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INTRODUCTION

The Air Carrier Section (ACS) of the Coordinating Agency for Supplier Evaluation
(C.A.S.E.), is a non-profit group established by certificated air carriers for the benefit of
air carriers. Its purpose is to share non-prejudicial vendor surveillance, information, and
tasks required by 14 CFR 121.373(a) and 135.431(a). This is done through association
with C.A.S.E., a non-profit corporation established for and dedicated to vendor
surveillance. Data is supplied by the air carrier members to other air carrier members
through the C.A.S.E. Data Center. The Data Center collects, collates, and provides this
information to air carrier members as the C.A.S.E. Register.

The FAA views the C.A.S.E. program as an acceptable means of complying with the
surveillance requirements of 121.373(a) and 135.431(a) for those vendors listed in the
C.A.S.E. Register.

As the controlling regulatory agency, the FAA (AFS-300) is accorded full access to the
C.A.S.E. ACS Policies and Procedures manual (to include revision service) and full
access to the C.A.S.E. computer system.

The policies and procedures described in this manual do not conflict with anti-trust laws
nor the Code of Federal Regulations.

This ACS Policies and Procedures manual was developed by the air carrier members and
is maintained by them. Its purpose is to provide guidance to the membership so that
business may be conducted in an orderly manner. The terms used herein are intended to
be generic in nature and speak to the function of a group or department rather than to the
title.

The standards contained in this manual were developed by the members to provide the
members with the highest possible degree of safety from the vendors/suppliers. The
standards include the applicable regulatory requirements plus the typical flow-down
requirements and industry standards essential for a total quality program with the
vendors/suppliers.

The audit checklists contained in this manual are intended to provide the auditor with a
standardized method of validating the vendors/suppliers continually meet the applicable
regulatory and member flow-down requirements of the standards.

Audits conducted to the C.A.S.E. standards are intended to supplement the surveillance
requirements of the members’ Continuing Analysis and Surveillance System (CASS) and
ensure appropriate corrective actions are taken. It is not intended to meet all the
requirements of a member’s CASS. Each member must determine how to utilize this
method of surveillance with their method of performance analysis for full compliance to
14 CFR 121.373(a) add 135.431(a).

Introduction
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POLICY STATEMENT

1. FAA Acceptance and Regulatory Compliance

A.

B.

This Policy Statement is accessible to the Manager, Aircraft Maintenance
Division; AFS-300, FAA - Washington, D.C. Should the Manager determine that
a need for a change to this statement exists, the Manager shall notify the ACS
chair. Formal acceptance of each revision to this statement is not required.

The policies, procedures, or standards defined in this manual shall not be contrary
to the applicable Code of Federal Regulations.

2. Purpose of the Organization

A.

The Air Carrier Section (ACS) of C.A.S.E. was organized as a means of sharing
non-prejudicial vendor/supplier and parts distributor quality approval data among
the membership. This increases surveillance coverage of vendors/suppliers and
parts distributors and thereby upgrades their quality programs. It also has an
economic impact on each C.A.S.E. member by decreasing the cost of surveillance
and by making the members’ surveillance programs more effective.

3. Manual Requirements

A.

B.

The Air Carrier Section shall have a written manual which details policies and
procedures appropriate for conducting its business.

This manual shall include, but is not limited to:
1) Membership requirements and obligations.
2) Selection of a Section chair and vice-chair.

3) Establishment of committees, which may include, but is not limited to:
a) Membership and Promotions.
b) Audit and Compliance.
¢) Standards and Procedures.
d) Operations.

4) Duties and responsibilities of committees.

5) Selection of committee chairs.

6) Selection of representatives to the executive committee.
7) Operating procedures.

8) Standards against which vendors are audited.

9) Minimum requirements for audit personnel.

10) An auditor authorization program.

11) A roster of committee chairs. Membership and authorized auditor rosters are
maintained in the C.A.S.E. database.

Policy
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4. Operations

S.

A.

B.

F.

The Section shall be headed by a chair selected from the Section sustaining
membership.

Administrative activities shall be conducted by appropriate committees selected
from the membership. Duties and responsibilities of each committee shall be
described in another section of this manual.

. The Air Carrier Section of C.A.S.E. shall be represented on the Board of

Directors of the C.A.S.E. corporation as required.

The Air Carrier Section of C.A.S.E. shall meet as a Section a minimum of twice
per calendar year and more often if needs dictate.

Each authorized auditor is responsible for providing evaluation data to the
C.A.S.E. Data Center to maintain an up-to-date list of acceptable vendors/
suppliers and parts distributors. An acceptable vendor/supplier and parts
distributor is one who meets the standards set forth in the standards chapter of this
manual and one in whom the auditor has a high degree of confidence that the
vendor will continue to meet the C.A.S.E. standards.

Audits in support of C.A.S.E. must be to the appropriate C.A.S.E. standard.

Audit Standards

A. C.A.S.E. audit standards are either developed by the membership or are adopted
by the membership from some industry or government standard. These standards
shall reflect all of the requirements of applicable Federal Regulations. They may
include requirements which are not specified in regulations but also those in
which experience dictates as a need, however, nothing in the standards shall be
contrary to applicable Federal Regulations.

