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	An agency of the European Union



	DOCUMENT CONTROL SHEET



	Reference documents

	a) Contextual documents

	Commission Regulation (EU) 1321/2014 - Commission Regulation (EU) of 26 November 2014 on the continuing airworthiness of aircraft and aeronautical products, parts, and appliances, and on the approval of organisations and personnel involved in these tasks, as amended by:
· Regulation (EU) 2015/1088 (First amending regulation)
· Regulation (EU) 2015/1536 (Second amending regulation)
· Regulation (EU) 2018/1142 (Third amending regulation)
· Regulation (EU) 2019/1383 and corrigendum to Regulation (EU) 2019/1383 (Fourth amending regulation)
· Regulation (EU) 2019/1384 (Fifth amending regulation)
· Regulation (EU) 2020/270 (Sixth amending regulation)
· Regulation (EU) 2020/1159 (Seventh amending regulation)
· Regulation (EU) 2021/700 (Eighth amending regulation)
· Regulation (EU) 2022/410 (Ninth amending regulation)
· Regulation (EU) 2021/1963 (Tenth amending regulation)
· Regulation (EU) 2022/1360 (Eleventh amending regulation)
· Regulation (EU) 2023/989 (Twelfth amending regulation)
· Regulation (EU) 2023/203 (Thirteenth amending regulation)
ED Decision 2015/029/R - ED Decision 2015/029/R of 17 December 2015 issuing acceptable means of compliance and guidance material to Part-M, Part-145, Part-66 and Part-147 of Regulation (EU) N°1321/2014 and repealing Decision 2003/19/RM of the ED of the Agency of 28 November 2003, as amended by:
· ED Decision 2016/011/R
· ED Decision 2017/016/R
· ED Decision 2019/009/R
· ED Decision 2019/024/R
· ED Decision 2020/002/R
· ED Decision 2023/023/R
· ED Decision 2021/009/R
· ED Decision 2022/017/R
· ED Decision 2022/011/R and Corrigendum to ED Decision 2022/011/R
· ED Decision 2023/013/R
· ED Decision 2023/019/R and Corrigendum to ED Decision 2023/019/R
· ED Decision 2023/010/R
Commission Implementing Regulation (EU) 2019/2153 of 16 December 2019 on the fees and charges levied by the European Union Aviation Safety Agency, and repealing Regulation (EU) No 319/2014
Regulation (EU) 2018/1139 of the European Parliament and of the Council of 4 July 2018 on common rules in the field of civil aviation and establishing a European Union Aviation Safety Agency.

	b) Internal documents

	PR.ORG.0005 – Non-compliance management for organisation approval
WI.IMS.00105 - Filing plan Maintenance and Production Department




	Abbreviations/Definitions

	A&P: Applications and procurements services
AMC: Acceptable Means of Compliance
RBO: Risk Based Oversight
CAO: Continuing Airworthiness Organization
CAOM: Continuing Airworthiness Organizations Manager
EASA: European Union Aviation Safety Agency
EASATL: EASA Inspector
EU: European Union
F147: Foreign Part 147
F147: Foreign Part 147
GM: Guidance Material
MOC: Maintenance Oversight Coordinator
MTO: Maintenance Training Organization
MTOA: Maintenance Training Organization Approval
MTOAP: Maintenance Training Organization Approval Procedures
MTOC: Maintenance Training Oversight Coordinator
MTOE: Maintenance Training Organization exposition
NAA: National Airworthiness Authority
NAATL: NAA Inspector
OMS: Oversight Management Software
QE: Qualified Entity
WH: Working Hours
WHOC: Working Hours Oversight Coordinator



	Log of issues

	Issue
	Issue date
	Change description

	001
	13/01/2012
	First issue.

	002
	01/09/2014
	Update of Quality documents to implement the new corporate image of the Agency and the changes to the organization structure.

	003
	16/05/2019
	Complete re-issue of the document due to regulatory changes
Removed appendix related to instructor qualifications.

	004
	12/03/2020
	MTOE template is now in Annex 1. MTOE template was previously available in a Part 8 in format of an attachment which could not be opened by all users.

	005
	04/03/2025
	Updating of MTOE template to increase the level of guidance

	006
	09/12/2025
	Addition of the regulatory references to the MTOE chapters

	007
	16/01/2026
	Change of the entry into force date to 01 June 2026
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EASA is the Competent Authority for training organisations having their principal place of business located outside the EU, as established by EASA Part 147.1 “General” and is therefore responsible for the final approval of these training organisations and for establishing procedures detailing how these EASA Part-147 applications and approvals are managed.

This User Guide applies to EASA Part 147 organisations based outside the EU Member States (hereinafter referred to as “Foreign Part 147 organisations”), and for which EASA is the Competent Authority. 
The provisions of this user guide are complementary to the requirements of Part-147 regulation “as amended” and does not supersede or replace the associated regulatory requirements.
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This User Guide is to be used by the “Foreign 147” Maintenance Training & Examination Organisations to assist them in the production of their MTOE. It does not apply to organisations located within the EU Member States and that are overseen by an EU NAA.
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This User Guide is applicable on 01 June 2026, after publication on the EASA website and it is immediately in force for any organisation undergoing an initial investigation process and for all cases where the approval is invalid (i.e. limited or suspended).
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The MTOE and its associated documents form the baseline for the organisation to demonstrate its compliance with applicable regulatory requirements, and these documents will subsequently be used by the inspector as the reference documentation when carrying oversight audits. 

When drafting the MTOE it should be kept in mind the purpose of this document. The MTOE should present PERTINENT information allowing to understand how the organisation is structured and managed, if the premises, the training equipment, and the processes used by the Training Organisation are enabling the performance of training and examination activities in an efficient and verifiable manner, if and how the instructional staffs are and remain properly qualified etc.…. 

The MTOE should describe the processes, the process-owners, the corresponding procedures, the documents, or forms that are used during the process, and the internal or external validations, where applicable.
It is important that the MTOE accurately reflects the actual practices of the organisation. Failure to do so will inevitably lead to findings raised during audits. Caution is necessary when the training organisation is using the MTOE from another organisation, or from a consultancy provider, as an inspiration to establish its own MTOE.
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The MTOE or associated documents may be produced in hardcopy or in protected electronic format such as PDF documents. The electronic format is the preferred format. Any submitted MTOE amendment shall be a full consolidated document.

The MTOE is in principle a standalone document that should contain all the necessary information at an adequate level of detail so to enable the reader to quickly understand the structure of the training organisation, its processes, and the process owners. 

It is however accepted that the MTOE contains less information when it is complemented by:
· a set of detailed Associated Procedures, 
· Associated lists (e.g. the list of instructional and examination staff, the list of sub-contractors etc.…), 
· Appendices or associated manuals, for instance a manual containing samples of the forms used by the organisation.

Associated documents are considered as being part of the MTOE and have to be submitted to the inspector for review and formal approval together with the initial MTOE, or when amended.

Such structure would typically be used by:
1. Large organisations having frequent changes of the instructional staff list, etc... 
2. Organisations holding approvals from several Authorities and having developed common detailed procedures so to facilitate the enforcement of procedures by the staff and to avoid a complex documentary system possibly generating inconsistencies.

However, the MTOE should not become an “empty shell” and should still contain sufficient information for the inspector to verify that the organisation has established acceptable processes to comply with applicable regulations. An adequate balance in the level of information must therefore be ensured between the MTOE itself and the associated procedures.

The MTOE shall contain a reference to the associated procedures, lists and to any other major document being managed separately.  It is not required that the reference includes the amendment level of the associated documents provided the organisation has developed a “control procedure” and maintains an updated index of all associated documents. Such control procedure must be described in the MTOE and accepted by the inspector.

