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EASA AOC LEAFLET 001 
5 phases to an AOC 

 

1 Purpose and scope 
 
The purpose of this leaflet is to provide information to all prospective air operator certificate (AOC) applicants. 
 
An AOC authorises an operator to conduct commercial air transport operations in compliance with the 
applicable regulations and rules, and in particular Commission Regulation (EU) No 965/2012. 
 
EASA AOCs are issued on behalf of a Member State following a transfer of responsibilities to the Agency under 
the Articles 64 or 65 of Basic Regulation (EU)2018/1139. 
 

2 Prerequisite 
 
The issuance of an EASA AOC is subject to the establishment, between EASA and the Member State where the 
operator has its principal place of business (PPoB), of a detailed arrangement concerning the reallocation of 
responsibilities for the tasks concerned, in accordance with Article 64 or 65 of Regulation (EU)2018/1139 under 
the underlined conditions. 
 
The definition and agreement on a fees and charge scheme are as well taking place prior to the certification 
process. 
 
This leaflet does not address the transfer arrangements and the fees and charge scheme but solely addresses 
the 5-phases of the AOC issuance process once these arrangements are established. 
 

2.1 Principal place of business (PPoB): 
 
The verification that the effective principal place of business (PPoB) of the operator is effectively located in the 
Member State (State of the Operator and State responsible for the issuance of the Operating License), which 
transferred its certification and oversight responsibility for the considered operator to EASA under Art.64 or 
Art.65 of Regulation (EU) 2018/1139, will be performed during the initial certification process. However, this 
criterion is considered to be a pre-requisite for an AOC as the issuance of the AOC may not take place if the 
effective PPoB is located on the territory of another (Member) State.  
Should the effective PPoB be assessed as different compared to the one submitted in the AOC application and/or 
located in a different (Member) State, the certification process will be put on hold until the issue is resolved by 
the operator and evidence is provided allowing to perform a re-assessment of the PPoB. 
 
The Regulation provides that the principal place of business of a community air carrier is either its head office 
or its registered office which are situated in the Member State where the principal financial functions and 
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operational control, including continued airworthiness management, are exercised. "Head office" refers to the 
actual central office, the headquarters of the company, while "registered office" is the official seat of the 
undertaking as registered by the relevant authorities of the Member State concerned under its national law. 
Furthermore, the principal financial functions must be exercised in the same Member State to ensure that the 
authority or authorities of the Member State which are responsible for the economic and safety oversight of the 
air carrier are capable to fulfil their obligations by exercising real, effective regulatory control. 
 
Guidance related to the determination of the PPoB will be provided to the operator during the pre-application 
phase and a dedicated C/L will be used by EASA for the determination of the operator’s PPoB during the review 
of the formal application package. 

3 Processing time 
 
As stated in ARO.GEN.310, the formal application for an AOC should be submitted at least 90 days before the 
intended start of the operations.  
 
However, the processing time may be: 

• extended in case the prospective operator does not manage to provide all the required information on-time 
or does not manage to correct any identified non-conformity within the 90 days timeframe; or 

• suspended during the process in case of major deficiencies not corrected by the operator. 
The total duration of the application process and the time needed for the issuance of an AOC will depend on 
multiple factors, such as: 

• Complexity of the planned operations, 

• Quality of the documents and deliverables provided by the applicant, 

• Availability of the applicant, 

• Responsiveness of the applicant, 

• Number of discrepancies identified during phase 3 and phase 4 of the certification process. 
  



 

  

 TE.GEN.00107-003 © European Union Aviation Safety Agency. All rights reserved. ISO9001 Certified. 
 Proprietary document. Copies are not controlled. Confirm revision status through the EASA-Internet/Intranet. 

 
An agency of the European Union 

Page 3 of 15 

EASA AOC leaflet 001 
Issue 03 / 29.08.2024 

4 AOC application process 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The AOC process will be managed by an EASA Certification Project Manager (CPM), who will be nominated at 
the start of the certification process. 
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4.1 Pre-application: 
 

 
 
An applicant willing to apply for an EASA AOC shall submit to EASA the Prospective Operator’s Pre-Assessment 
Statement (POPS) form (TE.AOC.00093 POPS: see appendix 1) and request to meet the EASA AOC staff to present 
its pre-application for an AOC. 
 