B.

C.

C.A.S.E. audit standards shall be revised as required to stay abreast of industry
changes and needs, and to comply with changes in the regulations.

New standards may be developed as the membership recognizes a need.

Membership

A. The Air Carrier Section recognizes two (2) classes of membership; sustaining and
associate.

1y

2)

Sustaining members are voting members and control the operation of the
Section. Each member firm is entitled to one (1) vote on each matter
submitted to the membership for vote.

Associate members are non-voting members. Associate members have the
right to attend the Section meetings. They are encouraged to participate in the
discussions to provide the membership with the benefit of their valuable
experience and expertise, however, they have no voice or vote in the decisions

Policy
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E.

made by the membership. Requirements for associate membership must be
met before submitting an application for sustaining membership and before
initiating the Level III auditor training process.

. Membership in the Air Carrier Section of C.A.S.E. shall be limited to certificated

air carriers operating in accordance with the aviation regulations of their
certificating government.

Applications for membership shall be submitted to the Membership and
Promotions committee chair. The chair and committee members shall evaluate
the application and supporting data for compliance with CFRs, governing
surveillance, and analysis of vendors/distributors, and for the applicant’s
compatibility/compliance with C.A.S.E. requirements.

. Member firms are expected to continue to maintain their vendor/supplier and

parts distributor surveillance program, related manual coverage, and related
documentation in a manner compatible with CFR and C.A.S.E. requirements.

Members are expected to attend meetings regularly and to actively participate in
the work of the organization.

7. Air Carrier C.A.S.E. Register

A.

The purpose of the Register is to provide a list of vendors/suppliers and parts
distributors that have been evaluated and accepted by a C.A.S.E. authorized
auditor.

The Register shall be maintained by a Data Center and made available to all
members.

Content of this list, or Register, shall be updated continuously by the membership
as a result of surveillance activities.

Only auditors authorized through the C.A.S.E. air carrier auditor authorization
program shall be allowed to submit change information to the database.

The FAA specifies that only C.A.S.E. sustaining member airlines may use the
Register to satisfy the requirement to perform an on-site audit in accordance with
14 CFR Part 121.373 and 135.431, Continuing Analysis and Surveillance.

8. Audit Personnel

A.

Auditors that provide input to the accepted vendor/supplier and parts distributor
database must be authorized to do so through the C.A.S.E. auditor authorization
program. Authorization is accomplished through evaluation of the auditors’
experience, by written, oral and practical tests, and a review of test results by the
Audit and Compliance committee.

The program is controlled by the membership and administered by the Audit and
Compliance committee.

Policy
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C.

D.

Requirements for authorization shall be stringent enough to provide members
with a high degree of confidence that the auditor is capable of performing an
adequate evaluation of a vendor/supplier and parts distributor in accordance with
C.A.S.E. standards.

Operation of the auditor authorization program and auditor personnel
requirements are described in other sections of this manual.

9. Professional Ethics

A.

General

1) One of the hallmarks of any organization seeking recognition as a professional
entity is the establishment of a code of ethics. These guidelines significantly
affect the reputation of the professional organization and the confidence in
which it is held by the business community.

2) The auditor shall always maintain personal integrity and objectivity when
performing an audit to a C.A.S.E. standard and be independent of the facility
being audited. Additionally, the audit shall be performed to the technical
standard set forth by the C.A.S.E. organization and the applicable CFRs.

Independence - Independence can be defined as the ability to act with integrity

and objectivity. Independence would be compromised if, for example:

1) On the date of the audit, the auditor has a direct or indirect financial interest in
the business facility being audited.

2) A professional or personal relationship exists between the auditor and the
facility’s management that could impair or compromise integrity or
objectivity during the audit.

General and Technical Standards

1) The auditor shall not provide consulting services to a business entity for the
purpose of preparing this entity for the receipt of an audit in support of
C.A.S.E. in exchange for consideration in any form.

2) The auditor shall always dress and conduct an audit in a professional manner;
a manner which will enhance the stature of the C.A.S.E. organization.

3) The auditor shall not concurrently engage in any business or occupation that
would create a conflict of interest in rendering an audit in support of C.A.S.E.

4) The auditor shall always observe the C.A.S.E. standards and strive continually
to improve personal competence and the quality of auditing technique.

5) The auditor shall never accept unlawful discounts or gifts from the facility
being audited.

6) The auditor shall not engage in types of outside employment or other
relationships that involve conflict of interest to the C.A.S.E. organization.
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PROGRAM DESCRIPTION

1. C.A.S.E.is an acronym for Coordinating Agency for Supplier Evaluation. The
C.A.S.E. Corporation is a non-profit organization operated exclusively for the benefit
of the Corporation’s members. C.A.S.E. provides a system for distributing non-
prejudicial vendor/supplier and parts distributor surveillance information to members.
This information is provided to the C.A.S.E. Data Center by the members themselves.

2. The purpose of the Air Carrier Section (ACS) of C.A.S.E. is to provide air carriers
with a vehicle to exchange non-prejudicial audit and quality control information and
to share vendor/supplier and parts distributor technical audit workload.

