics means any distinct property or attribute of a product, process, service or practice 
of which the conformance with a regulation can be measured. 
 
combined audit means an audit that targets both Airworthiness and Operations functional areas. 
 



          Republic of the Philippines 

      Department of Transportation and Communications 
        Civil Aviation Authority of the Philippines  

        MIA Road, Pasay City 1301 
 

MANUAL OF REGULATORY AUDITS 
PART 1, CHAPTER 1 

DEFINITIONS, ABBREVIATIONS AND 
ACRONYMS (CONTôD) 

 

 

FS2.2-2/23/2009  Page No:  9 

Revision No:  1 

confirmation means the assurance that audit findings are in accordance with data obtained from 
different sources. 
 
Confirmation Request Form (CRF) means a form issued during the inspection portion of an 
audit to the auditee by a Civil Aviation inspector requesting information that is not readily 
available.  The auditee will be requested to respond within a specified time period. 
 
conformance means the state of meeting the requirements of a regulation. 
 
Convening Authority (CA) means the individual responsible for authorizing and overseeing the 
regulatory audit.  The CA is also responsible for ensuring that the follow-up is completed. 
 
Corrective Action Plan (CAP) means a plan submitted to the CA or to his or her delegate by the 
auditee, following receipt of the audit report.  This plan outlines the manner in which the company 
proposes to correct the deficiencies identified by the audit findings.  Carrying out the plan should 
bring the auditee into full conformance with regulatory requirements. 
 
depth means the period of time over which a company will be audited, normally from the last 
audit up to the present day. 
 
documented means that which has been recorded in writing, photocopied or photographed and 
then signed, dated and retained so as to ensure the continuity of the evidence secured. 
 
follow-up means the activity following an audit that is dedicated to program modification based 
on an approved Corrective Action Plan.  Follow-up ensures that the document holder meets 
regulatory requirements. 
 
inspection means the basic activity of an audit, involving examination of a specific characteristic 
of a company. 
 
National Audit Plan (NAP) means the annual plan of scheduled audits intended to measure the 
level of an organizationôs conformance.  These organizations include designated airworthiness 
organizations, air operators, and aviation schools. 
 
non-conformance means the failure of characteristics, documentation or a procedure to meet the 
requirements of a regulation or standard, which renders the quality of a product or service 
unacceptable or uncertain. 
 
practice means the method by which a procedure is carried out. 
 
product means the end result of a procedure or process. 
 
procedure or process means a series of steps followed methodically to complete an activity.  
This includes:  the activity to be done and individual(s) involved; the documentation to be used; 
and the manner in which the activity is to be controlled. 
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sampling means the inspection of a representative portion of a particular characteristic to 
produce a statistically meaningful assessment of the whole. 
 
scope means the number of functional areas within a company that will be audited. 
 
specialist audit means an audit that targets either Airworthiness or Operations functional areas. 
 
special-purpose audit means an audit intended to respond to special circumstances beyond 
initial certification, requests for additional authority or routine conformance monitoring. 
 
standard means an established criterion used as a basis for measuring an auditeeôs level of 
conformance. 
 

team leader means the individual appointed by the audit manager to conduct either the 
Airworthiness or the Operations portion of the audit. 
 

team member means the individual appointed by the team leader to participate in either the 
Airworthiness or the Operations portion of the audit. 
 
verification means an independent review, inspection, examination, measurement, testing, 
checking, observation, or monitoring to establish and document that products, processes, 
practices, services and documents conform to regulatory requirements.  This includes 
confirmation that an activity, condition or control conforms to the requirements specified in 
contracts, codes, regulations, standards, drawings, specifications, program element descriptions, 
and technical procedures. 
 

working papers means all documents required by the auditor or audit team to plan and 
implement the audit.  These may include audit schedules, auditor assignments, checklists and 
various report forms. 
 

1.4 Abbreviations and Acronyms 
 

The following abbreviations and acronyms will be found throughout this manual: 
 

AA Aeronautics Act 
A/C Aircraft 
ACA Aircraft Certification Authority  
AD Airworthiness Directive 
AEO Airworthiness Engineering Organization 
AFM Aircraft Flight Manual 
AIP Aeronautical Information Publication 
AIR Airworthiness Inspection Representative 
AMA Airworthiness Manual Advisory 
AME Approved Maintenance Engineer 
AMO Approved Maintenance Organization 
ATA Air Transport Association 
ATC Air Traffic Control 
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CA Convening Authority 
CAAP Civil Aviation Authority of the Philippines 
CAI Civil Aviation Inspector 
CAP Corrective Action Plan 
CCP Company Check Pilot 
CDL Configuration Deviation List 
C of A Certificate of Airworthiness 
C of G Centre of Gravity 
C of R Certificate of Registration 
CRF Confirmation Request Form 
DAC Director, Aircraft Certification 
DAEO Design Approval Engineering Organization 
DAMI Designated Airworthiness Maintenance Inspector 
DAMM Director, Aircraft Maintenance and Manufacturing 
DAO Design Approval Organization 
DAPM Design Approval Procedure Manual 
DAR Design Approval Representative 
DCBA Director, Commercial and Business Aviation 
DG Director General 
DFO Director, Flight Operations  
DG Dangerous Goods 
ELT Emergency Locator Transmitter 
EPM Engineering Procedures Manual 
FAR Federal Aviation Regulation 
FDG Finding 
FOO Flight Operations Officer 
FSIS Flight Standards Inspectorate Service 
FTAE Flight Training and Aviation Education 
HF High Frequency 
HQ Headquarters 
ICAO International Civil Aviation Organization 
IFR Instrument Flight Rules 
IFT Instrument Flight Test 
JAA Joint Aviation Authority 
JAR Joint Aviation Requirements 
MCM Maintenance Control Manual 
MDRS Mandatory Defect Reporting System 
MEL Minimum Equipment List 
MMEL Master Minimum Equipment List 
MMM Manufacturerôs Maintenance Manual 
MRA Manual of Regulatory Audits 
MRB Maintenance Review Board 
N/A Not Applicable 
NAP National Audit Plan 
NOTAM Notice to Airmen 
NVFR Night Visual Flight Rules 
OCI Office of Collateral Interest 
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OPI Office of Primary Interest 
PCSM Product Control System Manual 
PI Principal Inspector 
PIC Pilot-in-Command 
PMI Principal Maintenance Inspector 
POI Principal Operations Inspector 
PPC Pilot Proficiency Check 
QA Quality Assurance 
QAR Quality Assurance Review 
QC Quality Control 
QPM Quality Program Manual 
SB Service Bulletin 
SDR Service Difficulty Report 
SFC Safety Features Card 
SIC Second-in-Command 
SID Supplemental Inspection Document 
STA Supplemental Type Approval 
STC Supplemental Type Certificate 
TA/TC Type Approval/Type Certificate 
TBO Time Between Overhauls 
TCM Training Control Manual 
TDG Transportation of Dangerous Goods 
TDGA Transportation of Dangerous Goods Act 
TDGR Transportation of Dangerous Goods Regulations 
TI Technical Inspection 
TL Team Leader 
TP Technical Publication 
TSO Technical Standard Order 
VFR Visual Flight Rules 
VHF Very High Frequency 
WB Weight and Balance 
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Chapter 2  Audit Policy 
 
2.3 Purpose 
 
The National Audit Plan (NAP) is prepared and updated annually.  It is a two year schedule of 
audits designed to promote conformance with the aviation regulations that collectively prescribe 
an acceptable level of aviation safety.  The schedule calls for a minimum of one audit for each 
company in a two year period but could be as frequent as every six months depending upon the 
noted factors in section 2.7 of this chapter. 

 
2.4 Authority 
 

2.4.1 Director General, Civil Aviation Authority of the Philippines 
 

The Director General (DG) is responsible for all aviation audits and inspections.  The DG has 
further delegated this responsibility to the Director, Flight Standards Inspectorate Service. 
 

2.4.2 Audit Plan Approvals 
 

The DG will approve the NAP.  The NAP is a two year plan, which is updated annually.  Each 
carrier or organization subject to the audit process will be audited at least once in two years and 
more often if the DG so determines. 
 

2.8 Audit Types 
 
The type of audit is determined by the circumstances under which the audit is convened. 
 

2.8.1 Initial Certification Audit 
 
Prior to the issuance of an aviation document, all areas of a company will be inspected to ensure 
that it has conformed to the required regulations and standards.  Once the company has been 
issued an aviation document, an initial certification audit will normally be conducted approximately 
six months after the certification date to ensure compliance with the regulations. 
 

2.8.2 Additional Authority Audit 
An additional authority audit may be conducted prior to the granting of additional authority.  When 
such an audit is to be conducted, specific notification to the company is not required. 
 

2.8.3 Routine Conformance Audit 
 
Companies are audited at frequencies specified in the NAP for the purpose of determining 
conformance with aviation regulations.  A company will be contacted approximately seven to sixty
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days prior to the planned audit date to confirm the audit schedule.  The complexity of the routine 
conformance audit will determine the lead time for contact with the company.  Companies 
included in the National Audit Plan should normally be contacted three months prior to the 
planned audit date. 
 

2.8.4 Special-Purpose Audit 
 
A special-purpose audit is one conducted to respond to special circumstances other than those 
requiring an initial certification audit, an additional authority audit or a routine conformance audit.  
For example, a special-purpose audit may be convened with little or no notice and focus on 
specific areas of concern arising from safety issues.  A ñno-noticeò audit may preclude certain 
team-member activities and responsibilities that would be normally associated with other types of 
audits. 
 

2.9 Audit Activities 
 

The audit process consists of the following four distinct phases of activities: 
 

(a) the pre-audit; 
(b) the physical audit; 
(c) the post-audit; and 
(d) the audit follow-up. 
 

2.9.1 Pre-Audit 
 

Planning and preparation during the pre-audit phase will ensure that the objectives of the audit 
are achieved effectively, efficiently and economically.  The scope and depth of the proposed audit, 
to be addressed and justified within the audit plan, will determine the time schedule and the 
personnel and financial resources required. 
 

2.9.2 Physical Audit 
 

The physical audit phase will be implemented in accordance with the audit plan.  It includes the 
entry meeting with the auditee, the determination of audit findings through interviews, inspections 
and the evaluation and verification of files and records, functional area debriefings and the exit 
meeting. 
 

2.9.3 Post Audit 
 
Post-audit activities include completion of the audit report. 
 

2.9.4 Follow-up 
 
Audit follow-up includes the development and approval of the auditeeôs Corrective Action Plan 
and ensures full implementation of the CAP.  The CA will appoint an Office of Primary Interest 
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(OPI) who will be responsible for tracking and verifying the progress of the auditeeôs approved 
CAP. 
 

2.10 Co-ordination 
 
Audits will be co-ordinated through the CA.  The audit manager will ensure that the CA is informed 
of all relevant audit matters, and will be accountable to the CA for the management of audit 
resources and the integrity of the audit process. 
 

2.11 Scope and Depth 
 
The scope and depth of the audit is determined by the following: 
 
(a) the size and complexity of the company; 
(b) the time since the last audit; 
(c) the enforcement record of the company; and 
(d)  audit resources available.   
 

2.12 Frequency 
 

2.12.1 Resource Allocation 
 

One objective of the audit program is to target companies with poor conformance or safety 
records for more frequent audits.  Accordingly, maximum resources will be directed at those 
companies where the risk of compromising aviation safety is the greatest. 
 

2.12.2 Criteria 
 
Audit targeting and frequency will consider the following factors: 
 

(a) risk indicators; 
(b) scope of previous audit; 
(c) depth of previous audit; 
(d) personnel resources available; 
(e) financing or budgets; 
(f) a poor conformance record. 
 

2.7.3 Risk Indicators 
 

Although inspection and audit frequency will be determined by those factors outlined in paragraph 
2.7.2, risk indicators are very important when determining whether a company should be subject 
to additional special-purpose or more frequent inspections.  A list of these indicators, with an 
explanation of each, follows.  The ranking of each indicator may vary according to circumstances 
within the company when it is evaluated. 
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2.7.3.1 Financial Change 
 

The effects of financial difficulties and the subsequent impact on operations and maintenance 
actions are potential indicators of operational safety.  Examples could be ñcash on deliveryò 
demands made by suppliers; delays by the company in meeting financial obligations such as rent, 
payroll or fuel bills; spare-part shortages; and repossession of aircraft or other equipment. 
 

2.7.3.5 Labour Difficulties 
 
Labour unrest may occur during periods of seniority-list mergers, union contract negotiations, 
strikes or employer lockouts, and may warrant increased inspection frequency. 
 

