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THE VOLUME 3. AIR OPERATOR & AIR AGENCY - CERTIFICATION

CHAPTER 1. GENERIC CERTIFICATION PROCESS FOR AIR OPERATORS AND
AIR AGENCIES

Section 1. General I nformation and the Certification Process

3.1.1.1. GENERAL INFORMATION. The purpose of the certification processis to provide a means
by which all prospective (operators or air agencies) are authorized to conduct business in a manner
which complies with all applicable General Authority of Civil Aviation Regulations (GACARS).
This section both standardizes and describes the certification process in detail.

NOTE: For the purpose of this section, the term “Applicant” will be applicable for both an
operator and an air agency.

3.1.1.3. CERTIFICATION INTRODUCTION. The following guidance will result in compliance
with the GACARSs. The applicant will not be certificated until the General Authority of Civil
Aviation (GACA) is assured that the applicant is capable of complying with the regulations.

3.1.1.5. THE CERTIFICATION PROCESS. The certification process is a series of steps outlined in
five phases:

» Phase One - Pre-Application

* Phase Two - Formal Application

* Phase Three - Document Compliance

* Phase Four - Demonstration and Inspection
* Phase Five - Certification Phase

A. Inspector Assessment. The complexity of the certification process is based on an aviation
safety inspector (Inspector) assessment of the applicant’s proposed operation. For simple
certifications, some steps can be condensed or eliminated.

B. Differences Among Applicants. Some applicants may lack a basic understanding of what is
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required for certification. Other applicants may propose a complex operation, but be well
prepared and knowledgeable. Because of the variety in proposed operations and differencesin
applicant knowledge, the process must be thorough enough and flexible enough to apply to all
possibilities.

3.1.1.7. PHASE ONE - PRE-APPLICATION. Initial inquiries about or requests for an application
may come from individuals or organizations. An initial meeting between GACA personnel and the
applicant will then be scheduled. The meeting may be conducted physically or virtually at the
applicant discretion.

A. Initial Inquiry. During the initial meeting, the applicant will usually have specific
guestions about the certificate requirements.

1) The Inspector should explain to the applicant all appropriate requirements and discuss
pertinent parts of the GACARS. In addition, the Inspector should direct the applicant to the
applicable department for further handling e.g. Civil Aviation Tariffs, GACA Economic
Regulations and GACA Security Regulations.

2) At this point, the Inspector should determine if the applicant is sufficiently aware of the
certification requirements and access the experience level of the applicant to determine how
formal the process must be. If the applicant wishes to continue with the process, the
Inspector may provide the applicant with a copy of the Pre-Application Statement of Intent
(PASI), to fill out and return for review.

3) In addition to the PASI, it is recommended that applicants submit a letter, detailing the
operation they wish to undertake, the equipment they have available, the facilities they
plan to use, pilot qualifications if applicable, and the approximate date when they plan to
begin operation.

4) The scope of the proposed operation (e.g., alarge number of complex aircraft) may also
require that the applicant (or representative) come to the GACA office for a pre-application
meeting in addition to submitting a PASI. If there is any question about the need for such a
meeting, the Inspector should consult with the Office Manager.

5) An applicant who is already familiar with the certification process (i.e., an individual
who has worked for a certificated air operator and/or aviation organization and wishes to
start a similar business) may simply submit a completed application form during the initial
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contact with the GACA office. The applicant may present the application in person along
with any manuals and other documents that might be required. This will usually occur only
when the applicant’s operation is of limited complexity.

B. Certification Team Assignment. The GACA Office Manager will assign sufficient
Inspectors to a certification team. One team member will be designated as a Certification Project
Manager (CPM). The CPM will not only coordinate certification matters with the applicant, but
will also ensure that the applicable GACA office management is kept fully informed of the
project’ s current status (e.g., during staff meetings). Team members must strive at all timesto
maintain a professional and responsive relationship with the applicant. From the time of its
appointment, the certification team handles all matters pertaining to the applicant, regardless of
whom the applicant initially contacted.

1) CPM Qualifications, Duties and Responsibilities. For appointment as a CPM,
experience as a Principal Inspector (Pl) is desirable. However, other Inspectors are
acceptable depending on the situation and at the discretion of the GACA Office Manager.
The duties and responsibilities of the CPM include the following:

a) The CPM coordinates certification matters with the applicant and ensures that the
Office Manager is kept fully informed of the project's current status.

b) The CPM serves as the primary contact with the applicant. The CPM ensures each
certification task is completed in an acceptable and timely manner and that all
certification matters are thoroughly coordinated with each team member.

¢) The CPM schedules and conducts pre-application and formal application meetings
with the applicant.

d) The CPM notifies Supervisors and the Office Manager of any information that may
significantly impact or delay certification. Periodic meetings will ensure everyone
concerned is kept informed of the status of the certification. If the CPM cannot attend a
scheduled meeting, the CPM appoints a team member to act as CPM.

2) Team Member Responsibilities. Each team member will respond to requests for

assi stance made by the CPM and keep the CPM appraised of the status of the certification.
Anything that may delay certification must be brought to the attention of the CPM
immediately.
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C. Pre-Application Meeting. After being assigned to the project, the CPM shall contact the
applicant to arrange a pre-application meeting as soon as practicable.

1) The meeting should include, but not be limited to, the following:
* A review of the PASI to verify that all information is complete and accurate

* A review of applicable GACAR parts (and how to obtain them, if not already
accomplished)

* A review and discussion of the certification procedures to ensure that the applicant
understands what is expected

* A review of what is required on the application and what attachments will be
submitted with the application ( see Paragraph 3.1.1.9 below)

 Provision of acertification job aid to the applicant (as applicable)
» Anindication of which Inspectors will conduct specific aspects of the certification

2) Operator certification tasks throughout Volume 3 provide guidance on pre-application
meetings for the different types of air operator or service providers.

D. Terminating the Pre-Application Phase. The Pre-Application Phase ends when the
certification team is satisfied that the applicant is prepared to proceed with formal application. If
the applicant is not ready, the team should advise the applicant of the problems and work with
the applicant to arrive at solutions or terminate the certification process.

3.1.1.9. FORMAL APPLICATION PACKAGE. At the pre-application meeting, the form, content,
and documents required for formal application are discussed. An applicant’s presentation of an
application package and the GACA’sreview of that package are considered to be the Formal
Application Phase.

A. Formal Application Letter. The formal application must be in letter format and must contain
the following:

1) The full and official name of the applicant.
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2) A statement that the document is a formal application.

3) The applicant’s mailing address and the physical address of the applicant’s intended
primary operating location.

4) For an air operator applicant, the full name and address of the agent (designated person
who has signature authority) for service (if, as applicable).

5) The names of key management personnel, e.g., Accountable Executive, General Manager,
Director of Operations, Director of Maintenance, Chief Pilot, Chief Inspector, etc. as
applicable.

6) The signatures of the following, as applicable:
» The owner, when applying as an individual
 Each partner, when applying as a partnership

» An authorized officer, when applying as an organization, such as a company or
corporation

B. Formal Application Attachments. In addition to aformal application letter, the formal
application package consists of (as applicable):

» Documentation that the applicant has or can obtain use of an aircraft and appropriate
facilities

* Any partial or complete manuals

e Curricula or personnel training programs
* Management Resumes

* Letters of Intent and Contracts

» Compliance Statement

* A schedule of events (see Sub-paragraph “C” below)
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1) Company Manuals. The company manual contains information about the applicant’s
organization, general policies, duties, responsibilities, operational control policy, and
procedures. This attachment may be comprised of one or more manuals or sections of
manuals.

a) When the formal application is submitted, the manual must show compliance with
the applicable GACAR sections and paragraphs.

b) Team members must ensure that all required material is shown on the Schedul e of
Events and that adequate time is allowed for review.

¢) The applicant should be encouraged to provide atable of contents.
2) Initial Company Training Curriculum.

a) At the time of formal application, some training program elements may not be fully
developed. The projected date of submission for training course curriculums must bein
the Schedule of Events. A draft of the initial company training curriculum, as complete
as possible, must be attached to the formal application.

b) Theinitial company training curriculum must include basic, initial and emergency
training (if applicable).

¢) Curriculum for training maintenance personnel may be included as part of the
operator’s manual (if applicable).

3) Management Resumes. Include resumes showing the qualifications, certificates, ratings,
and experience of persons selected for the following, or equivalent, positions (as

applicable):
» Accountable Executive
* Director of Operations

* Director of Maintenance

* Director of Safety / Management Representative
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* Chief Pilot
* Chief Inspector

NOTE: For additional guidance regarding key management personnel, see GACA eBook
Volume 2 (SMS) and Volume 3, Chapters 3 (GACAR Part 121), Chapter 4 (GACAR Part
125) and Chapter 5 (GACAR Part 133).

4) Documents of Purchase, Contracts, and/or Letters of Intent.

a) These documents and/or letters show the applicant is committed to making
arrangements for aircraft, supporting facilities, and services necessary for the proposed
operation. Proof of formal purchase, lease, or contractual arrangement is acceptable. If
formal arrangements have not been completed, letters showing preliminary agreements
will suffice until formal contracts are available. However, formal agreements must be
finalized in sufficient time for the GACA to evaluate before certification.

b) If the applicant does not plan to make purchases or develop services until after
submitting the formal application, a statement of intent is acceptable. However, such
arrangements must be completed sufficiently in advance of certification for GACA
evaluation.

¢) The following types of equipment, facilities, and services are to be addressed in
these documents, contracts, or letters:

* Aircraft

» Station facilities and services

» Weather and Notice to Airmen (NOTAM) gathering facilities and services
» Communications facilities and services

» Maintenance facilities and services

» Aeronautical charts and related publications
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» Aerodrome analysis and obstruction data
* Contract training or facilities

5) Initial Compliance Statement. The initial compliance statement ensures that all
applicable regulatory aspects are appropriately addressed during the certification process.
The compliance statement lists each GACAR regulation pertinent to the proposed
operation. The applicant must describe their proposed compliance methods alongside each
applicable regulation. A brief narrative or a specific reference to amanual or other document
is required. Where necessary, the applicant should indicate that the information will be
provided in the final compliance statement.

C. Schedule of Events. It is up to the certification team to determine if the applicant’s proposed
operation warrants a schedule of events.

1) The Schedule of Events lists documents, activities, and acquisitions required for
certification. Each item is accompanied by the applicant’s best estimate of the date that the
item will be submitted, acquired, and/or ready for inspection.

a) The number and types of events and activities that occur during certification vary
according to the operation proposed. The Schedule of Events must list each document
to be submitted, the activity to be performed, and the item to be inspected. The
schedule must provide the GACA areasonable amount of time for the review and
acceptance or approval of each item or event.

b) The Schedule of Eventsis intended to encourage an applicant to submit material
well in advance of the date operations are proposed to begin. If, however, the
application is submitted with only the minimum lead time required by the regulation,
compl ete documents (such as maintenance manuals) may be required at the time of
formal application.

NOTE: Final certification could be delayed if the applicant fails to accomplish an item or
event in a satisfactory manner or in accordance with the Schedule of Events. In addition,
delays may be caused by the need to correct deficiencies in documents, such as manuals or
mai ntenance/inspection programs.

D. Receipt of Formal Application Package. On receipt of the formal application package, the
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applicant will be informed that the GACA needs a specific period of time to review it.
Discussions of its acceptability should be avoided at this time. The applicant should be advised
that further discussion will not be productive until the certification team has reviewed the
formal application. The applicant should be advised that the certification team will contact them
as soon as practical concerning the application package’ s acceptability and to arrange for a
formal application meeting. A formal application meeting is arranged only if the team determines
thereis aneed for the meeting.

3.1.1.11. PHASE TWO —FORMAL APPLICATION. The location of the formal application meeting
will be determined by the GACA. During this meeting, the certification team and the applicant
review the application package and resolve any discrepancies.

A. Initial Review of Formal Application. Theinitial review of the formal application takes
place before the formal application meeting is scheduled. This review verifies that required
documents have been submitted. The review also ensures that the material submitted represents a
feasible proposal and is of sufficient quality to continue the certification process.

B. Reviewing the Schedule of Events. The Schedule of Events sets dates for accomplishing or
submitting the listed items. When reviewing the Schedule of Events, the CPM/team must
consider carefully the feasibility of the proposed schedule with respect to the logic of sequence,
timeliness of events, completeness of events and Inspector availability.

1) The team must ensure that the proposed Schedule of Events has the proper sequence.

2) The Schedule of Events must be reasonable, realistic, and provide sufficient time for the
certification team to review various documents, manuals, and proposals.

3) The team must ensure that the Schedule of Eventsis complete. Each required manual,
document, event, and activity must be listed, including the submission date for the final
compliance statement.

4) The availability of personnel may affect the Schedule of Events. The CPM must determine
that qualified Inspectors will be available to assist the team in conducting the extensive
manual review. The CPM must also determine the need for and availability of resources
other than GACA Safety and Air Transport (S& AT).

C. Determination of Acceptability. The decision to accept or reject the formal application is
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based primarily on the initial review of the formal application and attachments. Results from
informal meetings, reviews, and observations of the applicant’ s capabilities should supplement
the decision making process.

1) Acceptance of the Formal Application. After the formal application meeting, the CPM
and the certification team make a final determination of acceptability. Generally, if the formal
application meeting is concluded without significant disagreements, it should be
considered successful and result in an acceptable formal application. During the meeting,
all discrepancies or omissions in submitted materials must be resolved. When the
certification team accepts the application package, the Formal Application Phase of the
certification process ends, and the Document Compliance Phase begins.

2) Rejection of the Formal Application. The absence of required information in the
application letter and/or the absence of one or more of the required attachments require
automatic rejection of the formal application. If the application is rejected before the
meeting, it must be returned with aletter of explanation.

a) Rejection of an application is a sensitive issue since the applicant may have already
expended funds and resources. It is important for the team to document thoroughly the
reasons for the rejection. The reasons should clearly indicate that to proceed with the

certification process would not be productive unless the applicant is willing to make
the team’ s suggested corrections.

b) Reasons for rejection might include lack of agreement on appropriate courses of
action or evidence that the applicant does not understand regulatory requirements and
the certification process. In the event of rejection, the application and documents
submitted are returned to the applicant with aletter of rejection.

3.1.1.13. PHASE THREE - DOCUMENT COMPLIANCE. The document compliance phase is that
part of the certification process where the applicant’s manuals and other documents are reviewed and
either approved or rejected. Each document is reviewed in depth to ensure compliance with
applicable regulations and conformity to safe operating practices. The initial compliance statement
directs the Inspector to the location in the applicant’s manuals where a compliance procedure is
described. The Schedule of Events determines the priority of items to be reviewed. The certification
team usually conducts this phase in the GACA office.

A. Approval or Acceptance of Documents and/or Programs. During the Document
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Compliance Phase of the certification process, attached documents and/or programs are
approved or accepted. After initial certification, revisions or amendments to these documents
may also be submitted for approval or acceptance. The team must determine which of these are
approved and which are accepted.

1) Documents and/or programs that require GACA approval are specifically listed in the
regulations. Other documents and/or programs are accepted; however, not all other
documents have to be accepted. The following are examples of approvals granted by the
GACA:

 All weather terminal operations
* Training programs

* Minimum Equipment List (MEL)
» Cockpit checklist

» Company Aircraft Operating Manual (limitations, performance, and operating
procedures)

2) Documents and/or programs submitted for acceptance should relate to areas which are
safety related or in which the GACA has a significant interest.

3) Some documents and/or programs submitted for approval or acceptance may require
coordination with other organizations within the GACA e.g. Economic Authority,
Security, etc.

4) Operating manuals may require approval (or coordination) by several divisions within
the SS& AT (e.g. flight operations and airworthiness). The CPM must ensure that all
appropriate approvals have been obtained before certification.

5) It may be necessary to approve a document in segments or indicate initial approval
pending other required events. An initial approval should not continue for an extended
period of time. The CPM should establish a plan to evaluate deficiencies and document
reasons for not granting final approval.

B. Approval Documentation. When all requirements and standards have been met, the operator
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should be notified that the documents have been approved. The CPM indicates approval.

C. Acceptance Documentation. Documents that are submitted for acceptance by an operator or
applicant are accepted with aletter of confirmation from the CPM.

D. Revisions or Amendments. When an approved or accepted document is revised or amended,
only that portion affected by the proposed change needs to be evaluated, provided thereis no
effect on other portions or other documents.

E. Required Documents. The required documents vary with the type of certificate applied for.

F. Unacceptable Documents. If any of the documents are unacceptable, they are returned to the
applicant. The team sends the applicant a letter of rejection stating the reasons for rejection and
recommendations for obtaining approval.

H. Completing the Document Compliance Phase. When required documents are approved or
accepted, the Document Compliance Phase is completed. The certification process continues in
the Demonstration and Inspection Phase. The Document Compliance Phase and the
Demonstration and Inspection Phase may overlap.

3.1.1.15. PHASE FOUR - DEMONSTRATION AND INSPECTION. In the Demonstration and
Inspection Phase, the certification team inspects the applicant’s facilities and equipment and
observes personnel in the performance of their duties. Emphasis in this phase is on compliance with
regulations and safe operating practices.

A. Regulatory Compliance. During the evaluation, the team shall determine the applicant's
ability to comply with all applicable sections of the regulations.

B. Determination of Approval or Disapproval. Throughout the demonstration and inspection
phase, the team ensures that all aspects of the applicant’s required demonstrations are observed
and that a determination of approval or disapproval for each is made.

C. Handling Deficiencies. If the applicant’s activities or other items are deficient, appropriate
corrective action must be taken. If the deficiencies cannot be corrected, the team should advise
the applicant that it isimpractical to continue the certification process.

D. Unsatisfactory Demonstration. If a demonstration of compliance is unsatisfactory, the
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certification team must discuss with the applicant how to correct the problem. Re-inspection
should be scheduled as necessary. The team may follow-up with aletter indicating the nature of
the failure and its corrective action. Deficiencies must be corrected before the process can
continue.

E. Satisfactory Demonstrations. If the applicant’ s demonstrations are satisfactory, the
certification team issues appropriate documentation.

F. Terminating the Demonstration and I nspection Phase. When all demonstrations are
satisfactorily completed, the Demonstration and Inspection Phase is ended, and the applicant is
ready for issuance of the certificate.

3.1.1.17. PHASE FIVE - CERTIFICATION.

A. Obtaining Certificate Numbers, Designators and | CAO ldentifiers. The CPM is
responsible for ensuring that certificate numbers or aviation organization designators are issued
(see Section 2 below, for further guidance). In addition, International Civil Aviation
Organization (ICAOQ) identifier (if applicable) guidance may be found in Volume 3, Chapter 2,
Section 3, Company Designators and Call Signs.

B. Preparation of Certificate. The applicable certificate is prepared for signature. The person
authorized to sign the certificate (e.g. the Assistant Vice President or other delegated official) is
defined in the GACA SS& AT Delegation of Authority document. The newly certificated
operator must not conduct any operations until the certificate is issued. In addition, the CPM
must ensure that all applicable fees and charges have been paid and that evidence of payment has
been received from the GACA Fees & Charges department. Certificates may not be released to the
applicant until all fees and charges have been confirmed as having been paid.

1) The operator may elect to pick up the certificate from the GACA office in person, or it may
be mailed to an address the operator specifies (see Section 3 below, for further guidance).

C. Operations Specifications (OpSpecs) and Other Authorizations. After determining that the
applicant has met all regulatory requirements, the applicant receives the applicable OpSpecs
and/or Authorizations.

D. Certification Report. The team isresponsible for assembling a Certification Report. The
report should include the following, as applicable:
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* Type of certificate issued

» Name and address of certificate holder
* Certification Number or Designator
* CPM/Team Member names
» Application date and certification date
» Company description
» Summary of difficulties, if any, encountered during the certification process
» Any future surveillance recommendations
E. Certification File. The certification file shall include (as applicable):
* A copy of the PASI or Letter of Intent
* A copy of the application
* A copy of the certificate
* A copy of any manuals or approved curricula
* A copy of the completed certification job aid
* Evidence of fee payment
* A copy of the operations specifications (OpSpecs)

* A summary of any difficulties encountered during any phase of the certification or
recommendations for items requiring future surveillance

* Copies of leases, agreements, and contracts

» Compliance Statement
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» Any correspondence between the applicant and the GACA
* Certification Report

F. Post Certification Surveillance Plan. After the applicant is certificated, the certification team
establishes a post certification surveillance plan using the GACA surveillance planning
guidelines.
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THE VOLUME 3. AIR OPERATOR & AIR AGENCY - CERTIFICATION

CHAPTER 1. GENERIC CERTIFICATION PROCESS FOR AIR OPERATORS AND
AIR AGENCIES

Section 2. GACA Certificate Numbers and Service Provider Designators

3.1.2.1. OBJECTIVE. Thistask resultsin issuance of an appropriate certificate number and
designator.

3.1.2.3. GENERAL. The General Authority of Civil Aviation (GACA), Aviation Operations Saf ety
System (AOSS) manages and controls all certificate numbers and designators. The numbering system
provides a standardized format, a multitude of possible numbers, and a central location for assigning,
storing, and retrieving information.

3.1.2.5. CERTIFICATE/DESIGNATOR NUMBER CONSTRUCTION. GACA utilizes an alpha
numeric numbering system in the AOSS for operator and service provider identification. The scheme
allows for an unlimited number of certificate identifiers. Imbedded in the certificate identifier will be
the International Civil Aviation Organization (ICAQ) assigned identifier, if assigned, two alpha
characters specifying the type of certificate, and a series of three numbers assigned by the computer.
Entities not having an assigned ICAO identifier should use three letters associated with the
company name, as long as they are not in use by an active certificate. These three letters are referred to
as the service provider “designator”. See Table 3.1.2.2, Element Codes for Types of Certificates and
Operations, for alist of element codes based on GACAR and type of operation.

NOTE: See Volume 3, Chapter 2, Section 3, Company Designators and Call Signs, for
information about obtaining International Civil Aviation Organization (ICAQO) company
designators and telephony designators (call signs).

A. Elements of a Certificate/Designator Number. The certificate/designator number has three
(3) elements as follows:

1) “ICAOQO ldentifier” element
2) “Certificate Type” element

3) “Numeric” element
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B. Element Descriptions. The certificate/designator number elements are described as follows:
1) Element 1, the “ICAO Identifier” element, is athree letter or three character designation.

2) Element 2, the “ Certificate Type” element code, identifies the type of certificate and/or
the applicable operating regulation specified.

3) Element 3, the “Numeric” element, provides up to 999 unique number combinations for
each type of certificate/designation (001 to 999).

C. Example of Elementsin a Number. An example of a certificate/designator number using
these three elements would be SVA AC 001 (without dashes SVAACO001). This number, divided
into its three elements, isillustrated below in Table 3.1.2.1.

Table 3.1.2.1. Example of Certificate/Designator Number Elements

SVA AC 001
(ICAO Identitier) (Certificate Type) (Numeric)

3.1.2.7. RESTRICTIONS AND PROVISIONS FOR CERTIFICATE/DESIGNATION NUMBER
CONSTRUCTION. In the assignment of certificate numbers, the following provisions and
restrictions apply:

A. The complete identification number (all eight characters), as assigned to an organization, will
never be reassigned to another organization.

B. The AOSS will associate afinal invisible alpha character reflecting the certificate status, e.g.
active, precertification, terminated, revoked, etc.
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Table 3.1.2.2. Element Codesfor Types of Certificates and Operations

Air Operators—Type of Certificate Type Code GACAR Part
Certificate/Authorization

Air Operator Certificate (Commercial) AC 121/135
Operator Certificate (Non-Commercial) OP 125
Aerial Work Operator Certificate AW 133
Foreign Air Carrier Authorization FA 129

Air Agencies—Type of Certificate Certificate Type Code GACAR Part
Domestic Training Center Certificate TC 142
Foreign Training Center Certificate (TBD) 142
Domestic Repair Station Certificate BS 145
Domestic Satellite Repair Station Certificate (TBD) 145
Foreign Repair Station Certificate (TBD) 145
Foreign Satellite Repair Station Certificate (TBD) 145
Pilot School Certificate PS 141
Aviation Maintenance Technician School TS 147
Certificate
Aerodrome -Type of Certificate Certificate Type Code GACAR Part
Aerodrome AP 139
Heliport HP 139
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THE VOLUME 3. AIR OPERATOR & AIR AGENCY - CERTIFICATION

CHAPTER 1. GENERIC CERTIFICATION PROCESS FOR AIR OPERATORS AND
AIR AGENCIES

Section 3. Preparation of General Authority of Civil Aviation (GACA) Certificates

3.1.3.1. REQUIRED CERTIFICATE INFORMATION. The following information will need to be
entered into the Aviation Operations Safety System (AOSS) system in order to electronically
generate a certificate.

A. Legal Name. The certificate holder’s legal name.

B. Additional Business Names for Air Agencies. Air Agencies may use any additional
business names listed on the certificate below the legal name.

1) The acronym “DBA” (doing business as) precedes the additional business name.

2) The certificate holder will provide evidence of the applicable governmental
authorization of all business names.

3) The General Authority of Civil Aviation (GACA) should not restrict the number of
DBAs used by a certificate holder. Should there be insufficient space on the certificate to
accommodate all DBAS, the legal name and address should appear on the certificate with a
notation to see an accompanying letter for alist of DBAS.

C. Additional Business Names for Air Operators and Operators Certificated Under
GACAR Part 119. For Part 121, 125 and 135 certificates, DBA names will be added to the
operator’ s Operations Specifications (OpSpecs) and not to the actual certificate.

D. Address of Principal Base. The address of the certificate holder’s principal base of
operations. A post office box address is not acceptable unless it also reflects the physical
location of the principal base of operations.

E. Certificate Number. The certificate/designator number generated through AOSS.

F. Effective Date and Expiration Date. The effective date that all the requirements for
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certification were completed. The expiration date when the certificate is no longer valid.

G. Signature/Title. After the datais entered into the AOSS, a paper copy of the certificate will
be generated. The properly delegated GACA officia then signs the certificate and provides a
copy to the operator.

3.1.3.3. CHANGE OF NAME. A change of the certificate holder’s legal hame requires the issuance
of anew certificate and certificate number. However, thisis not required for a change to a DBA.

A. Legal Authorization. The certificate holder must provide evidence that the appropriate
government (as applicable) authorized the change of legal name. The aviation safety inspector
(Inspector) must ensure that the certificate holder is not using the name change to circumvent
initial certification requirements.

B. Sole Proprietor. Do not treat a sole proprietor, who incorporates under KSA law, asaname
change only. This“new” person must meet all the initial certification requirements of the
GACARsfor anew operator in order to receive the applicable certificate. However, the
certification process, in this case, may not be as detailed as usual.

3.1.3.5. INTERNATIONAL CIVIL AVIATION ORGANIZATION (ICAQO) STANDARDIZED,
CERTIFIED TRUE COPY OF THE AIR OPERATOR CERTIFICATE (AOC) AND
OPERATION SPECIFICATIONS.

A.1CAO Annex 6 Requirements. ICAO Annex 6 requires air operators to carry onboard their
aircraft a standardized “certified true copy” of their AOCs and associated operations
specifications when operating internationally.

B. GACA Role To enable certificate holders to fulfill this ICAO requirement, the GACA will
have an ICAO standardized Air Operator Certificate (AOC) and OpSpec summary available in
the AOSS. These templates will be preloaded with most of the data contained in the AOC and
OpSpecs from operator data already maintained in the system. This standardized ICAO AOC and
OpSpec summary isin addition to the GACA AOC and full set of OpSpecs. Operators must carry
this ICAO AOC and OpSpec summary onboard their aircraft at all times.

3.1.3.7. TASK OUTCOME. Completion of thistask resultsin the issuance of afinal certificate
number for a GACA Air Operator, Operator or Air Agency.
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3.1.3.9. FUTURE ACTIVITIES. See specific certification chaptersin Volume 3 of this handbook.
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VOLUME 3. AIR OPERATOR & AIR AGENCY —CERTIFICATION
CHAPTER 2. GENERAL CERTIFICATION INFORMATION FOR AIR OPERATORS
Section 1. General Information

3.2.1.1. PURPOSE. This chapter provides general information for the certification of applicants under
the General Authority of Civil Aviation Regulations (GACARS) Part 121, 125, or 135. This chapter
contains the following sections:

NOTE: The term “Applicant” will be used for all individuals/entities wishing to obtain
approval to operate under the GACARs listed above.

A. Section 1. Contains a brief description of GACAR Part 119, and how it interfaces with
GACAR Parts 121, 125 and 135. In addition, this section addresses definitions specific to
certification and the certification process for all applicable GACAR Parts.