3. The FAA has found that C.A.S.E. is an acceptable means of complying with the
vendor surveillance and analysis portion of CASS required by 14 CFR 121.373 (a)
and 135.431 (a).

4. Membership and participation in C.A.S.E. is a way of maintaining continuing
analysis and surveillance over vendors/suppliers and parts distributors at reduced
manpower and cost. This is accomplished by sharing information and the burden of
on-site visits with other air carriers who are sustaining members of C.A.S.E.

5. Vendor/supplier and parts distributor surveillance and analysis information is shared
through the C.A.S.E. Register, a database listing of vendors/suppliers and parts
distributors and their capabilities. Vendors/suppliers and parts distributors listed in
the Register, have received an on-site audit by a C.A.S.E. authorized auditor and
found in compliance with applicable standards. The Register is revised periodically
by the C.A.S.E. Data Center. Vendors/supplier and parts distributors and their
capabilities are added to and deleted from the Register as a result of evaluations of
those vendors/suppliers and parts distributors conducted by air carrier members.

6. The procedures and standards established in this manual are for the purpose of
guiding and directing the functions of the C.A.S.E. Corporation’s ACS in accordance
with the bylaws of the Corporation.

7. Contents of this manual shall not conflict with the aviation regulations that govern
sustaining members.

8. Certificated air carriers may join C.A.S.E. as members of the ACS. By joining, they
agree to abide by the policies of the Corporation and the procedures and
specifications of the ACS as contained in this manual.

9. No sustaining member shall have more than one (1) representative as a voting
member of any one (1) standing committee.

1-1-0
Page 1
12/15/2008



C.AS.E.

AIR CARRIER SECTION
POLICIES AND PROCEDURES

| 10.

In order to be effective, the ACS must have a policies and procedures manual to
provide a framework within which members conduct business, however, because of
the diversity of the membership and the broad range of their internal policies and
procedures, compliance with the “letter of the law” may be burdensome or
impossible. The membership, therefore, recognizes the need to permit deviations to
or exceptions from certain provisions as provided in 1-9-1.

. The ACS is lead by a chair and vice-chair selected from within the ACS by a simple

majority of sustaining air carrier members present. Various committees direct and
conduct the operations of the ACS.

. The ACS is represented on the C.A.S.E. Board of Directors by the ACS chair and

vice-chair.
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DEFINITIONS

1. General

A.

The terms defined herein are used frequently in oral and written communications
concerning C.A.S.E.

2. Definitions

A.

B.

ADDVEN - A database code for “add vendor.” Used in an electronic transmittal
authorizing the Data Center to add a specific vendor to the Register.

ADVERTISE - Publicize in any form (i.e. promotion or other solicitation of
business).

BASA/MIP — U.S. / European Bilateral Aviation Safety Agreement (BASA) and
Maintenance Implementation Procedures (MIP).

. C.A.S.E. DATA CENTER - A data collection and distribution center maintained

by AVINFO in Miami, FL, Through the direction from the C.A.S.E. Corporation.
The C.A.S.E. Data Center maintains the C.A.S.E. Register.

C.A.S.E. REGISTER - A list of vendors/suppliers and parts distributors who
have been audited by a C.A.S.E. authorized auditor and found in compliance with
applicable C.A.S.E. standards. The C.A.S.E. Register is maintained by the
C.A.S.E. Data Center.

C.A.S.E. STANDARD 1-A - Provides minimum requirements to be met by a
repair/overhaul vendor’s (ROV) quality program.

C.A.S.E. STANDARD 2-A - Provides minimum requirements for an aircraft jet
fuel vendor’s quality program. Encompasses storage facilities and into-plane
servicing.

C.A.S.E. STANDARD 3-A - Provides minimum quality program requirements
for distributors of new and surplus parts.

CORE CLASS - Training class covering C.A.S.E. policies and procedures, 1-A
standard, 2-A standard, or 3-A standard.

DELVEN - A database code for “delete vendor.” Used in an electronic
transmittal to the Data Center authorizing deletion of a specific vendor from the
Register.

DISTRIBUTOR - An organization that provides parts, materials, or supplies for
sale.

FUEL AUDITOR - An auditor authorized to conduct audits of vendors/suppliers
of fuel storage facilities, fueling services, and related equipment in support of
C.AS.E.
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M. INFOCHG - A database code for “information change.” Used to notify the Data
Center regarding changes to a specific vendor’s general information such as
change of address, change of contact name, or other information not involved
with an audit.

NOTE: When submitting an UPAUD, this function is automatically performed.

N. MAINTENANCE AUDITOR - An auditor authorized to conduct audits of
vendors/suppliers of maintenance, repair, overhaul, or servicing actions (except
fueling) of aircraft parts and components in support of C.A.S.E.

O. NOACT - A database code for “no action.” This transmittal code is used to
inform the Data Center that a vendor, not listed on the Register, fails to satisfy
the appropriate standard.

P. OEM - An acronym for Original Equipment Manufacturer.

Q. PENDCA - A database code for “Pending Corrective Action.” This transmittal
code is used to inform the Data Center that a vendor has been audited but the
auditor is awaiting a response from a vendor.