2.7.3.6 Management Practices 

 
Management controls employment, salaries, equipment, training and operational/maintenance 
processes.  It can ensure that operations and maintenance functions are performed in a controlled 
and disciplined manner, or it can adopt a laissez-faire approach.  Management can also 
determine how quickly problems are solved and weak processes rectified.  These factors all 
determine the extent of regulatory monitoring required. 
 

2.7.3.7 Poor Internal Audit or Quality Assurance Program 
 
Some larger companies and maintenance organizations have adopted formal quality controls.  
These may be in the form of a Quality Assurance Program or formal internal audits.  The absence 
of these programs may influence the frequency of monitoring, inspections or audits. 
 

2.7.3.5 Change in Operational Scope or Additional Authorities 
  
Changes such as a new level of aircraft operations and associated service will require increased 
regulatory monitoring. 
 

2.10.3.6 Changes in Contracting for Services 

 
Any changes to aircraft handling or maintenance contracts may require increased monitoring to 
ensure that the company has conformed to regulatory requirements. 
 

2.10.3.7 High Turnover in Personnel 

 
A loss of experienced personnel or lack of employee stability may be the result of poor working 
conditions or management attitudes that result in operational inconsistencies or the inability to 
meet or maintain regulatory requirements.  This situation will require increased monitoring. 
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2.10.3.8 Loss of Key Personnel 
 
The replacement of operations managers, maintenance managers, chief pilots or other key 
personnel within a company will require increased regulatory monitoring to ensure a smooth 
transition. 
 

2.10.3.9 Additions or Changes to Equipment or Product Line 
 
Any changes to a product line may require increased monitoring to ensure that appropriate 
regulatory requirements have been met. 
 

2.10.3.10 Poor Accident or Safety Record 
 
Incidents or accidents that occur during company operations may be an indicator of the 
companyôs level of conformance and require additional monitoring, inspection or audits. 
 

2.10.3.11 Merger or Takeover 
 
Any merger or change in controlling management may require additional regulatory monitoring or 
inspection after initial recertification. 
 

2.10.3.12 Regulatory Record 
 
A companyôs record of previous inspections and audits, the promptness with which the company 
has completed its CAP, and its overall conformance history are indicators that will influence the 
frequency of monitoring, inspections and audits. 
 

2.10.4 Periodic Cycle 
 
Every company holding an AOC will be audited on a periodic cycle ranging from six to 36 months.  
This periodic cycle can be extended to a 60-month maximum for those companies with a strong 
internal audit program, a sound conformance record, and none of the risk indicators described in 
paragraph 2.7.3.  The promptness with which previous non-conformances were corrected should 
also be a factor in the timing of the next audit. 
 

2.11 Unity of Control 
 
Inspectors assigned to an audit shall report to the designated audit manager for the duration of 
the audit.  To ensure continuity, inspectors assigned to an audit shall not be released from their 
audit duties prior to the completion of the audit unless written authorization has been received by 
the audit manager. 
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2.12 Qualifications 
 
The audit team membersô qualifications will vary according to their respective duties and 
responsibilities.  However, each member of the team (except those in training or serving as 
observers) will have taken the audit procedures course. 
 

2.13 Principal Inspector Restrictions 
 
To remain impartial throughout the audit process, Principal Operations Inspectors (POIs) and 
Principal Airworthiness Inspectors (PAIs) should not participate in audits of their assigned 
companies except in an advisory capacity to assist the appropriate team leader. The CA, 
however, may approve the participation of the POI or PAI as an active member of the audit team, 
should circumstances and resources dictate. 
 

2.11 Inconsistencies ï CAAP Civil Aviation Approvals  
 
During an audit, the auditee may produce TC Civil Aviation letters or approval documents, which 
appear inconsistent with current legislation or policy.  The audit manager shall report such 
documentation to the CA immediately.  Unless safety is compromised, the auditee will not be 
required to make immediate program changes.  The CA is responsible for resolving these 
inconsistencies and advising the auditee of any required action. 
 

2.12    Discrepancies ï CAAP Civil Aviation Mandate 
 
If the audit identifies potential violations of regulations, which are outside the CAAP Civil 
Aviationôs jurisdiction (e.g. Security, Department of Justice, Labour, provincial or municipal 
legislation), the audit manager shall notify the CA.  The CA will then determine if the inconsistency 
warrants a formal report to the DG for interdepartmental or intergovernmental action. 
 

2.16 Conflict of Interest 
 
Any member of the audit team who believes his or her presence may be a conflict of interest shall 
advise the audit managers.  The following are potential conflicts of interest: 
 
(a)  former employment with the company (depending upon recency of employment); 
(b) organizational ties with the company; 
(c) direct company involvement; 
(d) the holding of company shares; and 
(e) family ties with the company. 
 

2.17 Confidentiality 
 
Owing to the sensitive nature of audits, confidentiality is of the utmost importance.  Team 
members shall exercise discretion when discussing audit matters during an audit (whether on or 
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off the site).  Discussion of audit content shall be limited to the audit team and appropriate CAAP 
Civil Aviation management. 
 

2.18 Release of Audit Reports to the Public 
 
Audit reports shall not be released to the general public without the approval of the DG. 
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Chapter 3 General Audit Procedures 
 
3.2 Classes of Audits 
 

3.2.1 General 
 
(a) The three classes of audits are: 
 

(1) Large Combined Audit; 
(2) Small Combined Audit;  and 
(3) Specialist Audit. 

 

(b) For an audit to be a complete and effective review of a companyôs operation it should normally 
be conducted as a combined audit (i.e., as a joint airworthiness and operations audit).  The 
combined audit should be the norm for air operators of any complexity in operations and 
maintenance. 

 

3.2.2 Large Combined Audit 
 
This includes audits suitable for: 
 

(a) A Part 9 air operator; and 
(b) A Part 9 air operator that has a mixed aircraft fleet with numerous aircraft types and a varied 

route structure.  
 

3.2.3 Small Combined Audit 
 
This includes audits suitable for a Part 9 air operator other than that noted in section 3.1.2. (b) 
above. 
 

3.2.4 Specialist Audit 
 
This is the most common regional audit, focusing on specific functional areas within a company. 
 

3.1.4.2. Airworthiness 
 
An airworthiness specialist audit will review the airworthiness activities of the following 
organizations: 
 
(a) Approved Maintenance Organizations (AMOs); 
(b) Air Operator;  
(c) Private Operator;  
(d) Flight Training Unit Operator;  
(e) Approved Training Organizations;  
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(f) Manufacturing Organizations; 
(g) Distributors; 
(h) Airworthiness Engineering Organizations (AEOs); 
(i) Design Approval Organizations (DAOs); 
(j) Design Approval Representatives (DARs); and 
(k) Delegated Authorities. 
 

3.1.4.3 Operations 
 
An operations specialist audit will review one or more of the following specific activities of a 
company: 
 
(a) flight operations; 
(b) cabin safety; 
(c) dangerous goods; 
(d) training organizations; 
(e) flight simulators; and 
(f) Operational Control system organizations. 
 

3.2.5 Selection of Audit Procedures 
 
Chapter 4 of this part outlines procedures for conducting combined audits.   These procedures are 
similar in application; however, there are differences attributable to the size, scope and complexity 
of the organizations being audited. 
 

3.3 Pre-Audit 
 

3.2.2 General 
 
The pre-audit involves, among other things, selecting an audit team, developing a formal audit 
plan, reviewing company files and related documentation and convening the pre-audit team 
meeting. 
 

3.2.2 Team Selection 
 
(a) The audit team, approved by the CA, will normally consist of an audit manager, two team 

leaders and team members. 
(b) Depending on the scope, size and complexity of the audit, the team may also include 

specialists and observers.  Chapter 4, sections 4.1.1 to 4.1.6, further describe the audit team 
selection process for a large combined, small combined or specialist audit. 

(c) The following figure shows the reporting relationship of the various audit team members under 
the CA: 
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3.3.3 File and Documentation Review 
 
(a) The following sources should be reviewed before conducting the audit: 
 

(1) company files; 
(2) previous inspection or Audit Reports; 
(3) company documents, company manuals and control manuals; 
(4) accident or incident data; 
(5) any enforcement action; 
(6) discussions with companyôs contacts (POI or PMI); 
(7) appropriate extracts from regulations and policies; and 
(8) flight permits, waivers, approvals, aircraft type approvals, manufacturing limitation and 

operations specification authorizations. 

(b) Information gathered during the pre-audit phase will assist the audit team in determining the 
specific areas, systems and activities that warrant examination; supplementing audit 
checklists; or amending the scope of the audit. 

 

3.3.4 Company Audit File 
 
(a) A company audit file is required to track a companyôs record and help determine audit 

frequency. It is also valuable in assessing the effectiveness of audit follow-up.  
(b) The audit file shall contain a complete chronological record of all correspondence and 

documentation dealing with specialist audits and combined audits.  Although documentation 

Convening Authority
 

Audit Manager 

Airworthiness Team Leader Operations Team Leader 

Team Members 

Specialists 
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Team Members 

Specialists 

Observers 
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specific to the airworthiness and operations functional areas may be retained in other files, the 
audit file will contain all airworthiness and operations audit material, including a complete 
record of audit follow-up action. 

(c) Items that appear inconsistent or incomplete during a review of the company file or other 
documentation must be flagged for verification during the physical audit. 

 

3.2.5 Pre-audit Team Meeting   

 
This meeting should: 
 
(a) confirm individual team membersô duties and responsibilities; 
(b) ensure that all team members have received appropriate portions of the audit plan; 
(c) ensure that all team members are aware of restrictions regarding communication during the 

audit; 
(d) outline the overall audit ñteam plansò; 
(e) clarify any outstanding issues or problems; and 
(f) include a briefing by the POI and PMI on current company activities, trends, performance or 

other information related to previous audits.   

 
3.4 Physical Audit 
 

3.4.1 General 
 
The physical audit consists of the entry meeting, evaluation and verification, daily briefings and 
the exit meeting. 
 

3.4.2 Entry Meeting 
 
The entry meeting should set the tone for the physical audit and should be attended by the 
auditeeôs senior management and identified members of the audit team.  It will outline the audit 
process to the company and confirm any administrative requirements so that the physical audit 
may be conducted both effectively and efficiently, while minimizing disruptions to the companyôs 
operation.  Sample entry meeting notes can be found in Appendix 3. 
 

3.4.3 Evaluation 
 
In the evaluation phase, the companyôs level of conformance with regulations and standards 
contained in existing legislation and company control manuals will be assessed.  The following 
are possible means of evaluation: 
 

3.4.3.1 Interviews 
 
Interviews with company personnel are important during the evaluation phase to determine 
whether the control system documented in company manuals is that in use, and to assess the 
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knowledge of supervisory personnel of their duties and responsibilities.  Interviews may also 
confirm the validity of audit findings reached through observation or sampling.  The following 
guidelines will be useful when preparing for an interview: 
 
(a) prepare carefully prior to the interview by defining the areas to be explored and setting 

specific objectives; 
(b) explain why the interview is taking place; 
(c) use open questions and avoid complex questions or phrases; 
(d) listen carefully to answers and allow interviewee to do most of the talking; 
(e) avoid being side-tracked from your original objectives; 
(f) ensure that questions are understood; 
(g) terminate the interview if the atmosphere becomes highly negative; 
(h) document all responses; and 
(i) thank the interviewee at the conclusion of the interview. 
 

3.4.3.2 Sampling 
 
The sample size of a population and selection criteria have a direct impact on the validity and 
confidence level of the results.  The following guidelines should be used: 
 
(a) each sample group must stand alone.  If there are 1, 400 pilots, 2,800 Cabin Crews, 180 

maintenance personnel, and 15 dispatchers, each of the four groups must be considered 
separately; 

(b) the goal is to achieve a 95 per cent confidence level with the results of the sample tested.  
Often, this goal may not be appropriate; therefore, the audit team must carefully consider 
both the sample size and the time devoted to the task.  Random sampling may be 
considered an acceptable alternative; 

(c) the following chart may help determine the sample size needed to achieve a 95 per cent 
confidence level for a given population:  

 
 

Population 
 

 

Sample 
 

 
100 

 
50% 

 
199 

 
40% 

 
399 

 
35% 

 
600: 

 
30% 

 
 1000: 

 
20% 

 
1500: 

 
15% 
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3.4.4 Verification 
 
(a) During this phase, the audit team will gather information to determine the companyôs level of 

conformance.  Specifically, verification will: 
 

(1) determine whether company controls are operating effectively and as intended; 
(2) determine whether the auditeeôs operation conforms to the aviation regulations contained 

in the audit checklists; and 
(3) analyze particular deficiencies to assess their effects and identify the causes. 

 
(b) Company files or records should not be accessed without appropriate company authorization 

and, when possible, company representatives should be present during the review of these 
files and records. 

