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AIR OPERATOR CERTIFICATION JOB AID AND SCHEDULE OF EVENTS

Organisation’s official name: 

Principal place of business (address/email/telephone number): 

LV CAA Project manager (name/surname): 

	CAA or applicant’s
reference to document/Date/No
	PRE-APPLICATION PHASE
CERTIFICATION TASKS
	Performance of tasks, such as: examinations, audits, investigations, assessments, inspections (indicate tasks & planned/performed dates)
	CAA responsible executive/Name
	Status

	APP 4.1 Advisory Pamphlet & APP 4.2 POPS form 
	Receipt of initial applicant’s inquiry. 

	Assess the applicant’s inquiry.
	
	

	APP 4.1 Advisory Pamphlet & APP 4.2 POPS form
	Delivering of a standard information package to the applicant.

	Prepare standard information package and provide applicant with the package. 
	
	

	 APP 4.2 POPS form
	Receipt of a completed prospective operator’s pre-assessment statement (POPS) form.

	Assess applicant’s readiness to start the initial certification procedure according to ARO.GEN.310, before submitting an application that comprises information according to ORO.AOC.100.
Acknowledge receipt of POPS form in writing within 10 working days, drawing attention to the agenda of the pre-application meeting.

	
	

	APP 4.2 POPS form
	Pre-application meeting and evaluation of results (meeting minutes).

	Conduct the pre-application meeting and prepare report (meeting minutes) related to discussed items such as:
(1) Proposed operations, aircraft base place, exercising of the operational control, listing of geographical area(s) considered by the applicant. Existence of operational control personnel. Coordination among appropriate managerial personnel associated with supervision of operational control. 
(2) Management of applications for the specific approvals (e.g. DG, RVSM, type B EFB application). 
(3) Accountable manager, names of the nominated persons, combination of nominated persons and their responsibilities.
(4) Identification of the status of financial matters. Information on means to ensure that all activities can be financed and carried out. The status of the assessment of financial, economic and legal matters should be clearly identified during the pre-application meeting.
(5) Applicant’s aircraft and its airworthiness and maintenance. Exercising of continued airworthiness management, Aircraft type/equipment, Flight data monitoring (FDM), Registration of the aircraft, Insurance.
(6) Applicant’s conversion course, crew, including instructor and examiner and their licences and medical certificates. Performance of crew training and checking. 
(7) Facilities, workspace, equipment and supporting services of the applicant (contracted activities). Service providers should be identified, such as ground de-icing/anti-icing, ground handling, flight support (including performance calculation, flight planning, navigation database and dispatch), training and manual preparation.
(8) Applicant’s management regarding:
· use of approved training organisation (ATO);
· use of flight simulation training device (FSTD);
· use of examiners;
· use of qualified flight and ground instructors;
· granted PBN privileges as an endorsement to instrument rating (“IR” - be entered in the pilot's logbook or equivalent record and signed by the examiner who conducted the test or check - Regulation (EU) 2016/539.
(9) Management system documentation:
· Proposed applicant’s manuals, its expected date and format of submission (e.g. OM, MEL, EFB management, etc).
· Applicant’s statement of compliance.
· Applicant’s safety management manual (SMM) as the key instrument for communicating the approach to safety for the whole of the operator. The SMM should document all aspects of safety management, including appropriate fatigue management.
· Security programme, including the usage of security instructors.
(10) Compliance with the insurance requirements set out in Regulation (EC) No 785/2004 and Law “On Aviation” of the Republic of Latvia Article 111.
(11) Provisions related to the proof of good repute of senior management staff and how it will be managed by LV CAA according to Law “On Aviation” of the Republic of Latvia Article 572.
(12) Proposed start-up date of commercial operations.
 
