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Website 
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Website 
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ADOA Handbook template – Overview  

Part 0 – Manual Administration 

Part 1 – Organisation 

Part 2 – Procedures 

Part 3 – Appendices 
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ADOA Handbook template – Part 0 

Part 0 – Manual Administration 

Table of Contents 

Manual Administrator 

Issue / Amendment procedure 

List of Effective Pages 

Log of revisions 

Distribution List 
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ADOA Handbook template – Part 1  

Part 1 – Organisation 

Purpose of the manual 

Statement of Commitment 

Details of the organisation 

Scope of Work 

Authorised Signatories 
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ADOA Handbook template – Part 2 

Part 2 – Procedures 

2.1 Management of the ETSO process 

2.1.1 Application for ETSO authorisation 
DDP – Declaration of Design & Performance 

2.1.2 Certification Programme 

2.1.3 Design processes 

2.1.4 Compliance documents 

2.1.5 ETSO article identification 

2.1.6 Configuration control 

2.1.7 Problem reporting 

2.1.8 Approval for deviation 
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DDP - Common issues: 

 Improper document flow: DDP released before 
completion of the design & certification process.  

 Non-ETSO functions are not declared 

 HW/SW configurations not properly defined 

 

 



ADOA Handbook template – Part 2 

Part 2 – Procedures 

2.1 Management of the ETSO process 

2.1.1 Application for ETSO authorisation 

2.1.2 Certification Programme 
Certification Programme template 

2.1.3 Design processes 

2.1.4 Compliance documents 

2.1.5 ETSO article identification 

2.1.6 Configuration control 

2.1.7 Problem reporting 

2.1.8 Approval for deviation 
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Certification Programme template 
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ADOA Handbook template – Part 2 

Part 2 – Procedures 

2.1 Management of the ETSO process 

2.1.1 Application for ETSO authorisation 

2.1.2 Certification Programme 

2.1.3 Design processes 

2.1.4 Compliance documents 

2.1.5 ETSO article identification 
Open bracket system 

2.1.6 Configuration control 

2.1.7 Problem reporting 

2.1.8 Approval for deviation 
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Management of the open bracket system 

The open bracket system allows the ADOA holder to approve 
minor changes to an article, without direct involvement of the 
Agency. Changes register is provided periodical to EASA for 
information only. 

In order to better control the use of this “privilege”, applicants 
(new and following  an update of procedures) were - and will be 
- requested to populate an appendix to the ADOA manual with 
examples of minor changes covered by the established open 
bracket system along with an evaluation on the originally 
(ETSOA) performed demonstration of compliance. 

The list of examples can be extended upon experience and 
agreement of EASA PCM and DOATL without necessitating a 
significant change process. 
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ADOA Handbook template – Part 2 

Part 2 – Procedures 

2.1 Management of the ETSO process 

2.1.1 Application for ETSO authorisation 

2.1.2 Certification Programme 

2.1.3 Design processes 

2.1.4 Compliance documents 

2.1.5 ETSO article identification 

2.1.6 Configuration control 

2.1.7 Problem reporting 

2.1.8 Approval for deviation 
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Configuration control 
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CONFIGURATION 

IDENTIFICATION

CONFIGURATION 

CONTROL

CONFIGURATION 

VERIFICATION

Design Baseline: 

-drawings

-specification 

(materials, 

processes,…)

-part list

-acceptance test 

….. 

-Change review

-Design Change 

approvals

-Drawing revisions 

-HW/SW Changes

-Re-identification

-Impacts on the 

documentation (includings 

manuals and ICA)

PRODUCT DESIGN 

(REFERENCE 

CONFIGURATION)



ADOA Handbook template – Part 2 

Part 2 – Procedures 

2.2 Management of Design Changes, Repairs and 
       Production deviations 

2.2.1 Design changes 

2.2.2 Classification of design changes 

2.2.3 Design change register 

2.2.4 Approval of Implementation of design changes 

2.2.5 Repair design 

2.2.6 Production deviations 
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Change classification & reporting 

The company should define criteria – specific to each 
own Scope of Work – for the change classification and 
include these criteria in its handbook. 