(c) If the review and verification phases do not provide sufficient confirmation of the companyôs 
level of conformance, further substantiation will be required to ensure that any evidence 
obtained up to that point supports the audit findings and conclusion.  In short, other supporting 
documentation must be acquired and secured. 

(d) Verification includes various types of inspections.  These may be Aircraft Inspections (of each 
type of aircraft), Pre-Flight/Ramp Inspections, In-flight Inspections (sampling of company 
routes, i.e. domestic, international and new routes) and Base Inspection.  These inspections 
may be carried out as co-ordinated inspections.  For example, a Pre-Flight/Ramp Inspection 
may be conducted by a Operations Inspector, a Cabin Safety Inspector, and/or an 
Airworthiness Inspector.  Similarly, an Aircraft Inspection may be conducted by a Cabin Safety 
Inspector and an Airworthiness Inspector. 

 

3.4.5 Confirmation Request Form (CRF) 
 
(a) The CRF is an effective audit tool in the following cases: 
 

(1) where evidence indicates an audit finding, the company will be given the opportunity to 
show otherwise; 

(2) arbitrary audit findings based on subjective examples will be eliminated; 
(3) the audit will not be surprised at the end of the audit, as all contentious issues will have 

been discussed openly during the physical audit; 
(4) the auditor can concentrate on auditing rather than on researching company files and 

records; and 
(5) the auditor will receive a signed document from the audit for inclusion in the supporting 

documentation package of an audit finding. 
 
(b) The CRF will be sent to the team leader or a delegate at the outset to avoid untimely 

surprises.  It should then be recorded in a control log, the format of which will be determined 
by the team leader.  It may range from a simple title, time and date log to a file of photocopied 
duplicates.  All CRFs will be issued sequentially to ensure that, upon completion of the 
physical audit, the CRFs have responses and appropriate action has been taken. 
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(c) At the end of each day, the CRF control log should be compared with the returned CRF to 
ensure that it is current.  For a large audit, this can be done at the daily briefing with the 
company.  In this manner, both the company and the audit team will be updated as to the 
status of these documents.  Regardless of the way in which the control log is maintained, all 
CRFs should be cleared prior to the completion of the physical audit at that site or base. 

(d) When the CRF has been returned and appropriate action taken, this material should be filed 
according to the appropriate audit area, allowing documentation relating to high-profile items 
to be maintained for later reference.  This file will also provide background and evidence for 
any investigation action to be taken at a later date.  A sample CRF and CRF control log can 
be found in Appendices 11 and 12, respectively. 

 

3.4.6 Audit Finding Form 
 
(a) Audit finding forms must be completed accurately as they form the basis of the audit report 

and a successful audit.  A detailed checklist for completion of the audit finding form can be 
found in section 4.2.3 of this part.  A sample audit finding form can be found in Appendix 13. 

(b) Since a number of team members will be completing audit finding forms, it is important that a 
standardized approach to inputting data on the form be taken to reduce the number of data 
entry errors. 

(c) All supporting documentation will be included with the completed audit finding form for review 
by the audit manager.  Although this documentation will not be included in the audit report, it 
will be retained in the audit file. 

(d) All hand-written copies of audit finding forms will be filed according to functional area and will 
form part of the supporting documentation in the audit report for ease of reference. 

 

3.4.7 Daily Briefings 
 
(a) Team briefings will normally be held at the end of each day during the audit to: 
 

(1) ensure adherence to the audit plan; 
(2) validate confirmation requests and audit findings; 
(3) resolve issues or problems arising from the dayôs activities; and 
(4) update the CA if necessary. 

 
(b) Company briefings should be held at the end of each day, following team briefings, to update 

the auditeeôs management on audit progress.  The audit manager or team leaders may elect 
to have specialist team memberôs brief company officials on specific items. 

 

3.4.8 Exit Meeting 
 
The exit meeting with the companyôs senior management should provide an overview of the audit.  
The meeting should summarize the audit findings, stating areas of strength and weakness.  A 
controversial discussion with company representatives regarding audit report content must be 
avoided. 
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3.5 Post-Audit 
 
3.5.5 Audit Report 
 
(a) This phase includes preparation of the audit report. 
(b) The audit report will include those items outlined in section 4.3.1 of this part; however, there 

will be no observations, subjective findings or recommendations. 
 
(c) The audit report is normally presented to the company within ten working days.  Any delay 

must be documented since the validity of the audit will be compromised if the report is not 
presented in a timely manner.  Although draft audit finding forms may be left with the company 
as a courtesy, this is not mandatory. 

 

3.6 Audit Follow-Up 
 
3.6.1 General 
 
Upon completion of the audit, the CA will delegate follow-up responsibilities to the appropriate 
POI/PMI who will then ensure that all audit findings have been resolved in accordance with an 
approved CAP, completed through the CAP tracking form, recorded in the audit file and reported 
to the CA.   
 

3.6.2 Corrective Action Plan 
 
(a) The covering letter of the audit report will advise the auditee that it must submit a CAP 

addressing the audit findings within 30 working days.  Normally, this deadline will not be 
extended without the CAôs approval. The OPI will monitor the auditee to ensure that the thirty-
day response time is observed. 

(b) It is important to review the companyôs CAP to determine whether the company has 
developed a reasonable timetable for corrective action.  It is also essential to ensure that the 
timetable has prioritized the corrective actions to address the most critical findings first. 

(c) Depending on the nature of the audit findings, the companyôs CAP should involve: 
 

(1) Immediate Corrective Action.  This is action taken immediately upon identification of the 
audit finding to remove the immediate threat to aviation safety; 

(2) Short-Term Corrective Action.  This is short-term action to correct a non-conformance that 
does not pose an immediate threat to aviation safety, which ensures that conformance is 
established quickly until long-term action is completed to prevent recurrence of the 
problem.  Short-term corrective action will normally take place within 30 days; and 

(3) Long-Term Corrective Action.  This is longer-term action and has two components.  The 
first will involve identifying the cause of the problem and indicating the measures the 
company will take to prevent a recurrence.  These measures should focus on a system 
change.  The second component will include a timetable for company implementation of 
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the long-term corrective action.  Long-term corrective action will normally take place within 
twelve months. 

 
(d) Long-term and short term corrective action should be accompanied by the forwarding of 

supporting documents to the POI/PMI for review, which may take the form of logbook entries, 
purchase orders, memoranda or revised inspection procedure cards.  It is important to verify 
as much supporting documentation as possible during subsequent surveillance. 

(e) If the companyôs CAP is not acceptable, the POI/PMI will indicate the reasons, propose 
changes and negotiate a new target date. Otherwise, an alternative course of action may be 
pursued.  Such action could include sending a notice of suspension to the company by the 
CA. 

(f) Where the audit findings are of a minor nature, no threat to aviation safety exists and the 
company has a reputable quality assurance or internal audit program, a ñpaper follow-upò may 
be acceptable.  In this case, the documents are submitted with the CAP and no interim 
surveillance is required.  As the company completes its audit responses as part of the CAP, its 
progress will be monitored.  This can be done through the Audit Corrective Action Plan 
Tracking Form; (a sample form can be found in Appendix 18). 

(g) An audit will be formally closed when every audit finding has been corrected through the CAP, 
the corrections have been found to be acceptable by the follow-up POI/PMI and post-audit 
surveillance has been completed. 

(h) Normally, the CA will ensure that a letter has been set to the auditee, confirming that all audit 
findings have been completed and that the audit has been closed.  A sample letter can be 
found in Appendix 19. 

 

3.6.3 Aviation Enforcement Action 
 
(a) The audit manager shall advise the CA immediately of any apparent regulation violations and 

safety issues identified during the audit.  If there is an immediate threat to aviation safety, the 
CA will liaise with the DG to determine the appropriate course of action. 

(b) Once the audit report has been sent to the company, a copy will be sent to the appropriate 
Regional Manager of Aviation Enforcement.  The necessity or extent of any enforcement 
action will be determined jointly by the CA and the DG. If enforcement action is required, the 
CA will initiate a Service Order to name the investigation team.  This order will form Part of the 
audit file. 

 

3.6.4 Post-Audit Surveillance 
 
During audit follow-up, surveillance is the only means to ensure that companies with non-
conformances comply with regulatory requirements and respond satisfactorily to audit findings.  
Post-audit surveillance can be conducted as informal visits or as a more structured follow-up 
audit.  
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Chapter 4 Combined Audit Procedures 
 
4.2 Pre-Audit 
 
The pre-audit process for large combined audits begins with the selection of a team, followed by 
the preparation of an audit plan, the gathering of pre-audit documentation and the holding of a 
pre-audit team meeting.  This process is illustrated by the following figure and described in 
sections 4.1.1 to 4.1.9. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4.2.1 Team Selection 
 
(a) The scope, depth and complexity of the audit will determine the size of the audit team.  It is 

recognized that for small company audits an inspector may fulfill more than one role; eg. he 
may by the Audit Manager and Team Leader. 

 (b)  The audit team, approved by the CA, will consist of the audit manager, two team leaders, 
team members and observers as appropriate.  Sections 4.1.2 to 4.1.6 outline the terms of 
reference, qualifications and responsibilities of each team member and of the CA. 

 

4.2.2 Convening Authority (CA) 
 
4.1.2 1 Terms of Reference 
 
Where an audit is to be conducted, the convening authority will be the Director, Flight Standards 
inspectorate Service. 
 

4.1.3.2 Responsibilities 
 
The convening authority shall: 
 
(a) appoint the audit manager at least three to six months prior to the audit; 

Team Selection 

Pre-Audit Documentation 

Pre-Audit Team Meetings 
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(b) oversee the selection of the audit team; 
(c) approve the objective, scope and depth of the audit; 
(d) approve the audit plan; 
(e) approve resources to be used during the audit; 
(f) attend the entry meeting as required; 
(g) attend the exit meeting, when practicable; 
(h) approve the covering letter and audit report and ensure that the auditee receives the report 

within 10 working days; 
(i) report apparent violations to the  DG; 
(j) ensure that action is taken in an appropriate, timely manner for critical safety issues identified 

by the audit manager during the physical audit; 
(k) ensure that appropriate follow-up action is completed after the physical audit; and 
(l) send a letter to the auditee confirming that all audit findings and corrective actions are 

complete and that the audit has been closed. 
 

4.1.4 Audit Manager 
 
4.1.3.3 Terms of Reference 
 
The CA will appoint an audit manager for each audit.  This individual will be an engineer or an 
operations or airworthiness inspector.  A sample notice of appointment of the Audit Manager and 
audit team can be found in Appendix 2.  For a large combined audit, the audit manager should be 
appointed at least three to six months prior to the planned audit, depending on the size of the 
audit.  This will allow sufficient time for research, familiarization with the terms of reference, the 
selection of the audit team, budget planning and the development of an audit plan.  The terms of 
reference will be outlined in the letter of appointment and specify that the audit manager: 
 
(a) will report directly to the CA for all audit matters.  Team leaders and team members will report 

to the audit manager until released from their audit duties; and 
(b) will immediately contact the CA with recommendation for action in the event of an imminent 

threat to the aviation safety. 
 

4.1.3.4 Qualifications 
 
The audit manager shall:   
 
(a) have completed the Audit Procedures Course; 
(b) have experience related to the type of organization to be audited; 
(c) possess a sound knowledge of aeronautical legislation and regulations; and 
(d) have acted as team leader for at least two audits. 
 

4.1.4.3 Responsibilities 
 
The audit manager shall: 
 
(a) plan, organize, direct and control the audit process; 
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(b) select team leaders and members  in consultation with the CA ; 
(c) notify the auditee by letter of the planned audit prior to the audit dates.   
(d) co-ordinate personnel requirements for the audit team with the CA; 
(e) ensure that the pre-audit documentation review is complete; 
(f) ensure that team members are knowledgeable in their assigned functional areas; 
(g) convene a pre-audit team meeting; 
(h) co-ordinate and chair the entry meeting with the auditee and maintain a liaison with the 
auditeeôs senior management; 

(i) advise the CA immediately of any critical safety issues identified during the physical audit; 
(j) ensure that any decisions to be made by, or approvals required from, the CA during the 

physical audit are received in a timely manner; 
(k) exercise line authority over audit team members and observers; 
(l) ensure that all audit findings are tied to applicable regulations or standards and supported by 

specific examples; 
(m) co-ordinate and chair the exit meeting with the auditeeôs senior management; 
(n) prepare the covering letter and audit report for approval by the CA; 
(o) provide the CA with recommendations for possible investigations arising from the audit and 

co-ordinate subsequent action regarding regulatory audit findings with the CA; 
 

4.1.5 Team Leader 
 
4.1.4.4 Terms of Reference 
 
The audit manager will appoint team leaders in consultation with the CA.   There will normally be 
one team leader for Operations and one for Airworthiness listed in the notice of appointment 
(Appendix 2). 
 