B. Section 2. Provides direction and guidance for the issuance of air operator certificates
(GACAR Parts 121 & 135) and operator certificates (GACAR Part 125), and the applicable
regulatory requirements for both commercia and non-commercial operators.

C. Section 3. This section contains guidance for obtaining International Civil Aviation
Organization (ICAO) company designators and telephony designators (call signs) for those
operators who request or are required to obtain designators.

3.2.1.3. GACAR PART 119 BACKGROUND.

A. GACAR Part 119. GACAR Part 119 Certification: Saudi Arabian Commercial and
Non-Commercial Operators, establishes the certification requirements an operator must meet in
order to obtain and hold a certificate authorizing operations under GACAR Parts 121, 125, or
135. It contains the following provisions:

1) Operations Specifications (OpSpecs) for each kind of operation to be conducted.
2) Requirements for leasing of aircraft (e.g. dry or wet leasing).

3) Emergency operations common to Parts 121, 125 and 135.
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Figure 3.2.1.1 provides a high level overview of how the different GACAR Parts that relate to air
operations are organized according to whether the operations are commercial or non-commercial,
scheduled or unscheduled and whether the operations involve transport category aircraft, commuter

category airplanes or aircraft type certificated in other categories.

Figure 3.2.1.1 Applicable Operating Rulesfor Kinds of Operations
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3.2.1.5. DEFINITIONS. Definitions pertaining to both commercial air operators and non-commercial
operators’ certification and are found in GACAR Part 1, Definitions and Abbreviations.

3.2.1.7. THE CERTIFICATION PROCESS. The applicable chapters of Volume 3 describe the

processes that both the applicant and the GACA must undergo to ensure that the applicant complies
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with all certification and operational requirements before certificate issuance or approval. The
processes are designed so that an applicant’s programs, systems, and intended methods of
compliance are thoroughly reviewed, evaluated, and tested. The processes, once completed, provide
reasonabl e assurance that the applicant’s infrastructure (programs, methods, and systems) will result
in continued compliance. These processes consist of phases and gates that are individually described
in the applicable chapter guidance. The descriptions of the document compliance phase and the
demonstration and inspection phase do not provide detailed discussions of what constitutes
acceptable or approvable programs, systems, or methods. Instead, these discussions present the types
of activities that take place during these phases and emphasize the planning of required work
functions. Detailed discussions on specific subject matter such as: manuals, record keeping systems,
training programs, and proving tests are found in Volumes 4, 5, 6, and 12 of this handbook.

A. Job Aids. There are basic organizational job aids and/or schedule of events checklists
available (as applicable) in chapters of this volume. These aids should be used to assist in
planning work functions during a certification process and as a checklist for items or events as
they are accomplished. The schedule of eventsis designed to allow the applicant to provide a
best estimate of when an event or item will occur or be ready for GACA inspection. Spaceis
provided for the GACA to record revisions to the applicant’ s estimates or to record when the
event or item actually occurred.

B. Process Overview. The flow chart at the end of the applicable chapters provides an overview
of the certification process. Simultaneous use of the flow chart and narrative discussion will
assist the Inspector in understanding the process. The chart is particularly useful in determining
whether the “ Schedule of Events’ is reasonable in terms of sequence, timeliness, and Inspector
resource availability. It also provides a perspective on how a particular event affects other
events and is an important reference for planning various activities during the certification
process.

3.2.1.9. CHANGESTO CERTIFICATE OR OPERATING AUTHORITY. Volume 4, Chapter 4
provides direction and guidance on processing changes to an operator’s certificate or operating
authority. These changes can occur as a result of:

* Major Changes in Operating Authority

* Amendment, Surrender, Suspension, Revocation, and Replacement of Operating
Certificates
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» Mergers and Acquisitions

3.2.1.11. GACAR PART 129, OPERATIONS: FOREIGN AIR CARRIERS. The GACA does not
issue certificates to foreign air carriers. However, GACAR 8 129.11, requires foreign air carriers
operating to the Kingdom of Saudi Arabia (KSA) to obtain GACA issued authorizing documents.
Volume 10 provides direction and guidance on the issuance and management of foreign air carrier
authorizations and contains information on a GACA Inspector’ s authority and responsibilities with
respect to foreign air carriers.

3.2.1.13. CITIZENSHIP. GACAR 8 119.37 requires a commercial operator to be a citizen of the
KSA. In addition, the operator must maintain a principal base of operationsin the KSA, and obtain
an Air Operator Certificate (AOC). A citizen of the KSA means.

* Anindividual who is acitizen of the KSA
* A partnership of which each member is such an individual
A corporation or association created or organized under the laws of the KSA

NOTE: The GACA SS&AT Air Transport Department has the responsibility to determine
compliance with the above sited citizenship requirements.

3.2.1.15. ENVIRONMENTAL ASSESSMENTS. Applicants need to ensure that they have obtained
all of the necessary KSA environmental authorizations.
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THE VOLUME 3. AIR OPERATOR & AIR AGENCY - CERTIFICATION
CHAPTER 2. GENERAL CERTIFICATION INFORMATION FOR AIR OPERATORS
Section 2. Types of Certificates, Kinds of Operations and Economic Authority

3.2.2.1. PURPOSE. This section provides direction and guidance for the issuance of air operator
certificates and operating certificates.

3.2.2.3. KINDS OF OPERATIONS. General Authority of Civil Aviation Regulation (GACAR) Part
119 consolidates the certification and operations specifications (OpSpecs) required for persons who
operate under:

A. GACAR Part 121. *GACAR Part 121, Commercial Operations with the following
categories of aircraft:

* Transport Category Airplanes
* Transport Category Rotorcraft
» Commuter Category Airplanes

B. GACAR Part 135. *GACAR Part 135, Commercial Operations with the following
categories of aircraft:

« Other than Transport Category Airplanes
* Other than Transport Category Rotorcraft
* Other than Commuter Category Airplanes

* The above kinds of operations include: scheduled or unscheduled, and passenger-
carrying or all-cargo.

C. GACAR Part 125. GACAR Part 125, Non-Commercial Operations with the following Saudi
Arabia-registered aircraft:

* Transport Category Airplanes
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* Transport Category Rotorcraft

» Commuter Category Airplanes

* Turbojets

D. Determination of Aircraft Category. To determine the category in which an aircraft was
type certificated, refer to the Federal Aviation Administration (FAA) type certificate data sheet
(TCDS). On every FAA TCDS the aircraft certification category is always listed in the first line
that identifies the aircraft model.

E. Aerial Work Operations. Aerial work operations (commercial and non-commercial) are a
special type of air operations and the operators who perform these operations are not certificated
under GACAR Part 119. Instead they are certificated and regulated under GACAR Part 133 See
Volume 3, Chapter 5 for further details on certification of aerial work operators.

F. Flight Training. Pilot schools certificated under GACAR Part 141 and training centers
certificated under GACAR Part 142 that operate transport category aircraft, commuter category
airplanes or turbojets must operate these aircraft under GACAR Parts 121 or 125. Flight
training operations using all other aircraft are permitted under GACAR Part 91.

G. GACAR Part 91. All other operations of Saudi Arabia registered aircraft in which persons
or cargo are transported without compensation or hire are conducted under GACAR Part 91 and
do not require the issuance of an operating certificate.

3.2.25. TYPES OF CERTIFICATES UNDER GACAR PART 119. There are two types of
certificates issued to applicants who wish to receive a certificate under GACAR Part 119:

A. An Air Operator Certificate (AOC). This certificate is issued to applicants that plan to
conduct commercial operations.

B. An Operating Certificate (OC). This certificate is issued to applicants that plan to conduct
non-commercial operations.

3.2.2.7. ECONOMIC AUTHORITY. The provisions of the General Authority of Civil Aviation
(GACA) Air Transport Regulations (formerly called the Economic Regulations) apply to any person
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desiring to provide scheduled or unscheduled air transportation services as specified within
GACAR Part 119, within the Kingdom of Saudi Arabia (KSA) or between pointsin the KSA and an
international destination. Economic authority is granted in accordance with the GACA Air
Transport Regulations found on the GACA website at: http://www.gaca.gov.sa.

NOTE: It should be noted that the GACA Air Transport Regulations definitions and
terminology are not identical to those contained in GACAR Part 119.
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THE VOLUME 3. AIR OPERATOR & AIR AGENCY - CERTIFICATION
CHAPTER 2. GENERAL CERTIFICATION INFORMATION FOR AIR OPERATORS
Section 3. Company Designators and Call Signs

3.2.3.1. GENERAL. This section contains information, direction, and guidance to be used by
aviation safety inspectors (Inspectors) when obtaining International Civil Aviation Organization
(ICAO) company designators and telephony designators (call signs) for those operators who request
or are required to obtain designators. Designators are used by commercial operators for Air Traffic
Services (ATS) operations. Designators are also used in the aeronautical fixed telecommunications
network (AFTN) system for identification, communication, and billing purposes. The AFTN system
is an integrated, international system of aeronautical fixed circuits. The AFTN system provides the
exchange of messages and flight plans between aeronautical and fixed stations within the network.
The designators are assigned when the General Authority of Civil Aviation (GACA) determines that
designators are advantageous and operationally appropriate to the Kingdom of Saudi Arabia (KSA)
ATS system. A company designator and a telephony designator are assigned as a unit. The four types
of designators are entitled and described as follows:

» The company designator (ICAO three-letter designator)

 The telephony designator (call sign)

» The special telephony designator (special handling)

» The local telephony designator (local visual flight rules (VFR) operations only)

A. The Company Designator (ICAO Three-Letter Designator). The ICAO company designator
is athree-letter designator. The flight number serves as the aircraft identification in the ATS
system. The designator serves as the aircraft identification for the ATS system in several
situations. The authorized three-letter designator and flight/trip number are used instead of the
aircraft registration number and may be used for the international telecommunications service
when its use is advantageous for ATS and operational purposes. The company designator may be
used to expedite the exchange of written and computerized air carrier information in both the
domestic and international ATS system to access the stored flight plan program and provide ATS
with a quick and accurate means of visual recognition.
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B. The Telephony Designator (Call Sign). The telephony designator call sign is usually
assigned at the same time as the ICAO three-letter designator, and the call sign becomes the
aircraft identification for air and ground communications with air traffic personnel. Usually, the
company name or a pronounceable abbreviation of the company name is used in combination
with ATS facilities and operating services. An exampleis “Saudia411.” This designator
replaces the standard “type/tail number” combination such as Beechcraft 398J. The telephony
designator should be phonetically pronounceable in at least the English, French, or Spanish
language. The name of the aircraft company, operating authority, or servicing organization
should resemble the telephony designator, and the designator should not consist of more than
two words and three syllables. An advantage of using telephony designators is the reduction of
on line noise distractions that create similar sounding telephony designator confusion, expedite
air and ground communication, provide easy auditory recognition, and reduce the potential for
mistakes in verbal communication. A new or changed telephony designator must be included in
the remarks section of the operator’ s flight plans for at least 60 days following the new
designator’s effective date.

C. The Special Telephony Designator. A special telephony designator may be temporarily
authorized by GACA, in coordination with ICAO, only when its assignment will identify
special handling by ATS. GACA may authorize the special designator for acommemorative
flight, for alarge number of aircraft participating in an organized race, for aircraft operating

during an emergency or disaster, or for aircraft that need special handling for test purposes.

D. The Local Telephony Designator. A local telephony designator must be used only for
communication with local aerodrome traffic control towers during VFR operations; they must
not be used for filing flightplans.

3.2.3.3. APPLICABILITY. General Authority of Civil Aviation Regulations (GACARSs) does not
require that designators be obtained; however, designators may be required by the operator’s
operations specifications (OpSpecs). The GACA may choose to assign a three-letter ICAO Company
and Telephony designator for operations based on the number of scheduled flights. The final
approval of the company designators and telephony designator is made by ICAO, who takes into
consideration all designators approved throughout the world. The designator assignment is then
administered by GACA. The final approval of the special telephony designator and local telephony
designator is made by GACA after checking the requested area of operations for conflict.

3.2.3.5. PROCEDURES FOR ASSIGNMENT OF DESIGNATORS. All requests for designators
are directly made by the company to the GACA. Final designator assignment is administered by
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GACA Safety, Security & Air Transport (S& AT). This office notifies the Kingdom of Saudi Arabia
(KSA) Ministry of Communications and Information Technology that an assignment has been made.

A. The Company Designator and the Telephony Designator. Principal Operations Inspectors
(POIs) must have the following information to determine eligibility for both the ICAO three-
letter company designator and the telephony designator:

» The name and address of the operator

» The type of aircraft operation or service provided (alist of the operators served is required
for service operations)

» The intended use of aeronautical fixed AFTN for international services or operations
* The number and type of AFTN messages handled daily
A copy of the company or operator published flight schedule

» A copy of the GACA certificate which authorizes the company’ s operations and states the
GACAR part under which operations are to be conducted

* Provision of at |least five suggested three-letter designators and telephony designators,
listed in their desired order

B. Special Telephony Designator. The following information must be submitted for the special
telephony designator request:

* Type of flight

* Type of handling required

* Type and number of aircraft

* Routes and duration of operation

C. Local Telephony Designator. A letter of agreement that provides justification for obtaining
the designator must be made between the local tower and the requesting company. The letter of
agreement is reviewed by the applicable air traffic service, which adds its recommendations to
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the letter and forwards the agreement and accompanying recommendations to GACA. The GACA
checks the area of operations for conflict and approves if there is no conflict of designators.

3.2.3.7. EFFECTIVE DATE AND PUBLICATION. The required administrative period for approval
of athree-letter company and telephony designator is approximately 45 calendar-days. GACA
establishes an effective date for the designator and enters it into the stored flight plan program.
GACA advises the ATS facilities affected that the numbers will be published in ICAO document
(ICAO Document 8585, Designators for Aircraft Operating Agencies, Aeronautical Authorities).
Failure to submit the proper documentation may delay a designator assignment.

3.2.3.9. CHANGESIN COMPANY STATUS AND CANCELLATION. When an assigned three-
letter company designator and/or telephony designator is no longer required, GACA must be
notified by the company, in writing. Any designator that is released shall not be reassigned within
45 calendar-days. Notification of change or release may be made for the following reasons:

* Operations permanently suspended or canceled
» Change in the name, address, or physical location of the company

» Mergers and acquisitions that change or combine any company name holding more than one
designator

3.2.3.11. OTHER INFORMATION SOURCES. Additional information on designators may be
found in ICAO Doc. 8585, Designators for Aircraft Operating Agencies, Aeronautical Authorities
and Services.
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VOLUME 3. AIR OPERATOR & AIR AGENCY — CERTIFICATION
CHAPTER 3. THE CERTIFICATION PROCESS FOR PART 121
Section 1. Phase 1 — Pre-Application
3.3.1.1. GACA ACTIVITY REPORT (GAR).
A. 1202 (OP)
B. 3202 (AW)
3.3.1.3. GENERAL.

A. Direction and Guidance. This chapter provides direction and guidance on the certification
process for General Authority of Civil Aviation Regulation (GACAR) Part 121 air operators.
Under no circumstances will an applicant be certificated until the General Authority of Civil
Aviation (GACA) is confident that the prospective certificate holder is capable of fulfilling the
required responsibilities and is willing to comply with the GACARS. The certification process
employs a Five Phase process that requires the completion of certain items prior to continuation
and completion of the process. The GACAR Part 121 certification team should utilize the
generic Five Phase process found in Volume 3, Chapter 1, The Generic Certification Process for
Air Operators and Air Agencies.

NOTE: This processisin compliance with International Civil Aviation Organization
(ICAQO) Document 8335 and Document 8760.

NOTE: During the certification process, there will be parallel efforts that involve the formal
acceptance of Safety Management Systems (SMS) in accordance with GACAR Part 5.

3.3.1.5. INITIAL INQUIRIES OR REQUESTS.

A. Initial Inquiries. Initial inquiries about certification or requests for application may come in
various formats from individuals or organizations. These inquiries should be in the form of
meetings with GACA personnel, which may include: Assistant President, Safety, Security and
Air Transport Sector (AP), General Manager, Aviation Standards (GMAS); General Manager,
Economic Evaluation Department (GMEE); General Manager, Safety & Risk Management
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Department (GMRM), Manager of Flight Operations (FO); and Manager of Airworthiness (AW).

B. Preliminary Discussion. At the initial inquiry meeting, the aviation safety inspector
(Inspector) should briefly explain all of the requirements within the GACAR that the applicant
must meet in the certification process. The applicant should be provided with an Initial Inquiry
Data Sheet (I1IDS) (Figure 3.3.1.1) and a Pre-Application Statement of Intent (PASI). In addition,
the applicant should provide their contact information to the GACA and receive from GACA,
the contact information of the GMEE, GMRM, FO and AW. The Inspector should ask the
applicant to schedule an appointment for a pre-application meeting, allowing enough time for
the applicant to thoroughly review and understand GACA requirements.

NOTE: The applicant should provide the IIDS & PASI to the GMAS, FO and AW, prior to
the pre-application meeting. Upon receipt, these documents will be forwarded to the
applicable Departments/Divisions for review.

3.3.1.7. CERTIFICATION TEAM. The Manager, Flight Operations Division (in coordination with
the GMAS) will use the guidance found in Volume 3, Chapter 1, Section 1, paragraph 3.1.1.7 for the
assignment, qualifications, duties and responsibilities of Inspectors on the certification team. The
Inspector assigned as the Certification Project Manager (CPM) has the responsibility to complete
the Air Operator Certification Job Aid (Figure 3.3.1.2). The CPM should send a notice to the
applicant informing them of the certification team assignment (see Figure 3.3.1.3, CPM Designation)

3.3.1.9.INITIAL CERTIFICATION TEAM BRIEFING. A briefing of the certification team will
be held prior to the pre-application meeting with the applicant. At this briefing, the team will review
the applicants IIDS and PASI. In addition the following administrative activities will be conducted:

* Create a certification file in the Flight Operations Division information management system
 Ensure that the GMAS, FO, AW and all other team members have access rights
» Maintain hard copies of all official correspondence to/from applicant
* Inform other team members
3.3.11. PRE-APPLICATION MEETING.

A. General. In preparation for the meeting, the assigned CPM should remind the applicant that
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the applicant’ s key management personnel should attend the pre-application meeting and
should be prepared to discuss, in general terms, specific aspects of the applicant's proposed
operation. The CPM should discuss the certification process in depth. Emphasis should be
placed on the expectations of the GACA, what the applicant should expect from the GACA, and
the sequence of events. The applicant should be encouraged to ask questions during the
discussion. The CPM should have all attendees sign the Attendance Roster (Figure 3.3.1.5,
Attendance Roster).

B. Verifying Information on the PASI. The first item for discussion should be verification of
the information on the PASI, such as the type of operation, types of aircraft, geographic areas of
operation, and location of facilities. When changes to this information occur, the applicant must
annotate the changes on the PASI. If the changes significantly affect the anticipated scope
and/or type of operation, a copy of the revised PASI shall be forwarded to the GACA.

C. Briefing of the Applicant. At the pre-application meeting, the applicant and any key
personnel attending the meeting should be briefed in as much detail as necessary to ensure that
they understand the certification process using the Air Operator Certification Job Aid (Figure
3.3.1.2) as aguide to facilitate the discussion and to ensure that all elements of the certification
process are covered. The applicant should be encouraged to ask questions about any area of the
process not clearly understood. The CPM should provide the Pre-Application Checklist (PAC)
(Figure 3.3.1.4, Pre-Application Checklist) to the applicant.

D. Management Qualifications. Management qualifications must be reviewed by the
certification team to determine that there is a resume for each required management position and
that these resumes contain the basic information necessary to determine regulatory compliance.
The depth of review should be only to determine that there are no obvious omissions or
significant discrepancies. An example of a significant discrepancy might be that the regulation
requires an individual to hold an Airline Transport Pilot (ATP) certificate, but the resume
shows that the individual holds only a Commercial Pilot certificate. A detailed review of the
management qualifications and effectiveness will be accomplished during the document
compliance and the demonstration and inspection phases.

E. Informing the Applicant of Pertinent Regulations. It is essential that the applicant
understand which regulations are applicable to the proposed operation. The applicant should
be advised to acquire and become familiar with the GACARSs and other guidance pertinent to the
proposed operation. The applicant and the applicant's personnel must be made aware of their
responsibilities during the certification process. It isto their benefit to submit required items as
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soon as they become available.

F. Economic Authority. As stated in GACAR 8 119.3(f), “...no person may operate as a
commercial operator under this part without holding appropriate economic authority from the
GACA”. The applicant should be advised that it is the applicant's responsibility to apply for
and obtain the appropriate GACA economic authority and that the GACA will not issue the air
operator certificate (AOC) or operations specifications (OpSpecs) until economic authority is
obtained.

1) It isthe responsibility of the applicant to submit the original application for economic
authority to the Air Transport Department.

2) Prior to the Formal Application meeting the CPM should contact the Air Transport
Department to check on the progress of the economic authority request.

3.3.1.13. INSTRUCTIONSTO THE APPLICANT ON THE FORMAL APPLICATION.

A. Requesting the Formal Application. The applicant shall be informed that the formal
application must be submitted to the GACA at least 45 calendar days prior to the proposed
formal application meeting to allow the GACA to prepare resources. After initial review, GACA
will notify the applicant of its acceptance or rejection by letter within 5 working days. The
applicant should be encouraged to submit the formal application as far in advance as possible of
the intended starting date. The following documents must be submitted when requesting the
formal meeting:

» Formal application letter

» Completed Management Qualification Summary and Quality Audit Forms (made available
from GACA)

* List of proposed operations specifications (OpSpecs)

» An up to date Pre-Application Statement of Intent (PASI) if there have been any changes
to the original PAS

NOTE: The CPM should inform the applicant that while GACA Inspectors will furnish
informal guidance and advice during the preparation of required documents and manuals,
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the production of acceptable documents and manuals is solely the responsibility of the
applicant.

B. Formal Application Letter. The formal application letter serves as the vehicle to transmit the
package of documents required to be certificated. The CPM shall inform the applicant that the
formal application must be a letter containing a statement that the letter serves as aformal
application for an air operator certificate. The letter must contain the full and official name of the
applicant. This letter must be signed by the owner when applying as an individual or sole
proprietorship, all partners when applying as a partnership, or an authorized officer(s) when
applying as an organization such as a company or a corporation. The letter shall contain the
physical location address of the applicant's intended primary operating location. The
applicant's mailing address shall be included in the formal application letter if different than its
letterhead. This letter shall also include the full name and address of the applicant's agent for
service (if applicable). Additionally, the letter will confirm the identity of key management
personnel such as the accountable executive, director of operations, director of maintenance,
chief pilot, and chief inspector. Note that additional management personnel are required for the
Safety Management System (SMS). See Volume 2 of this eBook for full details on the SMS
requirements and acceptance process.

3.3.1.15. APPLICATION ATTACHMENTS. In addition to the documents listed in paragraph
3.3.1.11 (A) above, the formal application letter must be accompanied with the attachments listed in
the Pre-Application Checklist (Figure 3.3.1.4). The applicant must understand that this letter and
these attachments will be the minimum information acceptable for meeting the requirements of the
GACARs. Below isthe guidance to be used when evaluating several of the key certification
documents.

A. Schedule of Events. The applicant needs to understand that the schedule of eventsis a key
document to be presented with the formal application. The schedule of eventsisalist of items,
activities, programs, aircraft and/or facility acquisitions that the applicant must accomplish or
make ready for GACA inspection before certification. The schedule of events will include the
applicant's best estimate of the date the item, activity, program, aircraft, or facility acquisitions
will be accomplished or ready for inspection. The applicant shall be informed that the schedule
of events must be constructed in alogical and sequential manner. The schedule of events must
also provide for a reasonable amount of time for the GACA to review and accept or approve each
item or event, before scheduling other items or events that are dependent on such acceptance or
approval. The applicant should be informed that failure to accomplish an item or event in a
satisfactory or timely manner in accordance with the schedule of events could result in adelay in
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certification. The applicant should be advised that if deficiencies are detected during the review
of manuals and other documents, they will be returned for amendment or correction. Such action
may also cause additional delaysin the certification process (see Figure 3.3.1.6, Schedule of
Events).

B. Company Manuals. This attachment to the formal application may be in the form of one or
more manuals or volumes. These manuals must contain information about the applicant's
organization, general policies, duties, responsibilities of personnel, operational control policy,
and procedures. In practice, these manuals are often known as the Operations Manual (OM) and
the Maintenance Manual (MM). The applicant's manuals, as required by GACAR § 121.139,
must be completely developed at the time of formal application to satisfy the requirements of
Phase 4 - Demonstration and Inspection. Note those additional manual s’documentation are
required for the Safety Management System (SMS). See Volume 2 of this eBook for full details on
the SM S documentation requirements.

C. Company Training Curriculums. The company training curriculum must be attached to the
formal application. The company training curriculum must include at least the following
curriculum segments for each applicable crew member or dispatcher position:

* Basic indoctrination training
* Emergency training

* |nitial aircraft ground training
« Initial aircraft flight training

D. Management Qualification Resumes. This attachment shall include resumes that meet the
requirements of GACAR 8 121.45 and contain information on the qualifications, certificates,
ratings, and experience of personnel selected for the following positions, or equivalent:

* Director of safety
* Director of operations
* Director of maintenance

* Chief pilot

Page 40
EBOOK VOLUME 3 UNCONTROLLED DOCUMENT WHEN DOWNLOADED VERSION 7.0
Consult the GACA website for current version



BGACA

wuaall glydall d olell 4 jigll

General Authority of Civil Aviation

EBOOK VOLUME 3. AIR OPERATOR & AIR AGENCY - CERTIFICATION

* Chief inspector

The evaluation of persons nominated for the management positions required under GACAR
Part 121 is described in greater detail in Section 6 of this chapter of the handbook.

NOTE: Under GACAR Part 5 there are two additional required management positions for all air
carriers operating under GACAR Part 121; the accountable executive and the management
representative responsible for the Safety Management System. Consult GACAR Part 5 and
Volume 2 of this handbook for further details on these two additional positions.

Variations to the types of positions or numbers of positions other than those listed in
GACAR 8§ 121.45 (a) may be approved for a particular operation if the applicant shows it
can perform the operation with the highest degree of safety under the direction of fewer or
different categories of management personnel due to:

» The kind of operation involved
» The number and type of aircraft used
* The area of operations

Section 6 of this handbook addresses the procedures to be followed for requests for relief
made under GACAR § 121.49(c).

E. Documents of Purchase, Contracts, and L eases. This attachment should provide evidence
that the applicant has acquired aircraft, facilities, and services to conduct the type of operation
proposed. This evidence may be in the form of proof of formal purchases, leases, or contractual
arrangements. These documents should provide evidence that the applicant is, in good faith,
committed to making arrangement for aircraft, supporting facilities, and services as necessary for
the proposed operation. Examples of the types of equipment, facilities, and services that should
be addressed in these documents, contracts, or |eases include the following:

* Aircraft
« Station facilities and services

» Weather and Noticesto Airmen (NOTAM) gathering facilities and services
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» Communications facilities and service
» Maintenance facilities and service
» Aeronautical charts and related publications
» Aerodrome analysis and obstruction data
* Contract training or facilities
F. Compliance Statement.

1) Preparation of the compliance statement benefits the applicant by systematically
ensuring that all applicable regulatory aspects are appropriately addressed during the
certification process. The compliance statement shall be in the form of a complete listing of
all appropriate GACAR parts (for example, GACAR Part 5, 7, 91, 109, 117, 119 and 121)
pertinent to the operation the applicant is proposing. This list should reference any
applicable subpart and each relevant section of the subpart. Next to each subparagraph, the
applicant must provide a specific reference to a manual or other document, and may provide
abrief narrative description that describes how the applicant will comply with each
regulation (see Figure 3.3.1.7, Compliance Statement). This statement also serves as a master
index to the applicant's manual system to expedite the GACA's review and approval of the
operation and manual system. The compliance statement is an important source document
during the certification process. After the certification process is completed, the compliance
statement should be kept current as changes are incorporated in the applicant's system.

2) Where the compliance information has been developed (for example, the manual material
submitted with the formal application), a manual reference or description of the method of
compliance must be entered next to the applicable regulatory section.

3) Thelist of the specific regulations and subparts, including all subparagraphs, may be
presented in the manner of one of the examples described in Figure 3.3.1.7, Compliance
Statement.

3.3.1.17. CONCLUSION OF PRE-APPLICATION MEETING. The CPM must ensure that the
applicant understands that the formal application, with the previously described attachments, must
be complete and acceptable or the entire formal application will be rejected. In addition the
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Certification Team should conduct an initial review of the applicant’s submission and verify that
content is sufficient to conduct a formal application meeting using the Initial Review Instructions
found in Figure 3.3.1.8, Initial Review Instructions.