R. REBUILD - To qualify as “Rebuilt”, 14 CFR 43.2(b) specifies that the article in
question must be . . .disassembled, cleaned, inspected, repaired as necessary,
reassembled, and tested to the same tolerances and limits as a new item, using
either new parts or used parts that either conform to new part tolerances and limits
or to approved oversized or undersized dimensions.”

S. REPAIR STATION - Generic term used to refer to Part 145 certificated repair
stations and/or Canadian Approved Maintenance Organizations (AMO).

T. ROV - An acronym for Repair/Overhaul Vendor.

U. SPECIAL PROCESS CERTIFICATION/QUALIFICATION - A
determination, resulting from an evaluation, that a supplier/vendor has the
capability to perform a given special process.

V. SSV - An acronym for Special Services Vendor.

W. SUPPLIER EVALUATION/VENDOR AUDIT - An on-site evaluation and
assessment of a vendor’s or supplier’s quality systems to verify compliance with
applicable C.A.S.E. standards.

X. UPAUD - A database code for updating audit information. Used in an electronic
transmittal authorizing the Data Center to update audit information for a vendor
currently listed on the Register.

Y. VEL - An acronym for Vendor Expectations and Limitations.

Z. VENDOR - An organization that provides overhaul/repair/maintenance/
servicing/distribution of aircraft, components, or appliances.
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CHAIR - AIR CARRIER SECTION

1. General

A.
B.

This section describes the position of Air Carrier Section (ACS) chair.

During the Fall meeting in each even-numbered year, the sustaining membership
shall elect a chair for the ACS to a two-year term. The incumbent chair may run
for re-election. In the event the ACS chair is unable to complete the two-year
term, the ACS vice-chair will assume the duties of the chair for the remainder of
that term.

2. Duties and Responsibilities

A.

The chair is responsible to the membership for the overall operation of the ACS
and facilitates the business of the ACS. The chair ensures the operations of the
ACS are in compliance with the C.A.S.E. bylaws. Each standing committee chair
reports to the ACS chair.

The chair represents the ACS on the C.A.S.E. Board of Directors and attends
Board of Directors meetings as scheduled. The chair coordinates with the chairs
of the other C.A.S.E. Sections on matters of mutual concern.

The chair sets the ACS agenda for the semi-annual C.A.S.E. meetings based on
the input of the sustaining membership and the standing committees.

The chair moderates the ACS general meetings and Operations committee
meetings at the semi-annual C.A.S.E. meetings.

The chair coordinates the standing committees, through each committee chair, to
handle issues that affect more than one (1) committee at a time. The chair may
attend committee meetings as required.

The ACS chair is responsible to ensure that any ACS publications do not conflict
with the C.A.S.E. bylaws, the ACS Policies and Procedures manual, or the CFRs.
The chair coordinates with the Board of Directors to review ACS Policies and
Procedures manual revisions (including temporary revisions). Other publications
(website postings, The Supplier newsletter, etc.) originating from within the ACS
may be withheld from distribution, pending further review by the Operations
committee, when, in the chair’s opinion, there may be a conflict.

. The ACS chair may appoint persons from member airlines to serve on committees

or in working groups if no volunteers come forward to fill such positions.
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VICE-CHAIR - AIR CARRIER SECTION

1. General

A.
B.

This section describes the position of Air Carrier Section (ACS) vice-chair.

During the Spring of each even-numbered year, the sustaining membership shall
elect a vice-chair for the ACS to a two-year term (except as noted in 2.D.). The
incumbent vice-chair may run for re-election. In the event the ACS vice-chair is
unable to complete the two-year term, the ACS chair can appoint a person from
the ACS membership to serve as vice-chair for the remainder of that term.

2. Duties and Responsibilities

A.

B.

The vice-chair will attend all ACS and C.A.S.E. board meetings and is a voting
member of the Board of Directors.

The vice-chair will assist the ACS chair with setting the agenda for the semi-
annual meetings and the operation of those meetings.

In the event the ACS chair is unable the attend a semi-annual ACS meeting, the
vice-chair will assume all duties associated with those meetings.

. Should the ACS chair be unable to complete the two-year term of office, the ACS

vice-chair will become the acting chair of the ACS until the Fall meeting of the
next even-numbered year. In the event this occurs, a new ACS vice-chair will be
elected/appointed and serve until the Spring meeting of the next even-numbered
year.
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SECRETARY

1. General

A.

B.

This section defines the duties and responsibilities of the Air Carrier Section
(ACS) secretary.

During the Spring meeting in each odd-numbered year, the sustaining
membership shall elect a secretary for the ACS to a two-year term. The
incumbent secretary may run for re-election. In the event the secretary cannot
complete the two-year term, the ACS chair can appoint a person from the ACS
membership to serve as secretary for the remainder of the term.

2. Duties and Responsibilities

A.

The secretary shall take the minutes of the:
1) Spring and Fall ACS general meetings.
2) Spring and Fall ACS Operations committee meetings.

. The secretary shall assemble a roster identifying all attendees at the general

meetings and Operations committee meetings.
The secretary shall collect the minutes of all committee meetings.

The secretary shall assemble, publish, and distribute the minutes from all
C.A.S.E. Spring and Fall general session meetings of the Air Carrier Section.