4.1.4.5 Qualifications 
 
The team leader shall: 
 
(a) have completed Audit Procedures Course; 
(b) have experience related to the type of organization to be audited; 
(c) possess a sound knowledge of aeronautical legislation and regulations; and 
(d) have acted as team member in at least two audits. 
 

4.1.4.6 Responsibilities 
 
The team leader shall: 
 
(a) support and assist the audit manager; 
(b) direct and control his or her specialty teamôs activities; 
(c) submit the team activity schedule to the audit manager for approval; 
(d) provide the audit checklists applicable to the assigned functional areas to the team members; 
(e) keep the audit manager informed of the audit progress in his or her specialty area; 
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(f) review and verify draft audit findings and specific sections of the audit report as required by 
the audit manager; and 

(g) brief auditee management on his or her specialty area during daily briefings and at the exit 
meeting. 

 

4.1.5 Team Member 
 
4.1.6.1 Terms of Reference 
 
The audit manager will appoint team members in consultation with the CA.  A sample notice of 
appointment can be found in Appendix 2. 

 
4.1.6.2 Qualifications 
 
A team member shall: 
 
(a) have completed the Audit Procedures Course; 
(b) have experience related to the type of organization to be audited; and 
(c) possess a sound knowledge of aeronautical legislation and regulations. 
 

4.1.6.3 Responsibilities 
 
A team member shall: 
 
(a) become familiar with auditing procedures and associated company and Civil Aviation 

documentation; 
(b) become familiar with the auditeeôs policies and procedures; 
(c) revise the audit checklists applicable to the assigned audit functions; 
(d) conduct audit fieldwork and document audit findings; 
(e) liaise with the team leader to ensure that audit progress is reported and potential problems 

are addressed; and 
(f) review the validity and applicability of audit findings by ensuring that all are tied to applicable 

regulations or standards and supported by specific examples.  
 

4.1.7 Observer 
 
An observer may join the audit team by mutual agreement of the CA, audit manager, appropriate 
team leader and auditee.  This observer may be a Civil Aviation Inspector or a representative from 
the aviation industry. 
 

4.2.7 Pre-Audit Documentation 
 
This includes a thorough review of all company files and documentation and the opening of a 
company audit file.  These are described more fully in section 3.2.3 to 3.2.4 of this part.  This audit 
phase should: 
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(a) ensure that all reference manuals and documents to be used during the audit are readily 

available and include the latest approved amendments; 
(b) review the auditeeôs approved manuals for conformance with the appropriate Civil Aviation 

guidelines; 
(c) review the auditeeôs files and records; 
(d) itemize areas which require further review; 
(e) select the appropriate checklist items from Part 2, Chapter 3, and Part 3, Chapter 2, as 

applicable, in accordance with the scope, depth and complexity of the audit; 
(f) complete all pre-audit sections of the checklists; 
(g) ensure that all audit documentation is chronologically recorded on the company audit sub-

file; and 
(h) ensure that each team member has received appropriate portions of the audit plan. 
 

4.2.8 Pre-Audit Team Meeting 
 
(a) This meeting will ensure that all audit team members understand: 
 

(1)  the audit plan; 
(2)  their duties and responsibilities; 
(3)  their specific functional audit area; 
(4)  the audit checklists; 
(5)  the role of any observer; and 
(6)  the overall audit ñteam planò. 

 
(b) Questions regarding the audit should be addressed during this meeting.  Problems and 

differences of opinion and interpretation of Civil Aviation regulations, policies or standards 
shall be resolved prior to the physical audit. 

 
4.3 Physical Audit 
 
The process for the physical audit is illustrated by the following figure and described in 
sections4.2.1 to 4.2.5. 
 
 
 
 
 
 
 
 
 
 
 
 

Entry Meeting 

Evaluation and Verification 

Daily Briefings 

Exit Meeting 
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4.2.6 Entry Meeting 
 
(a) The entry meeting should: 
 

(1)  take place on the auditeeôs premises; 
(2)  be attended by the auditeeôs senior management; 
(3)  specify audit details and procedures; and 
(4)  be brief, specific and courteous. 

 
(b) The audit manager shall: 
 

(1)  explain the purpose of the entry meeting; 
(2)  introduce audit team members, including specialists and observers; 
(3)  state the objective, scope and depth of the audit; 
(4)  address the means of communication between the audit team and the auditee; 
(5) explain that company officials will be briefed daily on progress of the audit; 
(6) describe the manner in which any audit finding detected will be handled; 
(7) establish a location and time for the exit meeting; 
(8) emphasize that the purpose of an audit is to identify non-conformances and that 

enforcement action may result from any of these findings; 
(9) respond to all questions from the auditee. 

 
(c) The auditee is to provide: 
 

(1) adequate, preferably private, working space; 
(2) access to a photocopier and facsimile machines; 
(3) measuring or test equipment; 
(4) access and admission to all facilities; 
(5) access to company  files and records; 
(6) credentials and facility passes, if required; 
(7) selected personnel for interviews; and 
(8) knowledgeable company advisors or liaison officers. 

 

4.2.7 Evaluation and Verification 
 
The physical audit will be implemented through the audit plan and applicable checklists.  During 
the evaluation and verification phases, the companyôs level of conformance will be assessed 
according to current legislation and company control manuals.  Sections 3.3.3 to 3.3.4 of this Part 
provide further guidance regarding evaluation and verification. 
 

4.2.8 Audit Findings 
 
Non-conformances are recorded on audit finding forms.  When completing these forms, auditors 
shall use the following checklists: 
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(a)  at the top of the audit finding form: 
(1) correctly identify the company name as found in the AOC; 
(2) enter the location of the base or sub-base; 
(3) identify the company by Civil Aviation file number; 
(4) identify the area of audit in accordance with the checklist; and 
(5) identify the audit finding number in accordance with the checklist or as directed by the 

audit manager. 
 
(b) in the ñNon-Conformance Withò section of the audit form:  
 

(1) correctly identify the title of the regulatory requirement to be referenced, without using  
acronyms or abbreviations; 

(2) isolate the relevant portion of the regulatory requirement by reference to the chapter,     
section, sub-section, and paragraph as appropriate; 

(3) tie the non-conformance to the most applicable regulatory  requirement; 
(4) use the phrase ñwhich statesò when an entire quotation is to be used, then quote the 

regulatory requirement word for word, ensuring that the quotation is relevant; or 
(5) use the phrase ñwhich states in partò when a partial quotation will be used 

(segmenting), then quote the regulatory requirement word for word, separating 
segments as necessary with the notationòéò and ensuring that the quotation is 
relevant; and 

(6) when segmenting, quote a sufficient portion of the text to clearly identify the regulatory 
requirement while avoiding the use of unnecessary words. 

 
(c) in the ñExamplesò section: 
     

(1) identify the auditor and date of the finding; 
(2) specify the three most applicable examples of the non-conformance, where practicable; 
(3) ensure  that the examples illustrate non-conformance with the particular  standard; 
(4) use an appropriate lead-in statement to introduce the examples; and 
(5) support the audit finding with secured evidence (i.e. photocopies, photographs or seized 

perishable evidence to be retained in an appropriate location). 

   
4.2.9 Daily Briefings 
 
(a) Daily team briefings should be conducted to ensure adherence to the audit plan and enable 

the audit manager to update the CA as needed. 
(b) Daily briefings should be conducted to update the auditeeôs management team. 
(c) Conducting a final team briefing when the physical audit has been completed will ensure that 

all areas of the audit plan have been covered and allow the audit manager to plan the exit 
meeting. 

4.2.10 Exit Meeting 

(a) Upon completion of the audit, the audit manager will convene an exit meeting to brief the 
company.  Normally, the audit manager and team leaders will attend; however, other 
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members may be required for specific briefings.  The CA may wish to attend and chair the 
meeting or simply attend with the team. 

(b) If team members other than the audit manager and team leaders are required to speak at the 
exit meeting, the audit manager will advise them in advance. 

(c) All audit findings should have been discussed with company officials as each functional area 
was completed.  New audit findings should not normally be identified at the exit meeting.  The 
meeting should provide an overview of the audit and not become a debate between the team 
and the organization.  The auditee should be advised that the company will have an 
opportunity to respond formally to the audit report. 

(d) The auditee will be advised of those audit findings that may be subject to enforcement action.  
The auditee will also be advised of the companyôs responsibility to take appropriate action to 
correct all non-conformances and prevent their recurrence. 

(e) The audit manager shall advise the auditee that the audit report will be forwarded to the 
company within 10 working days and that a CAP must be submitted to the CAAP within 30 
working days after the company has received the report. 

 

4.3 Post-Audit 

The post-audit process is comprised of completing the Audit Report as described in Section 4.3.1. 

4.3.1 Audit Report 
(a) The audit manager is responsible for the preparation of the audit report and it is approved by 

the CA. 
(b) A sample covering letter and audit report for combined audits can be found in Appendices 15 

and 16.  The audit report will include: 
 

(1) Part I ï Introduction, which summarizes the audit process and the content of the audit 
report; 

(2) Part II ï Executive Summary of Findings, which summarizes the most significant 
findings for the information of the senior management of the audit and TC Civil Aviation; 

(3) Part III ï Airworthiness, which contains the functional summaries for airworthiness; 
(4) Part IV ï Operations, which contains   the functional summaries for operations; and 
(5) an Appendix, which contains the audit findings for both airworthiness and operations. 

(c) The audit report will be a factual account of the audit and will not include subjective 
statements, suggestions or recommendations. 

(d) The CA will sign the covering letter and forward it, with a copy of the audit report, to the 
company.  The letter will outline the procedure for responding to audit findings and specify the 
required response time of 30 working days from the time the company receives the report. 

(e) The audit report may only be released to the public by the DG.  Any requests will be co-
ordinated through the Director, FSIS. 
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4.4 Audit Follow-Up 

The audit follow-up process is illustrated by the following figure and described in section 4.4.1 to 
4.4.4. 

 

 

 

 

 

 

 

 

 

 

4.4.1 Follow-Up OPI 

Upon audit completion, the CA will delegate responsibility for follow-up action to the POI for 
operations findings and PMI for maintenance findings who will ensure that all non-conformances 
have been rectified.  This will involve reviewing the CAP submitted by the auditee to ensure that 
both short-and long-term corrective actions are completed through interim and final surveillance. 

4.4.2 Corrective Action Plan 

(a) The CAP must be received from the auditee within 30 working days of the companyôs receipt 
of the audit report. 

(b) The auditeeôs CAP should contain immediate, short-and/or long-term corrective actions to 
rectify audit findings.  The POI/PMI shall review the CAP to determine whether the auditee 
has developed a reasonable timetable for corrective action and whether the corrective actions 
are appropriate. 

(c) It is recommended that the CAP Tracking Form be used to chart the auditeeôs CAP progress.  
A sample of this can be found in Appendix 18.  Procedures for reviewing and tracking the CAP 
can be found in paragraph 3.5.2 of this part. 

(d) The audit will be formally closed when every audit finding has been corrected through the 
CAP, the corrections found acceptable by the follow-up POI/PMI, and post-audit surveillance 

 

Follow-Up OPI 

 

Corrective Action Plan 

 

Aviation Enforcement Action 

 

Post-Audit Surveillance 
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completed.  A letter will then be sent from the CA to the auditee confirming that all audit 
findings have been completed and advising the auditee that the audit has been closed. 

4.4.3 Aviation Enforcement Action 

(a) The CA, at the recommendation of the audit manager, will determine, in consultation with the 
DG, whether the audit findings should be subject to aviation enforcement action. 

(b) Procedures regarding regulatory enforcement action are outlined in paragraph 3.5.3 of this 
part. 

 

4.4.4 Post-audit Surveillance 

During audit follow-up, surveillance is the only means of ensuring that a company with non-
conformances will comply with regulations and respond satisfactorily to audit findings.  Post-audit 
surveillance can be conducted as informal visits or as a more structured follow-up audit. 
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                                      Part 2 
Operations Audit Policy and Procedures 

 
Chapter 1 Program Application 
 
1.4 Purpose 
 
Audits are conducted to ensure conformance with regulations and standards in order to maintain 
an acceptable level of aviation safety. 
 
This chapter will provide operations inspectors with the appropriate tools to complete audits and 
inspections effectively and efficiently. 
 

1.5 Applicability 
 
The policies, procedures, forms and checklists contained in this chapter apply to: 
 
(a) air operators operating commercial air transport operations; 
(b) approved training organization operations as part of commercial air transport; and 
(c) air operators operating pursuant to A.O. FSS 6.03. 