A. Applicant is Adequately Prepared. At the close of the pre-application meeting, the
Certification Team should determine whether the applicant is prepared to proceed with the
certification process. If it appears that the applicant understands the requirements of a formal
application and will proceed to that phase, the CPM should encourage the applicant to
informally coordinate required documents as they are developed with the certification team
before submission of the formal application.

B. Applicant isNot Prepared. If it is evident that the applicant is not adequately prepared to
proceed with the certification process, the CPM should advise the applicant of the reasons for
concern. When it is apparent that the applicant will not be able to prepare an adequate formal
application, the CPM should advise the applicant to request another pre-application meeting
after more complete preparation on the applicant's part. It is appropriate for the CPM to
recommend to the applicant one or more of the following actions:

* A more thorough review of the applicable regulations

» Changes in proposed key management personnel

* Retain the services of a professional aviation consultant
* Cease efforts to become GACA certificated

3.3.1.19. TERMINATION OF THE PREAPPLICATION PROCESS. If at any time during the
pre-application phase the applicant formally terminates all efforts toward certification, or the GACA
determines that the applicant will not proceed with the certification process, the PASI will be
returned to the applicant. The GACA will notify the applicant in writing that this action terminates
the pre-application process and that the applicant must submit a new PASI in order to initiate the
certification process again. The General Manager, Aviation Safety Standards must be notified of any
certification project that is terminated.

Figure 3.3.1.1. Initial Inquiry Data Sheet

Initial Inquiry Data Sheet (11DS)
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Part |;: General

Date of inquiry:

SS& AT Point of Contact: General Manager, Aviation Safety Standards Department
Office: +966 (0) 2 685 XX XX Fax: +966 (0) 2 685 XX XX e-mail: XXXXX @gaca.gov.sa

A. Name of Proposed Operator:

B. Proposed Operations Base:

C. Proposed Maintenance Base:

D. Proposed Aircraft type(s) and number of aircraft:

E. Proposed Major Routes:

F. Proposed type of operation: (Check Box(es) below)
[ ] Scheduled [ ] Nonscheduled [ ] Passengers| ] Cargo

G. Special Issues: (Select)
_____ Fatigue Risk Management Program (FRMS) — optional under GACAR Part 5
____Flight Data Analysis Program — required under GACAR Part 5 for certain airplanes
_____ETOPS

Transportation of Dangerous Goods (TDG)

RV SM
MNPS
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__ Performance Based Navigation (PBN)
______Low Visibility Operations (LVO)
_____REMS

_____NVIS

EFB

H. Maintenance performed by: O Operator 0 Contractor 0 Mix (Explain Below)

I. Operations Training by: (Tick Box(es) Below and provide brief description)

[ ] The Carrier [ ] Another 121 Carrier [ ] Training Center/Organization

J Type of Ownership: [ ] Corporate [ ] Partnership [ ] Sole Proprietor

K. Applicant Point of Contact (POC):

PART Il: READINESS
Aircraft:

A. Do you have a particular aircraft identified? We require a specific aircraft make and model to
be identified so we can focus on the appropriate regulatory requirements. Changing aircraft
types during the certification process will delay your progress significantly.

B. What aircraft have you contracted for?

C. Will you be leasing or buying your aircraft?

D. Be specific on make/Model & Serial #.
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OPERATIONS:
A. Will you have a centralized dispatch?[ ] Yes[ ] N/A

B. Where will it be located?

C. Will this be the location of your dispatch records?[ ] YES

If not, where will they be located?

D. Principal Maintenance Base (PMB) Location:

1 How much maintenance will you do at your PMB?

2 How much maintenance will you contract out?

3 Do you have the contracts available?

4 What line stations will you have?

5 What will their capabilities be?

PERSONNEL.:
Do you have sufficient Management personnel that understand Air Carrier Operations?

You must have the following personnel in place for the required Management Positions. They
MUST attend the Pre-Application Meeting and the Formal Application Meeting.

Director of Safety:

Director of Operations:

Director of Maintenance:

Chief Pilot:

Chief Inspector:
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SM S Representative (GACAR Part 5):

If not how will you assure the integrity of the safety program you establish?

Those selected for the required management positions must be fully trained and meet all qualification
standards. Our experience has demonstrated that those with minimal qualifications have a difficult
time preparing a viable organization.

Prior to beginning Proving Tests those selected for the required management positions must be full
time employees of your organization. This means they are available a minimum of 40 hours per week
with no collateral duties.

In addition to the required management positions we recommend you have a

Chief Cabin Crew Member (Director of In-Flight)

Director of Quality Assurance

Director of Training

Dispatch Manager

PART Ill: GROUNDWORK AND INTENTIONS

A. Will you contract out the writing of your manuals?

1 Which manuals will you contract?

2 Who is the contractor and who will be your company liaison to assure your company is
represented in what is written?

NOTE:

We have found that organizations that relinquish control of their manuals to a professional manual
writer are unable to meet the regulatory requirement that the management personnel know what isin
the manuals. You can expect us to ask your management personnel to show us what isin the manual
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and how it complies with the regulations.

How will you coordinate the different aspects of the manual system to assure there are no
contradictions between the different groups?

A typical manual system includes, but is not limited to, the following:
» Safety Management Manual
* Operations Manual (OM)
* Maintenance Manual (MM)
* Aircraft Operating Manual (AOM)
e Training Program
* Flight Data Analysis Program (if applicable)
* Fatigue Risk Management System Manual (if applicable)
» Winter Operations Manual (to include deicing program)
 Cabin Crew Member Manual (CCMM)
* Dispatch Manual
« Station Operations Manual
 Carry-on Baggage Program
« Aircraft Checklists (Normal, Abnormal, and Emergency)
» Company Emergency Manual
» Aerodrome Data and Enroute Manual

e Minimum Equipment List (MEL)
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 Configuration Deviation List (CDL)

» Maintenance Technical Manualsi.e. Airframe powerplant, Structural Repair, Parts Catal ogue,
Inspection Procedures, Manufacturer's or Vendors Manual, Wiring Manual, and Overhaul
Manual

* Fueling/Refueling/Defueling Manual

» Ground Servicing Manual

» Mass and Balance Control Program

» Dangerous Goods Training and/or Recognition Program
* Security Program

 Continuous Analysis and Surveillance Program

* Exit Seating Program

B. Will you contract the training of your pilots or other personnel? If so, with who and what is the
nature of the relationship?

PART 1V: SAFETY MANAGEMENT SYSTEMS (SMYS)

The applicant has complied with all Safety Management Systems requirements of GACAR Part 5.
Yes No

PART V: AUTOMATION CAPABILITIES
PART VI: PROPOSED SCHEDULE OF EVENTS:

1 Pre-Application Meeting:

2 Completion of Manuals:

3 Formal Application Meeting:
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4 Proving Tests:

5 Proposed start-up date:

As an air operator you are required to operate at the highest level of safety. By signing this document
you signify your understanding of the risks and obligations incurred in pursuing an air operator
certificate.

Signature: Date:

Upon completion of this form forward or Fax this form, the completed PASI and a copy of your
application for economic authority, to the GM, Aviation Safety Standards Department .

It is the responsibility of the applicant to submit the original application for economic authority to
the Economic Evaluation Department.

Figure 3.3.1.2. Air Operator Certification Job Aid
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ATR OPERATOR CERTIFICATION JOB ATD
Air Operator Name: Location address:
Mailing address (if different from location): File Location:
g
| zE .
I PRE-APPLICATION PHASE: = = z = o £
= =1 =
A. INITIAL ORIENTATION: g g = = 3
£ 2 sz % = 2
= = = = g =2
Inspector Name: 2 2 -
=
-
1. BRIEF PRESENTATION.
2. PRE-APPLICATION STATEMENT OF INTENT (PASI)
FORMPROVIDED TO APPLICANT.
3. COMPLEIED PRE-APPLICATION STATEMENT OF
INTENT (PAS) FORWORDED TOF.5. D.
B. DESIGNATED CERTIFICATION TEANM:
{at least one operations and one airworthiness, and, if available)
Name Specialty
C. CONDUCT PRE-APPLICATION MEETING:
1. WERIFY PASIINFORMATION.
2. OVERWVIEW OF CERTIFICATION PROCESS.
3. PROVIDE CERTIFICATION PACE AGE:
a. Air Operator Certification Job Aid
b. Schedule of Events
c. Operations Specifications data sheet
d. Other Applicable Publications and Documents.
4. EXPLATN FORMAT. APPLICATION SUBMISSIONS.
REMARKS:
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AR OPERATORCERTIFICATION JOB AID

IT. FORMATL APPLICATION PHASE

s[enI]
J1032adsu]

A. REVIEW APPLICANT'S SUBMISSION

paysidumoaayy
fPantay Ny
NIFUEI) 10,
pawIngay A
2IUD 1Y

1. FORMAL APPLICATIONLETTER

a. Full and official name (legal)
b. Mailing address
c. Primarv operating location
d. Name and address of applicants agent for service
e. Kev Management Personnel Names
2. FORMAL APPLICATION ATTACHMENTS
a. Schedule of events
. Initial Compliance Statement

b
c. Company manuals (Operations and Maintenance)
d

. Initial new hire training curriculums:
(Crew members & Dispatchers } Basic Indoctrination
Emergency Training
Ground & Flight Training

e. Management qualification resumes.
f. Doc's of purchase/contractlease/letters of intent

B. Evaluate GACA-5&ER resource capability based on
schedule of events

REMARKS

C. FORMATL APPLICATION MEETING
Schedule Meeting

Date: | Time:

Discuss Each Submission

Pesolve Discrepancies/Open Items

Review Certification Process

Beview Impactif Schedule of Events Not Met
D. ISSTELETTER ACCEPTING/REJECTING

REMARKS

[ WY N ST ]
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ATR OPERATOR CERTIFICATION JOB AID

1. DOCTUMENT COMPLIANCE PHASE

A, EVALUATE APPLICABLE TRAINING PROGRAMS
1. TRAINING CURRICTULUMS

paysyduio aay|
[pasang ayeq

spenuy dsuj

HONVILD
Hod
HNHNLHY

8

,
Ju

1LV
22UDIJOY

a. Basic Indoctrination

b. Emergency Training

c. Ground Training (Handling/Servicing Deicing)

d. Flight Training

e. Recurrent Training

f. Transition/Upgrade Training

g Differences Training

h. Security

1. Dangerous Goods

i. Check PilotFlight Instructor

k. Maintenance Personnel

I. Inspection Personnel

2. DISPATCHER TRAINING

REMARKS:

B. EVALUATE MANAGEMENT QUALIFICATIONS

1. Chief Pilot

]

. Director of Operations

. Director of Maintenance

Ll

e

. Chief Inspector

. Director of Safety

[}

REMARKS:
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ATR OPERATOR CERTIFICATION JOB AID

III. DOCUMENT COMPLIANCE PHASE (
CONTINUED)

TVILINI
"dSNI

(IHHSI'T

dNODDV

HATHDNY

ALV

S
HONVHD

HOAd
ANMO LI

ALY

a0

N HAHH

C. EVALUATE APPLICABLE MANUALS

1. COMPLETED OPERATIONS MANUAL

a. Exit Seat Program

b. Carrv-on Baggage Program

COMPLETED MAINTENANCE MANUAL

APPROVED AIRCRAFTFLIGHT MANUAL

COMPANY AIRCEAFT OPERATIONS

LA | | b2

AIRCRAFT CHECEKELISTS:

a. Normal

b. Abnormal

c. Emergency

. CABIN CREEW MEMBEE MANUAL

. DISPATCHEE FLIGHT

. COMPANY EMERGENCY MANUAL

6
=
8. STATION OPERATIONS
g
1

0. AERODROME DATA & EN ROUTE MANUAL
{Charts and plates)

11. AERODREOME/RUNWAY/ANALYSIS

12 MINIMUM EQUIPMENT LIST (MEL)

13. CONFIGURATION DEVIATION LIST (CDL)

14 MAINTENANCE TECHNICLA MANUATLS:

a_ AirframePowerplant

b. Structural Fepair

c. Parts Catalogue

d. Inspection Procedures

e. Manufacturer's or Vendor's Manual

f Wiring Manual

o Owverhaul Manual

15. FUELING/REFUELING/DEFUELING

16. GROUND SERVICING MANUAL

17. MASS AND BALANCE CONTROL PROGEAM

18. DANGEROUS GOODS (TDG)

19 SECURITY

20. RELIABILITY PROGRAM

21. FLIGHTDATA ANALYSIS PROGRAM

22 FATIGUE RISK MANAGEMENT SYSTEM
(FRMS) optional)

REMARKS:
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AIR OPERATOR CERTIFICATION JOB AID

III. DOCUMENT COMPLIANCE PHASE
(CONTINUED)

TVILINI

"dSNI

K|

HST'TdN ODDV

(AAATHO MY

ALV

SHONVHD

Hod
QHNMO LT

LV
(
ONM M AATH

EVALUATE APPLICABLE MANUALS
(CONTINUED)

23. CONTINUOUS AIRWORTHINESS MAINT.
PROGEAM (including maintenance schedules
for each aircraft type)

24 EMERGENCY PLAN/NOTIFICATION

.

25. PASSENGEE BREIEFING CARDS

D. OTHER VALUATIONS:

_ATRCEAFTLEASES

- MAINTENANCE CONTRACTS/AGEEEMENTS

. SERVICING CONTRACTS/AGEEEMENTS

| Lad| b =

.EXEMPTION/DEVIATION EEQUESTS /
JUSTIFICATION

LS

5. EMEEGENCY EVACUATION
DEMONSTEATION PLAN

Ry

_ATRCRATFT FEPOVING TEST PLAN

]

.PROBLEMATIC USE OF PSYCHOACTIVE
SUBSTANCES PROGEAM

8. FINAL COMPLAIANCE STATEMENT

9 INITIATE OPSPECS PREPARATION DATA
SHEET

10. TRAINING CONTRACTS

11. DEICING/ANTIICING

12.EXIT EOW SEATING

13.

14.

REMARKS
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ATR OPERATOR CERTIFICATION JOB AID

HNHLLHY

IV. DEMONSTRATION & INSPECTION
PHASE

41vda

o
=
=z
=

TVLLINI "dSNI
a
HHST'TdWODIV
HINHUHIHA

A, EVALUATE APPLICANT CONDUCTING
TRAINING
1. TRAINING FACILITIES

2. TRAINING SCHEDULES
3. FLIGHT CREW MEMBER TRAINING

EVATTUATION:
a. Basic Indoctrination

b. Emergency Training

c. Ground Training

d. Flight Training

e. Differences Training
_CHECEK PILOT/INSTRUCTOR

. CABIN CREW MEMBEERS:
a. Basic Indoctrination
b. Emergency Training
c. Ground Training
.DISPATCHEE FLIGHT
. DANGEROUS GOODS
CSECUERITYTERAINING
. MAINTENANCE TREINING:
a. Mechanics/R.epairmen
b. Inspection Personnel
c. Ground Handling/Servicing
d. Station Personnel

[

MO | = [

REMARKS:

B. AIRMEN TESTING/CERTIFICATION
1. PILOTS
2. FLIGHT ENGINEEES

3. DISPATCHEES
REMARKS:
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AIR OPERATOR CERTIFICATION JOB AID

IV. DEMONSTRATION & INSPECTION PHASE
(CONTINUED)

IVLLINI
dSNI
aH
HSI'TdWOD OV
IdAATHD Y
ALV

STONYHD

HOd
(THNHNLHH

AR

HINHHMHAHH

. AIRCRAFT CONFOEMITY ISNSPECTION

. MAIN OPERATIONS BASE

. MAIN MAINTENANCE BASE

LINE/STATION FACILITIES

DISPATCH FACILITIES

| Qe e

RECORD KEEPING:

1. Crew Member:

a. Training

b. Flight & Rest Times

c. Qualification

I. MAINTENANCE:

1. Aircraft Records

2. Personnel Training

3. Inspector Training/Qualification

4 Personnel Dutv Time Limitations

FLIGHT/TRIP RECOREDS

EMERGENCY EVACUATION

DITCHING DEMONSTRATION

=| 5=

. AIRCRAFT PROVING TEST

REMARKS:

Page 57
EBOOK VOLUME 3 UNCONTROLLED DOCUMENT WHEN DOWNLOADED
Consult the GACA website for current version

VERSION 7.0



BGACA

wuaall glydall d olell 4 jigll

General Authority of Civil Aviation

EBOOK VOLUME 3. AIR OPERATOR & AIR AGENCY - CERTIFICATION

ATR OPERATOR CERTIFICATION JOB AID

a1va
CARTI
H.

V. CERTIFICATION PHASE

TVLLINI
dSNI
(aIH
HST'TdNODDY
MAATEHY
STONVHD
HO

(THNMNLHA
NRTHAHM

A. APPROVE OPERATIONS
B. PRESENT CERTIFICATE & OPSPECS TO
CERTIFICATE HOLDER
REMARKS:

C. PREPARE CERTIFICATION REPORT
1. ASSEMEBLE REPORT:
a. Pre-application Statement of Intent
b. Certification Job Aid
c. Formal Application Letter
d. Schedule of Events
e. Final Compliance Statement
f. Proving Test Evaluation Eeport
g. Emergency Ewvacuation Demonstration
h. Copv of Operations Specification
1. Copv of Certificate
J. Summarv of Difficulties
k. Suggestions to Improve Certification
2. DISTRIBUTE REPORT
REMARKS:

D. DEVELOP POST CERTIFICATION
SURVEILLANCE PLANS

Figure 3.3.1.3. CPM Designation
CPM Designation-Notification to the Applicant

Dear
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Please be advised that has been designated as the Certification Project Manager
(CPM) for the process of your Air Operator Certification project.

will be GACA'’s point of contact for all aspects of the certification project.

All coordination and correspondence should be addressed to him. He may be reached at:

Telephone:

Fax.

Email:

The CPM will contact you to schedule an initial briefing presentation at the GACA SS& AT officein
Jeddah. Please ensure that your key management will attend the meeting.

We recommend that you prepare a presentation to GACA that addresses:
* Type of intended operation
* Intended Make/Model/Series and number of aircraft
* Intended route structure/area of operation
* Proposed start of operations
* Principal base of operations
* Your expectations from the GACA

We also recommend that you coordinate with the CPM on any special issues you may wish to
discuss at the meeting.

Figure 3.3.1.4. Pre-Application Checklist

PRE-APPLICATION CHECKLIST

M anagement Preparation
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Event Description

Verified by:

Date

Review Certification Process
Document

Documentation Required at Formal Application

Document/M anual

Verified by:

Date

Formal Application Letter

Revised the PAS

Corporate Documents

List of Proposed OpSpecs Paragraphs

Deviation and/or Exemption Requests

Proposed Schedule of Events

Status of SMS

Compliance Statement

Company Manuals and Programs

Initial Cadre Check Pilot Training
Program

Facility Lease Agreements or Proof of
Ownership

Outsourcing Contractual Agreements

Aircraft Lease or Proof of Ownership

Current Aircraft Equipment List

Layout of Passenger Accommodations
(for each passenger configuration of
each aircraft type)

Aircraft Information Form

Status of Economic Authority Request
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Status of Dangerous Goods Procedures
Manual and Training Program

Status of Problematic Use of
Psychoactive Substances Program

Status of Security Program

Required Management Personnel,
Qualification Summary and Quality Audit Forms

M anagement Position 3

Verified by:
Name,
Title/Signature

Date

Director of Safety

Director of Maintenance

Director of Operations

Chief Pilot

Chief Inspector

Instructions

1. A member of the company’s management team must verify by name, title, signature, and date of
verification that each element contained in the Pre-application Checklist (PAC) has been
accomplished and/or submitted for formal application.

2. A member of the company’s management team must verify that each person filling arequired
management position completes the Qualification Summary Form. The Qualification Summary
and Quality Audit Forms are hyperlinked from the PAC.

3. Indicate in the formal application letter whether the Pre-application Statement of Intent and

Schedule of Events are original or updated.

4. Include as part of the formal application letter each lease agreement, letter of intent, or proof of
ownership of an aircraft to be entered into the operations specifications.
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5. Include an engineering diagram of the aircraft cabin interior (Layout of Passenger
Accommodations (LOPA)) that includes but is not limited to locations of passenger and cabin
crew member seats, emergency equipment, exits, lavatories, and galleys. A LOPA may not be
required if applying for an all cargo operation.

6. Include in the formal application package all contractual agreements for outsourcing
(maintenance, training, operations, etc.).

7. Include all manuals and programs required by GACA Parts 5, 109 and 121 as part of the
formal application package. |dentify each manual and program submitted by using the same
naming or numbering convention used to develop the manual and program.

Figure 3.3.1.5. Attendance Roster
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ATTENDANCE ROSTER

Type of Meeting

Organization:

Organizational Address:

Location:

Name Title or Position Phone Number E-mail Address
Figure 3.3.1.6. Schedule of Events
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Schedule of Events (SOE)

Name of Applicant:

Date:

Events

Date Proposed Date Accomplished

Phase 2—Formal Application

Submit Application Package

Formal Application Meeting

Phase 3 — Document Compliance

Feceive mmitial approval for Initial Cadre Check Filot (ICCF) training

Begn ICCP training

All manuals approved/accepted

Pilot Training

Begin Instructor Training

Begin Basic Indoctnnation

Begin Emergency Training

Begin Adrcraft Ground Training

Begin Simulator’ Aircraft Training

Begin Check Pilot Training

Cabin Crew Member Training

Begin Instructor Training

Begin Basic Indoctrination

Begin Emergency Training

Begin Adrcraft Ground Training

Begn Competency Check Supervisor Traiming

Dispatch Training

Begmn Instructor Training

Begn Basic Indoctrination

Begin Aircraft Ground Training

Begin Competency Check Supervisor Training

Begin Competency Checks

Maintenance Training

Begn Instructor Training

Begn Basic Indoctnnation

Begin Aircraft Ground Training

Begin Maintenance Inspector Training (BID)

Tramming completed for Phase 3 participants

Phase 4 —Demonstration & Inspection

Submit Operational Beadiness Eesults

Submit emergency evacuation and ditching plan {as required)

Submit proving test plan

Submit completed aircra ft conformity docuwmentation

Adrcra ft ready for GACA Conformity Evaluation

Tabletop Exercise

Evacuation/ditching demonstration

Proving Tests

Finish Proving Tests

Figure 3.3.1.7. Compliance Statement
COMPLIANCE STATEMENT

Introduction
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Preparation of the Compliance Statement benefits the applicant by systematically ensuring that all
applicable specific regulatory requirements (SRR’s) are appropriately addressed during the
certification process. The Compliance Statement also serves as a master index to the applicant's
manual system. The Compliance Statement is an important source document and serves as the
applicant’s “roadmap of compliance” during the initial certification process as well as after the
certificate is granted. It isa“living document” that may be modified during Phase-4 of the
certification process. Once the certification process is completed, the applicant should continue to
keep the Compliance Statement current as changes are incorporated into their manual system. A
properly constructed Compliance Statement will expedite the GACA's review and approval of the
applicant’ s operation and manual system.

How to Assemble a Compliance Statement

The Compliance Statement shall be in the form of a complete listing of all sections of GACA Parts 5,
109, 119 & 121 pertinent to the operation the applicant is proposing.

Thislist should reference each applicable subpart, such as “ Subpart D-Manual Requirements’, each
applicable regulation, such as “GACAR § 121.139 Preparation” and list each relevant SRR
contained within each regulation, such as“GACAR 88 121.139(a) and 121.139(b), etc.” Next to
each SRR, the applicant must provide all references developed in any pertinent manual (or other
document, such as a passenger safety information card) within its manual system that contains the
method, or methods, of compliance. The location of each reference should be as specific as possible
and should contain the name of the manual, chapter, section and paragraph number(s). Using manual
page numbers in the Compliance Statement may produce inaccurate reference locations due to
repagination problems.

There may be multiple reference locations for one SRR found within one manual, or there may be
multiple reference locations found in several different volumes. It is not acceptable to enter references
such as “ABC Airlines will comply with this requirement”, “ABC Airlines understands this
regulation and will comply” or “Noted.” SRR’s that do not apply to the applicant’s proposed
operation may be referenced with “Not applicable.”

NOTE

As mentioned above, it is the responsibility of the applicant to submit an accurate list of SRRs from
all other applicable regulatory referencesin GACAR Parts 5, 7, 91, 109, 117, 119 and 121.

Examples:
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It is recommended that the COMPLIANCE STATEMENT be prepared similar to the examples that
follow.

Example 1: Compliance Statement Table For mat

Regulation Title Manual Reference

§ 121.1037(a) | Aircraft Dispatcher Duty Time | OM, page 37-5, paragraph 35
Limitations

§ 121.1037(b) | « OM. page 37-6, paragraph 37

Example 2: Samplereferencesfor GACAR 8 121.789(a) SRR compliance:
§ 121.789 Operating Experience, Operating Cycles, and Consolidation of Knowledge and Skills.
1. OM, Chapter 2, Section 2.01(D)
Training Manual, Chapter 4, Sections 4.20(A) and 4.21(B1)
a. OM, Chapter 2, Section 2.11(E)
Training Manual, Chapter 4, Sections 4.20(B) and 4.21(F)
b. OM, Chapter 2, Section 2.09(F); Chapter 3, Section3.10 (C2a)
Training Manual, Chapter 4, Section 4.21(H)
c. Training Manual, Chapter 4, Section 4.21(J)
Figure 3.3.1.8. Initial Review Instructions
INITIAL REVIEW INSTRUCTIONS

Purpose: The purpose of theinitial review isto determine the quality of applicant’s application
package.

Procedure:
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1. CPM will:
a Verify that all PAC documents have been submitted.
b. Verify that all manuals required to conduct the certification are available to the CPT.

c. Verify the compliance statement includes applicable GACAR Part 5, 7, 91, 109, 117, 119
and 121 rules.

Evaluation Criteria:
» The system design must not include unacceptable safety issues

» One hundred percent of the documents required by the Pre-Application Checklist (PAC)
must have been submitted

» The compliance statement must accurately list at least 90 percent of the Part 5, 7, 91, 109,
117, 119 and 121 rules that apply to the applicant

» The CPM should collect the results and store them in the applicant’s certification file
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VOLUME 3. AIR OPERATOR & AIR AGENCY —CERTIFICATION
CHAPTER 3. THE CERTIFICATION PROCESS FOR PART 121
Section 2. Phase 2 — Formal Application

3.3.2.1. RECEIPT OF FORMAL APPLICATION. When the formal application is received, the
applicant should be informed that the General Authority of Civil Aviation (GACA) will need five
(5) working days to review the submission.

3.3.23. INITIAL REVIEW OF THE FORMAL APPLICATION. The Certification Project
Manager (CPM) will notify the applicant of the results informally, followed by prompt written
notification of acceptance or rejection of the formal application. The CPM shall document both of
these contacts with the applicant in the GACA Activity Report (GAR). The initial review serves the
following two purposes:

A. It verifies that at |east those items required for formal application have been submitted. The
required items are as follows:

1) The application must contain the formal letter requesting certification, which includes
the information described in Section 1, paragraph 3.3.1.11 of this chapter.

2) The application must contain the required formal attachments described in Section 1,
paragraph 3.3.1.13 of this chapter. These requirements are listed in the Figure 3.3.1.2, Air
Operator Certification Job Aid.

NOTE: If any of the items required for the formal application are missing or are incomplete,
the entire formal application must be rejected. It should be returned to the applicant with a
letter stating the reasons for its rejection following completion of the initial review (see
Figure 3.3.2.1, Rejection of Formal Application-Missing or Incomplete Documents). The
decision should be coordinated with the Manager of Flight Operations (FO), Manager of
Airworthiness (AW) and the General Manager, Aviation Safety Standards (GMAYS). If
termination is recommended, the Assistant President (AP) of SS& AT shall be consulted and
GACA President shall be informed.

B. Theinitial review also permits a determination of whether the submitted material represents a
feasible proposal and is of sufficient quality to allow for a productive formal application meeting
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and to proceed with the certification process. The following paragraphs are provided as
direction and guidance for thisinitial review.

3.3.25. SCHEDULE OF EVENTSATTACHMENT. The Schedule of Events (Figure 3.3.1.5) isalist
of each mgjor item, activity, program, aircraft and/or facility acquisition. It also sets milestones for
accomplishment or submission of the listed items. The schedule of events, when accepted, becomes
the basis for agreement between the applicant and the certification team to accomplish the
certification project. The applicant's ability to plan and carry out arealistic schedule of events will
be a major factor in determining the applicant's fitness to hold a certificate. Therefore, when reviewing
the schedule of events, the certification team must carefully consider the feasibility of the proposed
schedule with respect to the following criteria:

* Logic of sequence

* Timeliness of events

» Completeness of events

* Inspector or other GACA resource availability

A. Logic of Sequence. Many activities and events listed in the schedule must occur before other
activities and events. For example, aircraft systems training cannot begin until the
GACA-approved flight manual is available or the company aircraft operating manual has been
reviewed and accepted/approved; the aircraft conformity inspection must be completed before
the emergency evacuation demonstration. The team should use the Air Operator Certification Job
Aid (Figure 3.3.1.2) as atool to ensure that the applicant's proposed schedule of eventsis
logical in terms of event sequence.