The secretary shall provide a “Minutes Accepted/Change” form with each
distribution. This will allow each C.A.S.E. member to accept or to propose
changes to the minutes.

The secretary shall provide the meeting minutes and any proposed changes at the
next semi-annual meeting for final acceptance vote by the sustaining members.
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OPERATIONS COMMITTEE

1. General

A.

B.

This section defines the duties and responsibilities of the Air Carrier Section
(ACS) Operations committee.

The Operations committee is made up of the ACS chair, vice-chair, and the
various standing committee chairs identified in chapter five (5) of this manual.
The ACS chair shall also act as chair of the Operations committee. The secretary
is a non-voting member of the Operations committee.

The Operations committee shall not be considered a standing committee with
scheduled meetings and a standard scope of activities, rather, it shall act as an
advisory board to the ACS chair and assist in planning meetings and other events

of the ACS.

Each standing committee chair shall appoint, designate, or elect a committee vice-
chair. The vice-chair should be familiar with the workings of that committee and
have the ability to continue the committee’s work in the absence of the chair.

This includes, but is not limited to, attending Operations committee meetings
should the chair not be available. The standing committee vice-chairs shall also
be identified in chapter five (5) of this manual.

2. Duties and Responsibilities

A.

B.

The committee shall review all instances of non-compliance received from the
Audit and Compliance committee.

The committee shall meet at the discretion of the ACS chair as the need arises.

The committee shall review membership delinquency notices reported by the
Data Center and take appropriate action.
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MEMBERSHIP AND PROMOTIONS COMMITTEE

1. General

A. This section defines the duties and responsibilities of the Membership and
Promotions committee.

B. During the Fall meeting in each even-numbered year, the sustaining membership
shall elect a committee chair to a two-year term. The incumbent chair may run
for re-election. In the event the committee chair is unable to complete the two-
year term, the committee vice-chair will assume the duties of the chair for the
remainder of that term.

2. Duties and Responsibilities
A. Chair

1)
2)
3)

4)

5)

6)
7)

8)

9)

Receives all applications for membership.

Maintains records of membership status.

Acknowledges receipt of informal applications by providing applicants with:
a) Acknowledgement letter.

b) Formal “Application for Air Carrier Membership.”

c) Copy of “Statement of Principles.”

On receipt of formal application, evaluates applications utilizing the
appropriate application checklist found in chapter six of this manual.

Reproduces applications and forwards a copy to each committee member
whenever:

a) Applicant’s eligibility for a sustaining (voting) membership is a
consideration.

b) Applicant’s eligibility for C.A.S.E. membership, or class of membership,
is questionable.

NOTE: Include excerpts from applicant’s supporting documentation, as appropriate.
Monitors and maintains the membership files in the C.A.S.E. database.

Reports membership status and forwards supporting documents to C.A.S.E.
Data Center.

Forwards a copy of the bylaws and a copy of the ACS Policies and
Procedures manual to applicants considered for sustaining memberships.

Arranges for verification audit of applicant.
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10) Issues reply to applicants who have been determined to be ineligible for

sustaining membership and forwards notice of eligibility for associate
membership.

11) Issues acceptance letters and associate membership certificates to applicants

eligible for associate membership only.

12) Issues acceptance letters and sustaining membership certificates to eligible

applicants.

13) Coordinates recommendations as necessary. In the event of disagreement as

to the course of action to be taken on an application, and such disagreement
cannot be resolved through normal correspondence, the application shall be
held in abeyance pending action at next scheduled committee meeting.
Applicants for sustaining membership must receive majority approval of the
committee members to be accepted.

14) Advises Operations committee of accepted applicants.

15) Reports membership status of the association at annual meeting.

B. Committee Members

1)

2)

3)

4)

Evaluate applications for sustaining membership utilizing the “Application for
Sustaining Membership” found in chapter six of this manual.

Return applications, together with recommendations, to committee chair in a
timely manner.

Perform surveillance and/or verification audits as required of membership to
assure validity/currency of membership rosters.

Maintain correspondence and membership files.
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STANDARDS AND PROCEDURES COMMITTEE

1. General

A.

This section defines the duties and responsibilities of the Air Carrier Section
(ACS) Standards and Procedures committee. It also describes the system or
procedure to cause revision to the ACS Policies and Procedures manual.

The committee consists of a chair and an adequate number of members to
accomplish its assignment in an efficient manner.

During the Spring meeting in each even-numbered year, the sustaining
membership shall elect a committee chair to a two-year term. The incumbent
chair may run for re-election. In the event the committee chair is unable to
complete the two-year term, the committee vice-chair will assume the duties of
the chair for the remainder of that term.

Any sustaining member may request changes, deletions, or additions to the
manual through their company representative. The committee welcomes
comments and suggestions on manual content from associate members.

Whenever a vote is required for either membership or committee acceptance, a
simple majority of voting members shall rule.

2. Duties and Responsibilities

A.

The Standards and Procedures committee is responsible for maintaining the ACS
Policies and Procedures manual and shall periodically review the manual to
verify that:

1) The content does not conflict with the bylaws, the CFRs, nor within itself.
2) The format is consistent, and easy to read and understand.

3) There are no typographical errors.

Committee members shall attend and participate in committee meetings.