 

1.6 Areas of Inspection 
 

1.6.1 Air Operators 
 
(a) There are 18 functional audit areas in which an air operator may be assessed: 
 

(1) Previous CAAP Audits (OP-1). 
(2) Air Operator Certificate and Operations Specifications (OP-2). 
(3) Company Manuals (OP-3). 
(4) Publications Library (OP-4). 
(5) Management Personnel and Operations Co-ordination (OP-5). 
(6) Company Check Pilot Program (OP-6). 
(7) Flight Crew Training Program (OP-7). 
(8) Flight Crew Training Records (OP-8). 
(9) Operational Control System (OP-9). 
(10) Flight Documentation (OP-10). 
(11) Aircraft Inspection (OP-11). 
(12) Aircraft Documentation (OP-12). 
(13) Minimum Equipment List (OP-13). 
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(14) Cabin Safety (OP-14). 
(15) Dangerous Goods (OP-15). 
(16) Flight Inspection and Route Check (OP-16). 
(17) Aircraft Performance Operating Limitations (OP-17). 
(18) Flight Safety Program and Management (OP-18). 
(19) Facility Inspection (OP-19) 
(20) AOC Security Management (OP-20) 

 
(b) The scope, depth and complexity of the audit, along with the size and type of the operator, will 
determine which of the operatorôs functional areas are to be audited. 

 

1.6.2 Flight Schools 
 
Flying schools are assessed with reference to the Flying School Inspection Report (Section 
2.3.20). 
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Chapter 2     Operations Audit Checklists 
 

2.4 Purpose 
 
Audit checklists have been developed to provide a systematic approach to the inspection of an air 
operatorôs various functional areas.  The checklist is designed to identify specific items within 
each functional area for inspection, with reference to the applicable regulation.  An operatorôs 
failure to comply with the applicable regulation or standard will be considered a non-conformance 
and will result in an audit finding. 
 

2.5 Use of Checklists 
 
The audit checklists can be used individually for special purpose audits or surveillance, or all or 
some of the checklists can be used as part of a full audit.  They are used to assist the team 
member of an audit team or an inspector conducting routine inspections, in initiating and 
systematically completing the inspection of that functional area.  Checklists are only a tool for use 
during the auditing process and do not necessarily cover all the regulatory requirements of each 
area.  Each audit checklist is to be fully completed, signed and dated by the team member 
responsible for that functional area.  Notification to the Director, FSIS is to be given if 
amendments to a checklist are required to reflect the current revision of the applicable regulation. 
 

2.6 Checklist Procedures 
 
(a) The checklists are broken into pre-audit (P) and actual audit (A) activities.  Therefore, all ñPò 

checklist items will normally have been completed prior to the Entry Meeting unless time 
constraints prevented their completion.  In such cases, these items will have to be completed 
as soon as possible but before the ñAò items. 

(b) Completion of the ñPò items prior to the physical audit provides critical background information 
to the auditor that will be of use during the actual audit. 

(c) The code used on each checklist is:  
 

(1) OK ï the company is meeting regulatory requirements for the checklist item inspected. 
(2) FDG ï the company is not meeting regulatory requirements for the checklist item 

inspected. 
(3) N/A ï the checklist item is not applicable to the operation of that company. 
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2.6.1 OP-1   Previous CAAP Audit 
 

  Item    Reference   Result 
 

 
P-1 What was the date and purpose N/A OK        FDG        N/A                   

of the previous audit? 
 
P-2 What were the numbers of Audit N/A OK        FDG        N/A 

 Findings and conclusions from 
 the previous audit? 
 
P-3 Are there any outstanding N/A OK        FDG        N/A 

 Audit Findings from the 

 previous audit and has audit 
 follow-up been completed? 

 
P-4 Are there indications of high N/A OK        FDG        N/A 

 turnover of managerial staff?        
 
P-5 Are there indications of high N/A OK        FDG        N/A 

 turnover of staff, flight crew or  
 maintenance personnel?  
 
P-6 Have there been changes in N/A OK        FDG        N/A 

 the companyôs  size,  
 aircraft, type of service since  
 the previous audit?  
 
P-7 Have there been any additional N/A OK         FDG       N/A 

 Operations Specifications  
 authorized since the previous 
 audit?  
 
P- 8 Are there any findings from the   N/A   
 previous audit resulting to a sanction? 
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Items Certified ï Completed by: ________________________________________  
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2.3.3 OP-2 Air Carrier Operating Certificate and Operations 
Specifications 

 

Item    Reference   Result 
 

 
P-1 Has a current copy of Part 9.1.1.4 OK           FDG       N/A 

 the AOC and all Operations 
 Specifications been 
            obtained? 
 
P-2 What type of Air Operator N/A OK           FDG       N/A 

 Certificate does the 
 company hold, i.e., 
 domestic, international? 
 
P-3 Where is the carrierôs Part 9.2.4.1 OK           FDG       N/A 

 main base, sub-bases and Part 9.2.4.2 
 scheduled points?  Do these 
 meet the applicable 
 standards? 
 
P-4 What types of aircraft are Part 9.1.1.7(c) OK         FDG          N/A 

 authorized pursuant to the                     
 AOC? 
 
 
P-5 What type of Operations Part 9.1.1.7 (c)(2) OK         FDG          N/A 

 Specifications are 
 authorized? 
 
 
A-1 Is the carrier providing the                 Part 9.1.1.7 (b) OK         FDG          N/A 

 type of commercial air 
 service as stated in the  
 AOC? 
 
A-2 What changes in facilities Part 9.2.4.1 OK         FDG          N/A 

 or equipment have occurred 
 at the main or sub-base 
 since the previous audit and 
 are they related in the AOC 

and Operations Specifications? 
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 Item Reference Result 
 

 
A-3 How is revisions to the Part 9.1.1.9 (e) OK          FDG         N/A 

 AOC and Operations        
 Specifications initiated by        
 the carrier?         
 
A-4 Who is responsible for            Part I.S 9.3.1.2 (d) (1.2,i) OK          FDG         N/A    

 maintaining these Part 9.3.1.2 (f) 
 documents? 
 
A-5 Is there a current copy of Part 9.3.1.2 (f)? OK          FDG         N/A 

 the AOC        
 and Operations 
 Specifications in the 
 Company Operations 
 Manual? 
 
A-6 Does the company have  Part 8.2.1.9 OK          FDG        N/A 

 proof of liability insurance? 
 
A-7 Has the company submitted Part  9.1.1.12 (c) 
 a financial statement  
 acceptable to the Authority? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Items Certified ï Completed by:  ____________________________________________ 
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2.3.3     OP-3  Company Manuals 
 

 Item Reference Result 
 

 

P-1 Does the Company                      Part 9.3.1.2 (g) OK       FDG        N/A 

 Operations Manual provides   IS: 9.3.1.2 (c)(2) 
 guidance to personnel for 
 use in the execution of their 
 duties? 
 

P-2 Is the Company        Part 9.3.1.2 (f) OK       FDG        N/A 

 Operations Manual 
 consistent with the Air 
 Operator Certificate and 
 Operations Specifications? 
 

P-3 Does the Company Part 9.3.1.2 OK       FDG        N/A 

 Operations Manual IS 9.3.1.2 (a) 
 include all items required 
 by the applicable regulation? 
 

A-1 Is a copy of the  OK        FDG       N/A 

 appropriate part of the Part 8.2.1.8 (a)(11)         
 Company Operations 
 Manual carried on each 
 aircraft? 
 

A-2 Do applicable crew Part 9.3.1.2 (c) OK        FDG       N/A 

 members and ground        
 operations personnel have  
 current copies of the 
 Company Operations 
 Manual? 
 

A-3 Does the Operations Part 9 IS: 9.3.1.2 (10.1) OK        FDG       N/A 
 Manual contain adequate        
 procedures to be followed 
 when threats are received 
 against the company or 
 aircraft? 
 

A-4 Are crew member Part 9 IS: 9.3.1.2 (c)(2) OK          FDG        N/A 

 responsibilities and chain of          
 command adequately  
 described in the Operations Manual?  

 
Items Certified ï Completed by:            _______________________________________ 
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2.3.4     OP-4  Publications Library 
 

 Item Reference Result 
 

 
A-1 Does the company maintain Part 9.2.2.5? OK          FDG        N/A 

 a library of publications                 
 required for its operations? 
 

A-2 Does the Company Part 9.2.2.5? OK           FDG        N/A 

 Operations Manual detail          
 which publications are to be 
 maintained in the library? 
 

A-3 Does the library include as  OK           FDG        N/A  
 a minimum the following 
 approved current 
 publications: 
 

1. Civil Aviation Regulations 
2. Aeronautical Information Publication (AIP)  
3.  Company Operations Manual  
4.  Instrument Approach Charts 

   5.  Enroute and Terminal Charts  
6.  Aircraft Flight Manuals 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Items Certified ï completed by:           ________________________________________ 
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2.3.6 OP-5  Management Personnel and Operations Co-ordination 
 

Item Reference Result 
 

 
P-1 Do management personnel Part 9.2.2.2 (b) OK         FDG        N/A 

 meet the requirements of               IS: 9.2.2.2      
 the applicable CAR?  
 
 
A-1 Is the Operations Manager IS: 9.3.1.2 [d(2.3)] OK         FDG        N/A 

 carrying out his/her duties Part 9.2.2.2 (f)(1) 
 in accordance with the       
 Basic Operations Manual (BOM)? 
 
A-2 Is the Chief Pilot carrying Part 9 IS: 9.3.1.2 (c)(2) OK        FDG         N/A 

 out his/her duties in Part 9.2.2.2 (f)(1) 
 accordance with the  
 BOM?  
 
A-3 Does the organizational Part 9 IS: 9.2.2.2? OK       FDG          N/A 
 structure reflect that shown in the          
 BOM? 
 
A-4 Does the system for                 IS: 9.3.1.2 (d)(h) OK       FDG          N/A 

 dissemination of general Part 8.6.2.16 
 operational information to  
 crew member function as 
 in accordance with the 
 applicable CAR? 
 
 
 
 
 
 
 
 
 
 
 
 
 

Items Certified ï Completed by: ____________________________________________ 
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2.3.6   OP-6     Company Check Pilot Program 
 

 Item Reference Result 
 

 
P-1 Who is the CCPs and for ACP Manual, OK         FDG       N/A  
 which aircraft types and Para 1.2.6 
 authorities have they been 
 approved? 
 

P-2 How many PPCs have been ACP Manual, OK         FDG       N/A 

 conducted by the CCPs? Para. 4.7.1(c) 
 

P-3 Have the PPCs been ACP Manual, OK         FDG       N/A 
 conducted in accordance Para.  4.6.1(f) 
 with the CCP manual? 
 

P-4 Have the CCPs been  ACP Manual, OK         FDG       N/A 

 monitored by an CAAP Para. 4.6.1(b) 
 inspector within 
 the past 12 months? 
 

P-5 Has the company been ACP Manual, OK         FDG       N/A 

 notifying the CAAP Para 4.7.5 
 on a monthly basis prior to 
 conducting the checks? 
 

A-1 Has the CCP maintained ACP Manual, OK         FDG       N/A 

 his or her qualification to Para 2.4.1/2.4.2 
 conduct PPCs? 
 

A-2 If the CCP is not qualified, ACP Manual, OK        FDG        N/A 

 has he or she conducted any Para 4.7.1 
 PPCs with an invalid 
 authority? 
 

A-3 Does a review of training ACP Manual, OK        FDG        N/A 

 records indicate that the Para 4.6.1(f) 
 CCP has exceeded his or 
 her terms of reference? 
 

A-4 Review Pilot Check Reports ACP Manual, OK        FDG        N/A 

 and ensure that PPCs are Para 4.6.1(f) 
 conducted in accordance 
 with the CARs. 
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 Item Reference Result 
 

 
A-5 Does the company forward ACP Manual, OK        FDG        N/A 

 PPC forms to the CAAP? Para 4.7.4 
 
A-6 Does the company forward ACP Manual, OK        FDG        N/A 

 copies of the planned check Para 4.7.5 
 rides for the following 
 month to the CAAP? 
 
A-7 Does the carrier have an ACP Manual, OK        FDG        N/A 

 system in place to monitor Para 4.7.1(b)-(c) 
 CCP rides which have been 
 completed and when 
 monitor CCP rides are due? 
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2.3.7 OP-7   Flight Crew Training Program 
 
 Item Reference Result 
 

 
A-1 Review the company Part 9.2.2.9 OK          FDG           N/A 

 indoctrination training                   Part 8.10.1.9 program.  
 