B. Timeliness of Events. The schedule of events must be reasonable and realistically provide
sufficient time for the certification team to review the applicant's various documents, manuals,
and proposals.

C. Completeness of Events. The number and kinds of submissions made by the applicant for
evaluation and acceptance or approval varies according to the complexity of the proposed
operation. Specific manuals and other documents that are required for a particular type of
applicant are annotated in the schedule of events and the certification job aid. The CPM should
use the job aid to ensure that all required manuals and documents have been included in the
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schedul e of events.

D. Inspector or Other GACA Resour ce Availability. Availability and capability of personnel
resources is another element of concern when determining whether a schedule of events can be
met. The CPM must determine, for example, that appropriately qualified Inspectors are available
for the conduct of extensive manual reviews consistent with the proposed schedule of events.
Also, the CPM must ascertain the qualifications of the available Inspectors with respect to the
proposed operation. The CPM will also coordinate participation by other resources, such as
security, as required.

3.3.2.7.COMPANY GENERAL MANUAL ATTACHMENTS. The CPM must give the company
operation and maintenance manual attachments a cursory review, first to determine that the type of
information described in Section 1, paragraph 3.3.1.13 (B) has been submitted. Second, the CPM
must determine that the overall content and scope of the manual material indicates that the applicant
is proceeding in an appropriate manner and in compliance with the regulations. These completed
manual submissions provide early indications of the quality of the applicant's manual program. An
in-depth review and evaluation and the acceptance, approval, or rejection of the manual will be
accomplished in the document compliance phase.

3.3.29. COMPANY TRAINING CURRICULUM ATTACHMENTS. The CPM must review the
training curriculum attachments to determine that each of the four curriculum segments listed in
Section 1, paragraph 3.3.1.13 (C) have been submitted for each applicable crew member or dispatcher
position. Each curriculum must be reviewed to determine that basic regulatory requirements are
being met and that the applicant is proceeding in an appropriate manner with the development of the
applicant's training programs. A detailed review and initial approval of the training curriculums will
be accomplished in the document compliance phase after the applicant has finalized all training
arrangements, including instructor lesson plans. The applicant may not start training in a curriculum
until that curriculum has been initially approved.

3.3.2.11. MANAGEMENT QUALIFICATIONSATTACHMENTS (RESUMES). Management
gualifications must be reviewed by the certification team to determine that there is aresume for each
required management position and that these resumes contain the basic information necessary to
determine regulatory compliance. The depth of review should be only to determine that there are no
obvious omissions or significant discrepancies. An example of a significant discrepancy might be
that the regulation requires an individual to hold an Airline Transport Pilot (ATP) certificate, but
the resume shows that the individual holds only a Commercial Pilot certificate. A detailed review of
the management qualifications and effectiveness must be accomplished during the document

Page 70
EBOOK VOLUME 3 UNCONTROLLED DOCUMENT WHEN DOWNLOADED VERSION 7.0
Consult the GACA website for current version



BGACA

wuaall glydall d olell 4 jigll

General Authority of Civil Aviation

EBOOK VOLUME 3. AIR OPERATOR & AIR AGENCY - CERTIFICATION

compliance and the demonstration and inspection phases.

3.3.2.13. DOCUMENTS OF PURCHASE, CONTRACTSAND LEASESATTACHMENT. The
CPM must review these documents to determine that they include the types of information described
in Section 1, paragraph 3.3.1.13 (E). The documents should be reviewed for obvious omissions or
significant discrepancies. Examples of obvious omissions might be the lack of documents indicating
intent to acquire an aircraft or to arrange for a station facility. A significant discrepancy might be a
document that reflects a contractual arrangement with another organization to perform atype of
maintenance when it is known that the other organization is not qualified to perform that type of
maintenance. These documents will not necessarily receive further review during the certification
process since the aircraft, facilities, and services referenced in the documents will be the items
inspected for acceptance or approval. It is not necessary or desirable for a separate document to exist
for every item the applicant will have to acquire. However, there should be sufficient evidence to
show that the applicant has made definitive arrangements to acquire the major items needed for
certification.

3.3.2.15. COMPLIANCE STATEMENT ATTACHMENT. The CPM must review the compliance
statement within 10 working days to determine that it complies with the form and content prescribed
in Section 1, paragraph 3.3.1.13 (F) and that the applicant has proceeded in an appropriate manner.
The compliance statement must then be given a detailed review and be accepted before the applicant
may pass to gate two.

3.3.2.17. INITIAL DETERMINATION OF FORMAL APPLICATION ACCEPTABILITY.

A. The decision whether to accept the formal application before the formal application meeting
and to proceed with the certification process by scheduling a meeting with the applicant must
be tempered with good judgment and a reasonably flexible attitude. Results of informal meetings,
reviews, and observations of the applicant's capabilities during the pre-application phase
should supplement the decision-making process. Other factors such as working relationships
and understanding established during the pre-application phase should also be considered.
However, the decision must be based primarily on the results of the initial review of the formal
application and attachments. The decision to proceed is predicated on receipt of all required
documents in the formal application and an initial approval of the contents.

B. Normally, if an applicant has been thoroughly briefed and has acquired a good understanding
of the requirements during the pre-application phase, the formal application should be of
sufficient quality that any discrepancies, omissions, and/or "open" questions can be resolved
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during the formal application meeting. For example, if the chronology of the schedule of events
needs to be adjusted for logic of sequence, timeliness, or to accommodate Inspector resource
requirements, such adjustments can normally be accomplished during the meeting. Often minor
and occasionally some significant discrepancies or omissions in manual material, training
curriculums, and/or the compliance statement can be resolved during the formal application
meeting. Questions about management qualifications and documents substantiating the
acquisition of aircraft, facilities, and services can often be answered during this meeting.

C. If the CPM and the certification team decide to proceed with the certification process, the
CPM must contact the applicant and schedule the formal application meeting. The applicant
must be informed that attendance of key management personnel is required.

3.3.2.19. THE FORMAL APPLICATION MEETING. The purpose of this meeting is to resolve any
guestions on the part of either party and to establish a common resolve for future proceedings of the
application process. The CPM is responsible for conducting the formal application meeting. Except
for unanticipated circumstances, all members of the certification team and any other applicable GACA
personnel must be present. Normally, the CPM should open the meeting with the applicant, all of the
applicant's key management personnel, and the certification team present. To ensure meeting agenda
items are accomplished, the CPM should use the guidance in Figure 3.3.2.3, Formal Application
Meeting Plan.

NOTE: The CPM must notify the GMAS, FO and AW of the formal application meeting
date.

A. The CPM should encourage the applicant and the applicant's key management personnel to
present any questions they may have concerning the forthcoming certification process. The CPM
and certification team members should provide candid answers and discuss freely all aspects of
the certification process.

B. The detailed schedule of events should be discussed, and any needed revisions should be
negotiated prior to proceeding.

C. Before concluding the formal application meeting, the CPM must make certain that the
applicant clearly understands the following:

1) Notification of acceptance of the formal application package does not in any way
constitute acceptance or approval of the separate attachments. The attachments will be
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reviewed further, and additional corrective actions will be required, following which, the
applicant will be expected to take such corrective action. Acceptance or approval of each
attachment will be indicated separately at alater date during the certification process.

2) If the applicant is unable to meet the schedule of events, the GACA will still need
equivalent amounts of time, as agreed upon during the meeting, to make the necessary
reviews and inspections. Consequently, the proposed start-up date could be delayed.

3.3.2.21. FINAL DETERMINATION OF FORMAL APPLICATION ACCEPTABILITY.If the
formal application meeting is successful, aletter acknowledging receipt and acceptance of the formal
application must be prepared and forwarded to the applicant as soon as possible, but not later than
five (5) working days after the meeting (see Figure 3.3.2.2 Acceptance of Formal Application).
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Figure 3.3.2.1. Rejection of Formal Application - Missing or Incomplete Documents (Example)
[GACA Letterhead]
[Date]

President and CEO, MidCoast Airlines
601 West Circle Drive
Jeddah, Saudi Arabia

Dear Sir:

This office has reviewed your formal application for an Air Operator Certificate, dated . Wefind
it necessary to return your application because of deficienciesin the following areas:

1. Resume of Mr. [XX], Director of Maintenance is not included with your application.

2. The compliance statement is incomplete. For example: your failure to address entire regulatory
sections in Subpart L, such as General Authority of Civil Aviation Regulation (GACAR) 88
121.835, 121.839 and 121.843. Methods of compliance with these regulatory sections are
described in your company's general manual attachment and should be appropriately referenced
in the compliance statement. As previously discussed, all applicable regulatory sections must
be addressed in the compliance statement.

3. The Minimum Equipment List (MEL) does not contain maintenance and operations
procedures as required on the master minimum equipment list.

We are returning your letter of application with all attachments. It will be necessary to submit a
new formal application when you have corrected all discrepancies noted above and any other
omissions that exist.

Please contact us if we can be of any further assistance in clarifying the minimum requirements for
your formal application.

Sincerely,
Signature
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Certification Project Manager
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FIGURE 3.3.2.2. Acceptance of Formal Application (Example)

[GACA Letterhead]
[Date]

President and CEO, MidCoast Airlines
601 West Circle Drive
Jeddah, Saudi Arabia

Dear Sir:

Your formal application has been reviewed and found acceptable. Acceptance of the application does
not convey specific approval of the attachments. Specific approvals or acceptance of the attachments
will be appropriately conveyed after a detailed evaluation by the General Authority of Civil
Aviation (GACA) certification team.

We look forward to working with your personnel in the continuation of the certification process.

Sincerely,

Signature

Certification Project Manager
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Figure 3.3.2.3. Formal Application Meeting Plan

FORMAL APPLICATION MEETING PLAN
General

The objective of this exercise isto determine that the applicant’s management personnel are
knowledgeable of their air carrier systems.

The Certificate Management Team (CMT) accomplishes this task by developing questions related to
processes under the individual’ s areas of responsibility or control.

Process

Certificate Project Team (CPT) —Design questions that will assess the applicant’s required
management personnel’ s knowledge of their processes and associated system documentation. The
guestions should directly relate to processes under the individual manager’s area of responsibility.
The answers should include reference to the manual system or other company documentation.

NOTES:

Questions and answer s should be based on the current status of the air operator system
documentation.

Questions should target each manager’s knowledge of the process for which he or she has
responsibility; they should not be scenario-based.

Certification Project Manager (CPM) —Document the questions and expected answers, including
the manual/documentation reference(s) on the Formal Application Management Questionnaire
Worksheet (below).

CPM —Assign questions to CPT members.
CPT —Discard questions and answers upon successful completion of the meeting.
Acceptable Completion Standards

Each of the applicants required management personnel should demonstrate an acceptable level of
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understanding of their air operator systems by correctly answering all questions. Unsuccessful
results may require retesting the manager(s) later.

NOTES:

This event is not an opportunity to reveal inadequacies in the applicant’s air operator system
design. These inadequacies will be corrected during the Demonstration and I nspection Phase.

Discourage managers from locating manual references by using “word search” functions.
Develop an Agenda:
Suggested Agenda Items:

* Introductions and circul ate attendance roster (See Attendance Roster)

» Applicant describe proposed air operator systems

* Review certification process

» Explain conduct and criteria of this meeting

» Conduct management questions

* Resolve discrepancies and open items

* Discuss Schedule of Events

* Discuss proposed operations specifications

* Review requests for exemption or relief
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Formal Application

Management Questionnaire Worksheet

Applicant:

Manager:

Name and Position

Question:

Expected Outcome (References):

Actual Outcome:

SAT[] UNSAT[] | Date:

| CMT Member Name:

Separate Here to Provide Question to Management

Question:
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VOLUME 3. AIR OPERATOR & AIR AGENCY —CERTIFICATION
CHAPTER 3. THE CERTIFICATION PROCESS FOR PART 121
Section 3. Phase 3 — Document Compliance

3.3.3.1. GENERAL. The document compliance phase is that part of the certification process when
the applicant's manuals and other documents are reviewed in depth to ensure compliance with
applicable regulations and conformity to safe operating practices.

NOTE: These documents may include paper representation of data intended for display on
the aircraft; for example, electronic checklists or approved flight manuals. Operators' use of
electronic checklists should be consistent with the provisions of Federal Aviation
Administration (FAA) Advisory Circular (AC) 120-64 (as amended), Operational Use and
Modification of Electronic Checklists.

A. An important responsibility of the certification project manager (CPM) is to organize the
certification team's efforts to promptly review the applicant's manuals and other documents. Two
key elements useful in planning activities in the document compliance phase are the schedul e of
events and the compliance statement. The schedule of events determines what will be examined
and when. The previously agreed upon schedule of events will determine the priority of items to
be reviewed and any additional aviation safety inspector (Inspector) support or other General
Authority of Civil Aviation (GACA) resources that will be needed beyond the composition of
the basic certification team. The document compliance phase is an intensive process and will
most likely require additional resources to accomplish necessary tasksin atimely manner.

B. The plan for review should ensure that each of the required manuals or documents submitted
by the applicant will be reviewed in accordance with procedures and criteria outlined in other
volumes of this handbook. The compliance statement directs the Inspector to the location in the
applicant's manuals where a compliance procedure is described. The Air Operator Certification
Job Aid (Figure 3.3.1.2) is a good reference to use when conducting a review of an applicant’s
manuals and other documents.

3.3.3.3. REVIEW OF APPLICANT'S SUBMISSIONS. During this phase, members of the
certification team evaluate and approve or accept the applicant's manuals and any other required
documents. Review of the applicant's submissions should be accomplished by simultaneous
reference to the General Authority of Civil Aviation Regulations (GACARS), the compliance
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statement, and the appropriate manual or document. The following are examples of typical
submissions from applicants during the document compliance phase. This list is not all-inclusive,
and certain items may not be applicable to a particular type of operation.

* Management personnel resumes outlining proposed management qualifications and
compliance histories

* Operations Manual (OM)

» Maintenance Manua (MM)

 Continuous airworthiness mai ntenance program/manuals
» Maintenance schedules

» Mass and balance procedures

* Flight Data Analysis programs

* Training program/manual

* Aircraft Flight Manual (AFM)

» Company aircraft operations manual (Thisis not required if an operator elects to use the
manufacturer's approved flight manual .)

e Minimum Equipment List (MEL)
 Configuration Deviation List (CDL)
» Cockpit checklist

* Passenger briefing card

» Noise and environmental assessments

* Aerodrome runway analysis
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» Dangerous Good (TDG)/security program
* Cabin crew member manual (CCMM)
* Dispatch procedures
* Operations specifications (OpSpecs)
* Maintenance reliability program
 Continuous analysis and surveillance (CASS)
* Proving test plan
» Emergency evacuation demonstration plan
» Compliance statement
3.3.3.5. THE COMPLIANCE STATEMENT.
A. The compliance statement serves the following two purposes:

1) It ensures that the applicant has adequately addressed all regulatory requirements
applicable to the proposed operation.

2) It aids the certification team in determining where the regulatory requirements have been
addressed in the applicant's manuals, programs, and procedures. In evaluating the
applicant's compliance statement, the certification team may find it helpful to compare (in a
side-by-side manner) the GACAR, the applicant's manuals, and the compliance statement.
The compliance statement documents how the applicant intends to comply with each
applicable regulation.

B. If the applicant's compliance statement does not serve the preceding purposes, the deficient
areas will be communicated to the applicant, and a resolution shall be negotiated. Proving tests
will not be conducted until the certification team is satisfied, through its review of the
compliance statement and formal application package, that all regulatory requirements have been
adequately addressed. The applicant's methods of compliance will be evaluated throughout the
demonstration and inspection phase.
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3.3.3.7.DOCUMENT DEFICIENCIES. If the Inspector's review reveals deficiencies in the
applicant's submissions, the CPM should negotiate resolution of the deficiencies. The team should
be ready to offer suggestions on how to improve the product, but avoid "writing" the applicant's
manual. The certification team should remember that it is the applicant's responsibility to develop
manuals and procedures that ensure safe operating practices and compliance with the rules.
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VOLUME 3. AIR OPERATOR & AIR AGENCY —CERTIFICATION
CHAPTER 3. THE CERTIFICATION PROCESS FOR PART 121
Section 4. Phase 4 — Demonstration and I nspection

3.3.4.1. GENERAL. In this phase, the certification team determines that the applicant's proposed
procedures and programs for training and directing personnel in the performance of their duties are
effective. The emphasis is on compliance with regulations and safe operating practices. As previously
mentioned, certain segments of the document compliance phase often occur simultaneously with
certain events in the demonstration and inspection phase. For example, aviation safety inspectors
(Inspectors) may be observing pilot training at the applicant's facilities (demonstration and
inspection phase) while other certification team members are approving and/or accepting

mai ntenance manuals in the General Authority of Civil Aviation (GACA) office (document
compliance phase).

3.3.4.3. OBSERVATIONS AND MONITORING OF EVENTS. Through observation and other
forms of on-site evaluation during the demonstration and inspection phase, members of the
certificating team observe and monitor many types of applicant activities. The manner in which the
applicant is to be evaluated while conducting different segments of this phase is outlined in various
sections of this handbook. The following list of activities or events is representative of events that
occur in the demonstration and inspection phase. This list is not all-inclusive, and certain items may
not be applicable to a particular type of operator:

* Safety Management System (Volume 2)

 Conduct of training programs (classroom, flight simulators, and aircraft training) (Volume
4, Chapter 21)

» Airmen testing and certification (airmen, crew members, and dispatchers, as applicable)
(Volume 9)

« Station facilities (equipment, procedures, and personnel) (Volume 4, Chapter 5), to
include:

o0 Main maintenance base
o Line station facilities
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o Outsource maintenance facilities

* Recordkeeping procedures (documentation of training, flight and duty times, and flight
papers) (Volume 4, Chapter 11)

 Operational control (dispatch capabilities)
» Approved maintenance program procedures (Volume 4, Chapters 3)

» Maintenance activities (facilities, personnel, technical information, and spare parts)
(Volume 4, Chapter 5)

* Aircraft (conformity inspection and aircraft maintenance records) (Volume 4, Chapters 3 &
5)

* Minimum Equipment Lists (MEL) and Configuration Deviation Lists (CDL) (compliance
with GACA -approved operations manual/flight manual maintenance procedures, if
applicable) (Volume 5, Chapter 4)

» Mass and balance control, if applicable (procedures, accuracy, document control) (Volume
4, Chapter 13)

» Emergency evacuation and ditching emonstrations (if applicable) (Volume 4, Chapter 26)
* Aircraft proving tests (Volume 4, Chapter 17 )

3.3.45. INITIAL CADRE CHECK PILOT TRAINING. The CPM should review the initial cadre
plan for check pilot found in Figure 3.3.4.1, Initial Cadre Check Pilot. Once the CPM has approved
the plan, initial check pilot training may begin. After a check pilot has been approved by GACA, the
CPM should issue a letter to the pilot granting approval (see Figure 3.3.4.2, Initial Cadre Check
Pilot Approval).

3.3.4.7. AIRCRAFT CONFORMITY EVALUATION. To complete the aircraft conformity
evaluations, the following should be accomplished:

» Applicant: Notify the CPM of aircraft availability at least 10 working days prior to the
proposed aircraft evaluation, and forward the completed aircraft configuration control job
aid (or applicant’ s equivalent) and aircraft information form to the CPM evaluation.
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* CPM: Provide the applicant a copy of the Aircraft Document Request List. (Aircraft
Document Request List)

* Certification Team: Complete an initial review of the applicant’s conformity submissions
to confirm all required records are present and of sufficient quality to continue to the next

step.

* Certification Team: Evaluate the applicant’s aircraft conformity evaluation using the
aircraft configuration control job aid and documentation provided by the applicant.

* CPM: In writing, notify the applicant of discrepancies identified during the aircraft
conformity evaluation.

» Applicant: Submit aletter of corrections to the CPM. Update the schedule of events, if
required.

* CPM: Confirm that discrepancies were corrected prior to beginning proving tests.

» CPM: Filethe letter of correctionsin the applicant’s certification file.
3.3.4.9. CPM DUTIESDURING DEMONSTRATION AND INSPECTION PHASE. To ensure that
there are no delays to certification, during the demonstration and inspection phase the CPM should
check the status of the following:

* Problematic Use of Psychoactive Substance Program (GACA Medical Assessor)

* Transportation of Dangerous Goods Program

* Security program (GACA Aviation Security)

* All required training

* Progress of SMS assessment (GMRM)

* Progress of economic authority (GMEE)

*Verifying that the proposed OpSpecs have been generated
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* Review check lists and update applicant’s office file

3.3.4.11. DEMONSTRATION AND INSPECTION DEFICIENCIES. If, at any time during the
demonstration and inspection phase, the applicant does not meet the schedule of events, or the
applicant's conduct of various activities (such as training, emergency evacuation) or certain items
(such as MEL, recordkeeping procedures) proves to be deficient, appropriate corrective action must
be taken. The certification project manager (CPM) should schedule meetings with the applicant, as
necessary, to review all deficienciesin detail. If appropriate, the CPM shall negotiate a new, modified
schedule of events and reenter the demonstration and inspection phase or the document compliance
phase, as appropriate.
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Figure 3.3.4.1. Initial Cadre Check Pilot
INITIAL CADRE CHECK PILOT
Introduction

An effective check pilot program is essential to the safe and efficient operation of an air operator
certified under GACAR Part 121. In the normal operation of a currently certificated air operator,
check pilot candidates are generally selected from a pool of the most highly skilled flight crew
members. These candidates are trained in check airmen duties and responsibilities by the company,
then evaluated and approved by the GACA.

In the certification of a new entrant air carrier, or when an existing air operator adds a new aircraft
fleet, the regulatory language of Part 121 does not address a training/qualification process for the
initial cadre of check pilots (ICCP).

Process

A. Letter of Request for Approval of the ICCP Plan. When, during an initial certification, it is
determined there is a need for ICCP, the certification project manager (CPM) must arrange with the
applicant to consider approval of one or more check pilot candidates to form the ICCP. In making the
formal request, the applicant must submit a plan to the CPM including the following:

* A letter requesting approval of the proposed |CCP Flight Training Program
* The proposed | CCP Flight Training Program

* The proposed ICCP, Check Pilot/Instructor Qualification Program

» Resumes and copies of airmen certificates of the ICCP candidates

* A plan for the ICCP to complete other required training segments such as basic
indoctrination, emergency training, security and dangerous goods training, crew resource
management (CRM), etc., following the GACA's initial approval of the company’s relevant
training programs

Acceptable training programs that an applicant might submit include an approved flight training
program of another air operator, or an approved GACA Part 142 training center.
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Figure 3.3.4.1. Initial Cadre Check Pilot, Continued
Sample Letter of Request

Certificate Project Manager
GACA SS&AT
KAIA, JEDDAH

Dear Certification Project Manager:
Enclosed for your approval isthe XY Z Airlines, B-737 initial cadre check pilot (ICCP) plan.

(Attach: The proposed ICCP, Flight Training Program; the proposed ICCP, Check Pilot/Instructor
Qualification Program; and the plan for ICCP to complete other required training segments)

Company Point of Contact: name, position, telephone number, and e-mail address.
| CCP Candidates:

» Names and certificate numbers
» Resumes and copies of airmen certificates
* The check pilot authority requested for each individual

The business name, authorized under GACAR Part 142, will administer training for ICCP. Upon
approval of our Company Flight Crew Operating Procedures and Training Program, we will conduct
supplemental training, acceptable to the CPM, for ICCP. This supplemental training will ensure the
ICCP are proficient in specific company flight operating procedures and aircraft differences.

If there are any questions concerning this plan, please contact: name, title, telephone number, and
e-mail address, or the company point of contact for this request.

Sincerely,

Name, Title

NOTE: This request must be submitted by a key management person.

Page 90
EBOOK VOLUME 3 UNCONTROLLED DOCUMENT WHEN DOWNLOADED VERSION 7.0
Consult the GACA website for current version



BGACA

wuaall glydall d olell 4 jigll

General Authority of Civil Aviation

EBOOK VOLUME 3. AIR OPERATOR & AIR AGENCY - CERTIFICATION

B. Letter of Approval. The ICCP Training Program must be reviewed by appropriate members of
the Certification Project Team (CPT) and, if found acceptable, approved by the certification
project manager (CPM). ICCP are approved on atemporary basis to function as check pilot—all
checks (simulator and/or aircraft) or check flight engineer, so that they may conduct all types of
checks and supervise operating experience (OE). This approval will be in the form of a Letter of
Approval to be replaced with individual permanent Letters of Approval after each check pilot is
fully qualified.

C. Initial Aircraft Type Rating, Training, and Certification. The applicant must arrange to
have ICCP trained and appropriately certificated for their cockpit duty positions.

1) An Inspector or a designated examiner that is employed by a GACAR Part 142 training
center that provided the ICCP flight training can conduct the ICCP’ s aircraft type-rating
checks.

2) The CPM should ensure that notification is provided to the principal operations
inspector (POI) of the GACAR Part 121 air operator, as appropriate. Certification and
surveillance assistance may be available upon request from the supervisor of a qualified
inspector who is assigned to an air operator or GACAR Part 142 training center that is
providing ICCP flight training.

D. Gaining Proficiency as I nstructors. In many cases, the applicant’s specific flight operating
procedures will not have been devel oped before the ICCP starts training. Company flight
operating procedures are determined by the ICCP during their training. When an applicant’s
flight operating procedures differ from those used in the ICCP Training Program, the | CCP must
become proficient in the applicant’ s procedures by instructing each other, or in the case of a
single ICCP, by self-training. When this phase is conducted in an aircraft, an applicant may
arrange for a qualified safety/instructor pilot from the manufacturer, an operator, or other source.
The GACA instructor observation requirements of GACAR 8121.479(a)(2) may be fulfilled
during the ICCP instruction phase.

The applicant must develop a supplemental training program that provides for ICCP training in
company flight operating procedural differences and aircraft differences. Appropriate members
from the applicant and the Certificate Management Team (CMT) must meet to review and agree
upon the ICCP supplemental training.

In some cases, an applicant might choose to adopt, without modification, the flight crew
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operating procedures used by the company that provided the ICCP training. In this situation,
supplemental training may be unnecessary, and the certification check may be counted as the
required proficiency check.

E. Proficiency and Competency Checks. A GACA Inspector must administer the proficiency
check to the first ICCP. That ICCP will administer a proficiency check to the next qualified ICCP,
who then administers a proficiency check to the next qualified ICCP. This process continues
until all ICCP have both administered and received a proficiency check. A GACA Inspector
who holds the appropriate airman’s certificate and type rating must observe the first check
administered by each ICCP. If the ICCP consists of one person, an Inspector must observe that
person conducting a proficiency check of a company pilot that has completed the applicant’s
approved flight training program. If the Inspector determines that the performance of an ICCP is
satisfactory, the Inspector must recommend to the CPM that the | CCP be approved as a check
pilot for the type of check observed.

F. Operating Experience and Line Checks. ICCP must be permitted to acquire OE flight hours
on any flight that can be credited toward proving test flight hour requirements including
training flights (when observed by a GACA Inspector), ferry flights, and representative en route
proving flights. OE flight hours may be accrued by ICCP while they are:

» Conducting aircraft checks

* Overseeing the OE of other airmen

* Being checked

» Acquiring OE under the supervision of other ICCP

ICCP' s must administer and receive aline check under the supervision of a qualified GACA
Inspector during the proving flight en route phase, or during aferry flight that the CPM had
determined to be acceptable. The line check processis the same as in paragraph E above, with
each |CCP administering aline check under the supervision of a GACA Inspector until all ICCP
have administered and received a line check. If the ICCP’ s performance is satisfactory, the
Inspector may recommend that check pilot be approved as aline check pilot. If thereis only one
|CCP, the GACA Inspector must conduct the line check.