The committee is responsible for evaluating any drafts or suggestions regarding
changes, deletions, or additions to the manual. Responses to mail out evaluation
requests shall be in writing to the committee chair.

. The committee is responsible for all aspects of manual preparation from inception

to the finished product. This includes but is not limited to: authorship of the
publications, editing, format, content arrangement, numbering system. The
format and writing style shall be consistent throughout the manual as much as
possible. The method of publication and distribution is at the discretion of the
general membership, however the committee will oversee those functions.
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E.

The committee is empowered to make unilateral revisions to the manual that do
not change the technical requirements of the document, however, changes,
additions, or deletions that affect policy, specifications, or requirements that are
either imposed upon or removed from the membership must be accepted by the
membership.

3. Manual Revision Procedures

A.

B.

C.

A request for a change to the manual shall be in writing on form CACS-10 to the
Standards and Procedures committee chair (5-1-0).

The CACS-10 should be in draft form. The committee will review and make
corrections, as required, for publishing.

When there is an apparent need for a particular standard or procedure for which
no draft has been submitted, the chair may appoint a committee member to
prepare the draft.

. The chair circulates copies of drafts to all committee members for their critique

and sends an informational copy to the ACS chair.

The committee chair assures that each proposed item receives the consideration of
the committee and is either accepted (revised, if required), rejected, or held for
further consideration.

If required, the chair circulates drafts to the membership for their approval. This
may be prior to a general membership meeting with the vote taking place during
the meeting or it may be by mail ballot.

The chair will, prior to distribution, submit the final draft of any revision,
including Temporary Revisions, to the ACS chair for final proofreading by the
Board of Directors to ensure that no conflicts exist between the revision and the
bylaws, the CFRs, nor within the manual itself.

Pending concurrence from the ACS chair, the chair forwards the revision to the
C.A.S.E. General Manager for posting on the C.A.S.E. website.

Temporary Revisions

1) In order to address instances when it may be absolutely necessary to add,
change, or delete policies and procedures outside of the standard revision
cycle, a temporary revision (TR) shall be utilized.

2) If membership vote has not been completed, the Standards and Procedures
chair circulates a draft along with mail ballots via electronic mail (e-mail) to
the sustaining member representatives and also posts the draft on the website
for a minimum fifteen (15) business day review and comment period. If
warranted, the Audit and Compliance Alert System may be used as a means of
notification.
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3)
4)

5)

6)

7)

8)

9)

Acceptable voting methods include e-mail, fax, and secure website.
The chair is responsible for:

a) Ensuring e-mails are sent to all member representatives,

b) Ensuring comments received are posted on the website,

c) Colleting and tabulating voting results, And,

d) Reporting result details on the website.

If approved by a majority of the membership and accepted by the Board of
Directors, the TR shall be issued. Issuance would be by posting on the
website, in addition to e-mailing copies, via e-mail, to the member
representatives.

Temporary revisions will have the words “Temporary Revision” and the
effective date in the footer of each page.

Temporary revision pages will be placed facing the affected pages that are
being changed.

The Revision Record will have “TR” placed in the “Rev.” column of each
change.

A Temporary Revision List of Effective Pages (L.E.P. Temporary Revision)
will be created and inserted immediately following the ACS Policies and
Procedures’ L.E.P.

10) Insertion instructions will also accompany the TR.

11) During the next revision cycle, the Revision Record will be revised, removing

the “TR”, the policy will be incorporated, and the inserted page(s) will be
removed.

4. Mail Ballots

A. Mail ballots or electronic mail (e-mail) shall be used if possible and practical:

B.

1y

2)

To expedite non-controversial revisions to the manual that require
membership and/or committee approval.

To approve final drafts of documents or manual changes already discussed
and accepted in principle by the membership.

Replies to mail ballots shall be returned as soon as possible, but no later than
fifteen (15) business days from the date distributed.

5. Committee Meetings

A. The chair of the Standards and Procedures committee is responsible for calling
and conducting committee meetings.
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B. Committee meetings should be held as part of the semi-annual membership
meetings whenever possible. Committee business may be conducted by mail or
e-mail unless face-to-face discussion is deemed necessary.

C. The chair prepares an agenda for each committee meeting, listing each item
submitted for review. The chair shall provide committee members with a copy of
the agenda a minimum of a week before the meeting whenever possible.

D. The committee shall review each proposed item and either accept (with revisions,
if appropriate), reject, or table (hold for further consideration or action) it.

E. The chair shall make a report of committee activities at ACS general meetings.

F. The chair, or designee, shall prepare and distribute minutes of the committee
meetings within fifteen (15) business days of the meeting or as soon thereafter as
possible. The chair shall provide copies to all committee members, the Section
chair, and to others persons that both attend the committee meetings and also
request a copy be provided.
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AUDIT AND COMPLIANCE COMMITTEE

1. General

A.

This section describes the responsibilities of the Audit and Compliance committee
and the processes by which it shall audit and report on the functions and activities
of the Air Carrier Section (ACS) to verify that the provisions of the ACS Policies

and Procedures manual and the bylaws are upheld.