A-2 Review the line Part 9 IS: 9.3.1.3 (1.2.2) OK          FDG           N/A 

 indoctrination training  
 program.  
 
A-3 Review the upgrade Part 9 IS: 9.3.1.3 (1.6) OK          FDG           N/A 

 training program.          
           
 
 
A-4 Review the initial and Part 8.10.1.14  OK          FDG           N/A 

 annual aircraft type Part 8.10.1.15     
 training program. Part 8.10.1.16                   
 
A-5 Review the initial and              Part 8.10.1.14(b) OK          FDG           N/A 

 annual emergency        
 procedures training  
 program.  
 
A-6 Review the initial and         IS: 8.10.1.14 (b)(a)(4)(viii) OK          FDG           N/A 

 annual surface         
 contamination training  
 program.  
 
A-7 Review the crew resource Part 8.10.1.12 OK          FDG            N/A 

 management training          
 program. 
 
A-8 Review the specialized        IS: 8.10.1.16 OK          FDG            N/A 

 operations training program.          
 
A-9 Review the Minimum      IS: 8.10.1.14 (b)(a)(9)(IV) OK         FDG            N/A 

 Equipment List Training          
 Program.  
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 Item Reference Result   
 

 
A-10 Is training which is        OK          FDG           N/A 
 provided on a contract basis          ATO 
 in accordance with the 
 applicable CAR? 
 
A-11 Is a synthetic training Part 8.10.1.2 OK          FDG           N/A 

 device used for training or          
 checking?  
 
A-15 Has the synthetic training Part 8.10.1.3 OK          FDG           N/A 

 device been approved by the         
 CAAP? 
 
A-16 Has the synthetic training Part 8.10.1.3 OK         FDG           N/A 

 device program been          
 approved in accordance 
 with the applicable CAR? 
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2.3.8     OP-8  Flight Crew Training Records 
 

 Item Reference Result 
 

 
A-1 Do the records for each Part 9.2.2.5 OK FDG N/A 

 crew member include the          
 required data? 
 
A-2 Has the applicable initial Part 8.10.1.14 (a)(2)(b) OK FDG N/A 

 and annual aircraft type Part 8.10.1.15 
 training been completed for  Part 8.10.1.33 
 each crew member? 
 
A-3 Has the applicable initial Part 8.10.1.14 (b) OK FDG N/A 

 and recurrent emergency Part 8.10.1.15 (b) 
 procedures training been Part 8.10.1.33 
 completed for each crew 
 member? 
 
A-4 Has the applicable initial  OK FDG   N/A 

 and recurrent aircraft          
 surface contamination 
 training been completed for 
 each crew member? 
 
A-5 Has the applicable Part 8.10.1.9 OK FDG N/A 
 company/aviation          
 indoctrination training 
 been completed for each 
 crew member? 
 
A-6 Has the applicable line Part 8.10.1.26 OK FDG  N/A 
 indoctrination training          
 been completed for each 
 crew member? 
 
A-7 Has the applicable upgrades Part 8.10.1.8.1 (c) (3) OK FDG   N/A 
 training been completed for          
 appropriate crew members? 
 

A-8 Has initial and recurrent Part 8.10.1.12 OK FDG NA 
 Crew Resource Part 8.10.1.33(b) (3)       
 Management training been 
 completed for each crew 
 member? 
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 Item Reference Result 
 

 
A-9 Have flight training times    Part 9.2.2.5 OK FDG NA 
 recorded in the training                    Part 9.2.2.8         
 records been confirmed by      Part 9.3.1.5 
 random sample in aircraft 
 journey logs? 
 
A-10 Have flight training times      Part 9.2.2.5 (a) (7) OK FDG NA 

 in aircraft journey logs been 
 confirmed by random 
 sample of airport traffic 
 sheets? 
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2.3.9      OP-9  Operational Control System 
 

 Item Reference Result 
 

 
A-1 Is the air operatorôs IS: 9.3.1.2 (d) (3.4) OK FDG  N/A 

 operational control system         
 accurately described in its 
 BOM? 
 
A-2 Has the air operator outlined IS: 9.3.1.2 (d)(3.1) OK FDG N/A 

 in its operations manual the          
 responsibilities and authority 
 of its operational control  
 personnel? 
 
A-3 Does the air operator have in IS: 9.3.1.3 (1.2) OK FDG N/A 

 its operations manual the                   Part 9.3.1.3 
 training syllabus? 
 
A-4 Are company aircraft being IS: 9.3.1.2 (c)(4) OK FDG  N/A 

 dispatched as outlined in the          
 BOM?  
 
A-5 Is the companyôs operational IS: 9.3.1.2 (d)(3.4) OK FDG N/A 

 control system adequate for         
 the operation?       
 
A-6 How does the company meet       Part 9.3.1.25  OK FDG N/A 

 the communication         
 requirements as outlined in         
 the applicable CAR for its  
 operation? 
 
A-7 How is information passed to        Part 9.3.1.25 OK FDG N/A 

 an aircraft in flight?                   
         
  
A-8 Does the air operator provide       Part 8.6.2.20 OK FDG N/A 

 the minimum operational    
 flight plan requirements?                  
 
A-9 How are Met, NOTAMS, and ATC     Part 8.12.1.3 (a) OK FDG N/A 

 made available for flight     
 planning?                                          
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 Item Reference Result 
 

 
A-10 Does the air operators flight       Part 8.12.1.3 (a) OK FDG N/A 

 release system provide a       
 procedure for verification,          
 acceptance and disagreement       
 resolution of the operational 
 flight plan? 
 

Flight Dispatch (Scheduled Part 9 Operators and Non-Scheduled Part 9 Operators) 
 
A-11 Does the air operator have       Part 9.2.2.5 OK FDG N/A 

 records on file for each Flight            Part 8. 10.1.45 (a) 
 Dispatcher exercising 
 operational control? 
 
A-12 Does the air operator have     IS: 9.3.1.3 (1.6) OK FDG N/A 

 written approval for the     Part 8.10.1.14  
 Flight dispatcher training     Part 8.10.1.8.1 
 syllabus? 
 
A-13 Does the air operatorôs      Part 8.10.1.14 OK FDG N/A 

 training courses consist of      IS: 8.10.1.14 (d) 
 instruction in at least those      IS 8.10.1.35 
 subjects listed in the 
 CAR? 
 
A-14 Does the air operator      Part 8.10.1.29 OK FDG N/A 

 operations manual specify the      IS 8.10.1.35 (e) 
 period of on-the-job training 
 required for each Flight 
 Dispatcher and has this 
 training been completed? 
 
A-15 Does the air operator provide      Part 8.10.1.29 OK FDG N/A 

 cockpit familiarization                           
 training and has this been 
 recorded in the appropriate 
 file? 
 
A-16 Does the air operator  provide      Part 8.10.1.12  OK FDG N/A 

 Crew Resource Management          
 or Dispatch Resource       
 Management Training?                    
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 Item Reference Result 
 

 
A-17 Does the air operator have an       Part 8.10.1.35 OK FDG N/A 

 approved recurrent training                    
 program in accordance with 
 the applicable standard? 
 
A-18 Does the air operator have a       Part 8.10.1.35 (c)  OK FDG N/A 

 requalification program as       Part 8.10.1.25 
 outlined in the applicable 
 standard and are records 
 available for any Flight 
 Dispatchers in this category? 
 
A-19 Has the air operator provided         Part 9.2.2.5 (b)   OK FDG N/A 

 training and records for any                        
 new equipment transition 
 training? 
 
A-20 Do all the certified Flight         Part 2.8.3 (a)  OK FDG N/A 

 Dispatchers meet the 
 minimum age requirement? 
 
A-21 Does the Flight Dispatcher         Part 8.12.1.4 (a) OK FDG N/A 

 maintain current information 
 on the progress of flights? 
 
A-22 Does the flight watch Part 9 IS: 9.3.1.23 (a)(b) OK FDG N/A 

 continue until the completion                     
 of the flight?                                                 
 
A-23 Are in-flight reports directed          Part 9.3.1.23 (b) OK FDG N/A 

 to the flight dispatcher                               
 performing flight watch? 
 
A-24 Is there adequate personnel          Part 9.3.1.23 (c) OK FDG N/A 
 available to maintain flight 
 watch during the air 
 operators flight schedule? 
 

Flight Following (Non-Scheduled Part 9 and other than Non Scheduled International 
Part 9 Operators) 
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 Item Reference Result 
 

A-25 Are the qualifications Part 9 IS: 9.3.1.2 (16) OK FDG N/A 

 for the individual Part 9 IS: 9.3.1.2 (6.1) 
            described in the          
 operations manual?  
 
A-26 Is the flight following system      Part 9 IS: 9.3.1.23 (a)(b) OK FDG N/A 

 adequate for all hours during              
 which aircraft are flown? 

A-27 Does the flight follower      Part 9.3.1.23 (b)(1) OK  FDG N/A 

 monitor the air operatorôs               
 flights from commencement to  
 termination and any  
 intermediate stops? 
 
A-28 Does the air operatorôs                Part 9 IS: 9.3.1.2 (c)(4) OK FDG N/A 

 dispatch release system follows             
 the procedures as outlined in 
 the manual? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Items Certified ï Completed by: _________________________________________ 
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2.3.10    OP-10 Flight Documentation 
 

 Item Reference Result 
 

 
A-1 Does the operational flight plan      Part 8.12.1.5 OK FDG N/A 

 meet the requirements of the          
            applicable CAR?                 
 
A-2 Do the fuel slips, journey logs               N/A     OK FDG N/A 

 and weight and balance forms all 
 agree with respect to fuel  
 weights? 
 
A-3 Do the load manifests and                N/A OK FDG N/A  
 journey logs agree with respect 
 to cargo loads? 
 
A-4 Does the Weight & Balance           Part 9 IS: 9.3.1.4 (7.0) OK FDG N/A 

 system meet the requirements   IS: 9.3.1.2 (8.1.6) 
 of the applicable CAR?                   Part 9.3.1.16 
 
A-5 Are operational flight plans       Part 9.2.2.5 (a)(6) OK FDG N/A 

 retained in accordance with the       I.S. 9.2.2.5 
 applicable CAR?                                      
   
A-6 Are the load manifests      Part 9.2.2.5 (a)(7)(i) OK FDG N/A 
 retained in accordance with      I.S. 9.2.2.5   
 the applicable CAR?           
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Items Certified ï Completed by:                ______________________________________ 
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2.3.11 OP-11 Aircraft Inspection 
 

 Item Reference Result 
 

 
A-1 Are there adequate restraints      Part 8.9.2.15 (e)(1) OK FDG N/A 

 available to ensure that any               
 cargo or equipment carried is 
 secured and does not shift in 
 flight? 
 
A-2 Is cargo loaded so as not to      Part 8.9.2.15 (e)(4) OK FDG N/A 

 block or restrict the exit of            
 passengers in an emergency? 
 
A-3 Does each aircraft have an     Part 9.3.1.18 OK FDG N/A 

 approved safety features card on            
 board for each passenger? 
 
A-4 Does each aircraft have      Part 7.1.4(b) OK FDG N/A 

 operational and emergency              7.8 
 equipment which meets the              7.9 
 requirements of the applicable 
 CAR? 
 
A-5 Have the requirements for       Part 7.8.2 OK FDG N/A 

 emergency exits and floor                          
 proximity emergency escape 
 path lighting system been 
 met? 
 
A-6 Have carry-on baggage        Part 8.9.2.14 OK FDG N/A  

 requirements been met?              
 
A-7 Does each aircraft have        Part 8.9.2.19 (9)(b) OK FDG N/A 

 required seatbelts?                              Part 7.9.1 
 
A-8 Does each aircraft have        Part 8.9.2.19 (b) OK FDG N/A 

 required shoulder harnesses              Part 7.9.1 (a) (3) 
 for Cabin Crew seats? 
 
A-9 Are aircraft markings and        Part 7.9.3 OK FDG N/A 

 placards in accordance with                Part 8.2.1.6 
 the Aircraft Flight Manual? 
 

Items Certified  - Completed by: ___________________________________________ 
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2.3.12 OP-12 Aircraft Documentation 
 

 Item Reference Result 
 

 
P-1 What aircraft types is the     Part 9.2.2.7 (a) OK FDG N/A 

 company authorized to     
 operate?       
 
P-2 Does the company have     Part 9.2.2.7 (b) OK FDG N/A 

 authority to operate foreign            9.2.3.4 
 registered aircraft?            9.2.3.2 
 
A-1 Are flight crew reporting      Part 8.5.1.19 OK FDG N/A 
 aircraft defects in accordance            
 with approved procedures? 
 