	





































	

	CAA or applicant’s
reference to document/Date/No
	FORMAL APPLICATION PHASE CERTIFICATION TASKS
	Performance of tasks, such as: examinations, audits, investigations, assessments, inspections (indicate tasks& planned/performed dates)
	CAA responsible executive/Name
	Status


	
Assess the management system and processes, including the operator’s organisation and operational control system (ref to AMC1 ARO.GEN.310(a)


	APP 4.8 Appl. to PLS
APP 4.9 Appl. to AWS 
APP 4.10 Appl. to ASS 
APP 4.11Appl. to FS 

	Involvement of other divisions/sections of LV CAA in this AOC certification process
	The following tasks should be delegated to:
(1) PLS;
· Assessment of TRE&TRI & LTC;
· Assessment of used FSTD.
(2) AWS:
· Issue of CAMO approval;
· Issue of MEL approval;
· Acceptance of Continuous Airworthiness Manager;
· Airworthiness approvals as a part of specific approvals (LVO, RNP AR APCH, NAT HLA, RVSM, ETOPS) 
(3) ASS:
· Approval of the Security program;
· Approval of the Security Manager;
· Assessment and approval of DG procedures
(4) FS:
· Assessment of business plan;
· Assessment of applicant’s financial stability 

	
	

	
	Company name, three letters identification code and radio telephony designator
	Candidate for AOC shall communicate to ICAO to obtain these credentials and pay for them, the Focal point from LV CAA shall accept this process
	
	

	
	Business plan and principal place of business
	Assess business plan and agree with applicant on principal place of their business  
	
	

	
	Activities regarding the aircraft concerned
	(1) Check the corresponding lease agreement for each aircraft concerned;
(2) The aircraft is recommended to be put into the Latvian Register - if no – communicate to the NAA of the State of Registry to agree on transferring of the  responsibilities. Due to financial considerations the putting into our Latvian Registry may be completed shortly before Demo Flight – this must be based on mutual agreement between both parties.

	
	

	
	Activities regarding the aircraft manufacturer’s documentation 
	Check the aircraft manufacturer’s documentation – access, presence and content, with the subsequent creation of our own library consisting at least of OSD (Operator’s Suitability data); AFM (Aircraft Flight manual); AOM (Aircraft Operating manual) if any; FCOM (Flight Crew operating manual) if any; MMEL (Master MEL); DDG (Dispatch Deviation Guide) if any and any other manufacturer's manual required or at discretion of the Operator. 

	
	

	
	Identification of the core or basic elements to operate this aircraft type
	With reference to OSD determine the basic elements needed to operate this new aircraft type, for example requirements for FC&CC training programs, MEL, number of CC and several others.  

	
	

	
	Emergency Evacuation and Ditching demonstration
	Assess and discuss together with the Operator’s responsible personnel the need for Emergency Evacuation demonstration and Ditching demonstration as recommended by ICAO Doc 8335-AN879. If it is decided that they (one or both) are necessary – 
   determine the way how to do it/them.

	
	

	CAA or applicant’s
reference to document/Date/No
	DOCUMENT EVALUATION PHASE CERTIFICATION TASKS
	Performance of tasks, such as: examinations, audits, investigations, assessments, inspections (indicate tasks  & planned/performed dates)
	CAA responsible executive/Name
	Status


	APP 7.9.1 OM Part A
APP 7.9.2 OM Part B
APP 7.9.3.OM Part C
APP 7.9.4 OM Part D
APP 9.7.1 MEL Application &checklist 
ATT 9.7.1 RIE Report 
	OM Parts A, B, C , D and MEL 
	Check the development of corresponding parts of Operation Manual. and approve items requiring prior approval as it is stated below:   
(1) OM Part A, C and D – shall be fully adapted to the operations related to this type of aircraft and relevant items which require prior approval shall be approved (refer to specific approvals and special procedures to be approved as it is mentioned below): 
(2) OM Part B – upon request of AOC holder or candidate for it, the OM part B can be replaced by Manufacture’s FCOM or AOM. Usually there are no items requiring prior approval in OM part B, but it remains at discretion of the AOC holder or candidate for it;
(3) MEL – shall be approved in accordance with appropriate procedures set out in ISM-O Ch. 9.7 Minimums Equipment List;
(4) Assess and approve the training and checking personnel related to this aircraft    type – especially TRI(A), TRE(A) and LTC shall be approved through the OM part D;
(5) Assess and approve the training programmes of 
      this aircraft type such as Recurrent, Conversion, 
      Differences and DG training trough OM Part D 

	


	

	ATT9.8 Application for use of FSTD 
APP 7.9.4 OM Part D
	FSTD approval 
	Assess and approve FSTD for this aircraft type. Assessment should be performed preferably during Training and Checking inspection.
 In the scope of this inspection verify the following:
(1) FSTD document’s package consisting of the valid FSTD Evaluation report, FSTD Certificate, Certificate of ATO that operates this FSTD and filled out FSTD application form shall be verified and copies of these documents should be stored in the relevant file of FOS of LV CAA 
(2) differences between this FSTD and an aircraft intended to be operated shall be described in OM Part D;  
(3) FSTD should be approved through the corresponding training programs in OM Part D,