During the Fall meeting in each odd-numbered year, the sustaining membership
shall elect a committee chair to a two-year term. The incumbent chair may run
for re-election. In the event the committee chair is unable to complete the two-
year term, the committee vice-chair will assume the duties of the chair for the
remainder of that term.

2. Duties and Responsibilities

A.
B.

The chair shall assure that the responsibilities of the committee are carried out.

The committee shall assist the chair in accomplishing the responsibilities of the
committee as directed by the chair.

The committee shall provide representation at each general or special membership

meeting to verify that:

1) A quorum is present.

NOTE : This also applies to each Level IV candidate interview.

2) Proxies are in order.  And,

3) Sustaining member votes/abstentions are accounted for.

The committee shall audit sustaining members to verify compliance with current

standards and procedures a minimum of once every 36 calendar months.

1) The audit may be by on-site visit or by requesting pertinent information from
the carrier’s company representative to C.A.S.E.

2) Audit visits will be recorded using the C.A.S.E. Air Carrier Evaluation Report
(CACS-6).

3) The chair shall assign auditors.

4) Audits conducted by DOD may be accepted in lieu of an air carrier
performing the audit.

The committee manages the ACS auditor authorization program. They will:

1) Verify annually that each sustaining member’s list of C.A.S.E. authorized

auditors is current and accurate.

2) Maintain a current list of C.A.S.E. - ACS authorized auditors in the ACS area
of the database.
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3) Arrange for C.A.S.E. - ACS authorization of new auditors.
4) Maintain files of auditor qualifications and approval.

F. The chair, or the chair’s designee, shall investigate allegations of auditor,
Evaluator, and member non-compliance. The results of such investigations shall
be reported to the ACS Operations committee for resolution and appropriate
action as follows:

1) Level III Auditor: The committee will determine, by majority vote, if the
non-compliance warrants action, up to and including loss of C.A.S.E.
authorization(s). If the action being considered is against a member of the
committee, or against an auditor whose company is represented on the
committee, that committee member must abstain from voting and that vote
will not be counted among the total. The auditor may appeal the decision of
the committee to the Operations committee. All members of the Operations
committee must be represented for the appeal.

2) Level IV Evaluator: The committee will determine, by majority vote, if the
non-compliance warrants action, up to and including loss of C.A.S.E.
authorization(s). If the action being considered is against a member of the
committee, or against an Evaluator whose company is represented on the
committee, that committee member must abstain from voting and that vote
will not be counted among the total. The committee will present the results of
their investigation and recommendations to the Operations committee for
consideration. The Operations committee will review the information
provided, allow the individual to present their explanation of the non-
compliance, and determine if any further action is required. Recommendation
for further action must be based upon majority agreement of the Operations
committee. A recommendation for revocation from the Operations committee
shall be presented to the membership and requires a majority vote by a
quorum of the sustaining membership. The affected member must abstain
from voting and that vote will not be counted among the total.

3) Sustaining/Associate Members: The committee will present the results of
their investigation and recommendations to the Operations committee for
consideration. The Operations committee will forward their comments and
recommendations to the Board of Directors in accordance with the bylaws.

G. The chair shall make a report of committee activities at ACS general meetings.

H. The chair shall issue an Audit and Compliance Alert (1-9-2) when the committee
deems it appropriate to rapidly communicate or otherwise highlight information
and maintains a master list of alerts.

1. The chair shall maintain all masters and records of the committee. At transfer of
chair responsibilities, all such files shall be turned over to the new chair.
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DEVIATIONS AND EXEMPTIONS

1. General

A.

The Audit and Compliance committee may provide a deviation and/or exemption
in cases where both of these conditions exist:

1) The circumstances are beyond the control of the petitioner.

2) Logistical issues threaten the status of a sustaining member, or the status of an
active auditor.

The committee chair may act alone in this regard or may seek the counsel of the
committee before granting such a request.

Except as provided in paragraph A, deviation or exemption to a current policy
and/or procedure, as voted on by the sustaining membership, may not be granted
by the Audit and Compliance committee or its chair. In the event that the Audit
and Compliance committee finds what it believes to be justifiable cause for such a
request, the matter, along with the justification, will be presented to the
Operations committee for consideration. The Operations committee may act on
behalf of the sustaining membership to grant such a request, provided that in the
opinion (majority vote) of the Operations committee, the deviation and/or
exemption is in the best interest of the Air Carrier Section of C.A.S.E. The
Section chair at the next meeting will report any such deviation to the
membership.

Deviations or exemptions may be one time or for a prescribed or indefinite period
of time as deemed appropriate by the Audit and Compliance committee. All
deviations or exemptions shall be in writing and shall be maintained on file by the
Audit and Compliance committee chair. Copies of the exemptions shall be sent to
the member representative granted the exemption, all other committee chairs and
the Air Carrier Section chair.

The Audit and Compliance committee shall review all active deviations and
exemptions. At each semi-annual meeting, the Audit and Compliance committee
chair shall report their status to the membership.
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AUDIT AND COMPLIANCE ALERT SYSTEM

1. General

A. This Audit and Compliance Alert procedure may be used by the Audit and
Compliance committee as a rapid means of communicating an urgent message to
members. Alerts are published electronically via the C.A.S.E. website.