A-2 Do foreign registered aircraft      Part 9.2.3.1 (e) OK FDG N/A 

 which are operated under a          9.2.3.2 
 valid lease agreement meet                 9.2.3.4 
 the requirements of the                         
 reference? 
 
A-3 Are valid certificates of              Part 8.2.1.8 (a)(1)(2)(4) OK FDG N/A 

 registration, airworthiness 
 and radio licence on board the 
 aircraft? 
 
A-4 Are aircraft configurations and          Part 9.3.1.12  OK FDG N/A 

 equipment in accordance with 
 the Aircraft Flight Manual? 
 
A-5 Is there a current Aircraft     Part 8.2.1.8 (a)(10) OK FDG N/A      

 Flight Manual in each                           8.2.1.6 
 aircraft? 

 
A-6 Are journey log entries made        Part 9.2.2.8 OK FDG N/A 

 in accordance with the                           
 reference? 

 
A-7 Is there a current aircraft        Part 8.2.1.6 (a) OK FDG N/A 

 library on board each aircraft?        Part 8.2.1.8 
 
Items Certified  - Completed by: ___________________________________________ 
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2.3.13 OP-13 Minimum Equipment List 
 

 Item Reference Result 
 

 
P-1 Does the company utilize an       Part 8.2.1.5 (b)(1) OK FDG N/A  
 approved MEL for each       Part 9.3.1.12 
 aircraft? 
 
P2 Does the company maintain       Part 8.2.1.5 OK FDG N/a 
 updated MMELs for each       Part 9.3.1.12 
 aircraft? 
 
A-1 Does the company dispatch       Part 8.2.1.5 (b) OK FDG N/A 
 aircraft in accordance with       Part 9.3.1.12 
 approved procedures? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Items Certified ï Completed by: ___________________________________________ 
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2.3.14 OP-14 Cabin Safety 
 

 Item Reference Result 
 

 

I PRE-AUDIT 
 
A. File Review 
 
P-1 List any outstanding Cabin   N/A OK FDG N/A 
 Safety Audit Findings in respect 
 to the previous audit. 
 
P-2 List any recurring incidents or  N/A OK FDG N/A 
 concerns noted after reviewing  
 the company operations file. 
 
P-3 What are the recurring findings         N/A OK FDG N/A 
 from training courses inspected 
 since the previous audit? 
 
P-4 Indicate under which regulatory     IS 9.1.1.7 OK FDG N/A 
 requirement the air operator      
 conducts its operations.                                
 
P-5 Indicate the aircraft types      Part 9.1.1.7 (c) OK FDG N/A 
 operated by the operator.                               
 
P-6 Indicate where the air operatorôs      Part 9.2.2.1 OK FDG N/A 
 main, sub and training bases are         
 located.           
 
P-7 Provide examples of any indication      I.S. 9.3.1.2 (3.1) OK FDG N/A 
 that there is a high turnover of Cabin  
 Crew managerial positions  
 and/or Cabin Crew.  
 
B. Inspection Review 
 
B-1 How many pre-flight inspections         OK FDG N/A 

 were conducted since the previous        Part 9.1.1.11         
 audit? Of these inspections, how          FOIH 
 many recurring problems were  
 revealed and specify the nature of  
 the findings? 
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 Item Reference Result 
 

 
B-2 How many in-flight inspections   Part 9.1.1.10 OK FDG N/A 
 were conducted since the previous   Part 9.1.1.11                
 audit? Of these inspections, how  
 many recurring problems were  
 revealed and specify nature of findings? 
 
B-3 Have the inspections shown                 OK FDG N/A 

 operations to be in accordance            
 with company procedures and   
 regulatory requirements? 
 
B-4 Do Cabin Crew undergo                     Part 8.10.1.28 OK FDG N/A 

 Supervised line experience  
 requirements? 
  
B-5 Do Cabin Crew carry                       Part 8.10.1.24.2 (b) OK FDG N/A 

competency cards? 
 
B-6 Does the operator have a program  Part 8.10.1.24.2(e) OK FDG N/A 
 for monitoring and complying with  
 the required competency checks? 
 
C. Cabin Crew Safety Manual Review 
 
C-1 Indicate whether or not the  Part 9.3.1.17 OK FDG N/A 

 Cabin Crew Safety Manual content  
 is in accordance with the regulatory  
 requirements. 
 
C-2 Indicate the approval date and the   IS 9.3.1.2 (d)(1.2) OK FDG N/A 

 latest revision number.                      
          
C-3 Describe the air operatorôs  Part 9.3.1.2 (1.2) OK FDG N/A 

 procedure to ensure Cabin Crew  
            Safety Manual are up to  
 date and indicate how often they  
 are checked by the company? 
 
C-4 Are flight crew and Cabin Crew  IS 8.10.1.14(c1) OK FDG N/A 

 emergency procedures and signals  (e)(6) 
 compatible?  Is similar terminology  

 used? 
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 Item Reference Result 
 

 
C-5 Is the air operatorôs organization      IS 9.3.1.2 (2.1) OK FDG N/A 

            Reflective of the information contained 
 in the Cabin Crew Safety Manual? 
 
C-6 Does the air operator assign             Part 8.10.1.14 (2) OK FDG N/A 
 duties for each crewmember to           IS: 8.10.1.14(a)(6) 
 adequately meet any emergency      Part 8.10.1.34 (c) 
 that may reasonably be anticipated?    IS 8.10.1.34 (3) 
 
C-7 Indicate whether or not the  Part 9.3.1.17 (b) OK FDG N/A 

 Cabin Crew Safety Manual is              Part 9.2.2.4 (a)(4) 
 procedurally consistent with the  
 Operationôs Manual and other  
 company manuals? (Such as  
 the Manufacturerôs Aircraft Manuals,  
 the Standard Operating Procedures  
 Manual?, etc.) 
 
C-8 Certificate holder shall maintain         Part 9.1.1.11(c )(2) OK FDG N/A 

 at least one copy of the manual at  
 its principal operations base. 
 
C-9 Certificate holder shall furnish  Part 9.3.1.2(d) OK FDG N/A 

 copies of the manual or 
 appropriate parts of the 
 manual to the crew members. 
 
C-10 Each person to whom a manual  Part 9.2.2.4(a) OK FDG N/A 
 or appropriate parts of it are                  IS: 9.3.1.2 (d)(1.0) 
 furnished shall keep it up-to-date  
 with the changes and additions  
 furnished to that person and shall  
 have the manual or appropriate parts  
 of it accessible when performing assigned duties.  
 
D. Safety Features Card 
 
D-1 Is the safety features card for  Part 9.3.1.18 OK FDG N/A 

 each aircraft type and model                
 in accordance with the regulatory  
 requirements.  List aircraft type,  
 model and approval dates. 
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 Item Reference Result 
 

 
E. Equipment 
 
E-1 Describe the system for reporting  Part 8.2.1.5(b)(4) OK FDG N/A 

 unserviceable items or cabin irregularities         
 and the rectification system. 
 
F. Cabin Crew Stations 
 
F-1 Are the Cabin Crew stations  Part 8.9.2.4 OK FDG N/A 

 approved in accordance with  
 regulatory requirements? 
 
F-2 If the Cabin Crew jumpseat       N/A OK FDG N/A 

 is occupied by a person other  
 than a Cabin Crew, is it in  
 compliance with the regulatory  
 requirements? 
 

II PHYSICAL AUDIT ï INFLIGHT INSPECTION 
 
A. General 
 
A-1 Does the air operator provide  9.1.1.10 note OK FDG N/A 

 a confirmed passenger seat   
 for the Cabin Safety Inspector  
 performing an Inflight inspection? 
 
A-2 Have in-flight inspections or  8.10.1.28 OK FDG N/A 

 route checks been completed? 
 
B. Apron Safety 
 
B-1 Is the companyôs procedure  IS 9.3.1.2 (8.2.2) OK FDG N/A 

 to escort passengers safely to  
 and from the aircraft in compliance  
 of the regulatory requirements? 
 
B-2 Is fuelling with passengers on  Part 8.9.1.2 OK FDG N/A 
 board carried out in accordance   
 with the regulatory requirements? 
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C. Cabin Crew 
 
C-1 Are the correct number of Cabin Part 9.3.1.7 (c) OK FDG N/A 

 Crew carried in accordance  
 with the regulatory requirements? 
 
C-2 If more than one Cabin Crew is    N/A OK FDG N/A 

 carried, did the air operator designate  
 an in-charge Cabin Crew? 
 
C-3 If competency cards are carried,  8.10.1.24.2 OK FDG N/A 

 are the Cabin Crew in possession   
 of their card?  Are they qualified? 
 
C-4 Does each Cabin Crew have their  Part 9.3.1.17 OK FDG N/A 

 Cabin Crew Safety Manual available in  
 flight and is it up to date? 
 
D. Crew Briefing 
 
D-1 Do the Cabin Crew receive a  IS 8.10.1.14(c1)5 OK FDG N/A 

 pre-flight briefing from the   
 pilot-in command? 
 
D-2 If more than one Cabin Crew is  Cabin Crew OK FDG N/A 

 carried, does the in-charge provide  Safety Manual 
 a pre-flight briefing to the other  
 Cabin Crew? 
 

E. Passenger Briefings 
 
E-1 Are the safety briefings prior to  Part 8.9.2.17 OK FDG N/A 

 take-off, after take-off, prior to landing  
 and for in-flight turbulence completed  
 in accordance with the regulatory  
 requirements? 
 
E-2 Are all safety briefings provided in  Cabin Crew OK FDG N/A 

 both English and Filipino? Safety Manual 
 
E-3 Are passengers with special needs  Part 8.9.2.11 OK FDG N/A 
 given individual briefings? 
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E-4 Are passengers seated at window  Part 8.9.2.11 OK FDG N/A 
 exits provided with the standard   
 briefing? 
 
E-5 Is the pax briefing card for  Part 9.3.1.18 OK FDG N/A 
 that aircraft type and model                  
 available at each passenger seat? 
 
E-6 Is the information contained on the  Part 9.3.1.18 OK FDG N/A 
 Pax briefing card reflective of the         
 airplane/rotorcraft and equipment  
 carried? 
 
F. Carry-On Baggage 
 
F-1 Is there at least one carry-on   OK FDG N/A 

 baggage control point outside  
 the aircraft? 
 
F-2 Does the crew verify that all  Part 8.9.2.14 OK FDG N/A 

 carry-on baggage is stowed  
 prior to closure of passenger entry door?  
 
F-3 Is carry-on baggage stowed so  Part 8.9.2.7 OK FDG N/A 

 that it does not block access to           Part 8.9.2.15 
 safety equipment, exits and aisles? 
 
F-4 Is carry-on baggage stowed so  Part 8.9.2.15 OK FDG N/A 

 that no passengerôs view of the  
 ñseat beltò and ñno smokingò signs  
 is obscured? 
 
F-5 Is carry-on baggage placed so as  Part 8.9.2.15 OK FDG N/A 

 to prevent it from shifting during   
 take-off, landing and in-flight  
 turbulence? 
 
F-6 Is carry-on baggage securely  Part 8.9.2.15 OK FDG N/A 

 stowed for movement on the  
 surface, take-off, landing, during  
 turbulence and when considered  
 necessary by the pilot in command? 
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F-7 deleted 
 
F-8 Is the procedure for handling    N/A OK FDG N/A 

 unusual or fragile items in  
 accordance with the Operations Manual  
 and Cabin Crew Safety Manual? 
 
G. Cabin Checks 
 
G-1 Are passengers seated and secured  Part 8.9.1.3 OK FDG N/A 
 in accordance with the regulatory   
 requirements? 
 
G-2 Are seats and try tables in upright  Part 8.9.2.20 OK FDG N/A 
 position for movement on the surface,   8.9.2.21 
 takeoff and when deemed necessary  
 by the pilot-in-command? 
 
G-3 Are seat belts fastened in  Part 8.9.1.3 OK FDG N/A 

 accordance with the regulatory  
 requirements? 
 
G-4 Are child restraint systems used in  Part 8.9.13 OK FDG N/A 

 accordance with the regulatory  
 requirements? 
 
G-5 Are seats that are located next to  Part 8.9.2.11 OK FDG N/A 

 an emergency exit and seats not  
 on the main deck of an aircraft  
 occupied by passengers whose  
 presence does not affect the  
 safety of the passengers and  
 crewmembers in an emergency? 
 
G-6 Are passenger service carts  IS 9.3.1.2(8.3.6) OK FDG N/A 

 stowed in accordance with the             Part 8.9.2.22 (b) 
 regulatory requirements? 
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G-7 Are all equipment on board  IS 9.3.1.2 (8.3.6) OK FDG N/A 

 stowed in accordance with the            
 regulatory requirements? (i.e.                    
 galleys, overhead bins, etc.) 
 