The filled-in POPS and the request for a pre-application meeting shall be sent to the following generic email 
address: AOC@easa.europa.eu 
 
Following the submission of the above-listed documents, the applicant will be invited to a meeting at EASA 
Headquarters in Cologne, during which EASA will ensure that the organisation has sufficient understanding of 
the appropriate regulations and requirements and will present its expectations. In addition, a full overview of 
the processes related to the certification and verification of compliance together with an information package 
(see appendix 2) will be given by EASA during the meeting, including the description of the forms, content and 
documents required for the formal application.  
 
The meeting will normally address the following topics: 

• Organisation of the company, where the operation will be based, the location of the PPoB, the intended 
AOC management structure, how the AOC will be financed, which aircraft (amount/types) are intended to 
be operated and in which areas the operations are planned, 

• Qualification requirements for the key management personnel of the prospective operator,  

• Applicable regulations regarding commercial air transport operations,  

• Applicable rules related to a formal application to obtain an AOC, 

• Reconciliation of the initial certification schedule,  

• Required documents constituting attachments to the formal application, 

• Agreement on ways of exchanging information and mutual communication between the certification 
process participants, and 

• Detailed description of the respective roles of the Agency as the Competent Authority and the State of the 
Operator. 

 
The applicant will be reminded as well of the need to apply in parallel for a CAMO approval to the related 
competent authority, as the AOC may not be issued without a CAMO approval. The application process for a 
CAMO approval issued by EASA or by any other Competent Authority is not included in this EASA AOC leaflet. 
 
  

mailto:AOC@easa.europa.eu
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After the meeting, in order to obtain access to the required checklists and forms on the web communication 
platform SINAPSE used by EASA, the applicant will have to send an email to AOC@easa.europa.eu with the 
following information: 
 

Subject: Access to Sinapse for Air Operators 
Information to be provided: 

• Applicant/Operator name 

• Focal point(s) contact details: Name & Email address 
 
Once processed by EASA, the applicant focal point(s) will receive an invitation email to join the community “EASA 
– Air operator certificate network” on SINAPSE. 
 
In parallel with the pre-application phase, an assessment of the financial, economic, and legal statuses of the 
applicant and the proposed operations will be conducted in accordance with Regulation (EC) No 1008/2008. This 
assessment is not under EASA’s responsibility but under the Competent Authority for the “Operating Licence” 
of the Member States where the applicant will have its principal place of business (State of the Operator). 
 
If the proposed operation is not considered to be viable in respect of the financial, economic, and legal factors, 
the certification process may be suspended until it is determined whether these deficiencies can be rectified. 
 

4.2 Formal application: 
 

 
 

The applicant shall submit, 90 days before the intended start of the operations, the “Formal Application for 
Initial Air Operator Certificate and changes to AOC and Operations Specification” form (FO.AOC.00094), which 
will be made available on SINAPSE. This form shall reflect the intended operations, including the specific 
approval(s) applied for (e.g. Dangerous goods),  be signed by the proposed accountable manager and compliance 
monitoring manager and include the applicable attachments as indicated in the form. 
 
As part of the application package, the operator will have to provide a statement that all the documentation 
sent to the competent authority have been verified by the applicant and found in compliance with the applicable 
requirements. To this end, the operator shall submit the related checklists with its evaluation of conformity 
specified in the related column with the indication of the means to comply (demonstration of compliance). 
 