The MTOE shall not refer to any national approval and must be exclusively dedicated to the EASA Part 147 approval. Other associated documents may however be common to EASA and other authorities if the document clearly identifies which parts are or are not applicable to EASA

Certain sections of the MTOE may not be applicable to all organisations. In this case they should be annotated “not applicable”.
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The MTOE and its associated documents such as Associated Procedures, lists, etc.… shall be available in English language.

These documents may also be written in a second language, i.e. in English and the language of the country where the organisation is located. In such case, the English version shall prevail in case of conflicting statements.
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The MTOE and its associated documents are approved by EASA after EASA has received a Technical Visa from the assigned inspector in the OMS. However, EASA does not send a formal approval letter and the current revision status of the approved MTOE, and associated documents is made available to organisation in the OMS.

Moreover, EASA does not sign in the MTOE itself.

The approval of the MTOE by EASA does not supersede the applicable regulations. In case a conflict or an omission with regards to the applicable regulatory requirements or to the EASA policies is detected after the approval of the MTOE, EASA reserves the right to request the modification of the concerned paragraphs within a delay to be agreed between EASA and the training organisation.

The approval of minor MTOE changes may be delegated by the inspector to the organisation, when appropriate. 
Such delegation will only be granted once the Competent Authority inspector has acquired sufficient knowledge of the organisation and is confident in the Quality Assurance System’ efficiency. To this effect, such delegation should in principle not be granted before a first 2-years surveillance cycle was completed.

The delegated approval process, including the definition of minor changes subject to this procedure, should be described in the Part 1 of the MTOE. In any case the process should include a notification to the inspector after each change and within a timeframe to be agreed with him/her. The periodic transmission to the inspector of an index detailing the amendment status of the organisation’s documents may also be required to be part of such procedure.



[bookmark: _Toc216103512]MTOE Amendments

Proposed amendments to the MTOE or associated documents should be submitted directly to the assigned inspector for approval. It is not necessary to send draft documents to EASA headquarters.

When satisfied with the draft documents, the inspector will submit a Technical Visa to EASA in the OMS for approval.

Proposed changes should be clearly identified by the organisation before submitting the documents to the inspector as follow:
a) For each revision or new issue, the highlights of changes should be included into the MTOE Part 0.  The highlight of changes should be detailed enough for the inspector to immediately identify which section of the document was modified and the reason for change. 
b) A vertical bar in the margin of each concerned page should identify the modified or added paragraph (not the whole page). 
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147.A.140(a), AMC 147.A140(a), Appendix I to Part 147

To facilitate the review by the inspector, it is recommended to adhere to the proposed structure and minimum content detailed in this user guide.

If necessary, the organization may include additional paragraphs in Part-4. In such a case, each additional chapter must have a cross reference to the affected MOE chapter, e.g. facility layout or Instructors list added to Part 4.

Any chapter which is not used shall be identified as ‘’Not Applicable’’.
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This list of issue/revision shall allow traceability from the previously approved version.
The organization shall either use both Issue and Revision number or only Issue number or only Revision number. The Revision date and Issue date of each page shall be recorded in the list of effective pages.

Example for an MTOE at Issue 2 / Revision 02:


	Page Nr
	Issue Nr
	Issue date
	Revision Nr
	Revision date
	Page Nr
	Issue Nr
	Issue date
	Revision Nr
	Revision date

	PART 0
	28
	02
	01/01/2023
	02
	01/08/2024

	01
	02
	01/01/2023
	01
	01/01/2024
	29
	02
	01/01/2023
	02
	01/08/2024

	02
	02
	01/01/2023
	01
	01/01/2024
	PART 2

	03
	02
	01/01/2023
	01
	01/01/2024
	30
	02
	01/01/2023
	02
	01/08/2024

	04
	02
	01/01/2023
	00
	01/01/2023
	31
	02
	01/01/2023
	02
	01/08/2024

	05
	02
	01/01/2023
	00
	01/01/2023
	32
	02
	01/01/2023
	01
	01/01/2024

	06
	02
	01/01/2023
	01
	01/01/2024
	33
	02
	01/01/2023
	01
	01/01/2024

	07
	02
	01/01/2023
	01
	01/01/2024
	34
	02
	01/01/2023
	01
	01/01/2024

	08
	02
	01/01/2023
	01
	01/01/2024
	35
	02
	01/01/2023
	01
	01/01/2024

	09
	02
	01/01/2023
	01
	01/01/2024
	36
	02
	01/01/2023
	01
	01/01/2024

	10
	02
	01/01/2023
	01
	01/01/2024
	37
	02
	01/01/2023
	01
	01/01/2024

	11
	02
	01/01/2023
	01
	01/01/2024
	38
	02
	01/01/2023
	01
	01/01/2024

	12
	02
	01/01/2023
	01
	01/01/2024
	39
	02
	01/01/2023
	01
	01/01/2024

	13
	02
	01/01/2023
	01
	01/01/2024
	40
	02
	01/01/2023
	01
	01/01/2024

	14
	02
	01/01/2023
	02
	01/08/2024
	41
	02
	01/01/2023
	01
	01/01/2024

	15
	02
	01/01/2023
	02
	01/08/2024
	42
	02
	01/01/2023
	02
	01/08/2024

	16
	02
	01/01/2023
	01
	01/01/2024
	43
	02
	01/01/2023
	02
	01/08/2024

	17
	02
	01/01/2023
	01
	01/01/2024
	44
	02
	01/01/2023
	01
	01/01/2024

	PART 1
	PART 3

	18
	02
	01/01/2023
	02
	01/08/2024
	45
	02
	01/01/2023
	01
	01/01/2024

	19
	02
	01/01/2023
	00
	01/01/2023
	46
	02
	01/01/2023
	01
	01/01/2024

	20
	02
	01/01/2023
	00
	01/01/2023
	47
	02
	01/01/2023
	00
	01/01/2023

	21
	02
	01/01/2023
	00
	01/01/2023
	48
	02
	01/01/2023
	00
	01/01/2023

	22
	02
	01/01/2023
	00
	01/01/2023
	49
	02
	01/01/2023
	00
	01/01/2023

	23
	02
	01/01/2023
	00
	01/01/2023
	50
	02
	01/01/2023
	00
	01/01/2023

	23
	02
	01/01/2023
	01
	01/01/2024
	51
	02
	01/01/2023
	02
	01/08/2024

	24
	02
	01/01/2023
	00
	01/01/2023
	52
	02
	01/01/2023
	02
	01/08/2024

	25
	02
	01/01/2023
	00
	01/01/2023
	53
	02
	01/01/2023
	02
	01/08/2024

	26
	02
	01/01/2023
	00
	01/01/2023
	54
	02
	01/01/2023
	00
	01/01/2023

	27
	02
	01/01/2023
	00
	01/01/2023
	55
	02
	01/01/2023
	00
	01/01/2023

	28
	02
	01/01/2023
	02
	01/08/2024
	56
	02
	01/01/2023
	00
	01/01/2023

	29
	02
	01/01/2023
	02
	01/08/2024
	PART 4

	23
	02
	01/01/2023
	02
	01/08/2024
	57
	02
	01/01/2023
	00
	01/01/2023

	24
	02
	01/01/2023
	00
	01/01/2023
	58
	02
	01/01/2023
	02
	01/08/2024

	25
	02
	01/01/2023
	00
	01/01/2023
	59
	02
	01/01/2023
	02
	01/08/2024

	26
	02
	01/01/2023
	00
	01/01/2023
	60
	02
	01/01/2023
	02
	01/08/2024
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[bookmark: _Toc216103517]0.3	List of issues / amendments

The record of revisions shall identify the MOE sections and the reason for change. 
The issue and revision number shall be numeric (issue 3, rev 25). The use of alphabetic characters (issue A, rev BC) for the issue and revision is not acceptable due to limitations in the oversight management software used by EASA.