G-8 Are all video monitors that                    Part 8.9.2.22 OK FDG N/A 

 are suspended from the ceiling                    
 in an aisle stowed for take-off                      
 and landing?  
 

H. Electronic Devices 

 
H-1 Is the use of electronic devices in           Part 8.5.1.26 OK FDG N/A 
 accordance with the regulatory 
 requirements? 
 
I. Alcohol/Drugs 
 
I-1 Are boarding procedures followed    Part 8.9.1.7 OK FDG N/A 

 according to the regulatory                    
 requirements for a person whose  
 faculties are impaired by alcohol or drugs? 
 
I-2 Is the use of alcohol on board in   Part 8.9.1.7 OK FDG N/A 

 accordance with the regulatory  
 requirements? 
 
J. Smoking 
 
J-1 Are smoking procedures followed in     Part 8.9.1.1 OK FDG N/A 
 accordance with the regulatory      
 requirements?     
 
K. Turbulence Procedures 
 
K-1 If turbulence exceeds light      OK FDG N/A 
 turbulence, does the             Part 8.9.1.4( c) 
 pilot-in-command direct the  
 Cabin Crews according to  
 regulatory requirements? 
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K-2 If the in-charge considers it necessary      OK FDG N/A 
 due to turbulence, to fasten seatbelts,      Part 8.9.1.4 note 
 take jump seats and discontinue  
 service, do they follow the procedures  
 as per regulatory requirements? 
 

III PHYSICAL AUDIT ï AIRCRAFT INSPECTION 
 

A. Equipment 
 

A-1 Is each aircraft type  Part 7.8. OK FDG N/A 

 equipped with the appropriate   
 equipment as required by the   
 regulatory requirements and as   
 applicable to the air operator's             Part 7.9. 
 operations?                                                                                               
 

A-2 Does the aircraft have all  Part 7.8. OK FDG N/A 
 required emergency equipment   
 on board and is it installed   
 and secured, sealed as   
 necessary, correct amounts,                
 serviceable, accessible and                  
 placarded as necessary?                     Part 7.9. 
                                                                        
 

B. Exits/Doors 
 
B-1 Are all exits serviceable,  Part 7.8.2 OK FDG N/A 

 accessible and correctly placarded          
 with operating instructions and exit  
 locator lights? 
 
B-2 Does each door that provide  IS 7.8.2 ( c) OK FDG N/A 

 access to a passenger emergency    
 exit have a placard stating that the  
 door must be open for take-off and  
 landing? 
 
B-3 Is there a means for the crew, in  Part 7.9.2 (b) OK FDG N/A 

 an emergency, to unlock each  
 lflight deck door? 
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B-4 Is there a removable ashtray  Part 7..9.5 OK FDG N/A 
 installed on or near the outside of          Part 7.8.7 
 the door to each lavatory or in 
 some other location that is readily  
 visible to the users of each lavatory  
 from outside the lavatory? 
 
C. Placards 
 
C-1 Is there a ñNo smokingò symbol         Part 7.9.3 OK FDG N/A 
 or wording in Filipino and English  
 that is readily visible above the  
 door handle on both sides if each  
 lavatory door? 
 
C-2 Is there a readily visible symbol         Part 7.9.3 OK FDG N/A 

 or wording in Filipino and English  
 adjacent to the opening of each  
 garbage receptacle indicating that  
 cigarette disposal is prohibited? 
 
C-3 Is there a placard indicating the           Part 8.2.1.6 (d) OK FDG N/A 

 location of emergency equipment     , 
 as per regulatory requirements?  
 
C-4 Are the placards indicating the  Part 8.9.2.15(b)(2) OK FDG N/A 

 weight restrictions on overhead              
 bins and closets as regulatory 
 requirements? 
 
D. Unserviceable Equipment 
 
D-1 Upon review of the logbooks,  Part 8.2.1.5 (b) OK FDG N/A 
 are procedures followed  
 according to the regulatory  
 requirements and company  
 procedures? 
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IV PHYSICAL AUDIT - BASE INSPECTION 
 
PA-1 Check the Cabin Crew Safety  Part 9.3.1.2(d) OK FDG N/A 
 Manual held by other   
 departments to verify if they are  
 kept up-to-date? (i.e. Flight  
 Operations, Base offices, etc.) 
 
PA-2 If the air operator has a library   OK FDG N/A 

 with necessary publications, are  
 these documents up to date? 
 
PA-3 Check to see if key management       IS 9.3.1.2(d)(1.2)(h) OK FDG N/A 

 personnel have access to up-to-date       
 copies of the regulatory requirements  
 and CCSM? 
 
PA-4 Check the Cabin Crew mail room  IS 9.3.1.2(d)(1.2)(h) OK FDG N/A 

  to determine if Cabin Crew                    
 Safety Manual amendments and safety  
 bulletins are picked up in timely  
 manner? 
 
PA-5 Check random Cabin Crew                IS 9.3.1.2(d)(11.0) OK FDG N/A 

 reports to ensure safety issues are         
 dealt with accordingly and record  
 discrepancies 
. 
PA-6 Check random Cabin Crew                IS 9.3.1.2(d)(11.0) OK FDG N/A 

 injury reports to determine if there              
 are safety related trends and record  
 discrepancies. 
 
PA-7 Check reservations system randomly    N/A OK FDG N/A 
 to ensure that information relating to  
 safety corresponds with the  
 information contained in the  
 Cabin Crew Safety Manual. 
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PA-8 Check random journey/cabin log    N/A OK FDG N/A 
 books that have been closed to  
 ensure repairs are snagged and  
 corrected accordingly. Record  
 discrepancies. 

 

V PHYSICAL AUDIT - CABIN CREW TRAINING PROGRAM 
 
PA-9 Does the operator have an approved       OK FDG N/A 

 Training Program Manual as per             IS: 9.3.1.3 (1.3) 
 Regulatory requirement to show               
 Compliance of all trainings mandated. 
 
PA-10 Did the Air operator conduct Cabin    N/A OK FDG N/A 

 Crew training during the three  
 months prior to the audit?  If yes,  
 was it inspected? 
 
PA-11 Is there enough CC Trainors vis-a-vis    N/A OK FDG N/A 

 CC? Indicate ratio. 
 
PA-12 Is there a high turnover of CC    N/A OK FDG N/A 

 Instructors? Give example of 
 any indication.  
 
PA-13 Have recent training inspections      Part 9.3.1.3 (b) OK FDG N/A 
 shown adherence to approved          
 training programs? 
 
PA-14 Determine if recency of experience   Part 8.10.1.24.1(a) OK FDG N/A 
 has elapsed for any CC  
 
PA-15 When were the following syllabus  Part 8.10.1.8 OK FDG N/A 

 and training programs initially           IS: 9.3.1.3 (1.3) 
 approved (date): 
 
 -Initial Training 
 -Recurrent Training 
 -Requalification Training 
 -CRM Training? 
 
 



        Republic of the Philippines 

          Department of Transportation and Communications 
        Civil Aviation Authority of the Philippines  

        MIA Road, Pasay City 1301 
 

MANUAL OF REGULATORY AUDITS 
PART 2, CHAPTER 2 

OPERATIONS AUDIT CHECKLISTS (CONTôD) 

 

 

FS2.2-2/23/2009  Page No:  75 

Revision No:  1 

 

 Item Reference Result 
 

 
PA-16 What is the most recent approval   OK FDG N/A 
 revision number for:                       Part 9.3.1.3 (c) 
 -Initial training                                                
 -Recurrent Training 
 -Requalification Training 
 -CRM Training? 
 
PA-17 Is the training program still            Part 9.3.1.3(d) OK FDG N/A 

 applicable to the air operator's 
 aircraft and type of operation? 
 
PA-18 Are all required items included          Part 8.10.1.8.1(c3) OK FDG N/A 

 in approved training programs as      8.10.1.17(a)(b) 
 per the regulatory requirements?      8.10.1.24.1 
                                                                      8.10.1.34 
 
PA-19 Is required training provided by                                    OK FDG N/A 

 a training organization or                     Part / IS: 9.2.2.3 (4.1.1e)  
 consultant other than an                      Part / IS: 9.2.2.3 (4.1.2)  
 employee of the air carrier?                 Part / IS: 9.2.2.3 (4.1.3) 
 If yes, state who is providing  
 the training.  If yes state approval  
 date and who is providing the training. 
 
PA-20 How many aircraft are Cabin              Part 8.10.1.24.3(c ) OK FDG N/A 

 Crew trained? 
 
PA-21 Are the Cabin Crew instructors'         IS 8.10.1.14(c2) OK FDG N/A 
 qualifications in accordance with       c, d, e, f, g, h 
 regulatory requirements? 
 
PA-22 Is the training program in       Cabin Crew Safety Manual OK FDG N/A 
 accordance with their CCSM      Part 9 IS: 9.3.1.3 (1.3)  
 manual and regulatory requirements?      Part 8.10.1.8 
 
PA-23 Describe the Cabin Crew                  Part 9.1.1.6 © OK FDG N/A 
 training facilities.                                Part 9.3.1.3 
 
PA-24 Are instructor qualifications            Part/ I.S. 9.2.2..5   OK FDG N/A 

 maintained and recorded                IS 8.10.1.14 (C2)(f)           
 (record of training)?                        
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PA-25 Are emergency evacuation                 Part 8.10.1.8.1 (a) OK FDG N/A 
 trainers used (doors, tailcone, etc.)?   
 If yes, are they in accordance with  
 the regulatory requirements? 
 
PA-26 Is there adequate portable              Part 8.10.1.8.1 (a) OK FDG N/A 

 emergency equipment available      I.S. 8.10.1.13 (a) 
 for training purposes? 
 
PA-27 Is equipment for training                   Part 8.10.1.13 OK FDG N/A 

 representative of the equipment       I.S. 8.10.1.13 (a) 
 onboard the air operator's aircraft? 
 
PA-28 Are the following training aids           Part 8.10.1.8.1 (a) OK FDG N/A 

 accurate and pertinent:                 
                                                                        
 -Videos 
 -Slides/Tapes 
 -Aircraft Diagrams 

-Transparencies 
 -Handouts 

-Others? 
 

VI PHYSICAL AUDIT ïCABIN CREW TRAINING/MEDICAL RECORDS 
 

PA-29 Are Cabin Crew                               Part 9 IS: 9.2.2.5 OK FDG N/A 

 (training/medical) records                 I.S. 9.3.1.3 (1.3) (g)           
 maintained as per regulatory  
 requirements? 
 

PA-30 Does the training show the following:     OK FDG N/A 

                                                                                      
a. Name of Cabin Crew                   Operator Approved CC Training Manual 
b. Types of aircraft the Cabin   
 Crew is qualified on 
c. The date of training and  
 whether or not the flight  
 attendant passed or failed 
d. Initial Training Part 8.10.1.14(C1) 

-General Indoctrination        
  -Specific Aircraft/Emergency  
   Procedures 
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e. Recurrent Training Part 8.10.1.34 
f. Differences Training Part 8.10.1.17 
g. Requalification Training                  Part 8.10.1.14(C1) 
h. First Aid Training Part 8.10.1.14(C1) (b) (1) (x) 
i. In-Charge Training 
j. Dangerous Goods Training Part 8.10.1.10  / I.S 8.10.1.10 (b) 
k. Crew Resource Management         Part 8.10.1.12 
 Training                                                    
l. Competency Check. Part 8.10.1.24.2 

 

PA-31 Are the training records retained         Part 9.2.2.5 OK FDG N/A 
 for at least two years for Recurrent     Part 9 / IS: 8.10.1.34 (g) 
 and permanent for all other training 
 which would show the CC  
 qualification for the position. 
 

PA-32 Are Instructors qualified and               Part 9.2.2.5 OK FDG N/A 

 current in the course/aircraft  
 that they are instructing? 
 

PA-33 Does the training file contain              Part 9.2.2.5 OK FDG N/A 

 a copy of the most recent written  
 exam for each aircraft type on  
 which the Cabin Crew is  
 qualified? 
 
PA-34 Is there a central record system?       Part 9.2.2.5 OK FDG N/A 

 If yes, are pertinent training  
 records maintained at base? 
 
PA-35 Check random training records           Part 9.2.23 (b) OK FDG N/A 

 to ensure proper maintenance  
 and record discrepancies. 

 

VI PHYSICAL AUDIT - INTERVIEWS AND MISCELLANEOUS 
 
PA-36 How are routine and safety           CC Safety Manual OK FDG N/A 

 measures given to the flight  
 attendants, i.e. bulletins? Is the  
 method effective?  Is the  
 method universal? 
 
 

 