	
	

	APP 4.4 Application of NPH 
APP 4.5. Checklist for NPH
	Nominated post holders: Accountable Manager, Flight Operations Manager, Crew Training Manager and Compliance Monitoring Manager
	Assess and approve the following nominated post holders: Accountable Manager, Flight Operations Manager, Crew Training Manager and Compliance Monitoring Manager - the requirements of ORO.AOC.135 Personnel requirements shall be met. If a candidate does not comply with applicable requirements of ORO.AOC.135 Personnel requirements an appropriate Deputy shall be appointed. Appointed Deputies   have not to be approved by the LV CAA.
For all of above-mentioned nominated post holders the following must be applied;
· Theoretical knowledges test;
· Background check, delegated to be performed by the appropriate state units to assess candidate’s previous reputation, loyalty to our State and  transparency of his/her financial operations;
· On approval of all these nominated postholders all of them must be entered into Operations Specifications of AOC. 

	
	

	APP 4.4 Application of NPH 
APP 4.5. Checklist for NPH
	Nominated postholders as the operational points of contacts;
Continuing Airworthiness Manager;
Cabin Crew Manager; Dangerous Goods Manager; Ground Operations Manager and SMS Manager 

	Assess and accept with the following entering into Operations Specifications of AOC the following postholders as the operational points of contacts;
· Continuing Airworthiness Manager;
· Cabin Crew Manager;
· Dangerous Goods Manager;
· Ground Operations Manager; 
· SMS Manager 
For these postholders the theoretical knowledge test, the background check and the approval letter are not required.
The following must be met:
· Continuing Airworthiness Manager must be accepted by our Airworthiness section;
· Dangerous Goods Manager must be accepted by our Expert in the field of DG;
· SMS Manager must be accepted by Flight Operations section 

	
	

	CAA or applicant’s 
reference to document/Date/No
	DEMONSTRATION & AUDIT/INSPECTION PHASE
CERTIFICATION TASKS
	Performance of tasks, such as: examinations, audits, investigations, assessments, inspections (indicate tasks & planned/performed dates)
	CAA responsible executive/Name
	Status


	
AUDIT OF THE ORGANISATION (ref to AMC1 ARO.GEN.310 (a)).
In order to cover all areas of applicant’s planned operations at least the following audits should be carried out:
 •	Management System audit consisting of CM, SMS, FDM, Occurrence Reporting, Part IS and Pilot Support program;   
 •	Flight Time Limitation audit with the following mandatory issue of IFTSS;
· Fatigue Risk Managements audit with the following issue of FRMS approval if required;
· DG audit with the following issue of DG approval if required or without DG approval;
· Base audit including Operational Control processes and Part SPA approvals with the following issue of them as required;
· OM assessment with the following approval of items requiring prior approval.

At least the following inspections should be carried out: 
· Training and checking Inspection;
· Aircraft equipment Inspection; 
· Ramp Inspection (RI);
· Flight Inspection (FI) that usually is combined with a demo flight.  

Audits for CAMO approval in accordance with Vc (Part-CAMO) of Regulation 1321/2014 using procedures contained in Section 5A of CAA Airworthiness Manual (Airworthiness Section procedures);
Audits for Annex II (Part-145) approval or conclusion of the contract with the Part-145 certified organization using procedures contained in Section 4 of CAA Airworthiness Manual (Airworthiness Section procedures) 


	APP 7.3.1 Checklist MSA 
APP 7.3.2 Checklist CM
APP 3.1 FDM Job aid 
APP 7.3.3 Checklist Part-IS Continuous Oversight 
APP 3.4 SMM Manual assessment;
APP 3.2 Technical guidance of SMS
APP 9.13 Checklist PSP 
	Management System audit (MSA);
	Verify the following key areas of operations: 

1. CM and SMS 
2. FDM procedures 
3. Part IS procedures;
4.  Occurrence reporting
5. Pilot Support program 
	
	

	APP 7.6.1 FTL Audit Checklist 
APP 7.6.2. FTL Subpart Q Audit Checklist  
APP 9.14.1 IFTSS Checklist 
APP 9.14.2 IFTSS with deviations 