Example of record of revision for an MTOE at Issue 2 / Revision 02:

	Issue number
	Issue date
	Revision number
	Revision Date
	Highlight of changes
	Minor / Major change

	01
	01/01/2020
	00
	01/01/2020
	Initial issue
	-

	01
	01/01/2021
	01
	01/01/2022
	Change of Training Manager
	Major

	02
	01/01/2023
	00
	01/01/2023
	Addition of Type practical training site
	Major

	02
	01/01/2023
	01
	01/01/2024
	Revision of Attendance form and 1 Course Approval Form
	Minor

	02
	01/01/2023
	02
	01/08/2024
	Update of COR Form
	Minor

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



MTOE Issue 02 / Revision 02 dated 01/08/2024

MTOE internal review by the organisation:

	Reviewed by: (name & position) 
	date: 



MOE Approval (to be only used in case of MTOE changes not requiring prior approval by EASA and if the organisation is granted the indirect approval):

	Approved by: (name & position) 
	date: 



[bookmark: _Toc267401714]


[bookmark: _Toc216103518]0.4	 Distribution List 

This document should include a Distribution List to ensure proper distribution of the manual and to demonstrate to EASA that the Management Personnel and all personnel involved in maintenance training have access to the relevant information: This can be achieved making the manual available on a company intranet system to all applicable personnel.

Example of distribution List:

	MTOE COPY NUMBER
	MTOE HOLDER
	Format

	Copy No. 1
	Accountable Manager
	PAPER

	Copy No. 2 
	Quality Manager
	PAPER

	Copy No 3
	Training Manager
	PDF

	Copy No. 4
	Examination Manager
	PDF

	Copy No. 5
	Chief Instructor
	INTRANET

	Copy No. 6
	EASA
	PDF

	Copy No. 7
	Reserved
	

	Copy No. 8
	Reserved
	




[bookmark: _Toc216103519]0.5	Definitions and Abbreviations

This chapter is intended to list the definitions and abbreviations/acronyms in use within the MTOE
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[bookmark: _Toc216103521]1.1	Corporate Commitment by the Accountable Manager 

The MTOE should include in Part 1 a Corporate Commitment Statement signed by the Accountable Manager.

Working drafts of the MTOE may be submitted without this Accountable Manager signature. However, once the inspector has informally agreed on the content of the MTOE, the final version of the document must be sent to the inspector with the enclosed signed Corporate Commitment statement.

In the case of a change of Accountable Manager, the MTOE shall be revised, and the new incumbent shall sign again the corporate commitment. Complete re-issues of the MTOE will require the statement to be signed again.


Example of Corporate Commitment by the Accountable Manager:


This exposition defines the organisation and procedures upon which the EASA PART- 147 Organisation approval is based. 

It is accepted that these procedures do not override the necessity of complying with any new or amended regulation published by EASA from time to time when these new or amended regulations conflict with these procedures.

It is understood that EASA will approve this organisation whilst EASA is satisfied that the procedures are being followed. It is understood that EASA reserves the right to suspend, vary or revoke the PART-147 approval of the organisation, as applicable, if EASA has evidence that the procedures are not followed, and the standards not upheld. 

These procedures are approved by the undersigned and must be complied with, as applicable, whenever knowledge or practical training is being progressed under the terms of the PART-147 approval. 

The undersigned fully accepts the duties and responsibilities of Accountable Manager as defined in paragraph 1.3 of this exposition.

Signed					(Signature of Accountable Manager)

Accountable Manager		(name)

For and on behalf of		(Company name)




[bookmark: _Toc216103522]1.2	Management personnel
			PART-147.A.105 / AMC PART-147.A.105

This chapter shall identify the Management Structure of the organisation by listing, as minimum, the title and names of the Accountable manager plus all the Management Personnel. Apart from the Accountable Manager, a written Management personnel Résumé form FO.CAO.00156 shall be submitted for each Management Personnel for approval by EASA. 
This chapter shall clearly identify deputies in case of lengthy absence of the Management personnel.

|_|		Accountable Manager

|_|		Quality Assurance Manager

|_|		Training Manager

|_|		Examination Manager

|_|		Others Manager (as required, e.g. Practical Assessment manager)



Example of table listing Management Personnel and deputies:

	Management Personnel
	Deputies

	Accountable Manager
(Name)
	Deputy Accountable Manager
(Name / Position)

	Quality Manager
(Name)
	Deputy Quality Manager
(Name / Position)

	Training Manager
(Name)
	Deputy Training Manager
(Name / Position)

	Examination Manager
(Name)
	Deputy Examination Manager
(Name / Position)

	Other
(Name)
	Deputy Examination Manager
(Name / Position)






[bookmark: _Toc216103523]1.3	Duties and responsibilities of Management Personnel, Instructors, Knowledge Examiners and practical assessors

The duties and responsibilities of Management Personnel identified in the MTOE chapter 1.2 must be detailed in this chapter. MTOE shall include as a minimum the ones listed in this chapter.
Depending on the organisation structure, some responsibilities listed below may be ensured by Quality Manager or Training/Examination Manager (e.g. responsibilities related to the updating training or students records).


a) Accountable Manager
PART-147.A.105 / AMC PART-147.A.105

As a minimum, he is accountable for:

|_|	ensuring the operation of the training organisation is efficiently managed and conforms to the requirements of PART-147
|_|	ensuring that the necessary finance, manpower resources and facilities are available to enable the organisation to perform the knowledge and/or practical instruction and examinations/assessments to the standard required by PART-147
|_|	nominating the Management personnel
|_|	ensuring the training organisation is efficiently managed and conforms to the requirements of Part 147
|_|	chairing the annual meeting of senior staff to review the overall performance of the organisation
|_|	ensuring that any charges are paid, as prescribed by EASA in accordance with the fees & charge regulation
|_|	returning the approval to the competent authority in case of surrender or revocation


b) Quality Manager
PART-147.A.105 / AMC PART-147.A.105

As a minimum, he is responsible for:

|_|	ensuring that all instruction and examinations carried out by the organisation meets the standards required by EASA
|_|	establishing an independent quality system to monitor compliance of the training organisation with PART-147 requirements.
|_|	implementing a quality audit programme in which compliance with all training procedures is reviewed at regular intervals, and any observed non-compliances or poor standards are brought to the attention of the person concerned via his/her Manager
|_|	proposing or accepting all corrective action necessary for eliminating any non-compliances, and ensuring that these corrective actions are initiated and when completed are efficient and meet their intended purpose
|_|	the follow- up and rectification of findings required to re-establish the required standards of training or , examination/assessment standards
|_|	requiring remedial action, as necessary, by the Training Manager or the Examination Manager or the Accountable Manager.
|_|	amending the MTOE and associated manuals as required
|_|	notifying EASA of any changes of the training organisation or its MTOE and associated manuals
|_|	ensuring the Accountable Manager is kept informed as to the state of compliance of the organisation with PART-147
|_|	issuing Term of Reference and maintaining associated records of all instructors, knowledge examiners and practical assessors
|_|	ensuring instructors/examiners/assessors receives updating training and training records are updated accordingly - This can be ensured by the Training Manager of Examination Manager


c) Training Manager
PART-147.A.105 / AMC PART-147.A.105

As a minimum, he is responsible for:

|_|	ensuring that all instruction carried out by the organisation meets the standards required by EASA
|_|	ensuring sufficient staff with appropriate qualifications are selected, trained, and developed, to plan, deliver trainings/examinations/assessments and supervise students as required
|_|	ensuring that all instructors are fully trained and assessed regularly for competence and that all records pertaining to these personnel are kept up to date
|_|	ensuring instructors receives sufficient updating training and training records are updated accordingly
|_|	ensuring sub-contract staff including any part time staff conform to the requirements of PART-147 and the training procedures
|_|	ensuring appropriate office accommodation and facilities are available for the management of the planned training and for the use of the training staff
|_|	ensuring that all approved courses are delivered to the standard and content at the required level of knowledge, as specified in PART-147
|_|	ensuring an appropriate training environment is provided to the tasks being undertaken
|_|	ensuring sufficient storage facilities, tools, equipment, materials, and publications are available to perform the planned practical tasks
|_|	questioning the students prior to, during and on completion of the course about its effectiveness
|_|	ensuring that student and staff records are produced and stored in secure conditions
|_|	ensuring that any person to whom any of duties may be delegated is aware of current regulations. 
|_|	the corrective actions of the quality audit findings assigned to the Training Manager
|_|	proposing amendment to Quality Manager of the MTOE and associated manuals as required with regards to Training procedure


d) Examination Manager
PART-147.A.105 / AMC PART-147.A.105

As a minimum, he is responsible for:

|_|	ensuring that all examination and assessment carried out by the organisation meets the standards required by EASA
|_|	ensuring sufficient staff with appropriate qualifications are selected, trained, and developed, to plan, perform, supervise, examine, and assess students as required
|_|	ensuring that all examiner and assessors are fully trained and assessed regularly for competence and that all records pertaining to these personnel are kept up to date
|_|	ensuring examiners/assessors receives sufficient updating training and training records are updated accordingly
|_|	availability of sufficient questions to produce the examination papers required to cover the syllabus in accordance with Part 66 Appendix II and/or III
|_|	the availability of appropriate controlled environment for the organisation of examinations
|_|	the availability of an appropriate environment ensuring security and integrity of examination papers and questions bank during the preparation of the examination
|_|	ensuring secure facilities are available for the storage of examination papers prior to the examination and for the storage of completed students answer papers
|_|	the security and validity of all examinations in accordance with the requirements of PART-66 and PART-147. 
|_|	ensuring that all examinations and assessment timetables are co-ordinated
|_|	ensuring compliance with the examination question review procedures as required by PART 66 and/or PART-147
|_|	ensuring that student examination records are produced and stored in secure conditions
|_|	the corrective actions of the quality audit findings assigned to the Examination Manager
|_|	proposing amendment to Quality Manager of the MTOE and associated manuals as required with regards to Examination procedures
|_|	analysing examination results


e) Knowledge/Practical Instructors
PART-147.A.105 / AMC PART-147.A.105

|_|	Carry out instructional duties for which he/she is qualified (type/basic)
|_|	Compile questions for examination banks for which he/she is qualified


f) Knowledge Examiners
PART-147.A.105 / AMC PART-147.A.105

Duties:

|_|	The selection of examination questions/papers to be sat and the preparation of corresponding examination paper
|_|	Marking of the examination papers using acceptable marking standards


g) Practical Assessors
PART-147.A.105 / AMC PART-147.A.105

Duties:

|_|	Monitoring and assessing students during selected practical tasks and/or hand-skills, including handling of tools and instruments/equipment/test equipment


h) Invigilators
PART-147.A.105 / AMC PART-147.A.105

Duties:

|_|	The invigilation of examinations to prevent students cheating
|_|	Ensure the examination is performed in a controlled environment
|_|	The allocation of examination papers at the beginning of the examination and their retrieval on completion of the examination
|_|	Ensure the security of all examination material





[bookmark: _Toc216103524]1.4	Management personnel organisation chart
			PART-147.A.105 / AMC PART 147.A.105

The organisation chart shall provide and reflect the actual management structure of the training organisation. It shall show the independence of the Quality Manager, unless this position is combined with other positions (in case of small organisation). The Organisation chart of this chapter needs to be at any time consistent with the MTOE chapter 1.2 and 1.3 and show the associated chains of responsibility of the Management personnel identified in Chapter 1.2 and 1.3 with the Accountable Manager.

Example of organisation chart:

	


(*) Management Personnel






[bookmark: _Toc216103525]1.5	List of instructional and examination staff and total number of staff
			PART-147.A.105 / AMC PART 147.A.105 / 147.A.110 / AMC 147.A.110

This paragraph shall detail:
1. The total number of staff giving broad figures to show that the number of people dedicated to the performance of the approved training activity is adequate. It is not necessary to give the detailed number of employees of the whole company but only the number of those involved in the Part 147 training organisation. The total number of staff shall reflect the same number of staff identified on the EASA form 12. Any significant change in the number of staff having impact on the approval, or on the applicable fees and charges, shall be notified to EASA on an EASA form 12
2. The list the knowledge instructors and examiners and the practical instructors and assessors with their scope of approval. This list can be kept in a separate controlled document with its reference added in MTOE 1.5 and 1.11 and is approved by the EASA inspector as detailed in MTOE 1.11.

Example of table showing the total number of staff

	Role
	Number of Staff

	Accountable Manager
	1

	Quality Manager
	1

	Quality Auditor
	1

	Training Manager
	1

	Deputy Training Manager
	1

	Examination Manager
	1

	Deputy Examination Manager
	1

	Chief Instructor
	1

	Knowledge Instructors/Examiners
	5

	Practical Instructors/Assessors
	3

	Invigilators
	2

	Administrative staff
	2

	TOTAL
	20






Example of List of instructors/Assessors/Examiner/Invigilator:

Type Training
	Name
	Authorisation number
	Initial Authorisation date
	Category
	Part 66 type rating
	Scope
	Limitation

	Mr A
	TRN01
	01/01/2017
	B1.1
	A350 (RR TRENT XWB)
	Knowledge Instructor
Knowledge Examiner
	-

	Mr B
	TRN02
	01/01/20217
	B2
	A350 (RR TRENT XWB)
	Practical Instructor
Practical Assessor
Invigilator
	ATA 22/34

	Ms C
	TRN03
	31/12/2022
	B1.1/B2
	Boeing 787-8/9/10 (GEnx) 

	Knowledge Instructor
Knowledge Examiner
Practical Instructor
Practical Assessor
	-

	Mr D
	TRN04
	01/07/2024
	-
	-
	Invigilator
	-

	…
	
	
	
	
	
	




Basic Training
	Name
	Authorisation number
	Initial Authorisation date
	Category
	Modules
	Scope
	Limitation

	Mr W
	TRN01
	01/01/2017
	B1.1
	Module 1
Module 2
Module 3
Module 4
Module 5
	Knowledge Instructor
Knowledge Examiner
Invigilator
	

	Mr X
	TRN02
	01/01/20217
	B2
	Module 7
	Practical Instructor
Practical Assessor
	excluding 7.15

	Ms Y
	TRN03
	31/12/2022
	B2
	Module 13
	Knowledge Instructor
Knowledge Examiner
Practical Instructor
Practical Assessor
Invigilator
	

	Mr Z
	TRN04
	01/07/2024
	-
	-
	Invigilator
	

	….
	