As a minimum, the following checklists shall be provided (as applicable depending on the intended operations): 

• TE.AOC.00003 ‘Area of operations’ 

• TE.AOC.00123 ‘SMS’ – Safety Management System 

• TE.AOC.00124 ‘CMF’ – Compliance Monitoring Function 

mailto:AOC@easa.europa.eu
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• TE.AOC.00006 ‘OM-A’ – Operations Manual – Part A 

• TE.AOC.00007 ‘OM-B – Operations Manual – Part B 

• TE.AOC.00008 ‘OM-C’ – Operations Manual – Part C 

• TE.AOC.00009 ‘OM-D’ – Operations Manual – Part D 

• TE.AOC.00010 ‘Aircraft equipment(A)’ or TE.AOC.00159 ‘Aircraft equipment (H)’; 

• TE.AOC.00142 ‘Part-26 (A)’ or TE.AOC.00158 ‘Part-26 (H)’; 

• TE.AOC.00011 ‘MEL’ – Minimum Equipment List 

• TE.AOC.00012 ‘IFTSS’ or TE.AOC.00127 ‘FTL Subpart Q’ – Flight and Duty Time Scheme 

• TE.AOC.00015 ‘FCTC programme’ – Flight Crew Training Programme 

• TE.AOC.00017 ‘CCTC programme’, if applicable – Cabin Crew Training Programme 

• TE.AOC.00022 ‘Cargo operations’ if applicable 

• TE.AOC.00023 ‘Fuel scheme’ 

• TE.AOC.00033 ‘DG approval’ (if the operator applies for a SPA.DG approval) or TE.AOC.00034 ‘DG training 
(no SPA)’ – Transport of Dangerous Goods (if the operator does not apply for a SPA.DG approval) 

• TE.AOC.00101 ‘Approval-Acceptance of Accountable Manager-Nominated Person(s)’ 

• TE.AOC.00004 ‘Nominated persons qualification review’ 

• TE.AOC.00145 ‘OPS Minima’ – Operating Minima 
 
For any additional approval applied for, the applicant shall submit the related checklist downloaded from 
SINAPSE and filled in. 
 
Note: The operations manual (OM) and the related demonstration of compliance (prefilled OM Part “A”, OM 
Part “B”, OM Part “C”, OM Part “D” checklists, management system evaluation checklist) may be submitted 
later, but not later than 60 days prior to the date of intended operation. 
 
All documents for the application must be submitted in electronic format unless hard copies have been explicitly 
authorised and preliminary agreed with EASA. 
 
The CPM will then perform an initial review of the application package and of the supporting documentation 
and in particular determine the effective operator’s PPoB. An access to the manufacturer related operations 
documentation (e.g. FCOM, AFM, OSD, MMEL, QRH,…) shall be provided to the CPM by the applicant. 
 
If the information in the formal application package is considered complete and on a general basis acceptable 
by the CPM, he will schedule a formal application meeting which will aim at: 

• confirming that the management background information satisfies regulatory requirements for a complex 
or non-complex operator, 

• addressing potential errors or omissions in the application package, 

• resolving any scheduling date conflicts and agreeing on a process for revising event dates, 

• reinforcing the communication and working relationships between the EASA’s certification team and the 
applicant’s personnel, and 

• formally confirming the acceptability of the formal application package.  
 
The acceptance of the formal application package by the CPM does not constitute acceptance or approval of 
any of the attachments which will be subjected to a later in-depth review. 
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4.3 Document evaluation: 
 

 
 

Once the formal application has been accepted, EASA will initiate a thorough review of all documents and 
manuals submitted.  
 
The complexity of the information that needs to be addressed in the applicant’s documents and manuals 
depends upon the complexity of the proposed operation and of the operator’s organisation.  
 
It is determined by the combination of the following factors: 

• Number of staff employed (full-time equivalent FTE) and in particular if it exceeds 20 FTEs, 

• The extent and scope of the contracted activities subject to approval, 

• Number of aircraft types operated (aeroplanes and/or helicopters), 

• Number of aircraft in operations (aeroplanes and/or helicopters), 

• Aircraft characteristics (e.g. single-engine, multi-engine, aeroplanes and/or helicopters, short-haul/long 
haul), 

• Amount and type of specific approvals requested, and  

• Geographical areas intended to be covered by the operations (e.g. offshore, mountainous,…). 
 