The change management system should also cover 
changes not requiring compliance demonstration 
(including classification, implementation approval and 
inclusion in the change register). 

The process shall ensure that a periodic report is 
submitted to the Agency of all the design changes 
incorporated by the company – even when no changes 
were made! 
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ADOA Handbook template – Part 2 

Part 2 – Procedures 

2.2 Management of Design Changes, Repairs and 
       Production deviations 

2.2.1 Design changes 

2.2.2 Classification of design changes 

2.2.3 Design change register 

2.2.4 Approval of Implementation of design changes 

2.2.5 Repair design 

2.2.6 Production deviations 
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Production deviations 

Management of deviations in production 

Classification of product deviations shall be 
performed following design changes principles. 

To be practical, companies are invited to propose 
anticipated cases of deviations as an Appendix to 
the ADOA manual. 

For production deviations requiring demonstration 
of compliance, the company should consider also 
the extent of demonstration of compliance itself 
(i.e. analysis, test..).  Major deviations can be either 
rejected or require a new ETSO authorisation. 
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Production deviations 

Management of deviations in production 

Any change to the list of anticipated deviations shall 
be assessed by the PCM & the DOATL, without 
triggering a significant change. 

A register for deviations shall be established, with 
traceability of the affected P/Ns and S/Ns, 
classification and date of embodiment.  The register 
should be provided to the PCM&DOATL with the 
same periodicity of the design change register; 

No impact on the open bracket system should arise 
from production deviations. 
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ADOA Handbook template – Part 2 

Part 2 – Procedures 

2.3 Obligations 

2.3.1 Technical data & records 

2.3.2 Manuals 

2.3.3 Issue of information and instructions to operators 

2.3.4 Marking of ETSO articles 

2.3.5 Failures, malfunctions and defects 

2.3.6 Airworthiness Directives 

2.3.7 Coordination between Design & Production 
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Marking of ETSO articles 

21.A.807: 
1. the name and address of the manufacturer; 

2. the name, type, part number or model designation of 
the article; 

3. the serial number or the date of manufacture of the 
article or both; and 

4. the applicable ETSO number. 

The handbook should include the definition which 
markings will be applied. 

The handbook should show an example of the 
marking placard. 
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ADOA Handbook template – Part 2 

Part 2 – Procedures 

2.3 Obligations 

2.3.1 Technical data & records 

2.3.2 Manuals 

2.3.3 Issue of information and instructions to operators 

2.3.4 Marking of ETSO articles 

2.3.5 Failures, malfunctions and defects 

2.3.6 Airworthiness Directives 

2.3.7 Coordination between Design & Production 
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Failures, malfunctions and defects 

GM 21.A.3B(b) Determination of an unsafe 
condition §2.4 (Parts and Appliances): 

The consequences and probabilities of equipment 
failures have to be assessed at the aircraft level. 

The ETSO holder may have to collaborate with the 
installer (TC holder, DOA) to make this assessment. 

The data from an FMEA could be used to identify – 
beforehand – which failure conditions of the 
equipment may be reportable in case of an 
occurrence. 
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ADOA Handbook template – Part 2 

Part 2 – Procedures 

2.1 Management of the ETSO process 

2.2 Management of Design Changes, Repairs and 
       Production deviations 

2.3 Obligations 

2.4 Subcontractors 
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Subcontracting 

For ADOA subcontracting primarily deals with: 

Test laboratories 

SW/HW suppliers 

Interface agreements must be in place for all 
design subcontractors 

A list of design subcontractors – including the 
scope of work subcontracted should be 
available, e.g. as appendix to the ADOA 
handbook. 
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ADOA Handbook template – Part 3 

Part 3 – Appendices 

References to all associated procedures 

References to all associated forms 

 

Copies of all the references to be provided to the 
Agency 
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Questions? 

  