	Flight Time Limitations audit (FTL A);
	Based on positive results of this audit issue IFTSS approval (mandatory)
	
	



	APP 7.6.3 FRM   Audit checklist  

	Fatigue Risk Management audit (FRM A);
	Based on positive results of this audit the FRMS approval might be issued upon request of an applicant, but it is recommended to start with a trial period    
	
	

	APP 9.16.6.1 DG application 
ATT 9.16.6.1 DG Approval
APP 9.15.6.2 DG with approval checklist  

	DG certification audit with DG approval 
or without DG approval
	Based on positive results of this audit issue DG approval upon request of an applicant or approve DG procedures without DG approval through OM Part A 
	
	

	APP 7.5 Base audit   checklist  
	Base audit 
	Based on positive results of this audit approve the following Special procedures as per ISM-O Chapter 9, and issue approvals as per Part SPA: LVO, RVSM, NAT HLA, RNP AR APCH; EFB and ETOPS procedures;

	
	 

	APP 7.9.1 OM Part A
APP 7.9.2 OM Part B
APP 7.9.3.OM Part C
APP 7.9.4 OM Part D
APP 9.7.1 MEL Application &checklist 
ATT 9.7.1 RIE Report
	OM assessment Parts ABC and D optional audit 
	Approve items requiring prior approval 
	
	

	
	
	
INSPECTIONS 

	
	

	APP 7.11 FC Training and checking Inspection checklist 
	Training and checking Inspection (TR&CHI) recommended to be performed in FSTD
	Verify the following key elements:
1. Training and checking programs including FSTD or OTD with the following approval of them through OM Part D 
2. training and checking personnel including instructors, examiners, LTC and others with the following approval of them through OM Part D 
3. management of training and checking processes in company using OM Part D.

	
	

	APP 7.16.1 (airplanes) or APP 7.16.2 (helicopters) Checklist Aircraft equipment
	Aircraft equipment checklist 
	In combination with IDE.A&H 

	
	

	Use the APP 7.12.1 for airplanes or APP 7.12.2 for helicopters - Ramp Inspection checklist.
	Ramp Inspection (RI);
	Verify compliance with applicable requirements as it is set out in APP 7.7 Ramp Inspection checklist. 



	
	

	Use the APP 7.10 Flight Inspections checklist.
Use the procedure set out in ISM-O Chapter 9.4 Entry into service of a new aircraft type
	Flight Inspection (FI) that usually is combined with a demo flight  
	Verify and check items as per APP 7.10 FI checklist:
Additionally assess and discuss with the applicant the need for the Emergency Evacuation demonstration and the Ditching demonstration as it is recommended by ICAO Doc 8335-AN879. If it is decided that they (one or both) is necessary - determine the way how to do it/them;.

	
	

	
	
	
APPROVALS as per PART SPA
 
	
	

	APP 9.16.8 Checklist EFB 
ATT 9.16.8 EFB approval 

	Issue of the EFB approval  
	Procedure of EFB approval  
ISM-O Ch. 9.1.4 and Ch. 9.16.8 
	
	

	APP 9.16.4 LVO Checklist 
ATT 9.16.4.1 LVO Approval 
ATT 9.16.4.2 LVO Application 
	Issue of the LVO approvals
	Procedure of LVO approvals
ISM-O Ch. 9.1.4 Specific approval procedure and 
Ch. 9.16.4 LVO approval
	
	

	APP 9.16.3 RVSM Checklist 
ATT 9.16.3.2 RVSM Application 
ATT 9.16.3.1 RVSM approval
	Issue of the RVSM approval
	Procedure of RVSM approval 
ISM-O Ch. 9.1.4 Specific approval procedure and 
Ch. 9.16.3  RVSM approval
	
	

	APP 9.16.2.1 NAT HLA checklist   
APP 9.16.2.2 NAT HLA application 
ATT 9.16.2 NAT HLA approval
	Issue of the NAT HLA approval
	Procedure of NAT HLA approval 
ISM-O Ch. 9.1.4 Specific approval procedure and 
Ch. 9.16.2 NAT HLA approval
	
	

	APP 9.16.1 RNP AR Checklist 
ATT 9.16.1.1 RNP AR Application 
ATT 9.16.1.2 RNP AR approval
	Issue of the RNP AR APCH approval
	Procedure of RNP AR APCH approval 
ISM-O Ch. 9.1.4 Specific approval procedure and 
Ch. 9.16.1 RNP AR APCH approval
	