The outcome of this assessment (complex or non-complex operator) has in particular an impact on the structure 
and organisation of the operator’s management system.  
 
If a document or manual is incomplete or deficient, or if non-compliances with regulations or safe operating 
practices are detected, the CPM will inform the applicant about these issues and request corrective actions to 
be implemented before the next step of the process may be initiated. 
 
Documents or manuals that are found satisfactory will be approved or accepted, as required by the regulations. 
The approvals will be indicated by a signed document or certificate.  
 
The acceptance of submitted material that does not require formal approval will be notified by letter. 
 
For the accountable manager (AM) and nominated persons (NP) – Flight operations, crew training, ground 
operations and continuing airworthiness, compliance monitoring manager and safety manager – the submitted 
forms TE.AOC.00101 (at its latest revision) and Curriculum Vitae submitted will support the proposed nominated 
persons. Interviews with the proposed AM and NPs may take place at the initiative of EASA. 
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4.4 Demonstration and inspection: 
 

 
 
This operational demonstration phase will cover all aspects of the proposed operation and include actual 
performance of activities and/or operations while being observed by inspectors of the certification team. 
 
During these demonstrations and audits/inspections, the inspectors will evaluate the implementation and 
effectiveness of the policies, methods, procedures, and instructions as described in the manuals and other 
documents developed by the applicant.  
 
In addition, the inspectors will thoroughly investigate the capability of the applicant to conduct the intended 
operations. This important and more detailed phase of the investigation and assessment will require the 
applicant to demonstrate thorough day-to-day administrative and operational capabilities and will include 
demonstration flight(s) over proposed routes, the review of the adequacy of facilities, equipment, operating 
procedures and practices, and the review of the competence of administrative, flight and ground personnel.  
 
The scope of these audits and inspections will include the suitability of the applicant's organisation, the number 
and qualifications of staff, the safety risk management process and compliance monitoring, the applicant’s 
facilities, the training programme, the operational control, the crews rostering/planning process, the ground 
handling and documentation, the operational procedures linked with specific approval(s) applied for (for 
instance, in the specific case of an operator applying for a SPA.DG approval to carry dangerous goods, an on-site 
audit will always be conducted before granting such approval). 
 
Demonstration flight(s) may include any aspect to be covered by a special authorisation in the operations 
specifications which will be associated with the AOC, when issued.  
 
It may also be necessary to assess those facilities located in other States, which are to be utilised, and verify that 
they are adequate. Ad-hoc outbase audits may take place to achieve this. 
 
In parallel, a security assessment will also be performed under the responsibility of the competent authority of 
the Member States where the applicant has its principal place of business (State of the Operator). The outcome 
of the assessment will be provided directly to the applicant. 
 
All deficiencies identified by the inspectors will be brought to the attention of the applicant, which will be 
requested to remedy them prior to issuance of the AOC. All discrepancies and/or non-compliances must be 
corrected and confirmed satisfactory closed by the CPM and the involved inspectors/experts before the issuance 
of the AOC.  
 
At the latest stage of the process, once the verification process is completed or it is estimated to be completed 
soon, the applicant will have to obtain an AOC callsign for aircraft identification for radio voice communications 



 

  

 TE.GEN.00107-003 © European Union Aviation Safety Agency. All rights reserved. ISO9001 Certified. 
 Proprietary document. Copies are not controlled. Confirm revision status through the EASA-Internet/Intranet. 

 
An agency of the European Union 

Page 9 of 15 

EASA AOC leaflet 001 
Issue 03 / 29.08.2024 

with air traffic personnel, according to ICAO procedures (refer to https://www4.icao.int/3ld). An assigned 
designator is necessary prior to the start of the “certification phase”. 
 

4.5 Certification: 
 

 
 
After all the demonstrations and evaluations, including review of documentation, have been completed 
satisfactorily, the CPM will liaise with the assigned airworthiness inspector on the issuance of Part M Subpart G 
Approval, since the AOC may not be issued until a Part M Subpart G/ Part CAMO Approval is issued by the CAMO 
competent authority.  
 