NOTE: Before being approved as aline and/or proficiency check pilot, an ICCP must
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complete the training requirements of GACAR 8§ 121.863.

kkkkkk*k
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Figure 3.3.4.2. Initial Cadre Check Pilot Approval

[Enter Date]

[Enter Name and Title of Recipient]
[Enter Air Operator Official Name]
[Enter Street Address]

[Enter City and Postal Code]
[Enter Country]

Dear [Title & Name]:

[ICAA Name], GACA Certificate Number: , Isapproved as an initial cadre check pilot
for the purpose of initiating operations with the [Aircraft Type] for [Operator’s Name]. This approval
expires on or unless superseded by permanent approval. This check pilot is approved to
conduct checksin the [Aircraft Type] aircraft for employees of the [Operator’s Name]. This approval
applies for the following checking functions:

o Proficiency Check Pilot — Simulator Effective
o Operating Experience (OE) Check Pilot Effective
o Line Check Pilot — All Seats Effective
0 Check Pilot — All Checks Effective
Please retain a copy of thisletter in hisindividual flight training records or database.

Sincerely,

[POI or CPM or FO Name]

[Title]
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VOLUME 3. AIR OPERATOR & AIR AGENCY —CERTIFICATION
CHAPTER 3. THE CERTIFICATION PROCESS FOR PART 121

Section 5. Phase 5 — Certification

3.3.5.1. GENERAL. The applicant shall not be certificated under any circumstance until the
certification project manager (CPM) has determined that the applicant is compliant with all
applicable regulatory requirements and fully capable of fulfilling its ongoing responsibilities of
complying with the General Authority of Civil Aviation Regulations (GACARS) in an appropriate
manner. The certificate and approved operations specifications (OpSpecs) are issued to the applicant
after all significant unsatisfactory items have been corrected. This action completes the certification
process.

A. Obtaining Certificate Numbers, Designators and ICAO Identifiers. The CPM is responsible
for ensuring that certificate numbers, designators and ICAO Identifiers are issued (see Volume 3,
Chapter 1, Section 2, GACA Certificate Numbers and Designators). In addition, International
Civil Aviation Organization (ICAQO) identifier guidance may be found in Volume 3, Chapter 2,
Section 3, Company Designators and Call Signs.

3.3.5.3. PREPARATION OF THE AIR OPERATOR CERTIFICATE. An Air Operator Certificate
(AOC) will be issued when all phases of the certification have been completed satisfactorily. The
certificate must be signed by the President of GACA.

A. The Effective Dates. The AOC will be issued with two (2) dates. The first being the date of
issuance, and the second being the expiration date. The expiration date shall be five (5) years
from the date the certificate was issued unless an earlier date is specified by the President. If a
certificate is to be changed due to an address change, the date of original issuance shall be
retained on the changed certificate. A change of name for the air operator or a change in the
certification statement of authority has the effect of a new certification; therefore, a new certificate
and certificate number shall be issued. For this situation, the issuance date of the new certificate
will be entered in the space provided.

3.3.5.5. ISSUANCE OF OPERATIONS SPECIFICATIONS AND CERTIFICATE.

A. When it is determined that the applicant has met all regulatory requirements, the Air Operator
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Certificate and operations specifications (OpSpecs) will be presented to the applicant. The
operations specifications will be prepared in accordance with the procedures found in Volume
15 of this handbook.

B. An applicant for an AOC will not, for any reason, be issued operations specifications or a
certificate until the applicant has presented a copy of its General Authority of Civil Aviation
(GACA) economic authority to the CPM.

C. Before issuance, the operations specifications will be signed by the applicant, and the
relevant GACA SS& AT personnel (usually Manager, Flight Operations, Manager,
Airworthiness or GMAS). The original certificate and operations specifications will then be
given to the new certificate holder.

3.3.5.7. CERTIFICATION REPORT. When the new operator is certificated, the CPM is
responsible for assembling a certification report. This report must be signed by the CPM and will
include the name and title of each team member who assisted in the certification project. The report
will be maintained in the permanent file relating to the new operator during the business life of the
operator. The report shall consist of:

A. PASI.

B. Formal letter of application.

C. Proving test report.

D. Emergency evacuation demonstration report.
E. Ditching demonstration report.

F. Copy of the air carrier certificate.

G. Final compliance statement.

H. Completed GAR.

I. A copy of the OpSpecs issued.

J. A summary of major difficulties experienced during the certification process and/or any
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recommendations that may enhance the process must be noted by phase and specialty. This
summary will be entered into the GACA Activity Report (GAR) in chronological order and will
be maintained in the GACA office records. For standardization, the following format for
summaries of major difficulties and/or recommendations will be arranged as follows:

1) Pre-application Phase (Operations, Airworthiness, SMS). Include summaries of
difficulties or recommendations by specialty.

2) Formal Application Phase (Operations, Airworthiness, SMS). Include summaries of
difficulties or recommendations by specialty.

3) Document Compliance Phase (Operations, Airworthiness, SMS). Include summaries of
difficulties or recommendations by specialty.

4) Demonstration and Inspection Phase (Operations, Airworthiness, SMS). Include
summaries of difficulties or recommendations by specialty.

3.3.5.9. Certification Close Out. To finalize the certification process, the Manager of Flight
Operations must:

* Send Fees & Charges report to the General Manager, Aviation Safety Standards
» Assign a Principal Operations Inspector (POI) to the new certificate holder

* Send a copy of the certification report to the General Manager, Aviation Safety Standards
and the Manager, Airworthiness

» The POI should develop a 6 month surveillance plan and forward it to the Manager of
Flight Operations
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VOLUME 3. AIR OPERATOR & AIR AGENCY —CERTIFICATION
CHAPTER 3. THE CERTIFICATION PROCESS FOR PART 121

Section 6. Evaluate Part 121 Required M anagement Per sonnel

3.3.6.1. GENERAL.

A. Required Management Personnel Positions. From time to time, certificate holders may wish
to employ persons in management positions when the candidate lacks the required pilot-
in-command (PIC) experience, operational management experience, or aircraft maintenance
experience, but possesses other comparable experience which suitably prepares them for the
desired position.

1) Part 121 Positions. GACAR 8§ 121.45 establishes management and technical personnel
positions for certificate holders operating under GACAR Part 121 (i.e., Director of Safety
(DOS), Director of Operations (DO), Chief Pilot, Director of Maintenance (DOM), and
Chief Inspector). GACAR 8§ 121.49 specifies the airman qualifications and experience for
personnel serving in these positions for GACAR Part 121.

2) Airman Qualifications and Experience. Candidates for these required GACAR Part
121 management and technical positions must have the airman qualifications and
experience needed to carry out their duties and responsibilities with a degree of expertise
consistent with the certificate holder’ s responsibility to operate with the highest possible
degree of safety. GACAR 8 121.45(c) provides for other comparable managerial and
supervisory experience to provide flexibility for those candidates who do not meet the
regulatory requirements, yet may effectively manage the air carrier operation. It is quite
possible a candidate may not possess the regulatory experience required to hold a position,
but has other comparable experience which exceeds the expertise gained in meeting the
minimum experience qualifications for the position.

3) Request for Relief and Approval Procedure. The request for relief and approval
procedure described below offers the certificate holder flexibility to employ persons who
may not possess the exact type or quantity of experience required by the regulations, but
who possess other comparable experience. However, the procedure does not accommodate
individuals who do not possess the required airman qualifications.
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B. Management Vacancies. If there is a vacancy in one of these required positions, the
certificate holder isrequired to notify the GACA of any vacant positions and should state the
course of action the certificate holder is taking to fill the position. The certificate holder may
take any of the following courses of action when there has been a change in personnel or a
vacancy in one of the required management personnel positions.

1) Current Employee Appointment. If the certificate holder operating under GACAR Part
121 has an employee that meets the certification and experience requirements of GACAR §
121.49 the certificate holder may appoint that employee to the vacant position. The notice
required by GACAR 8 121.45(f)(3) should state this change in personnel. The certificate
holder should demonstrate in the notice that the individual meets the qualification
requirements of GACAR § 121.45. The individual can show they meet those requirements
by submitting a copy of the résumé showing his or her qualifications, certificates, ratings,
and experience.

2) Relief under GACAR 8 121.45(c). If the certificate holder has an employee or candidate
who does not meet the appropriate airman experience, managerial experience, or supervisory
experience requirements but who has comparable experience and can effectively perform the
functions associated with the position, the certificate holder may request relief from these
experience requirements in accordance with the guidance provided in this section. Relief
under this provision is not available for a person who does not hold the required airman
certificates and ratings.

3) Authorization. If acertificate holder can show that it can perform the operation with the
highest degree of safety under the direction of fewer or different categories of management
personnel, the certificate holder can ask the GACA to amend its operations specifications
(OpSpecs) and approve the operation without filling the otherwise required position.

4) Unableto Fill Within 10 Days. If a certificate holder is not able to fill the vacancy

within the 10-day period prior to being required to notify the GACA of the vacancy or use
one of the options outlined above, the notification required by GACAR § 121.45 must
state which position is vacant and should include an explanation for the vacancy. A
vacancy in one of the required positions should only exist for areasonable duration of time
needed by the air carrier to fill the position. Based on current industry practice, this process
should not exceed 60 days.

3.3.6.3 PROCEDURESTO REVIEW FOR THE PROPOSED GACAR PART 121
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MANAGEMENT POSITION CANDIDATE.

A. Itemsfor the Principal Inspector (Pl) to Complete. When a certificate holder submits an
applicant for one of the GACAR Part 119 required management personnel, the Pl will complete
the following:

1) Check the certificate for appropriate ratings and validity.
2) Check the for previous violation history.
3) Verify employment history (résume) to ensure that:
* The applicant meets the necessary experience requirements;

» The applicant has not held a similar position and contributed materially to a
certificate revocation in a GACAR Part 121, 125, or 135 operation.

4) Interview the candidate. Determine the candidate’ s knowledge of the following:
* Sections of the certificate holder’ s/applicant’s manual;
* Certificate holder’ s OpSpecs; and

* Relative provisions of GACAR Parts 4, 5, 7, 21, 43, 66, 91, 109, 117, 119, 121, and
145.

5) Determine the eligibility of the candidate. Base the decision on the information above.

B. Final Steps. The PI will inform the certificate holder/applicant of the results after they have
received all the information.

3.3.6.5 EVALUATING MANAGEMENT EXPERIENCE OF MAINTENANCE PERSONNEL.
Personnel responsible for the inspection and maintenance organizations should possess the
qualifications required in GACAR § 121.49. If a certificate holder/applicant elects to contract out all
mai ntenance, the positions prescribed by GACAR 8§ 121.45 are still required.

A. GACA Required Positions:
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» The DOM is responsible and accountable for administering the certificate
holder’ s/applicant’ s maintenance program, and

» The Chief Inspector is responsible and accountable for administering the certificate
holder’ s/applicant’ s required inspection program.

B. Separation of Maintenance and Inspection Functions.

1) The GACA requires a Chief Inspector for GACAR Part 121 certificate
holders/applicants, but not for GACAR Part 135 certificate holders/applicants.

a) GACAR 8 121.675 requires a certificate holder/applicant to have a maintenance
organization that ensures separation of maintenance and inspection responsibilities
and management personnel.

b) If the certificate holder/applicant will have a contractual agreement with another
organization to perform its Continuous Airworthiness Maintenance Program (CAMP),
it may apply for deviation from the Chief Inspector requirement. However, the
certificate holder/applicant must have a DOM or equivalent position to schedule

mai ntenance and ensure proper administration of the CAMP.

C. Part-Time and Full-Time Positions. The aviation safety inspector (ASI) should ensure that
the certificate holder will use full-time management personnel.

D. DOM Position. Individuals considered for the DOM position should have experience in any
position where the normal duties and responsibilities included management oversight and/or
control of the development, upkeep, and responsibility for one or more of the following elements
of an aircraft maintenance or inspection program:

» Maintenance program manual;

» Airworthiness;

» Maintenance and inspection organization;

« Performance and approval of maintenance, preventive maintenance, and alterations,
» Approval of alterations performed by maintenance providers or contractors;

» Continuing Analysis and Surveillance System (CASS);

» Maintenance recordkeeping; and

» Maintenance personnel training.
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E. Chief Inspector Position. Individuals considered for the Chief Inspector position should
have experience in any position where the normal duties and responsibilities included
management oversight and/or control of the development, upkeep, and responsibility for one or
more of the following elements of an aircraft maintenance inspection, quality control (QC), or
guality assurance (QA) functions within a maintenance or inspection program:

* Inspection program policy and procedures;

» Airworthiness;

* Inspection organization;

* QA of the performance and approval of maintenance, preventive maintenance, and
alterations;

* QA and approval of alterations performed by maintenance providers or contractors,
» Maintenance recordkeeping; and

* Inspection personnel training.

3.3.6.7 EVALUATING MANAGEMENT EXPERIENCE FOR DOS.

A. DOS Position. Each certificate holder that conducts operations under GACAR Part 121 must
have a DOS. There are no qualifications listed in GACAR § 121.49 for the DOS position.
Therefore, the GACA must consider the following information when approving an individual for
the DOS position. This person is responsible for keeping the certificate holder’ s highest
management officials fully informed about the safety status of the company, and therefore should
have extensive operational experience and professional qualificationsin aviation. This should
include the knowledge and understanding of aviation safety programs, aviation safety
standards, and safe aviation operating practices.

1) The DOS should have established professional credentials. These credentials may be any
of the following:

a) A GACA Commercial or Airline Transport Pilot (ATP) Certificate,
b) A GACA Mechanic Certificate, or
c) A GACA Aircraft Dispatcher Certificate.

2) The DOS should have professional aviation supervisory experience. Such experience
may include any combination of the following, providing the total experience is greater
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than or equal to three years:

a) Experience in a supervisory position with a GACAR Part 121 certificate holder.

b) Reserved.

c) Experience in a supervisory position with a government department, board, or
agency that deals directly with aviation matters.

d) Experience in a supervisory position with a GACAR Part 125 operations/aviation
department.

€) One year of experience may be listed if the candidate has completed a degreein
higher education relating to aviation safety.

B. DOS Functions. An independent, full-time position is required. However, in asmall GACAR
Part 121 operation, the DOS functions may be an additional function of a current manager.
Requests for one individual to fill this position for more than one certificate holder concurrently
will not be considered.

NOTE: Small carriers are generally defined as those carriers operating fewer than 10 aircraft.
3.3.6.9 MANAGEMENT DEVIATION REQUEST.

A. Makethe Request Through the POI/PCM. When a certificate holder requests relief of
management experience or recency-of-experience the certificate holder must make such requests
through its POI. The request must adhere to the following processes and procedures and contain
aminimum of the information shown in subparagraphs 3.3.6.9.B1) through 10) below for
evaluation:

B. Submit a Request L etter. The request must contain the following:

1) Full certificate name, including doing business as (DBA) of the requesting entity (e.g.,
ABC Airlines, Inc. DBA XYZ Air).

2) Complete address and certificate number of the certificate holder.

3) Full name and airman certificate number of the management applicant.
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4) Number of aircraft by category, class, and type.

5) Number of employees/pilots/other crew members.

6) Areas and kinds of operations authorized.

7) Statement of operations authorized (e.g., Scheduled, unscheduled passenger, all cargo).
8) Any other management relief held by the certificate holder.

9) Statement of why the certificate holder requires relief from the management position(s)
involved, and an explanation of what comparable experience the individual has that would

justify the relief.

10) A résumé for the individual that specifically outlines their work experiences and
duration of each work experience to include: PIC/second in command (SIC) time in type of
aircraft, and/or management experience for the kind of operations conducted, to include size
of operation.

NOTE: The information contained in the résumé must be verified by a Pl assigned to the certificate.

3.3.6.11 EVALUATING REQUESTSFOR RELIEF FOR DOM AND CHIEF INSPECTOR
POSITIONS.

A. Consider Overlapping Duties. Before allowing an individual to serve as DOM or Chief
Inspector, the Pl must consider the other duties performed by that person. For example, if that
person also plans to serve as a flight crew member, the ASI must ensure that those duties will
not interfere with the person’s responsibilities as DOM or Chief Inspector.

B. The Pl is Responsible for the following:
1) Interviewing the individual involved to verify aviation experience and qualifications;

2) Determining the size, scope, any known expansion plans, and safety record of the
certificate holder;

3) Verifying the applicant’ s résumé and experience; and
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4) Recommending approval or denial of the request.
3.3.6.13 EVALUATING REQUESTSFOR RELIEF FOR DO AND CHIEF PILOT POSITIONS.

A. Comparable Experience. Relief to a management position experience requirement may be
issued for individuals who lack the minimum management experience requirements, PIC
experience reguirements, or recency-of-experience requirements if appropriate comparable
experience is presented and accepted by the President.

1) For the DO, the evaluation of experience in any position where the normal duties and
responsibilities included management/supervisory oversight and/or responsibility and
authority over the development, upkeep, and performance of one or more elements of a
certificate holder’ s operational control system may be considered as comparable experience.
Management positions, wherein the applicant exercised aviation management
decisionmaking processes, may be considered as comparable experience (e.g., Assistant DO,
Assistant Chief Pilot, Flight Department Manager, and Aviation Safety Officer). Experience
involving operational control may also be acceptable (e.g., supervisory aircraft dispatcher
or supervisory flight follower).

2) For Chief Pilot positions, the candidate should possess a minimum of 12 months PIC
experience in GACAR Part 121 operations within the previous 72 months.

3) For other comparable experience to be used for both the DO and Chief Pilot positions, all
acceptable, comparable experiences added together must equal or exceed the required 3
years. The following examples may be considered as comparable experience:

» Experience as a PIC conducting the same kinds of operations that the applicant
would be responsible for managing;

» Experience as a manager of a corporate flight department operating more than one
aircraft with operations similar to an air carrier;

» Experience in amilitary PIC position with responsibilities and experience
comparable to acivil aircraft operation PIC; or

» Experience in acivilian or military management position with responsibilities for
safely transporting passengers and/or cargo with aircraft of similar or more complex
systems and capability.

B. Unacceptable Experience. The ASI may not consider the following experience as comparable:
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military single pilot operations without unit leadership or command responsibility experience,
flight instruction, aerial work operations, or academic education or writing manuals without
managerial experience implementing the same manuals.

3.3.6.15 FEWER, COMBINED OR DIFFERENT CATEGORIES OF REQUIRED
MANAGEMENT POSITIONS.

A. Combined Positions. Any certificate holder who requests approval to combine two or more
required management positions into one position must ensure that the person who will servein
that position meets the qualifications for, or receives a deviation for, each management position
to be combined (e.g., Chief Pilot and DO). Thisisin addition to receiving an approval to
combine the management positions. The size, scope, complexity, organizational dynamics, and
workload of the operations that the applicant has been involved with, and will be involved
with in the combined management position, must be considered when evaluating this request.
Requests to combine the positions of DOM and Chief Inspector will not be approved.

NOTE: Applicants who serve in a combined management position should not be assigned to any
additional duties (e.g., Check Airman and Instructor).

B. Consolidated Positions.

1) Depending on the organization’s needs, the President may allow consolidation of
required GACAR Part 121 management positions with other positions. When the
President allows consolidation of positions, the individual serving in the consolidated
position must meet the qualifications of both positions.

2) Before allowing an individual to serve as DOM or Chief Inspector, the Pl must consider
the other duties performed by that person. For example, if that person also plansto serve as a
flight crew member, the ASI must ensure that those duties will not interfere with the
person’s responsibilities as DOM or Chief Inspector.

C. Combined/Consolidated M anagement Position Steps.

1) The certificate holder/applicant must submit arequest in writing o the GACA. The
request should contain the following information:

a) The type and number of aircraft operated by the certificate holder.
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b) Size, scope, any known expansion plans, and safety records of the certificate holder.

¢) Any accident or enforcement history of the certificate holder and management
applicant.

d) Include all ongoing certificate holder corrective action commitments made by the
involved management position holders prior to the request, and an updated corrective
action plan (CAP) if the request will affect any of the commitments.

€) A résumeé of the individual who is, or will be, in combined or consolidated
positions, including:

« Dates of experience,

* Types of aircraft,

» Specific areas of experience,

» Aeronautical experience,

* Types of management positions previously held, and
* Certificate number(s).

2) The PI isresponsible for the following:

a) Interviewing the individual involved to verify aeronautical experience and
qualifications;

b) Determining the size, scope, any known expansion plans, and safety record of the
certificate holder;

¢) Verifying the applicant’ s résumé and experience;

d) Ensuring that any applicant or certificate holder corrective action commitments are
not adversely affected by the requested management position change; and

€) Recommending approval or denial of the request.
3.3.6.17 AUTHORIZING RELIEF

A. General.
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1) A certificate holder may request relief through the assigned PI. The DFO recommends
approval or denia of the requested relief; they forward their recommendation to the GM
Flight Standards in the form of a memo.

2) If the GM finds, after consideration is given to the size and scope of the operation, that
the person’s qualifications and experience are comparable with the sought-after position, a
relief may be granted under GACAR § 121.45(c). The President may, at any time, terminate
any relief granted under this paragraph.

3.3.6.19 TASK OUTCOMES.
A. Complete the Task. Completing this task will result in one of the following:

1) Acceptance of the candidate by issuing OpSpec 121.A.006 and sending one of the
following:

a) A letter to the certificate holder/applicant indicating acceptance of the candidate.

b) A letter telling the certificate holder/applicant to request relief if the candidate does
not meet experience requirements or wishes approval of different positions. The
candidate must have been found acceptable based on the interview.

2) Rejection of the candidate by sending a letter to the certificate holder/applicant listing
the reasons for rejection.

B. Document the Task. File all supporting paperwork in the certificate holder’ s/applicant’ s file.
3.3.6.21 REFERENCES, FORM S, AND JOB AIDS.
A. References (current editions):
*FAA Advisory Circular (AC) 120-59, Air Carrier Internal Evaluation Programs.
B. Forms. None.
C. Job Aids. None.

3.3.6.23 FUTURE ACTIVITIES. None.
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VOLUME 3. AIR OPERATOR & AIR AGENCY - CERTIFICATION
CHAPTER 4. THE CERTIFICATION PROCESS FOR PART 125
Section 1. Specific Part 125 Certification Guidance
3.4.1.1. GACA ACTIVITY REPORT (GAR).
A. 1202 (OP)
B. 3202 (AW)

3.4.1.3. GENERAL. This chapter provides direction and guidance on the certification process for
applicants seeking the issuance of an Operator Certificate (OC) under General Authority of Civil
Aviation Regulation (GACAR) Part 125.

A. Certification Process Phases. The certification process employs a Five Phase process that
requires the completion of certain items prior to continuation and completion of the process. The
General Authority of Civil Aviation (GACA) certification team should utilize the generic Five
Phase process found in Volume 3, Chapter 1, The Generic Certification Process for Air Operators
and Air Agencies. This process allows interaction between the applicant and the GACA from
initial inquiry to certificate issuance or denial. It ensures that programs, systems, and intended
methods of compliance are thoroughly reviewed, evaluated, and tested.

B. Job Aids. Figure 3.4.1.1, Part 125 Schedule of Events and Figure 3.4.1.2, Part 125
Certification Job describe the certification process. These figures are used for planning meetings,
activities, and events associated with certification.

3.4.2.5. THE PRE-APPLICATION PHASE.

A. Pre-application Statement of Intent (PASI). At the initial inquiry meeting, the aviation
safety inspector (Inspector) should briefly explain all of the requirements within the GACAR
that the applicant must meet in the certification process. The applicant should be provided with
a Pre-Application Statement of Intent (PASI). It allows the GACA to plan activities and commit
resources. Therefore, a potential applicant submits a copy of the PASI after reviewing the
appropriate regulations and advisory material and considering the personnel, facility,
equipment, aircraft, and document requirements for certification and operation.
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B. The Certification Team. The expertise of Inspectors from different disciplinesis required to
certificate Part 125 operators. The Office Manager assigns an appropriate certification team after
the PASI is submitted. Careful planning and management of the overall project is essential.
Therefore, the Office Manager designates one member of the team as the certification project
manager (CPM). The CPM will be the primary spokesperson for the GACA throughout the
certification process. The person selected as CPM for a Part 125 certification should have been
involved in previous certifications of the same or similar type.

C. The Pre-application Meeting. The CPM shall contact the applicant to arrange a
pre-application meeting. The applicant is advised that key management personnel, as shown on
the PASI, should attend the meeting and be prepared to discuss specific aspects of the
applicant’s proposed operation. During the pre-application meeting, the CPM should ensure
the applicant isinformed about the certification process. The CPM must also discuss the form,
content, and documents required for formal application.

1) The applicant isinformed that GACA Inspectors furnish informal guidance and advice for
the preparation of required documents and manuals, but it is the applicant’s responsibility
to produce acceptable documents and manuals.

2) The applicant should be encouraged to submit required items in draft form before
submitting the formal package. Whenever a problem or change occurs in the proposed
operation, the applicant should notify the CPM immediately.

D. The Schedule of Events (SOE) Format. The SOE is intended to encourage an applicant to
submit material well in advance of the date operations are proposed to begin. If, however, the
application is submitted with only the minimum lead time required by the regulation, complete
documents (such as procedures and policies manual) may be required at the time of formal
application. The SOE, when accepted, represents a commitment on the part of both the applicant
and the GACA. It also sets dates for accomplishing or submitting the listed items.

1) When advising the applicant on how to develop the SOE, the applicant must remember
the correct sequence of events. For example, airplane conformity inspections must be
completed before emergency evacuation demonstrations begin.

2) The number and types of events and activities that occur during certification vary
according to the operation proposed. The SOE must include a complete listing of each
document to be submitted, activity to be performed, and item to be inspected.
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3) Failure to accomplish an item or event in a satisfactory or timely manner in accordance
with (IAW) the SOE could delay certification. In addition, if deficiencies are detected
during the review of manuals or other documents, they will be returned for amendment or
correction, which also may delay final certification.

4) When reviewing the SOE, the team must carefully consider the feasibility of the
proposed schedule with respect to logic of sequence, timeliness of events, completeness of
events, and inspector availability.

34.27. THE FORMAL APPLICATION PHASE.

A. The Formal Application Package. The CPM ensures the formal application package
represents a feasible proposal and is of sufficient quality to continue the certification process.

1) If the applicant has been thoroughly briefed and has acquired a thorough understanding
of the requirements during the pre-application phase, the formal application should be of
sufficient quality that any discrepancies can be resolved during the formal application
meeting.

2) Rejecting aformal application will be a sensitive issue since the applicant most likely
will have expended considerable funds and resources to prepare it. Therefore, it isimportant
for the CPM to thoroughly document the reasons for rejection. The reasons must clearly
indicate that to proceed with the certification process would not be productive. Reasons for
rejection might include inadequate agreement on appropriate courses of action or evidence
that the applicant has a serious lack of understanding of regulatory requirements and the
certification process.

B. The Formal Application Meeting. Depending on the complexity of the proposed operation,
it may be appropriate to divide into two or more groups to discuss specific aspects of the
application. For example, the applicant’ s key operations management personnel should meet
with GACA Operations personnel to discuss documents dealing with testing programs or
check pilot.

3.4.29. THE DOCUMENT COMPLIANCE PHASE.

A. In-Depth Review. In the Document Compliance Phase, the applicant’ s compliance statement,
manual s and other documents are thoroughly reviewed for compliance with applicable
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regulations and for conformity with safe operating practices. After review by the team, each
document is accepted or approved, as applicable, or rejected.

B. The Manual(s). GACAR § 125.77 requires an operator to prepare and keep current an
Operations Manual (OM) and a Maintenance Manual (MM) for the use and guidance of flight
operations, ground operations, and management personnel as appropriate in conducting its
operations.. The manual(s) is for use by all the operator’ s personnel and also indicates to the
GACA how the operator intends to conduct business. The manual’ s complexity depends upon
the complexity of the operation. Although the entire manual(s) does not need to be completely
developed at the time of formal application, team members must ensure all required material is
shown on the SOE and that adequate time is allowed for review. As ageneral rule, if the
applicant submits the formal application only 60 calendar-days before operations are scheduled
to begin and draft documents were not previously submitted, the team may require that
additional manual material be submitted at the time of formal application.

1) The manual must be distributed IAW GACAR § 125.77. It must also contain specific
items and information required by GACAR 8 125.79. However, any additional items may be
incorporated at the discretion of the operator.

2) The manual is reviewed to ensure that it is not contrary to the appropriate regulatory
requirements or the proposed OpSpecs. Manuals not acceptable to the certification team
will be returned to the applicant for revision and/or correction with a “Letter of Rejection”
(see Figure 3.4.1.4).

C. Management Personnel Qualifications. The position of director of operationsis the only
management position specified by GACAR § 125.31. Additionally, GACAR 8§ 125.31 states
that the management personnel be staffed at appropriate levels “to assure that its operations are
conducted in accordance with the requirements....” of GACAR Part 125. As stated in GACAR ¢
125.31, the President may require the operator to have management positions in addition to the
director of operations (e.g. chief pilot) if the size, scope and complexity of the operations
requires additional management positions. All management personnel must be listed by name
and address in the Operations Manual along with their duties and title set forth by the operator.
Although the qualifications for operations personnel other than the director of operations are
not described in GACAR § 125.33, the following qualifications for a chief pilot are deemed
minimum desirable:

- Hold an airline transport pilot certificate with appropriate ratings for at least one of
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the types of aircraft to be used in the operation.