	
	
	
	
	





[bookmark: _Hlk178250299]
[bookmark: _Toc216103526]1.6	List of approved addresses
			PART-147.A.100 / PART 147.A.145

The Principal Place of Business and the training site names and addresses shall be identified in this chapter.
All training sites shall be listed, including those belonging to third party organisation, e.g. practical training locations at a maintenance organisation. These training sites will be displayed on the approval certificate.
Training sites used in the frame of the off-site training procedure in accordance with MOTE 2.8 or MTOE 2.16 do not require to be listed here. The training site category shall be identified for each training.

|_|	The Principal Place of business (PPB) (name/address)

|_|	Basic Training sites (name/address)

The basic training sites categories are:
· Basic Training site
(i.e. this includes performance of Theoretical training and examination, and Practical Training and assessment)
· Basic Examination site only
· Basic Practical training site only
· Basic Theoretical Training site without Examination
· Basic Theoretical training and Examination site

|_|	Type training (name/address)

The basic training sites categories are:
· Type Training site
(i.e. this includes performance of Theoretical training and examination, and Practical Training and assessment)
· Type training Examination site only
· Type Practical training site only
· Type Theoretical training and Examination site
· Type Theoretical training site without Examination

Example of List of approved addresses:

	PPB

	Name/Address

	ABC Academy
1 Airport Road
Cologne






	Basic Training site

	Name / Address
	Training site category

	ABC Academy
1 Airport Road
Cologne
Germany
	Basic Training site

	DEF Training centre
10 City centre Avenue
Dusseldorf
Germany
	Basic Examination site only

	XYZ Aircraft Maintenance
100 Main Hangar Street
Frankfurt
Germany
	Basic Practical Training site only



	Type Training site

	Name / Address
	Training site category

	ABC Training
1 Airport Road
Cologne
Germany
	Type Theoretical training and Examination

	XYZ Aircraft Maintenance
100 Main Hangar Street
Frankfurt
Germany
	Type Practical training site




[bookmark: _Toc216103527]1.7	List of sub-contractors as per 147.A.145 (d)
			PART 147.A.145 / AMC PART-147.A.145


This paragraph should list the sub-contractors at which training may be carried out with organisation names and addresses. Sub-contractors are non-Part 147 approved organisation working under the control of the training organisation quality system.

The subcontracting limited to:
- basic theoretical training and examination of modules 1, 2, 3, 4, 5, 6, 8, 9 and 10
- type training and examination of powerplant and avionic systems.

When the training organisation is performing practical training at a maintenance organisation, this is not considered as a sub-contractor training site but a practical training site where the training organisation is delivering practical training


|_|	List of sub-contractors)




[bookmark: _Toc216103528]1.8	General description of facilities at paragraph 1.6 addresses
			PART 147.A.100 / AMC PART 147.A.100


This chapter shall describe the approved training sites listed at MTOE 1.6 with corresponding facility layout, e.g. Management personnel offices, Instructors offices, classrooms with number of seats, examination rooms, storage facilities, library, practical training workshops and hangars.
The available instructional equipment should be listed for each facility e.g. overhead projectors, teaching aids, Maintenance simulation training devices, mock-ups, aircraft, engines etc. 


[bookmark: _Toc216103529]1.9	Specific list of courses and type examinations approved by the Agency
			PART 147.A.145
This paragraph shall list all the PART-147 course(s) for which approval is held. 

With regards to basic training courses, the following is highlighted:
- Combined courses which included 2 different categories should be identified e.g. B1.1 + B2 basic training course 
- Bridging course which are differences between 2 subcategories should be identified e.g. B1.1 to B2 basic training course


Example of list of courses and type examinations:

Basic Training courses

	Category
	Subcategory

	A
	A1

	
	A2

	
	A3

	
	A4

	B1
	B1.1

	
	B1.2

	
	B1.3

	
	B1.4

	B2
	B2

	B2L
	B2L

	B3
	B3



	B1 +  B2 - Combined course
	B1.1 + B2

	
	B1.2 + B2

	
	B1.3 +B2

	
	B1.4 + B2

	B1 – Combined course
	B1.1+B1.2

	
	B1.3+B1.4






	B1/B2 – Bridging course
	B1.1 to B1.2

	
	B1.2 to B1.1

	
	B1.3 to B1.4

	
	B1.4 to B1.3

	
	B1.1 to B2

	
	B2 to B1.1

	
	B1.2 to B2

	
	B2 to B1.2

	
	B1.3 to B2

	
	B2 to B1.3

	
	B1.4 to B2

	
	B2 to B1.4




With regards to type training, the following is highlighted:
- type training ‘Differences’ courses shall be listed
- type training course shall be identified with the Part 66 type rating as detailed in Appendix I to AMC to Part 66.
- list shall identify cases of type training course limited to specific models within same Part 66 type rating endorsement. It is acceptable to show a commercial designation when the type training is limited to a specific commercial designation (e.g. Bombardier Global 6500)
- difference courses are not displayed on the EASA form 11 (only at MTOE 1.9)
- Aircraft models are not displayed on the EASA form 11 will display (only at MTOE 1.8)
- for type trainings limited to powerplant, it shall be identified whether the training is with or without the Aircraft interfaces

Type Training courses

	Aircraft type course
(Part 66 Type rating endorsement)
	Models / Commercial designation
	Category
	Theoretical
	Practical

	
	
	B1
	B2
	C
	B1+B2
	B1 to B2
	B2 to B1
	
	

	A350 (RR Tent XWB)
	All
	X
	X
	X
	X
	X
	X
	X
	X

	Boeing 787-8/9/10 (GEnx) engine only with aircraft interface
	All
	X
	X
	
	
	
	
	X
	

	Boeing 787-8/9/10 (GEnx) to
Boeing 787-8/9/10 (RR Trent 1000)
	All
	
	
	
	X
	
	
	X
	X

	ATR 42-200/300 series (PWC PW120)
	ATR 42-300
	
	
	X
	
	
	
	X
	

	Bombardier BD-500 Series (PW PW1500G)
	BD-500-1A11
	X
	
	
	X
	X
	
	X
	X

	Bombardier BD-700 Series (RRD BR700-710)
	Global 6500
	
	
	X
	
	
	
	X
	

	De Havilland DHC-6 (PWC PT6)
	DHC-6 Series 300
DHC-6 Series 400
	
	
	
	X
	
	
	X
	X






[bookmark: _Toc216103530]1.10	Notification procedures regarding changes to organisation
			AMC PART 147.A.145 / 147.A.150

The maintenance training organisation shall notify EASA of any proposed changes to the organisation that affect the Part 147 approval before any such change takes place. Such changes require a prior approval by EASA.
The notification shall be sent to the following email addresses:
· foreign147@easa.europa.eu
· the assigned inspector email 

The procedure shall include at least the following points:

|_|	Changes requiring notification to EASA
e.g. Removal/addition of a training course, change of Management personnel, Removal/addition of training site, etc.

|_|	Person responsible for the notification of changes to EASA
e.g. Quality Manager is responsible to notify any change to EASA

|_|	Procedure to notify changes to EASA
e.g. Notification by email to the assigned Inspector with EASA form 2 and any required document as applicable such as Résumé, MOE Amendment, Course Approval forms etc.


Example of table listing type of changes with required documentation:

	Type of change
	Example of change
	Document to be provided

	
	
	To EASA: foreign147@easa.europa.eu
	To the assigned Inspector (NAA or EASA Inspector)

	Change of Organisation Name 
	
	Form 12
Certificate of Incorporation
	Form 12
MOE + Associated documents

	Changes of Address/training sites
	PPB change address
Addition of training site
Removal of training site
	Form 12
	Form 12
MTOE + Associated documents

	Change of Management Personnel
	Change of Quality Manager
	Form 12
	Form 12
Résumé
MTOE + Associated documents

	Change of scope of approval
	Addition/Removal of training course
	Form 12
	Form 12
List of Instructors
Course Approval Form
MTOE + Associated documents
Any other document required by the assigned inspector

	Any change to the procedures that affects the approval. 
	