Additionally, the State of the Operator will have to confirm that all items under its responsibility (e.g. operating 
license, airline security programme,…) are satisfactory and that all identified discrepancies and/or items of non-
compliance have been properly addressed. 
 
Once this step confirmed, the applicant will be awarded with the AOC and its applicable operations 
specifications. 
 
The certificate holder will remain responsible for its continued compliance with regulations according to its 
authorisations, limitations, and specifications. 
 
Periodic audits and inspections of the certified operator will be conducted by EASA to verify the continued 
compliance with the regulations and safe operating practices. 
 
 

5 AOC change process 
 
The processing of an application for a change to an existing AOC follows the same principles than an application 
for an AOC although the 5 phases may be, depending on the type of change, simplified and not formalised as 
such. 
 
In principle, the following process is expected to be followed: 

 
- The operator applying for a change is recommended to contact beforehand EASA about the intended 

change. For simple changes, such pre-contact is not necessary. 
 

https://www4.icao.int/3ld
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- Based on the feedback provided by EASA, the operator may send a formal application for the related 
change in accordance with the principles detailed in the paragraph 4.2.  
 

- Except for minor changes, the formal application for the change should be supported with the operator’s 
outcome of its change management process together with the related risk assessment. 
 

- The application should be submitted with sufficient lead time to allow EASA to perform its own 
assessment: 
 

o In the specific case of the change of the AOC, and with the exception of unforeseen 
circumstances, the application should be submitted at least 30 days before the planned 
implementation of the applied change; and.  

o In the case of a change of a nominated person, with the exception of unforeseen circumstances, 
the application should be sent at least 20 days in advance. 

 
- EASA will thoroughly review the application and the submitted documents and manuals in accordance 

with the principles described on paragraph 4.3. 
 

- If necessary, depending on the type of change, an on-site audit or inspection may be conducted by EASA 
to verify the adequate implementation of any mitigation or associated conditions linked with the 
planned change (for instance, in the specific case of an operator applying for a SPA.DG approval to carry 
dangerous goods, an on-site audit will always be conducted before granting such approval). 
 

- Once satisfied that all the applicable requirements are met by the operator, EASA will issue the related 
approval. 

 
If at any stage of this process non-compliances are identified, these non-compliances will be notified to the 
operator. Additionally, in such circumstances, the approval process will be put “on hold” until these are 
confirmed resolved. 
 
The operator may not implement a change which requires a prior approval by EASA before having received a 
formal approval from EASA. 
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6 Appendixes 

Appendix 1: POPS 
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Appendix 2: Content of the information package 
 

• Overall description of the Air operator certificate and the privileges associated 

• Importance and relevance of the Operator License (OL) 

• What is expected from the prospective operator 

• What the prospective operator can expect from EASA 

• Step-by-step description of the certification process and easy to follow timeline for each step. 

• Forms and checklists for the initial certification, including as a minimum the following ones: 

• TE.AOC.00003 ‘Area of operations’ 

• TE.AOC.00123 ‘SMS’ 

• TE.AOC.00124 ‘CMF’ 

• TE.AOC.00006 ‘OM-A’ 

• TE.AOC.00007 ‘OM-B 

• TE.AOC.00008 ‘OM-C’ 

• TE.AOC.00009 ‘OM-D’ 

• TE.AOC.00010 ‘Aircraft equipment’ 

• TE.AOC.00011 ‘MEL’ 

• TE.AOC.00012 ‘IFTSS’ or TE.AOC.00127 ‘FTL Subpart Q’ 

• TE.AOC.00015 ‘FCTC programme’ 

• TE.AOC.00017 ‘CCTC programme’, if applicable 

• TE.AOC.00022 ‘Cargo operations’ if applicable 

• TE.AOC.00023 ‘Fuel scheme(A)’ 

• TE.AOC.00002 ‘AOC issuance (5 phases)’. 

• Guidance related to the determination of the principal place of business (PPoB) 

• Contact details of the CPM and AOC team, if applicable 

• Links to the additional information such as easy access rules and other relevant legal documents 
 