- Have at least three years of experience as PIC of aaircraft operated under GACAR Part
121 or 125.

1) The applicant may elect not to have any management positions other than director of
operations, or the applicant may have more positions. In that case, qualifications are up to
the judgment of the certification team, based on the type of management position and the
complexity of the operation.

2) The qualifications outlined in this section are not required by the GACARs. They are
examples of acceptable qualifications which may be used as general guidance.

3) With respect to the qualifications of the indicated positions, the Manager, Flight
Operations Division may authorize the employment of a person who does not meet the
gualifications; however, they must find that the person has equivalent aeronautical
experience.

D. Mass and Balance Procedures. Per GACAR 8§ 125.31, the applicant must designate a person
as responsible for the scheduling of inspections required by the manual and for the updating of
the approved mass and balance system on all aircraft.

E. Dangerous Goods Training Program. Each applicant must establish and implement a
dangerous goods training program that:

1) Satisfies the applicable requirements of GACAR Part 109.

2) Ensures that each person performing or directly supervising any of the following job
functions involving any item for transport on board an aircraft is trained to comply with all
following parts of GACAR Part 109:

» Acceptance
* Rejection
* Handling

« Storage incidental to transport
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* Packaging of company material
* Loading

F. Compliance Statement. An applicant may submit an Initial Compliance Statement with the
formal application package because methods of compliance may depend on actions by the GACA
(i.e., approval of the manual). When the method of compliance isfinally formalized, the
description can be added to the list in preparation for the Final Compliance Statement. However,
the SOE must show when the final compliance statement will be submitted.

3.4.1.11. THE DEMONSTRATION AND INSPECTION PHASE. In the demonstration and
inspection phase, the certification team determines that the applicant’ s proposed procedures and
programs are effective and that facilities and equipment are satisfactory. Emphasisis on compliance
with regulations and safe operating practices. Throughout the demonstration and inspection phase
the CPM ensures that each required demonstration is observed and approved or disapproved. If at
any time during this phase the applicant does not meet the SOE or if an activity or item proves to be
deficient, appropriate corrective action is taken. The CPM will schedule meetings with the applicant
to review deficiencies in detail. Each deficiency and corrective action must be fully documented and
placed in the certification file. If appropriate, the CPM terminates the certification process or agrees to
amodified SOE.

A. The Emergency Evacuation /Ditching Demonstrations. (See Volume 4, Chapter 26, Section
5.) Effective emergency evacuation procedures have significantly reduced the number of
casualties in survivable aircraft accidents. The GACA considers an applicant’s or operator’s
ability to perform these procedures to be an extremely important aspect for aviation safety.
Applicants for a Part 125 operator certificate must conduct a partial evacuation demonstration
for any airplane having a seating configuration of more than 44 passenger seats. Additionally,
each certificate holder operating or proposing to operate 1 or more aircraft with 20 or more
passenger seats installed in extended over water operations must show by simulated ditching
demonstration that it has the ability to carry out its ditching procedures efficiently.

NOTE: Aircraft manufacturers normally conduct afull scale evacuation as a part of the
Aircraft Certification Process; that evacuation demonstration must be approved by the
certifying regulatory authority and it must meet operational requirements relative to flight
crew and cabin crew member training and emergency evacuation procedures.
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1) GACAR § 125.107, provides that any Part 125 operator that operates aland airplane
with 20 or more passenger seats installed in an extended over water operation must be

approved for ditching.

2) If the certificate holder has conducted a successful partial emergency evacuation or
ditching demonstration required by GACAR 88 121.213 and 121.217 in the same type
aircraft, it need not conduct a demonstration in that type airplane to achieve certification
under GACAR Part 125.

B. Records and Recordkeeping. Part 125 subpart Q indicates the types of records which must
be maintained by a Part 125 operator. Part 125, 88 125.533, 125.535, 125.537, 125.539,
125.541, and the operator’ s manual contain details about the approval of procedures for flight
release forms; disposition of the load manifest, flight release, and flight plans; aircraft

mai ntenance logs; reports of defects or un-airworthy conditions; and airworthiness release or
maintenance record entries. The Inspector should refer to those sources to check those records.

1) Part 125 subpart Q indicates which records must be carried on the pilot’s person or on
board the airplane. Crew member records, aircraft and engine logs, and other maintenance
records should be kept at the main base of operations.

2) Records should be kept in a manner easily accessible to Inspectors. The method of
storage is, of course, the choice of the operator, but retrieval and review should not require
an extended or complicated process.

C. Crew Member Requirements. The Crew member qualification and testing requirements go
beyond the normal airmen certificate qualifications and have been established to achieve a
higher level of safety. Checks and tests must be given by either an Inspector or an authorized
check pilot. The instrument check required by GACAR § 125.353 may be substituted for the
competency check required by GACAR § 125.349 for the type of aircraft used in the instrument
check.

D. Resolving Discrepancies. After resolving any discrepancies with any of the documents or the
inspections, the applicant must notify the CPM, in writing, detailing the corrective action
taken. The demonstration and inspection phase should then be continued.

3.4.1.13. THE CERTIFICATION PHASE.
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A. Issuance of Operator Certificate (OC) and OpSpecs. In the certification phase, the
operating certificate and approved Operations Specifications (OpSpecs) are issued after all
unsatisfactory items are corrected.

1) No certificate shall be issued until the team determines the applicant is fully capable of
fulfilling responsibilities as charged by GACAR Parts 5, 91, 109, 119 and 125.

2) An operator certificate isissued to the applicant when all of the following criteria are
met:

* The certification process is completed
 Each unsatisfactory item has been corrected

* |t is determined that the applicant has met all regulatory requirements and
understands all responsibilities under the regulations

* It has been determined the applicant is capable of complying with GACAR Parts 5,
91, 109 and 125 on a continuing basis

*» The applicant’s ability to conduct operations in a safe manner has been demonstrated

B. The Certification Report. After an operator is certificated, the CPM prepares a certification
report and includes it in the office file for the operator. It includes the name and title of each
Inspector who assisted in the certification project and is signed by the CPM. It details any
problems with the certification project and their resolutions.

C. Post-Certification Plan. In most cases, members of the certification team become the principal
inspectors (PIs) for the new operator. In the event the Office Manager assigns different

Inspectors as principals, the certification team recommends a post-certification inspection plan
for future surveillance of the GACAR Part 125 operator. The plan emphasizes problem areas
noted during certification. The team may recommend scheduling surveillance before it isduein
the annual work program. During certification and afterwards, Inspectors work with the operator
to eliminate problems at an early stage. Meaningful recommendations assist the operator in
continuing regulatory compliance and in instituting changes needed in the methods or
techniques of operation, inspection, or maintenance during this early period of operation.
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D. Amendments. If a certificate is amended to reflect an address change, the date of original
issuance shall be shown on the new certificate. A change of official name must be approached
with care. Whatever the complexity of the legal name change, it has the effect of anew
certification; therefore, a new certificate and certificate number shall be issued. For this situation,
the issuance date of the new certificate will be entered in the space provided on the certificate.

3.4.1.15. PREREQUISITES AND COORDINATION REQUIREMENTS.

A. Prerequisites. This task requires knowledge of regulatory requirementsin GACAR Parts 5,
91, 109, 119 and 125, GACA policies, and, specifically:

» Knowledge of the certification process
» Familiarization with task background
* Qualification as an Inspector (Operations) or (Airworthiness)

B. Coordination. Thistask will require coordination between the operations and airworthiness
units.

3.4.1.17. REFERENCES, FORM S, AND JOB AIDS.

A. References:
* GACAR Parts 1, 5, 61, 91, 109, 119, and 125

B. Forms:
* Pre-Application Statement of Intent (PASI)

C. Job Aids:
* Figure 3.4.1.1, Part 125 Schedule of Events (SOE)
* Figure 3.4.1.2, Part 125 Certification Job Aid

» Figure 3.4.1.3, Part 125 Sample Letter Rejecting Formal Application Package
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» Figure 3.4.1.4, Part 125 Sample Letter Rejecting Operator’s Manual
* Figure 3.4.1.5, Part 125 Sample Formal Application Letter

» Figure 3.4.1.6, Part 125 Sample Letter Acknowledging Receipt/Acceptance of Formal
Application

* Figure 3.4.1.7, Part 125 Sample Letter Denying Certification
3.4.1.19. PRE-APPLICATION PHASE PROCEDURES.

A. Initial Inquiry. Upon initial inquiry from an applicant, the Inspector must determine if the
proposed operation will meet the following aspects:

* Non-commercial operations of turbojets, transport category airplanes, transport category
rotorcraft, or commuter category airplanes by a person that holds or is required to hold an
Operator Certificate (OC) under General Authority of Civil Aviation Regulation (GACAR)
Part 119

» The aircraft must have an appropriate and current airworthiness certificate and instruments
and equipment required for the type of operations to be conducted

B. GACA Office Review of a PASI. Within 5 working days of receipt of asigned PASI, review
it to determine if the information is complete, accurate, and acceptable.

1) If the PASI is unacceptable, note the reasons. Notify the applicant in writing of any
discrepancy and that a new PASI is required.

2) Process the PASI utilizing standard GACA office procedures.

C. Pre-application Meeting. As CPM, assure that the following is covered during the
Pre-application Meeting:

1) The team reviews the PASI with the prospective operator and verifies that all information
is current and correct. Assure that the applicant notes any changes on the PASI.

a) If there are changes which significantly affect the anticipated scope or type of
operation, forward a copy of the revised PASI to the Manager, Flight Operations

Page 118
EBOOK VOLUME 3 UNCONTROLLED DOCUMENT WHEN DOWNLOADED VERSION 7.0
Consult the GACA website for current version



BGACA

wuaall glydall d olell 4 jigll

General Authority of Civil Aviation

EBOOK VOLUME 3. AIR OPERATOR & AIR AGENCY - CERTIFICATION

Division.

b) If the changes indicate the need to reassign certification responsibilities, terminate
the meeting. Advise the applicant that he will be notified of the new certificating office
within 15 working days.

2) Advise the applicant of all applicable regulations and recommend the applicant review
(or re-review) those GACARs.

3) Give the applicant at least the following:
* Part 125 Schedule of Events (SOE) (Figure 3.4.1.1)
* Part 125 Certification Job Aid (Figure 3.4.1.2)
* GACA SMS Advisory Circular

4) Advise the applicant that a formal application must be submitted at least 60 days before
the proposed start-up date. Ensure that the application package consists of at |east the
following:

A formal application letter (Figure 3.4.1.5)

* An SOE (Figure 3.4.1.1)

* An Initial Compliance Statement

* Procedures and policies manual(s)

» Documentation that applicant has or intends to acquire airplanes and facilities

5) Ensure that the applicant understands the certification procedures, as well as the form,
content, and documents required for formal application.

D. Terminating the Pre-application Phase. Terminate the pre-application phase when the team
is satisfied that the applicant is prepared to proceed with formal application. Verify that the
applicant intends to continue the certification process. Advise the applicant to contact the CPM
regularly on the status of certification efforts. Inform the applicant that if thereisno
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communication within 60 days, certification efforts will be terminated.

3.4.1.21. FORMAL APPLICATION PHASE PROCEDURES. Within 5 working days after
receiving aformal application package, review it and determine whether each item required for formal
application has been submitted. If any required item is missing, reject the entire application and
return it to the applicant with aletter stating the reasons for rejection (Figure 3.4.1.3). Since the
application package is reviewed in depth during the upcoming Document Compliance Phase, ensure
only that the following required items are included in the application package:

A. Formal Application Letter. If the Formal Application Letter is unacceptable or incomplete,
the CPM will notify the applicant, as soon as practical of the reasons and request a corrected
resubmission. The notification can be telephonically, but must be followed up in writing. The
CPM will annotate the certification file noting as to who was notified, time, and date.

B. SOE. Check the SOE to ensure it lists items, activities, programs, airplanes, or facility
acquisitions required for certification and the applicant’ s best estimate of the date the item will
be acquired or ready for inspection.

C. Initial Compliance Statement. Determine that the initial compliance statement contains a
complete listing of all GACAR Parts 5, 91, 109, 119 and 125 regulations pertinent to the
proposed operation.

1) Thelist should refer to applicable subparts and each relevant section of the subparts.

2) If the method for compliance is known at the time the formal application letter is
submitted, the applicant must provide a brief narrative description next to each section,
preferably giving a specific reference to a manual or other document which describes how
the applicant will comply with each regulation.

D. Procedures and Policies M anual(s). Ensure that the procedures and policies manual (s)
contain information about the applicant’ s organization, general policies and procedures, duties
and responsibilities of personnel, and operational control procedures.

1) If apartial manual is submitted at this stage, ensure that it shows compliance with at
least § 125.79 and GACAR Part 125 Appendix A.

2) Ensure that the manual indicates sufficient management personnel to conduct operations
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safely and IAW the requirements of GACAR Part 125.

a) The manual(s) required by GACAR § 125.77 must establish the duties,
responsibilities, and authority of management personnel; list the names, addresses, and
telephone numbers of each person employed in a management position; and designate
the persons responsible for scheduling inspections and for updating the approved
mass and balance information on all airplanes operated by the applicant.

b) After certification, operators are required by GACAR 8§ 125.31(c) to notify the
GACA of any change made in the assignment of persons in a management position
within 10 days of such a change.

E. Leases, Agreements, Contracts. If any required facilities or services are to be supplied by
parties other than the applicant, ensure that copies of the associated contracts are submitted
with the application. If aformal contract has not been completed, accept |etters showing
agreement between the contracting parties.

F. Formal Application Meeting. As CPM, schedule and conduct the formal application meeting.
Assure that the following is accomplished during the meeting:

1) Except for unanticipated circumstances, each member of the certification team should be
present.

2) During the meeting the team and the applicant reviews each document and resolves each
discrepancy.

3) Thoroughly review the upcoming certification process and discuss the effect on the
applicant of not meeting the SOE.

4) If any discrepancy cannot be resolved, terminate the meeting and inform the applicant
that the formal application is not acceptable. Return the formal application package to the
applicant with a letter explaining the reasons for the rejection (see Figure 3.4.1.4).

5) Before concluding the meeting, ensure the applicant clearly understands the following:

a) The applicant will receive written notification of acceptance or rejection of the
application package within 5 working days after the meeting.
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b) Accepting aformal application package does not constitute acceptance or approval
of the attachments. Each document must be reviewed further, and the applicant must
take corrective action as required. Acceptance or approval of each attachment shall be
indicated as the certification process continues.

c) If the applicant is unable to meet the SOE or if the facilities are not ready for
inspection as indicated on the transmittal letter, the CPM shall terminate the
certification until arevised SOE is submitted and accepted. Consequently, the
proposed start-up date could be delayed.

6) If the application package is acceptable enough to begin the in-depth review, prepare a
letter accepting the formal application and forward it to the applicant within 5 working
days after the meeting (Figure 3.4.1.6).

7) If the application package is rejected, the CPM must return the application and
attachments within 5 working days with aletter stating specific reasons for rejection
(Figure 3.4.1.3).

8) If the applicant does not submit a corrected formal application and it becomes apparent
that the applicant does not intend to proceed with certification, notify the Director, Flight
Operations Division.

3.4.1.23. DOCUMENT COMPLIANCE PHASE PROCEDURES. After accepting the formal
application package, ensure each document is complete and correct through an in-depth review.

A. Document Review. Review documents by simultaneous reference to the GACARSs, any
completed portion of the initial compliance statement, and the appropriate manual or document.

1) Formal Application Letter. Ensure that the Formal Application Letter (Figure 3.4.1.6)
contains at |east the following:

a) A statement that it is aformal application for a GACAR Part 125 operator certificate
(OC).

b) The applicant’ s mailing address and the physical location of its principal base of
operations.
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c) A list of flight crew members and the type of certificates held, including certificate
number and ratings.

d) The names of key management personnel.

€) The names, titles, and signatures of persons authorized to sign OpSpecs on behalf of
the operator.

f) The letter must be signed by the accountable executive identified in accordance with
GACAR Part 5.

2) Schedule of Events. Ensure that the schedule flowsin alogical, sequential manner
throughout the certification process and provides a reasonable amount of time for the
GACA toreview and accept or approve each item or event. Figure 3.4.1.1 is a sample format
for a SOE. Encourage the applicant to use this format. Accept other formats if they provide
the information necessary for the team to ensure the applicant is proceeding in an
appropriate manner.

3) Compliance Statement (Initial or Final).

a) Ensure that the applicant has listed specific regulations and subparts in the same
sequence as the regulations.

b) Where the compliance information has been developed (for example, the manual
material submitted with the formal application), ensure that a manual reference or a
description of the method of compliance has been included with the applicable
regulatory section. If the method of compliance has not been fully developed, explain
that the applicant must submit a final compliance statement which does provide this
information.

¢) Review and accept the Final Compliance Statement before conducting inspections
and demonstrations. Examples of compliance statement entries are:

1. GACAR 8 125.425, Rest Period Requirements. The company manual advises
that each flight crew member and cabin crew member must be relieved from all duty
for at least 8 consecutive hours during any 24 hour period.
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2. GACAR 8§ 125.5, Carriage of Psychoactive Substances. If the certificate holder
permits any aircraft owned or leased by that holder to be engaged in any operation
that the certificate holder knows to be in violation of GACAR § 91.21, that
operation is a basis for suspending or revoking the certificate.

3. GACAR 8§ 125.309, Aircraft Inspection Programs. Instructions, procedures, and
standards for the conduct of inspections for the particular make and model of
aircraft, including necessary tests and checks.

4) Required Manual(s). (See Volume 4, Chapter 12, Manuals, Procedures and Checklists)

5) Management Personnel. Each applicant for a certificate under this part must show that it
has enough management personnel to assure that its operations are safely and in compliance
with the requirements of this part. Only the Director of Operationsis required by GACAR
§ 125.31, however all management personnel must be listed by name and address in the
Operations Manual along with their duties and title set forth by the operator. Per GACAR
§ 125.33, the following qualifications for the Director of Operations are deemed minimum
desirable:

» Hold an airline transport pilot certificate (airplane or rotorcraft, as applicable)

» Have experience as PIC in an aircraft of asimilar size or complexity as the aircraft used
in the certificate holder’ s operation

6) Documents & Manuals. Ensure that minimum equipment lists (MEL), cockpit checklists,
and airplane performance documents are contained in the policies and procedures manual or
approved Aircraft Flight Manual (AFM).

7) Approve OpSpecs.

8) Approve the noise emission control plan. No person may operate to or from any
aerodrome in the KSA any civil subsonic jet (turbojet) airplane over 34,000 kg (75,000
Ibs.) unless that airplane has been shown to comply with Chapter 3 or Chapter 4 noise
levels under GACAR Part 36.

9) Mass and Balance. Ensure that the mass and balance control program is contained in the
policies and procedures manual.
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10) Crew Qualifications. Examine proof of crew member qualifications.

a) Ensure that pilots designated as PIC meet the requirements of GACAR 88 125.343,
125.347, 125.349, and 125.353.

b) Ensure that pilots designated as second in command (SIC) meet the requirements of
GACAR §61.19, and GACAR 88 125.345 and 125.349.

c¢) Ensure that pilots designated as Flight Engineers (FE) hold current FE certificates
and meet the recent experience requirements in GACAR 8 125.337(b).

d) Ensure that all pilots have passed a written or oral test, IAW the requirements of
GACAR 8§ 125.349(a), and a competency check required by GACAR § 125.349(b).

e) Ensure that all cabin crew members have passed a written or oral test, IAW the
reguirements of GACAR § 125.351.

11) Inspection Programs. Approve inspection programs and maintenance procedures
(Airworthiness).

12) Emergency Evacuation/Ditching. Review the emergency evacuation/ditching
demonstration plan, if applicable.

13) Misc. Documents. Review any other document referenced in the procedures and policies
manual.

B. Unacceptable Documents. If deficiencies are found in any document submitted by the
applicant, note the deficiencies in writing for the office files. Be prepared to offer suggestions on
how to improve the product but avoid “writing” the applicant’s documents. If the documents
are not of sufficient quality to warrant further review, schedule a meeting with the applicant to
review each deficiency in detail. If appropriate, advise the applicant of either the impracticability
of continuing the certification project or agree to a modified SOE that allows time to correct
deficiencies.

3.4.1.25. DEMONSTRATION AND INSPECTION PHASE PROCEDURES. During the
demonstration and inspection phase, the CPM shall ensure the following is accomplished:

A. Maintenance Personnel. Observe company or contract maintenance personnel as they perform
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scheduled and unscheduled aircraft maintenance and inspections.

B. Review Aircraft Records. Review aircraft records to ensure there is a clear understanding
between the operator’ s operations personnel and maintenance personnel on what record entries
must be made and who should make them.

C. Aircraft Conformity Inspection. Inspect aircraft for conformity with appropriate Type
Certificates (TCs) and regulations.

D. Evaluate Maintenance Facilities. This evaluation should be made by the Principal
Maintenance Inspector (PM1). Concurrence with the Principal Operations Inspector (POI) is
helpful but not necessary.

E. Conduct a Base I nspection. (See Volume 12, Chapter 7, Section 4.)
F. Conduct or Observe Pilot Qualification Functions. (See Volume 9, Chapter 2, Section 7.)

G. Approve Check Pilot. As applicable, designate a check pilot or check FE. (See Volume 4,
Chapter 20, Section 3.)

H. Observe Emergency Evacuation and/or Ditching Demonstration. (See Volume 4, Chapter
26, Section 5.)

3.4.1.27. CERTIFICATION PHASE PROCEDURES. When the applicant has met all regulatory
requirements for certification, the CPM shall do the following:

A. Prepare and Issuethe Operator Certificate (OC).

B. Certification Report. Assemble a certification report containing the following (as
applicable):

* A copy of the PAS
* The certification job aid
* The letter of application

* The SOE
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» The Final Compliance Statement
» The Emergency Evacuation/Ditching Demonstration Evaluation
* A copy of the Operating Certificate issued
* A copy of each OpSpec issued
* A copy of the procedures and policies manual and SM'S manuals
» A summary of any difficulty encountered during certification and its resolution
1) Retain the original certification report in the GACA office.
C. OpSpecs. Issue the OpSpecs approved in the Document Compliance Phase.

D. Office File. Establish an official office file after certification is complete. The file shall contain
at least the following:

* The certification report and attachments
» Approved MELSs, if applicable
« Future surveillance reports
* General correspondence relevant to the operator or agency
3.4.1.29. GACA ACTIVITY REPORT (GAR). Complete the GAR.
3.4.1.31. TASK OUTCOMES. Completion of thistask resultsin either:
« |ssuance of a certificate and OpSpecs authorizing operations under GACAR Part 125
* A record on file consisting of the following:
o Written notification to the applicant denying the certificate (Figure 3.4.1.7).

o Indication of the return of all original documents to the applicant.
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3.4.1.33. FUTURE ACTIVITIES.

A. Develop Post-Certification Plan. When developing a post-certification plan, the Inspector
should perform additional surveillance or inspections during the first 90 days the organization
isin business.

B. Conduct Surveillance. According to the established post-certification plan, conduct
surveillance at appropriate intervals.
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Figure3.4.1.1. Part 125 Schedule of Events

PART 125 SCHEDULE OF EVENTS

Company:

Official Name of

Location
Address:

Mailing Address (if

different):

DATE
READY
FOR
GACA
INSP.

FORMAL APPLICATION PHASE

Date
Received

Date
Returned

Date Approved/
Accepted

Formal Application Letter

Schedule of Events (SOE)

Status of SMS Program

Required Manuals

Documents of Purchase, Contracts, Leases,
and/or Letters of Intent

Initial Compliance Statement

DOCUMENT COMPLIANCE PHASE

Training Programs:

Maintenance Personnel

Inspection Personnel

Ground Handling/Servicing

Manuals:

Completed Manuals

Approved Aircraft Flight Manual

Maintenance Technical Manuals:

Airframe/Powerplant

Structural Repair
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DATE
READY FOR
GACA INSP.

FORMAL APPLICATION PHASE

Date
Received

Date
Returned

Date
Approved/
Accepted

Parts Catalogue

Inspection Procedures

Manufacturer’s or Vendor’s Manual

Wiring Manual

Overhaul Manual

Aircraft Checklists

Training Contracts

Maintenance Contracts/Agreements

Aircraft Lease Agreements

Final Compliance Statement

Emergency Evacuation Demonstration Plan

OpSpecs

Flight Release Procedures

MEL

CDL

DEMONSTRATION AND INSPECTION
PHASE

Training Facilities

Training/Testing

Flight Crew Members

Check Pilot

Cabin Crew Members
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DATE
READY FOR
GACA INSP.

FORMAL APPLICATION PHASE

Date
Received

Date
Returned

Date
Approved/
Accepted

Flight Locating

Dangerous Goods

Maintenance Training

Aireraft Conformity Inspection

Main Operations Base

Main Maintenance Base

Flight Locating Facilities

Recordkeeping:

Operations

Maintenance

Inspections

Emergency Evacuation/Ditching
Demonstration (as applicable)

REMARKS
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Figure 3.4.1.2. Part 125 Certification Job Aid

NAME OF APPLICANT: INSP. DATE
INITTAL
I. PRE-APPLICATIONPHASE
A. INITIAL ORIENTATION:
1. DETERMINE ELIGIBILITY
2. SCHEDULE OF EVENTS (SOE)
3. PRE-APPLICATION STATEMENT OF INTENT
B. CERTIFICATION TEAM DESIGNATED (at least one
Operations and one Airworthiness Inspector)
Name Specialty
CPM
C. CONDUCTPRE-APPLICATION MEETING:
1. VERIFY PASI INFORMATION
2. OVERVIEW OF CERTIFICATION PROCESS
3. PROVIDE CERTIFICATION PACKAGE
a. Certification Job Aid
b. Schedule of Events
4. EXPLAIN FORMAL APPLICATION SUBMISSIONS
REMARKS:
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INSP.
INITIAL

DATE

II. FORMAL APPLICATION PHASE

A. REVIEW APPLICANT’S SUBMISSIONS

1. FORMAL APPLICATION LETTER

a. Mailing address

b. Principal base of operations

c. List of Flight Crew Members

o Ceriificate numbers

o Ratings

d. Key Management Personnel

e. Persons authorized to sign OpSpecs

o Name

o Title

o Signature

. SCHEDULE OF EVENTS (SOE)

. INITIAL COMPLIANCE STATEMENT

. POLICIES AND PROCEDURES MANUAL

. AGREEMENTS

2
3
4
5. CONTRACTS,LEASES, ETC.
]
7. LETTERS OF INTENT

8

. STATUS OF SMS PROGRAM

EVALUATE GACARESOURCE CAPABILITY

FORMAL APPLICATION MEETING

1. SCHEDULE MEETING Date: Time:

2. DISCUSS EACH SUBMISSION

3. RESOLVE DISCREPANCIES/OPEN ITEMS

4. REVIEW CERTIFICATION PROCESS

5. REVIEW IMPACT ON SCHEDULE OF EVENTS

D.

ISSUE LETTER ACCEPTING/REJECTING
APPLICATION

REMARKS:
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INSP.
INITIAL

DATE
RECEIVED

DATE
RETURNED

DATE
ACCEP.

III. DOCUMENT COMPLIANCE PHASE

A

EVALUATE FINAL COMPLIANCE

STATEMENT

B.

EVALUATE MANAGEMENT

QUALIFICATIONS (as applicable)

1. DIRECTOR OF OPERATIONS

2. INSPECTION SCHEDULER

3. CHECKPILOT

EVALUATE APPLICAEBLE
DOCUMENTS, CONTRACTS,
LEASES, AND AGREEMENTS

1. ATIRCRAFT LEASES

2. MAINTENANCE
CONTRACTS/AGREEMENTS

3. SERVICING
CONTRACT/AGREEMENT

EVALUATE POLICIES/
PROCEDURES MANUAL

AIRCRAFT FLIGHT MANUAL

MAINTENANCE TECHNICAL
MANUALS

G.

OPSPECS

H.

EMERGENCY EVALUATION PLAN

I

BRIEFING CARDS

J. MINIMUM EQUIPMENT LIST

REMARKS:
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INSP.
INITIAL

DATE
BEGUN

DATE
COMPL’D

DATE
APP.
ACC.