	Form 12
	Form 12
MOE + Associated documents

	Change of total staff number
	Increasing / Decreasing the number of instructors
	Form 12
	Form 12
List of Instructors
MTOE





[bookmark: _Toc216103531]1.11	Exposition and associated manuals amendment procedure
			PART 147.A.140 / AMC PART 147.A.140

This paragraph shall detail here the procedure to be followed for the amendment of the exposition and any associated procedures and or documents. Amendments of the exposition and associated documents shall be approved by EASA unless the assigned inspector granted the organisation the privilege to approve certain changes to the exposition and associated documents. Approval by the organisation is limited to changes listed in this paragraph.


The procedure shall include at least the following points:

|_|	Summary table listing the type of documents and definition of changes which can be approved by the organisation

Example of table listing type of changes with required documentation

	Type of document
	Document reference
	Can be approved without EASA prior approval?
(YES/NO)
	Approval by
	Changes which can be implemented without prior approval

	MTOE
	MTOE/EASA/001
	YES
	Quality Manager
	Correction of typo/syntax errors

	List of Instructors / Examiners / Assessors / Invigilators
	INST/EASA
	YES
	Quality Manager
	Update of authorisation validity date

	List of subcontractors
	SUBCTR/EASA
	NO
	EASA
	N/A

	Course approval /Forms TNA summaries Manual
	CAF – TNA /EASA
	YES
	Quality Manager
	Correction of typo/syntax errors




|_|	Person responsible to amend the Exposition and its associated documents

|_|	Notification process to the assigned inspector and timeframe























[bookmark: _Toc216103532]PART 2 	TRAINING AND EXAMINATION PROCEDURES



[bookmark: _Toc216103533]2.1	Organisation of courses 
			PART 147.A.200 / Part 147.A.300


In this paragraph, the organisation should detail the procedures in place to organize the courses and to ensure that all necessary means are available to deliver in appropriate conditions and by appropriately qualified staff all the course elements as required by the Part 66 standards.

The procedure shall include at least the following points:

|_|	Review of availability of theoretical training classrooms and instructional equipment, e.g. screen projector

|_|	Review of availability of practical training facilities and instructional equipment, e.g. workshop, mock up, 

|_|	Review of availability and update of training material, in case of electronic format availability of means to read the training material, e.g. laptops/tablets

|_|	Review of availability of appropriate qualified instructors

|_|	Preparation of corresponding tuition schedule (course program)

|_|	Procedure for DSL course if applicable – Refer to ‘’UG.CAO.00169 Distance learning training method user guide’’


[bookmark: _Toc216103534]2.2	Preparation of course material 
			PART 147.A.120 / AMC 147.A.120

This paragraph should describe how the training organisation produces and updates the training material. The training material should meet the requirements of PART-66. This includes any documentation used to facilitate the learning of the subject matters. Each training material is given a reference, a revision number, and a revision date.
When the training material is sourced from a third company, the training organisation is responsible to ensure its compliance with Part 66 requirement.
For type training, this would typically include the production of the Training Needs Analysis and eventually a training schedule listing what is being taught, to what level and for how long.

The procedure shall include at least the following topics:

|_|	Person responsible to produce/amend the training material

|_|	Review of training material for compliance with Part 66 requirement

|_|	Tracking of training material amendment

|_|	Procedure for DSL course if applicable – Refer to ‘’UG.CAO.00169 Distance learning training method user guide’’




[bookmark: _Toc216103535]2.3	Preparation of classrooms and equipment 
			PART 147.A.100 / PART 147.A.115 / AMC 147.A.115

This paragraph should describe the procedure for the:
- preparation of classrooms and instructional equipment
- general maintenance procedures and the control of the teaching environment
- reporting/fixing of faults to any classroom equipment


The procedure shall include at least the following topics:

|_|	Person responsible to prepare the classroom and instructional equipment prior to any scheduled training.

|_|	Maintenance of classrooms and instructional equipment (regular checks and corrective action of reported faults)

|_|	Procedure for DSL course if applicable (Virtual classroom) – Refer to ‘’UG.CAO.00169 Distance learning training method user guide’’


[bookmark: _Toc216103536]2.4	Preparation of workshops/maintenance facilities and equipment 
			PART 147.A.100 / PART 147.A.115 / AMC 147.A.115

In similar way to § 2.3, this paragraph should describe the procedure for the preparation of Workshop / Maintenance facilities and reporting of faults to any classroom equipment, general maintenance procedures and the control of the teaching environment.

The procedure shall include at least the following topics:

|_|	Person responsible to prepare the workshop / Maintenance facilities, and instructional equipment, prior to any scheduled training.

|_|	Availability of materials, standard parts, consumables, and tooling/test equipment required for the performance of the practical tasks

|_|	Maintenance of the workshop / Maintenance facilities and instructional equipment (regular controls and fixing reported faults)




[bookmark: _Toc216103537]2.5	Conduct of theoretical training & practical training (during basic knowledge training and type/ task training) 
			PART-147.A.200 / PART 147.A.300

This paragraph should describe the training methods and training tools used in teaching the Basic/Type knowledge and practical training courses for which the organisation is approved.

The procedure shall include at least the following topics:

|_|	Description of the different training methods and training tools in use by the training organisation for the theoretical training, e.g. face-to-face in physical classroom, DSL in a virtual classroom, CBT

|_|	Description of training methods and training tools in use by the training organisation for practical training, e.g. face-to-face with real aircraft, CBT, virtual aircraft

|_|	Maximum number of students during the theoretical and/or practical training

|_|	Type practical training performed after or integrated to the type theoretical training

|_|	Access to appropriate practical training site

|_|	Procedure for DSL course if applicable – Refer to ‘’UG.CAO.00169 Distance learning training method user guide’’


[bookmark: _Toc216103538]2.6	Records of training carried out 
			PART 147.A.125

This paragraph should describe the procedures for the production, retention, and security of student files.

The procedure shall include at least the following topics:

|_|	Person responsible for producing and ensuring security of the students records

|_|	Content of the training records, at a minimum:
- copy of students ID
- details of student attendance
- all examination records and results
- post-examination analysis results
- practical training and practical assessments records
- copies of CORs issued

|_|	Format of the training records (i.e. paper and/or electronic)

|_|	Procedure for DSL course if applicable – Refer to ‘’UG.CAO.00169 Distance learning training method user guide’’




[bookmark: _Toc216103539]2.7	Storage of training records 
			PART 147.A.100 / PART 147.A.125

This paragraph should describe the procedures for the storage of staff and students records.

The procedure shall include at least the following topics:

|_|	Person responsible for the archiving:

|_|	Secure storage facilities with appropriate environment and restricted access, to: 
- Ensure the security of the training records
- Prevent alteration of the training records

|_|	Format of training record: electronic, paper, combination of both

|_|	In case of electronic training records:
- adequate safeguards in place to prevent unauthorized access and alteration
- appropriate back up in place

|_|	Records are retained for an unlimited period

[bookmark: _Toc216103540]2.8	Training at locations not listed in paragraph 1.6 
			PART 147.A.145 /AMC PART 147.A.145

This paragraph should describe the procedures for training carried out at an address not listed at MTOE 1.6. The organisation shall ensure compliance of the proposed training site with EASA PART-147 requirements. The training organisation should be approved for off-site training as this impact the fees, this is a pre-requisite for DSL training method as well.

If the organisation does not deliver training at non approved locations, this paragraph should be identified as not applicable. In such case, any training delivered at location not listed on MTOE 1.6 requires the prior approval of the location by EASA and addition to MTOE 1.6.