	

	APP 9.16.5.1 ETOPS Checklist 
ATT 9.16.5.2 ETOPS Application 
ATT 9.16.5.1 ETOPS approval 
	Issue of the ETOPS approval
	Procedure of ETOPS approval 
ISM-O Ch. 9.1.4 Specific approval procedure and 
Ch. 9.16.5 ETOPS approval 
	
	

	APP 9.16.6.1 DG Application  
APP 9.16.6.2 DG checklist with DG approval
ATT 9.16.6.1  DG approval
	Issue of the DG approval
	Procedure of DG approval 
ISM-O Ch. 9.1.4 Specific approval procedure and 
Ch. 9.16.6 DG approval
	
	

	APP 9.7.1 MEL Application & Checklist 
ATT 9.7.1. RIE Report 

	Issue of the MEL approval 
	Procedure of MEL approval 
ISM-O Ch. 9.7 MEL approval procedure 
	
	

	

	
	
SPECIAL PROCEDURES which must be approved

	
	

	APP 9.10.1 FS (airplane)
Checklist
APP 9.10.1 FS (helicopter) Checklist 
ATT 9.10.1 FS Application 

	Must be approved trough OM Part A as the item requiring prior approval 
	Fuel scheme;

	
	

	APP 9.20 Cargo Operations checklist 
	Must be approved trough OM Part A as the item requiring prior approval and entered into OS of AOC
	 Cargo operations
	
	


	APP 9.23 Checklist Operating Minima 

	Must be approved trough OM Part A as the item requiring prior approval
	Operating minima;
	
	

	APP 9.22 Checklist Areas of Operations 
	Must be approved trough OM Part C as the item requiring prior approval and entered into OS of AOC 
	Areas of Operations;

	
	

	APP 9.24.1 Checklist Special refuelling (airplane) 
APP 9.24.1 Checklist Special refuelling (helicopter)
	Must be approved trough OM Part A as the item requiring prior approval
	Special refueling;

	
	

	ISM-O Chapter 9
	Must be approved trough OM Part A as the item requiring prior approval
	Any other procedure as per ISM-O Chapter 9, for example, steep approach, short RW operations and so on 
	
	

	
	
	
AIRWORTHINESS ASPECTS 

	
	

	In accordance with procedures described in Section 5A of CAA Airworthiness manual (airworthiness section procedures)

	Issue of the CAMO approval in the scope of the AOC initial certification process 
	Procedure of the CAMO approval in accordance with Vc (Part-CAMO) of Regulation 1321/2014 Chapter MA.201 (e)(2)

	
	

	In accordance with procedures described in Section 4 of CAA Airworthiness manual (airworthiness section procedures)

	Issue of the Annex II (Part-145) approval or conclusion of the contract with the Part-145 certified organization, both cases apply for the AOC initial certification process
	Procedure of the Annex II (Part-145) approval in accordance with Regulation 1321/2014 or conclusion of a written contract in accordance with point CAMO.A.315(c) of Annex Vc (Part-CAMO) with the Part-145 certified organization if such service is subcontracted by an applicant for AOC 
	
	

	
	
	
	
	

	CAA or applicant’s
reference to document/Date/No
	CERTIFICATION PHASE
CERTIFICATION TASKS
	Performance of tasks, such as: examinations, audits, investigations, assessments, inspections (indicate tasks  & planned/performed dates)
	CAA responsible executive/Name
	Status


	
	Issue of AOC & OS.
	(1) Submit the “Application with a written recommendation to the Director of LV CAA” with supporting documents, such as: 
· Evidence of the result of all investigations or assessments which are required before the operator certificate is issued;
· Approvals required;
· Airworthiness Section response;
· Aviation Security Section response;
· Personnel Licensing Section response;
· Finance Department response;
· Operations Specifications signed by the Head of FOS; 
· CAA Order – Approval Document with LV CAA Sections’ visas.

(2) Provide operator with a certified true copy of the air operator certificate and a copy of the operations specifications relevant to the aircraft type, issued in conjunction with the certificate.

	
	

	
	Develop oversight programme, covering the oversight activities required by ARO.GEN.300.
	Assess the oversight activities, ensuring the coordination of involved LV CAA Sections, considering their areas of competence.
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