IV. DEMONSTRATION & INSPECTION PHASE

A

EVALUATE APPLICANT
CONDUCTING TRAINING

1. MAINTENANCE

2. SERVICING

3. INSPECTION

PILOT TESTING/
CERTIFICATION

1. FLIGHT CREW MEMEBERS

2. CABIN CREWMEMBERS

INSPECT AIRCRAFT FOR
CONFORMITY

INSPECT BASE

INSPECT MAINTENANCE
FACILITY

INSPECT RECORDKEEPING
PROCEDURES

1. AIRCRAFT MAINTENANCE
RECORDS

TRAINING RECORDS

AIRMAN RECORDS

FLIGHT CREW DUTY RECORDS

MAINTENANCE CREWDUTY RECORDS

o || 1

CABIN CREW MEMEBER RECORDS

7. INSPECTION RECORDS

G.

EVALUATE EMERGENCY
EVACUATION

H

INSPECT FLIGHT LOCATING
FACILITIES

REMARKS:
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V. CERTIFICATION PHASE

INSP.
INITIAL

DATE
COMPL’D

A. APPROVE OPERATIONS SPECIFICATIONS

B. PRESENT CERTIFICATE & OPSPECSTO
CERTIFICATE HOLDER

C. PREPARE CERTIFICATION REPORT

1. ASSEMBLE ATTACHMENTS

2. OUTLINE PROBLEMS

3. SUGGESTIONSTO IMPROVE CERTIFICATION
PROCESS

4. DISTRIBUTE REPORT

D. DEVELOP SURVEILLANCE PLAN

REMARKS:
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Figure3.4.1.3. Part 125 Sample L etter Rejecting Formal Application Package

GACA Letterhead

[Date]

[Applicant’s Name and Address]
Dear [Name of appropriate official]:

Enclosed is the formal application package you submitted for a General Authority of Civil Aviation
Regulation (GACAR) Part 125 operator certificate. It does not contain several of the fundamental
elements needed to continue the certification process. We have noted the following problems:
[Indicate discrepancies in detail.]

1
2.
3. (etc)

If we do not receive a corrected formal application package within 60 days, you will be notified that
this certification project is terminated.

Sincerely,

(CPM signature)
Certification Project Manager
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Figure3.4.1.4. Part 125 Sample L etter Rejecting Operator’s Manual

GACA Letterhead

[Date]

[Applicant’s Name and Address]
Dear [name of authorized official]:

The certification team assigned to your application for a General Authority of Civil Aviation
Regulation (GACAR) Part 125 operator certificate has reviewed the proposed operator’ s manual,
required by GACAR 8 125.77. The manual is unacceptable and is being returned for the following
reasons:

2.
3. (etc.)

A review of the manual’ s required contents, found in GACAR § 125.79 should provide sufficient
guidance for you in correcting the above discrepancies. | ssuance of your certificate will be withheld
until a corrected manual has been submitted in an acceptable form. Please call this office with any
guestions you may have.

Sincerely,

(CPM signature)
Certification Team Leader
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Figure 3.4.1.5. Part 125 Sample Formal Application L etter

June 1, 2013

Manager, Flight Operations Division
GACA SS&AT

(Address)
Dear Sir:

Avalon Aviation, Inc. hereby makes application for a certificate to conduct operations in accordance
with the provisions of General Authority of Civil Aviation Regulation (GACAR) Part 125.

Avalon Aviation, Inc. intends to conduct flight operations in the Kingdom of Saudi Arabia (KSA)
and internationally.

The attached pages outline how Avalon Aviation, Inc. intents to comply with appropriate sections of
GACAR Parts 5 and 125. We intend to commence flight operations on December 1, 2013.

Mr. has been appointed as Director of Flight Operations. All correspondence
relative to this application and future activities of Avalon Aviation, Inc. should be addressed to his
attention.

Sincerely,
(Signature)
President
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Figure 3.4.1.6. Part 125 Sample L etter Acknowledging Receipt/Acceptance of Formal Application

GACA Letterhead

[Date]

[Applicant’s Name and Address]
Dear [Name of appropriate official]:

Thisisto acknowledge receipt on January 15, 2012, of your application for a General Authority of
Civil Aviation Regulation (GACAR) Part 125 operator certificate and the associated schedule of
events. After cursory examination we have determined that your application package is of satisfactory
guality for usto continue with the certification process. Acceptance of the application package does
not constitute a determination of acceptability of individual documents. This will be determined
during an in-depth examination for compliance, which is currently being conducted. Unless we
discover problems with compliance, the certification team will be ready to conduct inspectionsin
accordance with your schedule of events.

Sincerely,

(CPM signature)
Certification Project Manager
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Figure 3.4.1.7. Part 125 Sample L etter Denying Certification
GACA Letterhead

[Date]

[Applicant’s Name and Address]

Dear [Name of appropriate official]:

Enclosed are the various documents submitted during the attempt to certificate you as a General
Authority of Civil Aviation Regulation (GACAR) Part 125 operator. Your application for this
certificate is denied for the following reasons: [Provide detailed reasons and supportive material.]

1.
2.
3. (etc.)

If, after the noted problems have been corrected, you wish to attempt certification again, the process
will be initiated from the beginning as a new certification project.

Sincerely,

(signature)
Manager, Flight Operations Division
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VOLUME 3. AIR OPERATOR & AIR AGENCY — CERTIFICATION
CHAPTER 5. THE CERTIFICATION PROCESS FOR PART 133
Section 1. Specific Part 133 Certification Guidance
3.5.1.1. GENERAL AUTHORITY OF CIVIL AVIATION (GACA) ACTIVITY REPORT (GAR).
A. 1202 (OP)
B. 3202 (AW)
3.5.1.3. GENERAL.

A. Direction and Guidance. This chapter provides direction and guidance on the certification
process of General Authority of Civil Aviation Regulation (GACAR) Part 133 aerial work
operators.

B. Certification Process. In addition to the guidance found in this Chapter, the prospective
operator and the General Authority of Civil Aviation (GACA) should follow the certification
process found in Volume 3, Chapter 1, The Generic Certification Process for Air Operators and
Air Agencies.

3.5.1.5. INITIAL INQUIRIES OR REQUESTS.

A. Initial Inquiries. Initial inquiries about certification or requests for application may comein
various formats from individuals or organizations. These inquiries should be in the form of
meetings with GACA personnel, which may include: Assistant President (AP), Safety, Security
& Air Transport Sector, General Manager, Aviation Safety Standards (GMAS); General Manager,
Economic Evaluation (GMEE); Manager of Flight Operations (FO); and Manager of
Airworthiness (AW).

B. Preliminary Discussion. At the initial inquiry meeting, the aviation safety inspector
(Inspector) should briefly explain all of the requirements within the GACAR that the applicant
must meet in the certification process. The applicant should complete the Pre-Application
Statement of Intent (PASI). In addition, the applicant should provide their contact information
to the GACA and receive from GACA, the contact information of the GMEE, FO and AW. The
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Inspector should ask the applicant to schedule an appointment for a pre-application meeting,
allowing enough time for the applicant to thoroughly review and understand GACA
requirements.

NOTE: The applicant should provide the completed PASI to the GMAS, FO and AW, prior
to the pre-application meeting. Upon receipt, these documents will be forwarded to the
applicable Departments/Divisions for review.

3.5.1.7. CERTIFICATION TEAM. The Manager, Flight Operations Division (in coordination with
the GMAS) will use the guidance found in Volume 3, Chapter 1, Section 1, paragraph 3.1.1.7 for the
assignment, qualifications, duties and responsibilities of Inspectors on the certification team. The
Inspector assigned as the Certification Project Manager (CPM) has the responsibility to complete
the Aerial Work Operator Certification Job Aid (133) (Figure 3.5.1.1). The CPM should send a
notice to the applicant informing them of the certification team assignment (Figure 3.5.1.2, CPM
Designation)

NOTE: A modified version of the Certification Team may be utilized for smaller aerial work
operations. The Manager, Flight Operations Division will determine the size and scope of
the certification process.

3.5.1.9. INITIAL CERTIFICATION TEAM BRIFING. A briefing of the certification team will be
held prior to the pre-application meeting with the applicant. At this briefing, the team will review
the applicants PASI. In addition the following administrative activities will be conducted:

* Create a certification file
» Maintain hard copies of all official correspondence to/from applicant
* Inform other team members

3.5.1.11. PRE-APPLICATION MEETING.

A. General. In preparation for the meeting, the assigned CPM should remind the applicant that
the applicant’ s key management personnel should attend the pre-application meeting and
should be prepared to discuss, in general terms, specific aspects of the applicant's proposed
operation. The CPM should discuss the certification process in depth. Emphasis should be
placed on the expectations of the GACA, what the applicant should expect from the GACA, and
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the sequence of events. The applicant should be encouraged to ask questions during the
discussion. The CPM should have all attendees sign the Attendance Roster (Figure 3.5.1.3,
Attendance Roster).

B. Verifying Information on the PASI. Thefirst item for discussion should be verification of
the information on the PASI, such as the type of operation, types of aircraft, geographic areas of
operation, and location of facilities. When changes to this information occur, the applicant must
annotate the changes on the PASI. If the changes significantly affect the anticipated scope
and/or type of operation, arevised PASI shall be forwarded to the GACA.

C. Briefing of the Applicant. At the pre-application meeting, the applicant and any key
personnel attending the meeting should be briefed in as much detail as necessary to ensure that
they understand the certification process using the Aerial Work Operator Certification Job Aid
(Part 133) (Figure 3.5.1.1) as a guide to facilitate the discussion and to ensure that all elements
of the certification process are covered. The applicant should be encouraged to ask questions
about any area of the process not clearly understood. The CPM should provide the
Pre-Application Checklist (PAC) (Figure 3.5.1.4, Pre-Application Checklist) to the applicant.

D. Management Qualifications. Management qualifications must be reviewed by the
certification team to determine that there is aresume for each required management position and
that these resumes contain the basic information necessary to determine regulatory compliance.
The depth of review should be only to determine that there are no obvious omissions or
significant discrepancies. A detailed review of the management qualifications and effectiveness
will be accomplished during the document compliance and the demonstration and inspection
phases.

E. Informing the Applicant of Pertinent Regulations. It is essential that the applicant
understand which regulations are applicable to the proposed operation. The applicant should
be advised to acquire and become familiar with the GACARSs and other guidance pertinent to the
proposed operation. The applicant and the applicant's personnel must be made aware of their
responsibilities during the certification process. It isto their benefit to submit required items as
soon as they become available.

F. Economic Authority for Foreign Registered Aircraft. As stated in GACAR 8§ 133.13(c),

“No person may conduct aerial work operations under this part with foreign registered aircraft
without holding appropriate economic authority from the General Authority of Civil Aviation
(GACA)". The applicant should be advised that it is the applicant's responsibility to apply for
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and obtain the appropriate GACA economic authority and that the GACA will not issue the
operations specifications (OpSpecs) until economic authority is obtained.

1) It isthe responsibility of the applicant to submit the original application for economic
authority to the Air Transport Department.

2) Prior to the Formal Application meeting the CPM should contact the Air Transport
Department to check on the progress of the economic authority request.

3.5.1.13. INSTRUCTIONSTO THE APPLICANT ON THE FORMAL APPLICATION.

A. Requesting the Formal Application. The applicant shall be informed that the formal
application must be submitted to the GACA at least 90 calendar days prior to the proposed
formal application meeting to allow the GACA to prepare resources. Shorter time frames may be
permitted with the agreement of GACA management. After initial review, GACA will notify the
applicant of its acceptance or rejection by letter within 5 working days. The applicant should be
encouraged to submit the formal application as far in advance as possible of the intended

starting date. The following documents must be submitted when requesting the formal meeting:

» Formal application letter
* List of proposed operations specifications (OpSpecs)
* An up to date PASI if there have been any changes to the original PASI

NOTE: The CPM should inform the applicant that while GACA Inspectors will furnish
informal guidance and advice during the preparation of required documents and manuals,
the production of acceptable documents and manuals is solely the responsibility of the

applicant.

B. Formal Application Letter. The formal application letter serves as the vehicle to transmit the
package of documents required to be certificated. The CPM shall inform the applicant that the
formal application must be a letter containing a statement that the letter serves as a formal
application for an aerial work operator certificate. The letter must contain the full and official
name of the applicant. This letter must be signed by the owner when applying as an individual
or sole proprietorship, all partners when applying as a partnership, or an authorized officer(s)
when applying as an organization such as a company or a corporation. The letter shall contain

Page 145
EBOOK VOLUME 3 UNCONTROLLED DOCUMENT WHEN DOWNLOADED VERSION 7.0
Consult the GACA website for current version



BGACA

wuaall glydall d olell 4 jigll

General Authority of Civil Aviation

EBOOK VOLUME 3. AIR OPERATOR & AIR AGENCY - CERTIFICATION

the physical location address of the applicant's intended primary operating location. The
applicant's mailing address shall be included in the formal application letter if different than its
letterhead. This letter shall also include the full name and address of the applicant's agent for
service (if applicable). Additionally, the letter will confirm the identity of key management
personnel such as the operations manager and chief pilot.

3.5.1.15. FORMAL APPLICATION ATTACHMENTS. In addition to the documents listed in
paragraph 3.5.1.13 above, the formal application letter must be accompanied with the attachments
listed in the Pre-Application Checklist (Figure 3.5.1.4). The applicant must understand that this
letter and these attachments will be the minimum information acceptable for meeting the requirements
of the GACARs. Below is the guidance to be used when evaluating several of the key certification
documents.

A. Schedule of Events. The applicant needs to understand that the schedule of eventsis a key
document to be presented with the formal application. The schedule of eventsisalist of items,
activities, programs, aircraft and/or facility acquisitions that the applicant must accomplish or
make ready for GACA inspection before certification. The schedule of events will include the
applicant's best estimate of the date the item, activity, program, aircraft, or facility acquisitions
will be accomplished or ready for inspection. The applicant shall be informed that the schedule
of events must be constructed in alogical and sequential manner. The schedule of events must
also provide for a reasonable amount of time for the GACA to review and accept or approve each
item or event, before scheduling other items or events that are dependent on such acceptance or
approval. The applicant should be informed that failure to accomplish an item or eventin a
satisfactory or timely manner in accordance with the schedule of events could result in adelay in
certification. The applicant should be advised that if deficiencies are detected during the review
of manuals and other documents, they will be returned for amendment or correction. (See Figure
3.5.1.5, Schedule of Events)

B. Company Operations Manual (OM). This attachment to the formal application may be in the
form of one or more manuals or volumes. The operations manual(s) must contain the items
specified in GACAR 8§ 133.63, Manual Contents.

NOTE: The applicant’s manuals, as required by GACAR § 133.61, must be completely
developed at the time of formal application to satisfy the requirements of Phase 4 -

Demonstration and Inspection.

C. Standard Operating Procedures (SOP). The applicant must carry out arisk assessment and
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must develop appropriate SOPs. Per GACAR 8 133.63, the SOP must be included in the
operations manual. The risk assessment and SOP should address at |east the following:

 Scope and complexity of the activity
* Aircraft and equipment

» Crew composition and training

* Aircraft performance

* Normal and emergency procedures

» Ground equipment

» Record keeping

D. Company Training Curriculums. The company training curriculum must be attached to the
formal application. The company training curriculum must include at least the following
curriculum segments for each applicable crewmember or position:

» Ground and flight training program (as applicable), to include:
o Company indoctrination training
0 Specific aerial work training
* Initial and annual training (as applicable), to include:
o Aircraft type training
o Aircraft servicing and ground handling training
o Emergency procedures training

o Training for personnel who are assigned to perform duties on board an aircraft or who
are carried externally by an aircraft
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o Transportation of Dangerous Goods (TDG)

E. Management Qualification Resumes. This attachment shall include resumes that meet the
requirements of GACAR 88 133.41 and 133.43; and contain information on the qualifications,
certificates, ratings, and experience of personnel selected for the following positions:

* Chief Pilot
* Operations Manager

NOTE: Per GACAR 8§ 133.43(e), the President may authorize the designation of a single
person as both chief pilot and operations manager if the President finds that, because of the
limited size of the operation, the functions of the chief pilot and the operations manager can
be performed by one person.

F. Documents of Purchase, Contracts, and L eases. This attachment should provide evidence
that the applicant has acquired aircraft, facilities, and services to conduct the type of operation
proposed. This evidence may be in the form of proof of formal purchases, leases, or contractual
arrangements. These documents should provide evidence that the applicant is, in good faith,
committed to making arrangement for aircraft, supporting facilities, and services as necessary for
the proposed operation. Examples of the types of equipment, facilities, and services that should
be addressed in these documents, contracts, or |eases include the following (as applicable):

* Aircraft
» Station facilities and services
» Communications facilities and service
» Maintenance facilities and service
e Training facilities
G. Compliance Statement.

1) Preparation of the compliance statement benefits the applicant by systematically

ensuring that all applicable regulatory aspects are appropriately addressed during the
certification process. The compliance statement shall be in the form of a complete listing of
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all appropriate GACAR parts pertinent to the operation the applicant is proposing. This
list should reference any applicable subpart and each relevant section of the subpart. Next
to each subparagraph, the applicant must provide a specific reference to a manual or other
document, and may provide a brief narrative description that describes how the applicant
will comply with each regulation. This statement also serves as a master index to the
applicant's manual system to expedite the GACA's review and approval of the operation
and manual system. The compliance statement is an important source document during the
certification process. After the certification process is completed, the compliance statement
should be kept current as changes are incorporated in the applicant's system.

2) Where the compliance information has been developed (for example, the manual material
submitted with the formal application), a manual reference or description of the method of
compliance must be entered next to the applicable regulatory section.

3) Thelist of the specific regulations and subparts, including all subparagraphs, may be
presented in the manner of one of the examples described in Figure 3.5.1.6, Compliance
Statement.

H. Congested Area Plan. An aerial work operator may operate an aircraft over a congested
area outside of the requirements of GACAR Part 91, provided the operator complies with
GACAR 88 133.55, 133.57 and 133.59. See Volume 4, Chapter 6, Section 3, Evaluate a Part
133 Congested Area Plan (CAP) for further information.

3.5.1.17. CONCLUSION OF THE PRE-APPLICATION MEETING. The CPM must ensure that
the applicant understands that the formal application, with the previously described attachments,
must be complete and acceptable or the entire formal application will be rejected. In addition the
Certification Team should conduct an initial review of the applicant’s submission and verify that
content is sufficient to conduct a formal application meeting using the Initial Review Instructions
found in Figure 3.5.1.7, Initial Review Instructions.

A. Applicant is Adequately Prepared. At the close of the pre-application meeting, the
Certification Team should determine whether the applicant is prepared to proceed with the
certification process. If it appears that the applicant understands the requirements of a formal
application and will proceed to that phase, the CPM should encourage the applicant to
informally coordinate required documents as they are developed with the certification team
before submission of the formal application.
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B. Applicant isNot Prepared. If it is evident that the applicant is not adequately prepared to
proceed with the certification process, the CPM should advise the applicant of the reasons for
concern. When it is apparent that the applicant will not be able to prepare an adequate formal
application, the CPM should advise the applicant to request another pre-application meeting
after more complete preparation on the applicant's part. It is appropriate for the CPM to
recommend to the applicant one or more of the following actions:

* Retain the services of a professional aviation consultant
» A more thorough review of the applicable regulations

* Cease efforts to become GACA certificated

» Changes in proposed key management personnel

3.5.1.19. TERMINATION OF THE PRE-APPLICATION PROCESS. . If a any time during the
pre-application phase the applicant formally terminates all efforts toward certification, or the GACA
determines that the applicant will not proceed with the certification process, the PASI will be
returned to the applicant. The GACA will notify the applicant in writing that this action terminates
the pre-application process and that the applicant must submit a new PASI in order to initiate the
certification process again. Senior GACA management must be notified of any certification project
that is terminated.

3.5.1.21. RECEIPT OF FORMAL APPLICATION. When the formal application is received, the
applicant should be informed that the General Authority of Civil Aviation (GACA) will need 10
working days to review the submission unless a shorter time is agreed to by GACA management.

3.5.1.23. INITIAL REVIEW OF THE FORMAL APPLICATION. Upon receipt of aformal
application, the certification team must initially review it and make a determination of its
acceptability. The certification project manager (CPM) will notify the applicant of the results
informally, followed by prompt written notification of acceptance or rejection of the formal
application. The CPM shall document both of these contacts with the applicant in the GACA
Activity Report (GAR). Theinitial review serves the following two purposes:

A. It verifies that at |east those items required for formal application have been submitted. The
required items are as follows:
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1) The application must contain the formal letter requesting certification (to include
attachments), which includes the information described in paragraph 3.5.1.15 above. These
requirements are listed in the Figure 3.5.1.1, Aerial Work Operator Certification Job Aid

(Part 133).

NOTE: If any of the items required for the formal application are missing or are incomplete,
the entire formal application must be rejected. It should be returned to the applicant with a
letter stating the reasons for its rejection following completion of the initial review (see
Figure 3.5.1.8, Rejection of Formal Application (Example). The decision should be
coordinated with the Manager of Flight Operations (FO), Manager of Airworthiness (AW)
and the General Manager, Aviation Safety Standards (GMAYS). If termination is
recommended, the Assistant President, Safety, Security & Air Transport must be informed.

B. Theinitial review also permits a determination of whether the submitted material represents a
feasible proposal and is of sufficient quality to allow for a productive formal application meeting
and to proceed with the certification process. The following paragraphs are provided as
direction and guidance for thisinitial review.

3.5.1.25. SCHEDULE OF EVENTSATTACHMENT. The schedule of eventsisalist of each major
item, activity, program, aircraft and/or facility acquisition. It also sets milestones for accomplishment
or submission of the listed items. The schedule of events, when accepted, becomes the basis for
agreement between the applicant and the certification team to accomplish the certification project.
The applicant’s ability to plan and carry out a realistic schedule of events will be a major factor in
determining the applicant’ s fitness to hold a certificate. Therefore, when reviewing the schedul e of
events, the certification team must carefully consider the feasibility of the proposed schedule with
respect to the following criteria:

* Logic of sequence

* Timeliness of events

» Completeness of events

* Inspector or other GACA resource availability

A. Logic of Sequence. Many activities and events listed in the schedule must occur before other
activities and events. The team should use the certification job aid as a tool to ensure that the
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applicant’s proposed schedule of eventsislogical in terms of event sequence.

B. Timeliness of Events. The schedule of events must be reasonable and realistically provide
sufficient time for the certification team to review the applicant’ s various documents, manuals,
and proposals.

C. Completeness of Events. The number and kinds of submissions made by the applicant for
evaluation and acceptance or approval varies according to the complexity of the proposed
operation. Specific manuals and other documents that are required for a particular type of
applicant are annotated in the schedule of events and the certification job aid. The CPM should
use the job aid to ensure that all required manuals and documents have been included in the
schedule of events. (See Figure 3.5.1.5, Schedule of Events)

3.5.1.27. COMPANY MANUAL ATTACHMENTS. The CPM must give the company manual
attachments a cursory review, first to determine that the type of information described in paragraphs
3.5.1.15 (B) and (C) above, have been submitted. Second, the CPM must determine that the overall
content and scope of the manual material indicates that the applicant is proceeding in an appropriate
manner and in compliance with the regulations. These completed manual submissions provide early
indications of the quality of the applicant's manual program. An in-depth review and evaluation of
the manual will be accomplished in the document compliance phase.

3.5.1.29. COMPANY TRAINING CURRICULUM ATTACHMENTS. The CPM must review the
training curriculum attachments to determine that each of the curriculum segments listed in paragraph
3.5.1.15 (D) above, have been submitted. Each curriculum must be reviewed to determine that basic
regulatory requirements are being met and that the applicant is proceeding in an appropriate manner
with the development of the applicant’ s training programs. A detailed review and initial approval of
the training curriculums will be accomplished in the document compliance phase after the applicant
has finalized all training arrangements, including instructor lesson plans. The applicant may not start
training in a curriculum until that curriculum has been initially approved.

NOTE: Each applicant must provide a dangerous goods training program that satisfies the
applicable requirements of GACAR Part 109.

3.5.1.31. MANAGEMENT QUALIFICATIONSATTACHMENTS (RESUMES). Management
gualifications must be reviewed by the certification team to determine that there is aresume for each
required management position and that these resumes contain the basic information necessary to
determine regulatory compliance (see paragraph 3.5.1.15 (E), above). The depth of review should be
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only to determine that there are no obvious omissions or significant discrepancies. A detailed review
of the management qualifications and effectiveness must be accomplished during the document
compliance and the demonstration and inspection phases.

3.5.1.33. DOCUMENTS OF PURCHASE, CONTRACTS, AND LEASE ATTACHMENTS. The
CPM must review these documents to determine that they include the types of information described
in paragraph 3.5.1.15 (F), above. It is not necessary or desirable for a separate document to exist for
every item the applicant will have to acquire. However, there should be sufficient evidence to show
that the applicant has made definitive arrangements to acquire the major items needed for certification.

3.5.1.35. COMPLIANCE STATEMENT ATTACHMENT. The CPM must review the compliance
statement within 10 working days to determine that it complies with the form and content prescribed
in paragraph 3.5.1.15 (G), above; and that the applicant has proceeded in an appropriate manner.

3.5.1.37. INITIAL DETERMINATION OF FORMAL APPLICATION ACCEPTABILITY.

A. The decision whether to accept the formal application before the formal application meeting
and to proceed with the certification process by scheduling a meeting with the applicant must
be tempered with good judgment and a reasonably flexible attitude. Results of informal meetings,
reviews, and observations of the applicant's capabilities during the pre-application phase
should supplement the decision-making process. Other factors such as working relationships
and understanding established during the pre-application phase should also be considered.
However, the decision must be based primarily on the results of the initial review of the formal
application and attachments. The decision to proceed is predicated on receipt of all required
documents in the formal application and an initial approval of the contents.

B. Normally, if an applicant has been thoroughly briefed and has acquired a good understanding
of the requirements during the pre-application phase, the formal application should be of
sufficient quality that any discrepancies, omissions, and/or "open" questions can be resolved
during the formal application meeting. For example, if the chronology of the schedule of events
needs to be adjusted for logic of sequence, timeliness, or to accommodate Inspector resource
requirements, such adjustments can normally be accomplished during the meeting. Often minor
and occasionally some significant discrepancies or omissions in manual material, training
curriculums, and/or the compliance statement can be resolved during the formal application
meeting. Questions about management qualifications and documents substantiating the
acquisition of aircraft, facilities, and services can often be answered during this meeting.
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C. If the CPM and the certification team decide to proceed with the certification process, the
CPM must contact the applicant and schedule the formal application meeting. The applicant
must be informed that attendance of key management personnel is required.

3.5.1.39. THE FORMAL APPLICATION MEETING. The purpose of this meeting is to resolve any
guestions on the part of either party and to establish a common understanding for future proceedings.
The CPM is responsible for conducting the formal application meeting. Except for unanticipated
circumstances, all members of the certification team and any other applicable GACA personnel must
be present. Normally, the CPM should open the meeting with the applicant, all of the applicant's key
management personnel, and the certification team present. To ensure meeting agenda items are
accomplished, the CPM should use the guidance in Figure 3.5.1.10, Formal Application Meeting
Plan.

NOTE: The CPM must notify the GMAS, FO and AW of the formal application meeting
date.

A. The CPM should encourage the applicant and the applicant's key management personnel to
present any questions they may have concerning the forthcoming certification process. The CPM
and certification team members should provide candid answers and discuss freely all aspects of
the certification process.

B. The detailed schedule of events should be discussed, and any needed revisions should be
negotiated prior to proceeding.

C. Before concluding the formal application meeting, the CPM must make certain that the
applicant clearly understands the following:

1) Notification of acceptance of the formal application package does not in any way
constitute acceptance or approval of the separate attachments. The attachments will be
reviewed further, and additional corrective actions will be required, following which, the
applicant will be expected to take such corrective action. Acceptance or approval of each
attachment will be indicated separately at a later date during the certification process.

2) If the applicant is unable to meet the schedule of events, the GACA will still need
equivalent amounts of time, as agreed upon during the meeting, to make the necessary
reviews and inspections. Consequently, the proposed start-up date could be delayed.
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3.5.1.41. FINAL DETERMINATION OF FORMAL APPLICATION ACCEPTABILITY.If the
formal application meeting is successful, aletter acknowledging receipt and acceptance of the formal
application must be prepared and forwarded to the applicant as soon as possible, but not later than
five (5) working days after the meeting (see Figure 3.5.1.9 Acceptance of Formal Application
(Example)).

3.5.1.43. DOCUMENT COMPLIANCE PHASE. The document compliance phase is that part of the
certification process when the applicant’s manuals and other documents are reviewed in depth to
ensure compliance with applicable regulations and conformity to safe operating practices.

A. An important responsibility of the CPM isto organize the certification team's efforts to
promptly review the applicant's manuals and other documents. Two key elements useful in
planning activities in the document compliance phase are the schedule of events and the
compliance statement. The schedule of events determines what will be examined and when. The
previously agreed upon schedule of events will determine the priority of items to be reviewed
and any additional Inspector support or other GACA resources that will be needed beyond the
composition of the basic certification team. The document compliance phase is an intensive
process and will most likely require additional resources to accomplish necessary tasksin a
timely manner.