The procedure shall include at least the following topics:

|_|	Identify that the organisation holds the off-site training privilege

|_|	Review of the training location for compliance with applicable Part 147 requirement on-site or remotely.
The outcome of the review is evidenced in an audit report or in dedicated Off-site training compliance review form. In case the initial review was done remotely, the compliance with Part 147 requirements shall be confirmed on-site prior to start of the training

|_|	Prior notification of the off-site training to the assigned inspector (at least 2 weeks earlier)

|_|	Contract with the organisation responsible of the training site granting the access to the Part 147 training organisation for the duration of the training and to the EASA/EU NAA inspector for the purpose of Audit

|_|	Procedure for DSL course if applicable – Refer to ‘’UG.CAO.00169 Distance learning training method user guide’’



[bookmark: _Toc216103541]2.9	Organisation of examinations 
			AMC PART 147.A.135 / PART 147.A.205

This paragraph should describe the procedures for the organisation of type training examination and basic training examination

The procedure shall include at least the following topics:

|_|	Basic Training examination referring to Part 66 Appendix II

|_|	Type training examination referring to Part 666 Appendix III

|_|	Validation of created examination questions prior to addition to the examination question bank


[bookmark: _Toc216103542]2.10	Security and preparation of examination material 
			PART 147.A.100 / PART 147.A.135

This paragraph should describe the procedures for the security and the preparation of the examination material.

The procedure shall include at least the following topics:

|_|	Preparation of the examination paper by an examiner not involved in the instruction of the related parts of the theoretical training course

|_|	Security procedure in place for the production, storage, and transportation of examination paper from examiner location to the examination room

|_|	Secure storage facility for the examination question bank and examination records

|_|	Description of paper or electronic examination


[bookmark: _Toc216103543]2.11	Preparation of examination rooms 
			PART 147.A.100(b)

This paragraph should describe the procedures for the preparation of the examination rooms.

The procedure shall include at least the following topics:

|_|	Appropriate examination room to conduct knowledge examination (without undue distraction, sufficient spacing between examinee…)

|_|	Examiner and/or Invigilator checklist for the for the preparation of the examination room

|_|	Preparation of electronic examination computers




[bookmark: _Toc216103544]2.12	Conduct of examinations (basic knowledge examinations, type/ task training examinations and type examinations) 
			PART 147.A.135 / PART 147.A.205

This paragraph should describe the procedures for the conduct of the examination sessions. In case of electronic examination, the software in use should grant a sufficient level of security.

The procedure shall include at least the following topics:

|_|	Controlled environment ensuring security of the examination material and integrity of the examination

|_|	Sufficient qualified invigilators to supervise the conduct of the examination

|_|	No wall charts and/or other visual teaching aids allowed in the examination room

|_|	Nothing other than the actual examination/answer paper is permitted on the candidate’s desk

|_|	Verification of the identity of the students prior to examination (i.e. ID card with picture)

|_|	In case, candidates are identified by a numbering system, the identifying document is only held by the nominated Examiner

|_|	Students briefed about the examination rules, e.g. how to fill the answer sheet

|_|	Students reminded at the beginning of the exam about the consequences of cheating as per 147.A.135(b), i.e. student may not take any examination for at least 12 months after the date of the incident

|_|	Examiner/invigilator found to be providing answers to examination questions to any student will be immediately disqualified from acting as an examiner/invigilator, and the EASA will be informed within 1 calendar month.

|_|	Cheating cases to be reported to EASA (students or examiners or invigilators)

|_|	Paper or electronic examination. In case of electronic examination, the software in use should grant a sufficient level of security




[bookmark: _Toc216103545]2.13	Conduct of practical assessments (during basic knowledge training and type/ task training) 
			PART 147.A.210 / PART 147.A.305

This paragraph should describe the procedures for the conduct of practical assessment.

The procedure shall include at least the following topics:

|_|	Access to appropriate practical training site

|_|	 Content of the practical assessment (e.g. number of tasks, period of assessment etc..)

|_|	Criteria for assessment pass (evaluation of basic training hand skills, use of appropriate tools, cleanliness, attitude towards safety, awareness of environment etc.)

|_|	Practical assessment records, e.g. result of the assessment


[bookmark: _Toc216103546]2.14	Marking and record of examinations 
			PART 147.A.100 / PART 145.A.125

This paragraph should describe the procedures for the marking and record of the examination.

The procedure shall include at least the following topics:

|_|	Marking of the basic training examination in accordance with Part 66 appendix II

|_|	Marking of the type training examination in accordance with Part 66 appendix III

|_|	Records of the examination results

|_|	Paper or electronic examination

[bookmark: _Toc216103547]2.15	Storage of examination records 
			PART 147.A.100 / PART 145.A.125

This paragraph should describe the procedures for the storage of the examination records.

The procedure shall include at least the following topics:

|_|	Content of the examination records, e.g. students answer sheet, model answer sheets, examination papers, examination results…

|_|	Format of the examination records, in case of electronic format storage appropriate secured backup is required

|_|	Secure and protected storage facility

|_|	Examination records kept for an unlimited period


[bookmark: _Toc216103548]2.16	Examinations at locations not listed in paragraph 1.6 
			AMC PART 147.A.100 / PART 145.A.140 / PART 145.A.145

This paragraph should describe the procedures for examination carried out at an address not listed at MTOE 1.6. The organisation shall ensure compliance of the proposed examination site with EASA PART-147 requirements. The training organisation should be approved for off-site training as this impact the fees.

If the organisation does not deliver examination at non approved locations, this paragraph should be identified as not applicable. In such case, any examination organized at a non-approved location requires a prior direct approval by EASA and addition to MTOE 1.6.

The procedure shall include at least the following topics:

|_|	Organisation holds of-site training privilege

|_|	off-site examination location complies with procedures described in MTOE 2.10 / 2.11 / 2.12 / 2.13 / 2.14 / 2.15.

|_|	Review of the examination location for compliance with applicable Part 147 requirement on-site or remotely.
The outcome of the review is evidenced in an audit report or in dedicated Off-site examination compliance review form. In case the initial review was done remotely, the compliance with Part 147 requirements shall be confirmed on-site prior to start of the examination

|_|	Prior notification of the off-site examination to the assigned inspector

|_|	Security of the examination papers and examination answer sheets between the Part 147 organisation and the off-site examination site

|_|	Contract with the organisation responsible of the examination site granting the access to the Part 147 training organisation for the duration of the examination and to the EASA/EU NAA inspector for the purpose of Audit

|_|	For basic training examination, involvement of the assigned inspector for the selection of examination questions/papers is required. Such selection shall be done a short time before the examination takes place to ensure security of the examination.


[bookmark: _Toc216103549]2.17	Preparation, control & issue of training course certificates 
			PART 145.A.125 / PART 147.A.145
This paragraph should describe the procedures for the preparation, control, and issue training course certificate.

The procedure shall include at least the following topics:

|_|	Control procedure for the issue of CORs in accordance with the approved EASA Part 147 COR templated

|_|	Procedure for the correction of issued COR

|_|	Unique number for each COR

|_|	Archiving of copies of issued CORs (electronic/paper)


[bookmark: _Toc216103550]2.18	Control of sub-contractors
			PART 147.A.100 / PART 145.A.145

This paragraph should describe the procedures for the control of subcontractors. If the organisation does not deliver use any sub-contractor, this paragraph should be identified as not applicable.

The procedure shall include at least the following topics:


|_|	Subcontracting of basic theoretical training and examination is limited to Annex III (Part-66), Appendix I, Modules 1, 2, 3, 4, 5, 6, 8, 9 and 10

|_|	Subcontracting of type training and examination is limited to powerplant and avionic systems

|_|	Contract with the subcontractor with provision to grant access to the EASA/EU NAA inspector for the purpose of Audit

|_|	Contract with the subcontractor with provision to inform the Part-147 approved maintenance training organisation of any change that may affect its Part-147 approval, before any such change takes place. 

























[bookmark: _Toc216103551]PART 3 	TRAINING SYSTEM QUALITY PROCEDURES



[bookmark: _Toc216103552]3.1	Audit of training
			PART 147.A.130 / AMC PART 147.A.130 / GM to PART 147.A.130

This paragraph should describe the audit function procedures to monitor the training standards, the integrity of knowledge examinations and practical assessments and compliance with Part 147 requirements.

The procedure shall include at least the following topics:

|_|	Independence of the quality auditors (i.e. audit carried out by personnel not responsible for the function or procedure being checked

|_|	Use of internal/external auditors

|_|	 Training organisation audit plan covers the audit of all Part 147 requirements in a 12 months period or twice in a 12 months period if the audit function is contracted

|_|	Audit plan includes witnessing theoretical training/examination and practical training/assessment of at least 1 basic and 1 type training, as applicable

|_|	Audit of subcontractors

|_|	Audit of training carried out at non-approved location

|_|	Procedure for the conduct of audit, audit report, finding notification and control of finding due dates/ closure

|_|	Management control and follow up cannot be contracted outside the training organisation

|_|	Audit records retention period and content

[bookmark: _Toc216103553]3.2	Audit of examinations
			PART 147.A.130 / AMC PART 147.A.130 / GM to PART 147.A.130

This paragraph should describe the procedures related to audit of the preparation, security, conduct, marking and storage of examination.

The procedure shall include at least the following topics:

|_|	Audit of examination included in the organisation annual audit plan

|_|	Procedure for the conduct of audit, audit report, finding notification and control of finding due dates/ closure

|_|	Audit scope covers all examination aspects such as preparation, security, conduct, examination room, marking and storage procedure

|_|	Audit of examination carried out by subcontractors

|_|	Audit of examination carried out at non-approved location



[bookmark: _Toc216103554]3.3	Analysis of examination results
			PART 147.A.130 / AMC PART 147.A.130 / GM to PART 147.A.130 / Part 147.A.135

This paragraph should describe the procedures for the analysis of examination results.

The procedure shall include at least the following topics:

|_|	Examination results at completion of each examination

|_|	Procedure of analysis of examination (responsible, outcome of the analysis

|_|	 Action required following examination analysis (amendment/deletion of question, review of examination marking, etc..)


[bookmark: _Toc216103555]3.4	Audit and analysis of remedial action
			PART 147.A.130 / AMC PART 147.A.130 / GM to PART 147.A.130

This paragraph should describe the procedures for the audit and analysis of remedial action.

The procedure shall include at least the following topics:

|_|	Audit findings notification

|_|	Finding levels and associated time frame for the corrective/preventive actions

|_|	Management of findings due dates (extension etc..)

|_|	Root cause analysis, Corrective/preventive actions


[bookmark: _Toc216103556]3.5	Accountable Manager annual review
			PART 147.A.130 / AMC PART 147.A.130 / GM to PART 147.A.130

This paragraph should describe the procedures related to the annual Management review of the overall performance of the Quality system with the Accountable Manager.

The procedure shall include at least the following topics:

|_|	Interval of the Management reviews meeting

|_|	Attendees to the meeting, i.e. at minimum Management personnel

|_|	Content of the meeting, e.g. Quality Assurance review (audit schedule completion, finding closure progress, overdue finding etc.)

|_|	Recorded minutes of meeting




[bookmark: _Toc216103557]3.6	Qualifying the Instructors
			PART 147.A.105 / AMC PART 147.A.105 / PART 147.A.110 / AMC PART 147.A.110 / GM 147.A.110

This paragraph should describe the minimum criteria for the qualification of the knowledge instructor and practical instructors.

The procedure shall include at least the following topics:

|_|	English level

|_|	Specialty knowledge, Pedagogical skills, Specialty experience, other knowledges in accordance with UG.CAO/00154 User Guide for the qualification and experience of instructors, knowledge examiners and practical assessors

|_|	Knowledge of applicable Part-66/Part-147 regulations

|_|	 Knowledge of applicable MTOE procedures 

|_|	Training on the specific instructional equipment in use by the training organisation (e.g. simulators, CBT etc….)

|_|	Knowledge of DSL training method in accordance with ‘’UG.CAO.00169 Distance learning training method user guide’’

|_|	Competence assessment including on-the-job assessment

|_|	Authorisation (scope of authorisation, validity of the authorization, 1st date of authorization, renewal etc.)

|_|	Recurrent training (duration, content, etc.)


[bookmark: _Toc216103558]3.7	Qualifying the examiners and the assessors
			PART 147.A.105 / AMC PART 147.A.105 / PART 147.A.110 / AMC PART 147.A.110 / GM 147.A.110

This paragraph should describe the minimum criteria for the qualification of the knowledge examiners and practical assessors. Examiners and assessors shall show a responsible attitude during the conduct of examinations and assessment such that the highest integrity and security is ensured at all time.

The procedure shall include at least the following topics:

|_|	English level

|_|	Specialty knowledge, Pedagogical skills, Specialty experience, other knowledges in accordance with UG.CAO/00154 User Guide for the qualification and experience of instructors, knowledge examiners and practical assessors

|_|	Knowledge of applicable Part 66/Part 147

|_|	 Knowledge of applicable MTOE procedures 

|_|	Competence assessment including on-the-job assessment

|_|	Authorisation (scope of authorisation, validity of the authorization, 1st date of authorization, renewal etc.)

|_|	Recurrent training (duration, content, etc.)


[bookmark: _Toc216103559]3.8	Records of qualified instructors, examiners and assessors
			PART 147.A.105 / AMC PART 147.A.105 / PART 147.A.110 / AMC PART 147.A.110 / GM 147.A.110

This paragraph should describe the content of instructors/examiners/assessors records.

The procedure shall include at least the following topics:

|_|	Instructors/examiners/Assessors records content, such as authorization, competence assessment, training certificates

|_|	Format of records (hard copy or electronic)

|_|	Storage of the instructors/examiners/assessors

|_|	Restricted access to the records to ensure records cannot be altered in an authorised manner


[bookmark: _Toc216103560]3.9	Qualifying the invigilators
			PART 147.A.105 / AMC PART 147.A.105 / PART 147.A.110 / AMC PART 147.A.110 / GM 147.A.110

This paragraph should describe the minimum criteria for the qualification of invigilators. The invigilators do not need to be knowledge instructors or examiner on the subject matters being examined. The invigilators shall show a responsible attitude during the conduct of examinations to ensure the highest level of integrity and security.

The procedure shall include at least the following topics:

|_|	Independency of the invigilators

|_|	Knowledge of the conduct of examination and the security/integrity of the examination

|_|	Knowledge of the consequences of cheating

















[bookmark: _Toc216103561]PART 4 – APPENDICES




[bookmark: _Toc216103562]4.1	Example of documents and forms used 

This chapter should include the templates of all documents and forms in use by the training organisation. Each form shall be uniquely identified with a number and revision date to allow traceability of changes.

Example of Forms:

|_|	Certificate of Recognition

|_|	Instructors authorisation form

|_|	Instructors competence assessment form

|_|	Off-site training evaluation form

|_|	Student attendance form

Etc…


[bookmark: _Toc216103563]4.2	Syllabus of each training course

This chapter should list and include all the EASA Course Approval Forms  for each training listed at MTOE chapter 1.9. These forms are not approved individually and are approved at the same time as the MTOE approval.

It is reminded that these forms are the reference as accepted by the surveyors (syllabus, tuition hours breakdown, number of questions)

For the type training organisation,  a TNA summary presenting the outcome of the TNA should be included.

This chapter can refer to a separate Course Approval Form manual / TNA Manual


[bookmark: _Toc216103564]4.3	Cross-reference index - if applicable

Any cross-reference index to other manuals or associated procedure in use by the training organisation should be included in this chapter.
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