B. The plan for review should ensure that each of the required manuals or documents submitted
by the applicant will be reviewed in accordance with procedures and criteria outlined in other
volumes of this handbook. The compliance statement directs the Inspector to the location in the
applicant's manuals where a compliance procedure is described. The Aerial Work Operator
Certification Job Aid (Part 133) (Figure 3.5.1.1) is a good reference to use when conducting a
review of an applicant’s manuals and other documents.

3.5.1.45. REVIEW OF APPLICANT’S SUBMISSIONS. During this phase, members of the
certification team evaluate and the applicant's manuals and any other required documents. Although
the manuals are accepted (not approved) by the GACA, certain portions of the manuals do require
approval. See Volume 4, Chapter 12, Manuals, Procedures and Checklists for complete details.
Review of the applicant's submissions should be accomplished by simultaneous reference to the
GACARs, the compliance statement, and the appropriate manual or document. The following are
examples of typical submissions from applicants during the document compliance phase. Thislistis
not all-inclusive, and certain items may not be applicable to a particular type of operation.

* Management personnel resumes outlining proposed management qualifications and
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compliance histories

» Company Operations Manual

» Mass and Balance procedures

* Training Program/Manual

* Minimum Equipment List (MEL)

* Configuration Deviation List (CDL)
» Cockpit checklist

» Dangerous Goods (TDG) Program/Training
* Flight locating procedures

* Operations specifications (OpSpecs)
» Compliance Statement

3.5.1.47. DOCUMENT DEFICIENCIES. If the Inspector’s review reveals deficienciesin the
applicant’ s submissions, the CPM should negotiate resolution of the deficiencies. The team should
be ready to offer suggestions on how to improve the product, but avoid “writing” the applicant’s
manual. The certification team should remember that it is the applicant’ s responsibility to develop
manuals and procedures that ensure safe operating practices and compliance with the rules.

3.5.1.49. DEMONSTRATION AND INSPECTION PHASE. In this phase, the certification team
determines that the applicant's proposed procedures and programs for training and directing
personnel in the performance of their duties are effective. The emphasis is on compliance with
regulations and safe operating practices. As previously mentioned, certain segments of the document
compliance phase often occur simultaneously with certain events in the demonstration and
inspection phase. For example, Inspectors may be observing pilot training at the applicant's facilities
(demonstration and inspection phase) while other certification team members are evaluating
operations manuals in the GACA office (document compliance phase).

A. Knowledge and Skill Test. The chief pilot must demonstrate to the GACA satisfactory
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knowledge and skill regarding the aerial work operations the certificate holder is authorized to
or intends to conduct. The test must cover the subjects prescribed in the applicable appendix in
GACAR Part 133. A detailed description of the chief pilot tests are found in Volume 4, Chapter
6, Section 5, Evaluate a Chief Pilot and/or Operations Manager for Part 133.

3.5.1.51. OBSERVATIONS AND MONITORING OF EVENTS. Through observation and other
forms of on-site evaluation during the demonstration and inspection phase, members of the
certificating team observe and monitor many types of applicant activities. The manner in which the
applicant is to be evaluated while conducting different segments of this phase is outlined in various
sections of this handbook. The following list of activities or events is representative of events that
occur in the demonstration and inspection phase. Thislist is not all-inclusive, and certain items may
not be applicable to a particular type of operator:

* Part 133 Administration (Volume 4, Chapter 6)

 Conduct of training programs (classroom, flight simulators, and aircraft training) (Volume
4, Chapter 21)

» Airmen testing and certification (airmen and crew members, as applicable) (Volume 9)

» Recordkeeping procedures (documentation of training, flight and duty times, and flight
papers) (Volume 4, Chapter 11)

* Operational Control System (flight locating capabilities)
* Aircraft (aircraft maintenance records) (Volume 4, Chapters 3 & 5)

* Minimum Equipment Lists (MEL) and Configuration Deviation Lists (CDL) (compliance
with GACA -approved operations manual/flight manual maintenance procedures, if
applicable) (Volume 5, Chapter 4)

« Station facilities (equipment, procedures, and personnel), if applicable

3.5.1.53. DEMONSTRATION AND INSPECTION DEFICIENCIES. If, at any time during the
demonstration and inspection phase, the applicant does not meet the schedule of events, or the
applicant’s conduct of various activities (such as training, emergency evacuation) or certain items
(such as MEL, recordkeeping procedures) proves to be deficient, appropriate corrective action must
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be taken. Required and recommended corrective measures for addressing specific types of deficiencies
are in the appropriate subject matter discussions in other chapters of this handbook. The certification
project manager (CPM) should schedule meetings with the applicant, as necessary, to review all
deficienciesin detail. If appropriate, the CPM shall negotiate a new, modified schedule of events and
re enter the demonstration and inspection phase or the document compliance phase, as appropriate.

3.5.1.55. CERTIFICATION. The applicant shall not be certificated under any circumstance until
the certification project manager (CPM) has determined that the applicant is compliant with all
applicable regulatory requirements and fully capable of fulfilling its ongoing responsibilities of
complying with the GACARs in an appropriate manner. The certificate and operations specifications
(OpSpecs) are issued to the applicant after all unsatisfactory items have been corrected. This action
completes the certification process.

A. Obtaining Certificate Numbers and Designators. The CPM is responsible for ensuring that
certificate numbers and designators (as applicable) are issued (see Volume 3, Chapter 1, Section
2, GACA Certificate Numbers and Designators

3.5.1.57. PREPARATION OF THE GENERAL AUTHORITY OF CIVIL AVIATION (GACA)
AERIAL WORK OPERATOR CERTIFICATE (AWOC). An Aerial Work Operator Certificate
will be issued when all phases of the certification have been completed satisfactorily.

A. The Effective Dates. The Air Operator Certificate will be issued with two (2) dates. The first
being the date of issuance, and the second being the expiration date. The expiration date shall be
24 months from the date the certificate was issued unless an earlier date is specified by the
President. If a certificate is to be changed due to an address change, the date of original issuance
shall be retained on the changed certificate. A change of name for the aerial operator or a change
in the certification statement of authority has the effect of a new certification; therefore, a new
certificate and certificate number shall be issued. For this situation, the issuance date of the new
certificate will be entered in the space provided.

3.5.1.59. ISSUANCE OF OPERATIONS SPECIFICATIONS AND CERTIFICATE.

A. When it is determined that the applicant has met all regulatory requirements, the Aerial Work
Operator Certificate and operations specifications (OpSpecs) will be presented to the applicant.
The operations specifications will be prepared in accordance with the procedures found in
Volume 15 of this handbook.
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B. Before issuance, the operations specifications will be signed by the applicant and the
responsible GACA personnel (usually the Manager, Flight Operations, the Manager,

Airworthiness or the GMAS). The original certificate and operations specifications will then be
given to the new certificate holder.

NOTE: If using foreign registered aircraft, an applicant for an aerial work operator certificate
will not be issued operations specifications or a certificate until the applicant has presented a
copy of its GACA economic authority to the CPM.

3.5.1.61. CERTIFICATION REPORT. When the new operator is certificated, the CPM is
responsible for assembling a certification report. This report must be signed by the CPM and will
include the name and title of each team member who assisted in the certification project. The report
will be maintained in the permanent file relating to the new operator during the business life of the
operator. The report shall consist of:

A. Pre-Application Statement of Intent (PASI)
B. Formal letter of application

C. Copy of the aerial work operator certificate
D. Final compliance statement

E. A copy of the OpSpecs issued

F. A summary of major difficulties experienced during the certification process and/or any

recommendations that may enhance the process must be noted by phase and specialty. This
summary will be entered into the GACA Activity Report (GAR) in chronological order and will
be maintained in the GACA Office records.

3.5.1.63. Certification Close Out. To finalize the certification process, the Manager , Flight
Operations Division must:

» Send Fees & Charges report to the General Manager, Aviation Safety Standards
» Assign a Principal Operations Inspector (POI) to the new certificate holder

» Send a copy of the certification report to the General Manager, Aviation Safety Standards
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and the Manager of Airworthiness

» The POI should develop a surveillance plan and forward it to the Manager of Flight

Operations (see Volume 12, Chapter 1, General Surveillance Policies and Procedures for
guidance)
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Figure3.5.1.1. Aerial Work Operator Certification Job Aid (Part 133)

AFERIAL WORK OPERATOR CERTIFICATION JOB AID (133)
Aerial Work Operator Name: Location address:
Mailing address (if different from location): File Location:
} —
= Q & =
Z | B 2S_ | 2
I. PRE-APPLICATION PHASE: o E g E ; E E E
A. INITIAL ORIENTATION: E =t o = = =
- s | 28 | B3 | &
Inspector Name: st g % =
1. BRIEF PRESENTATION.
2. PRE-APPLICATION STATEMENT OF INTENT (PASI)
FORM COMPLETED AND PROVIDED TO GACA.
B. DESIGNATED CERTIFICATION TEAM:
fat least one operations, one airworthiness, and, if applicable, one
avionics trained mspector)
Name Specialty
C. CONDUCT PRE-APPLICATION MEETING:
1. VERIFY PASI INFORMATION.
2 OVERVIEW OF CERTIFICATION PROCESS.
3. PROVIDE CERTIFICATION PACEKAGE:
a. Aerial Work Operator Certification Job Add (133)
b. Schedule of Events
c. Operations Specifications data sheet
d. Other Applicable Publications and Documents.
4 | EXPLAIN FORMAL APPLICATION SUBMISSIONS.
REMAREKS:
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:
3
e
)
:
3
#
A
o
;
5
7
S
;

II. FORMAL APPLICATION PHASE

A,

REVIEW APPLICANT'S SUBMISSION

1.

FORMAL APPLICATION LETTER

TVLLINI "dSNI

dHHSITdNODOV

JAHATHDT ALV

STONVID MOd

AHNANLTH

q.1.va

HONHHHAHH

. Full and official name (legal)

. Mailing address

Primary operating location

. Name and address of applicants agent for service

LN =M a =gl

. Kev Management Personnel Names

FORMAL APPLICATION ATTACHMENTS

a. Schedule of events

b. Inital Compliance Statement

¢. Company manuals (Operations and Maintenance)

d. Initial Pilot Training curriculums-
* Basic Indoctrination
*  Emergency Training Ground &
Flight Training

e. Management qualification resumes

f. Doc's of purchase/contractleaseletters of intent

g. Congested Area Plan (if applicable)

B.

Evaluate GACA-5 & ER resource capability based on schedule of
events.

REMARKS

0

FOBRMAL APPLICATION MEETING

Schedule Meeting

Date: Time:

Discuss each submission

Resolve discrepancies/Open items

review Certification Process

L O O N PR Y

Beview impactif Schedule of Events not met

D.

ISSTELETTER ACCEPTING/REJECTING APPLICATION

REMARKS
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AERTAL WORK OPERATOR CERTIFICATION JOB AID (Part 133)

OI. DOCTUMENT COMPLIANCE PHASE

A, EVALUATE APPLICABLE TRAINING PROGRAMS

1. TRAINING CURRICULUMS

IQHATIDHE ALYA

TVILINI "dSNI
THHSI'TdNODOV

SHONVHD H04
JANMNLAY ALVAd

HONHHHAAHH

a. Basic Indoctrination

b. Emergency Training

c. Ground Training

d. Flight Training

e. Transportation of Dangerous Goods (TDG)

f. Maintenance Personnel (if applicable)

g. Alrcraft servicng and ground handling raining

REMARKS:

B. EVALUATE MANAGEMENT QUALIFICATIONS

1. CHIEF PILOT

2. OPERATIONS MANAGER

EEMARKS:
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AFRTAT. WORK OPERATOR CERTIFICATION JOB AID (Part 133)

III. DOCUMENT COMPLIANCE PHASE
(CONTINUED)

ALy
HAHH

INVHD HOM
[ONHH

i
=

.

Ju

TVLLINI "dSNI

TOHATTD Y

|

JHHSI'TJWO DOV

JANHNLHY 41V

8

C. EVALUATE APPLICABLE MANTALS
1. OPERATIONS MANUAL

4. AIRCRAFT CHECELISTS:
a. Normal
b. Abnormal
c. Emergency
. STATION OPERATIONS
. COMPANY EMERGENCY MANUAL
. MINIMUM EQUIPMENT LIST (MEL)
. CONFIGUERATION DEVIATION LIST (CDL)
- MASS AND BALANCE CONTROL PROGEAM
10. DANGEROUS GOODS (TDG)
11. CONGESTED AREA PLAN (CAP) (if applicable)
12. FATIGUE RISK MANAGEMENT SYSTEM
(FEMS)optional GACAR § 133.131)

SO G | = | S |

REMARKS:
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AERIAL WORK OPERATOR CERTIFICATION JOB AID (133)
P = —
b - _
Z el o= =
= = == - =
II1I. DOCUMENT COMPLIANCE PHASE = == 25 | B
(CONTINUED) o 5a oE= | =®
— - = - =
= == “ 8 &
) og p
D. OTHEREVALUATIONS:
1. AIRCRAFT LEASES
2 MAINTENANCE CONTRACTS/ AGREEMENTS
3. SERVICING CONTRACTS/AGREEMENTS
4 FINAL COMPLAIANCE STATEMENT
5. INITIATE OPSPECS DATA SHIEET
REMARKS
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AFRTAL WORK OPERATOR CERTIFICATION JOB AID (133)

IV. DEMONSTRATION & INSPECTION PHASE

TVILLINI "dSNI

AHHSI'TJWNODOV

JATATHDT ALVd

JNVHD HOA

i
ke

SH

aLvd

JHNMNLAH

HHHAHH

[ON

,
i

A, EVAILTUATE APPLICANT CONDUCTING
TRAINING

1. FLIGHT CREW MEMBER TRAINING
EVALUATION (as applicable):

a. Basic Indoctrination

b. Emergency Training

c. Ground Training

d. Flight Training

2. DANGEROUS GOCODS (TDG)

B. AIRMEN TESTING/CERTIFICATION

1. Chief Pilot/Pilots

C. ATRCEAFT INSPECTION

1. Aircraft Conformity Inspection

2. Ajrcraft Records

3. Aircraft Equipment (as applicable)

4_Mass & Balance Limits

D. MAIN OPERATIONS BASE and/or SITE
INSPECTION

REMARKS:
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AERIAT. WORK OPEEATOR CERTIFICATION JOB AID (133)

V]

IN¥NLHH

LV
L¥d

V. CERTIFICATION PHASE

ITINYHD
T

JTAATAD Y
8
HOd d

TVLLINI "dSNI

QHHSTTANOD!
HONHHHAHH

A.APPROVE OPERATIONS SPECIFICATIONS

B.PRESENT CERTIFICATE & OPSPECS TO
CERTIFICATE HOLDER

REMARKS:

C.PREPARE CERTIFICATION REPORT

1. ASSEMBLE REPORT:
a. Pre-Application Statement of Intent (PASI)
b_Certification Job Aid
c. Formal Application Letter
d. Schedule of Events
e. Final Compliance Statement
f. Copv of Operations Specifications (OpSpecs)
g. Copy of AWOC
h. Summary of Difficulties
1. Suggestions to Improve Certification Process

2_DISTRIBUTE REPORT

REMARKS:

D. DEVELOP POST CERTIFICATION
SURVEILLANCE PLANS

REMARKS:
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Figure3.5.1.2. CPM Designation
CPM Designation-Notification to the Applicant

Dear

Please be advised that has been designated as the Certification Project
Manager (CPM) for the process of your Aerial Work Operator Certification project.

will be GACA's point of contact for all aspects of the certification

project.
All coordination and correspondence should be addressed to him. He may be reached at:

Telephone:
Fax:
Email:

The CPM will contact you to schedule an initial briefing presentation at the SS& AT Office, please
ensure that your key management will attend the meeting.

We recommend that you prepare a presentation to GACA that addresses:
* Type of intended operation
* Intended Make/Model/Series and number of aircraft
* Proposed start of operations
* Principal base of operations

We also recommend that you coordinate with the CPM on any special issues you may wish to
discuss at the meeting.
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Figure 3.5.1.3. Attendance Roster

Type of Meeting
Organization:
Organizational Address:

Location:

ATTENDANCE ROSTER

Name

Title or Position

Phone Number

E-mail Address
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Figure 3.5.1.4. Pre-Application Checklist

Documentation Required at Formal Application

Document/Manual Verified by: Date
Formal Application Letter
Pre-Application Statement of Intent (PASI)
Corporate Documents
List of Proposed OpSpecs Paragraphs
Schedule of Events (SOE)
Compliance Statement
Company Manuals
Training Programs
Facility Lease Agreements or Proof of
Ownership (if applicable)
Aircraft Lease or Proof of Ownership
Congested Area Plan (if applicable)
Current Aircraft Equipment List
Aircraft Information Form
Status of Economic Authority Request
(foreign registered aircraft)
Dangerous Goods Training Program

Required Management Personnel, Qualification Summary and Quality Audit Forms

Management Position Verified by: Name, Date
Title/Signature
Chief Pilot
Operations Manager

Instructions

1. A member of the company’ s management team must verify by name, title, signature, and date of
verification that each element contained in the Pre-application Checklist (PAC) has been
accomplished and/or submitted for formal application.

2. A member of the company’s management team must verify that each person filling arequired
management position completes the Qualification Summary Form.

3. Indicate in the formal application letter whether the Pre-application Statement of Intent and
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Schedule of Events are original or updated.

4. Include as part of the formal application letter each |ease agreement, letter of intent, or proof of
ownership of an aircraft to be entered into the operations specifications.

5. Include in the formal application package all contractual agreements for outsourcing
(maintenance, training, operations, etc.).

6. Include all manuals and programs required by GACA Part 133 as part of the formal
application package. Identify each manual and program submitted by using the same naming or
numbering convention used to develop the manual and program.
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Figure 3.5.1.5. Schedule of Events

kkkkkk*k

Name of Applicant:

Date:

Events

Date Proposed

Date Accomplished

Phase 1 —Pre-Application

PASI

Phase 2—Formal Application

Submit Application Package

Formal Application Meeting

Phase 3 — Document Compliance

All company manuals approved/accepted |

Pilot Training:

s Begin CompanyIndoctrination

* Begin Emergency Training

¢ Begin Aircraft Ground/Flight Training

Phase 4—Demonstration & Inspection

Knowledge & Skills Tests

Base/Site Inspection

Aireraft & Equipment Inspection
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Figure 3.5.1.6. Compliance Statement
COMPLIANCE STATEMENT
Introduction

Preparation of the Compliance Statement benefits the applicant by systematically ensuring that all
applicable specific regulatory requirements (SRR’s) are appropriately addressed during the
certification process. The Compliance Statement also serves as a master index to the applicant's
manual system. The Compliance Statement is an important source document and serves as the
applicant’s “roadmap of compliance” during the initial certification process as well as after the
certificate is granted. It isa“living document” that may be modified during Phase-4 of the
certification process. Once the certification process is completed, the applicant should continue to
keep the Compliance Statement current as changes are incorporated into their manual system. A
properly constructed Compliance Statement will expedite the GACA's review and approval of the
applicant’ s operation and manual system.

The Compliance Statement shall be in the form of a complete listing of all sections of GACA Parts
133 pertinent to the operation the applicant is proposing.

Thislist should reference each applicable subpart, such as “ Subpart D-Manual Requirements’, each
applicable regulation, such as “GACAR § 135.63-Manual Contents” and list each relevant SRR
contained within each regulation, such as “GACAR § 135.63(a) and GACAR § 135.63(b), etc.”
Next to each SRR, the applicant must provide all references developed in any pertinent manual (or
other document, such as a passenger safety information card) within its manual system that contains
the method, or methods, of compliance. The location of each reference should be as specific as
possible and should contain the name of the manual, chapter, section and paragraph number(s). Using
manual page numbers in the Compliance Statement may produce inaccurate reference locations due to
repagination problems.

There may be multiple reference locations for one SRR found within one manual, or there may be
multiple reference locations found in several different volumes. It is not acceptable to enter references
such as “ABC Aerial Work Operations will comply with this requirement”, “ABC Aerial Work
Operations understands this regulation and will comply” or “Noted.” SRR’ s that do not apply to
the applicant’s proposed operation may be referenced with “Not applicable.”

Examples:
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It is recommended that the COMPLIANCE STATEMENT be prepared similar to the examples that
follow.
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Example 1: Compliance Statement Table Format

Regulation

Title

Manual Reference

§133.63(a)

Standard Operating Procedures

OM., page 37-5, paragraph 35

§133.63(b)

Required ManagementPersonnel

OM., page 37-6, paragraph 37

Example 2: Sample references for GACAR 8§ 135.343(a) SRR compliance:

§ 133.141 Standard Operating Procedures

1. OM, Chapter 2, Section 2.01(D)

Training Manual, Chapter 4, Sections 4.20(A) and 4.21(B1)

a. OM, Chapter 2, Section 2.11(E)

Training Manual, Chapter 4, Sections 4.20(B) and 4.21(F)

b. OM, Chapter 2, Section 2.09(F); Chapter 3, Section3.10 (C2a)

Training Manual, Chapter 4, Section 4.21(H)

c. Training Manual, Chapter 4, Section 4.21(J)

EBOOK VOLUME 3
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Figure3.5.1.7. Initial Review I nstructions
INITIAL REVIEW INSTRUCTIONS

Purpose: The purpose of theinitial review isto determine the quality of applicant’s application
package.

Procedure:
1. CPM will:
a Verify that all PAC documents have been submitted.
b. Verify that all manuals required to conduct the certification are available to the CPT.
c. Verify the compliance statement includes applicable GACAR Part 133 rules.
Evaluation Criteria:

a. One hundred percent of the documents required by the Pre-Application Checklist (PAC)
must have been submitted

b. The compliance statement must accurately list at least 90 percent of the GACAR Part 133
rules that apply to the applicant

c. The CPM should collect the results and store them in the applicant’s certification file
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Figure 3.5.1.8. Rejection of Formal Application (Example)

[GACA Letterhead]
[Date]

President, ABC Aerial Operations
601 West Circle Drive
Jeddah, Saudi Arabia

Dear Sir:

This office has reviewed your formal application for an Aerial Work Operator Certificate, dated :
We find it necessary to return your application because of deficienciesin the following areas.

1. Resumeof Mr. [xx], Chief Pilot is not included with your application.

2. The compliance statement isincomplete. For example: your failure to address entire regulatory
sections in Subpart M, such as General Authority of Civil Aviation Regulation (GACAR) §
133.141. Methods of compliance with these regulatory sections are described in your company's
manual attachment and should be appropriately referenced in the compliance statement. As
previously discussed, all applicable regulatory sections must be addressed in the compliance
statement.

We are returning your letter of application with all attachments. It will be necessary to submit a new
formal application when you have corrected all discrepancies noted above and any other omissions
that exist.

Please contact us if we can be of any further assistance in clarifying the minimum requirements for
your formal application.

Sincerely,
Signature

Certification Project Manager
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Figure 3.5.1.9. Acceptance of Formal Application (Example)

[GACA Letterhead]
[Date]

President, ABC Aerial Operations
601 West Circle Drive
Jeddah, Saudi Arabia

Dear Sir:

Your formal application has been reviewed and found acceptable. Acceptance of the application does
not convey specific approval of the attachments. Specific approvals or acceptance of the attachments
will be appropriately conveyed after a detailed evaluation by the General Authority of Civil
Aviation (GACA) certification team.

We look forward to working with your personnel in the continuation of the certification process.
Sincerely,
Signature

Certification Project Manager
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Figure 3.5.1.10. Formal Application Meeting Plan

FORMAL APPLICATION MEETING PLAN
General

The objective of this exercise isto determine that the applicant’s management personnel are
knowledgeable of their air operator systems.

The Certificate Management Team (CMT) accomplishes this task by developing questions related to
processes under the individual’ s areas of responsibility or control.

Process

Certificate Project Team (CPT) —Design questions that will assess the applicant’s required
management personnel’ s knowledge of their processes and associated system documentation. The
guestions should directly relate to processes under the individual manager’s area of responsibility.
The answers should include reference to the manual system or other company documentation.

NOTES:

Questions and answers should be based on the current status of the air operator system
documentation.

Questions should target each manager’ s knowledge of the process for which he has responsibility;
they should not be scenario-based.

Certification Project Manager (CPM)—Document the questions and expected answers, including th
manual/documentation reference(s) on the Formal Application Management Questionnaire
Worksheet (below).

CPM—Assign questions to CPT members.
CPT—Discard questions and answers upon successful completion of the meeting.
Acceptable Completion Standards

Each of the applicants required management personnel should demonstrate an acceptable level of
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understanding of their air operator systems by correctly answering all questions. Unsuccessful
results may require retesting the manager(s) later.

NOTES:

This event is not an opportunity to reveal inadequacies in the applicant’s air operator system
design. These inadequacies will be corrected during the Demonstration and I nspection Phase.

Discourage managers from locating manual references by using “word search” functions.
Develop an Agenda:
Suggested Agenda Items:
Introductions and circulate attendance roster (See Attendance Roster)
Applicant describe proposed air operator systems
Review certification process
Explain conduct and criteria of this meeting
Conduct management questions
Resolve discrepancies and open items
Discuss Schedule of Events

Discuss proposed operations specifications
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Figure 3.5.1.10. Formal Application Meeting Plan, Cont.

Formal Application
Management Questionnaire Worksheet

Applicant: Manager:

Mame and Position

Question:

Expected Outcome (References):

Actual Outcome:

SAT[ ] UNSAT[] | Date: | CMT Member Name:

Separate Here to Provide Question to Management

Question:
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VOLUME 3. AIR OPERATOR & AIR AGENCY — CERTIFICATION
CHAPTER 5. THE CERTIFICATION PROCESS FOR PART 133
Section 2. Special Considerations for Aerial Application Operations
3.5.2.1. GENERAL AUTHORITY OF CIVIL AVIATION (GACA) ACTIVITY REPORT (GAR).
A. 1202 (OP)
B. 3202 (AW)

3.5.2.3. GENERAL. This section addresses specific guidance for applicants seeking authorization
to conduct aerial application operations under General Authority of Civil Aviation Regulation
(GACAR) Part 133.

A. Definitions. Aerial Application Operation is defined as the aerial application or dispersal of
liquids or particulate matter (with the exception of dumping of fuel while engaged in operations
under General Authority of GACAR Parts 121 or 125).

1) Spreader. Systems attached to the fixed points of the aircraft, under the hopper, which
dispense dry agricultural chemicals and seed.

NOTE: The spreader includes its associated gatebox.
2) Hopper. Container within the airplane structure to hold the aerially dispensed products.

3) Spray Boom. Length of pipe or tubing of variable size or shape, depending upon the
system and the particular application.

NOTE: Additional definition can be found in GACAR Part 1.

B. Certification Process. The guidance in this section should be used in addition to the
guidance found in:

*Volume 3, Chapter 1, The Generic Certification Process for Air Operators and Air
Agencies
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* Section 1 (this Chapter), Specific Part 133 Certification Guidance
* GACAR Part 133 (Appendix A)
3.5.2.5. PRE-APPLICATION PHASE.

A. Basic Eligibility Requirements. Follow the guidance found in Section 1. If a pre-application
meeting is necessary schedule a date and time. At the meeting discuss the following:

* Area of operation

* Type of aerial application operation

* Type of materials to be dispensed

 Qualifications and experience of the proposed chief pilot and operations manager
» Operator’s previous experience with GACAR Part 133 operations

« Category and class of aircraft (rotorcraft or airplane)

» Applicability of Parts 91, 109 and 133

* Previous or pending enforcement action on the operator

* Purpose of the Aerial Work Operator Certification Job Aid (Part 133) and Schedule of
Events (SOE)

* Requirements for atraining programs and manuals

3.5.2.7. FORMAL APPLICATION PHASE. In addition to the following use the guidance found in
Section 1 above.

A. Document Review. The documents (in addition to the documents in paragraph 3.5.1. 45 of
Section 1 above) that must be submitted during the document compliance phase for aerial
application operation certification includes:

* The aircraft/rotorcraft |ease (as applicable)
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» The manual required by GACAR § 133.61

* Aircraft and equipment maintenance records

* Records to show GACA approval of the aerial application equipment attaching means
* Chief pilot and operations manager qualifications

* Airworthiness and registration certificates

NOTE: The aircraft to be used may be certificated in any category, including restricted,
provided the requirements of GACAR Part 21 are met. Foreign-registered aircraft must be
accepted for use by the Director of Airworthiness.

B. Training Programs/M anuals. All training programs and manuals must be reviewed and
comply with GACA