B. An alert may be used to highlight established policies, notify members of
problems, new regulatory requirements, etc. Contents of an alert will NOT
supercede current policies and procedures.

C. The Audit and Compliance committee chair controls the alert system. Any
comments, suggestions, or questions regarding alerts should be addressed to the
chair.
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MEMBER OR AUDITOR STATUS CHANGE

1. Sustaining Membership Status Change

A. 14 CFR Part 119.51 requires an air carrier to notify the FAA of any amendment to
its Operations Specifications. The C.A.S.E. program Operations Specifications
page D90, paragraph C, specifies in part that, “Should the certificate holder cease
to maintain an active sustaining membership, this authorization is cancelled.”

The chairs of both the Membership and Promotions committee and the Audit and
Compliance committee shall notify a member of the decision to downgrade that
member from sustaining to associate membership. If this action occurs the
affected member must notify their FAA Principal Maintenance Inspector in
writing within ten (10) business days.

B. When a member is downgraded there will be no refund of dues or assessments
paid. Should the member regain sustaining status, any unused portion of dues or
assessments would become active and applicable assuming sustaining status is
regained in the time frame for which the dues or assessments were applicable.
For example; dues would apply to the year for which they were paid. An
assessment for computer access would apply indefinitely.

2. Auditor Authorization Status Change

A. If a non-compliance investigation results in a change to an auditor’s C.A.S.E.
authorization, the Audit and Compliance committee chair will notify the air
carrier’s representative and the C.A.S.E. Data Center of the change.
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VENDOR APPEAL PROCESS

1. General

A.

The Air Carrier Section membership realizes that on occasion a vendor may have
reason to appeal the decision of an individual auditor in situations where that
vendor believes that deletion from the Register was for reasons other than non-
compliance to the standard. In those cases the following procedure shall apply.

NOTE: If the auditor involved in the appeal process is employed by the same air
carrier as the Audit and Compliance committee chair, the chair shall relinquish
control of the investigation and appoint a lead investigator. That lead
investigator will control the appeal process and take it to fruition.

. The vendor will notify, in writing, the Audit and Compliance committee chair.

The chair will take all available information from the vendor. The chair will have
sixty (60) calendar days from the date of receipt of said notice to complete the
investigation and advise the vendor of the results of that investigation.

Upon receipt of an appeal, the chair will expediently notify the Operations
committee.

The chair will contact the air carrier and the auditor that conducted the original
audit and gather the facts pertinent to the allegations brought by the vendor.

Based on the facts presented by the vendor and the original auditor, the chair shall
either uphold the original audit or cause a re-audit of the vendor by a sustaining
air carrier not involved in the appeal process.

If a re-audit is accomplished, the chair and the person performing the re-audit
shall review the finds of the re-audit and determine if reinstatement of the vendor
in the Register is warranted. If both agree that reinstatement is appropriate, the
chair will ask the auditor who performed the re-audit to notify the Data Center
accordingly. The chair will then notify the Operations committee of the outcome.

The chair will notify the vendor and the original auditor in writing of the results
of the investigation.
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NEWSLETTER COMMITTEE

1. General

A.

E.

F.

This section defines the duties and responsibilities of the Newsletter committee.
The purpose of the Newsletter committee is to be the focal point for all articles
and information to be included in the C.A.S.E Air Carrier Section (ACS)
newsletter The Supplier.

During the Fall meeting in each odd-numbered year, the sustaining membership
shall elect a committee chair to a two-year term. The incumbent chair may run
for re-election. In the event the committee chair is unable to complete the two-
year term, the committee vice-chair will assume the duties of the chair for the
remainder of that term.

Member’s representatives and auditors are expected to participate in the
publication of the newsletter by submitting articles, topics, questions, or any
pertinent information for inclusion into the newsletter. The newsletter is a
representation of the C.A.S.E ACS and a method by which its knowledge can be
shared within the industry.

The committee shall consist of a chair and an adequate number of committee
members to ensure a timely and informative newsletter.

Each issue of The Supplier will be reviewed and approved for release by the
C.A.S.E. ACS chair.

The newsletter will be published a minimum of one (1) time per calendar year.

2. Duties and Responsibilities

A.

The chair:

1) Is responsible for conducting committee meetings at the semi-annual C.A.S.E.
meeting, and calling special meetings of the committee as needed.

2) Acts as the editor of the newsletter and ensures that the ACS chair, who acts
as editor-in-chief, reviews all newsletter publications prior to distribution.

3) May delegate duties and assignments associated with the newsletter to
committee members. Such duties may include research, writing, proof
reading, editing, etc.

4) Will be responsible for ensuring that copyrights are not infringed upon for any
articles reproduced from other publications.

5) Is responsible for ensuring distribution of the newsletter to all ACS associate
and sustaining members.  And,

6) Will establish the deadlines and the publication and distribution dates for the
newsletter.
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B. Committee Members:

1) Are responsible for researching articles and subject matter to ensure only
factual and accurate information is submitted for publication.

2) Are expected to take on assignments from the chair to solicit and/or write
articles on various subject matters.

3) Will be asked to proofread and critique articles and drafts of the newsletter
prior to publication.  And,

4) Are expected to submit assignments in a timely fashion to ensure deadlines
are met.
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DATABASE COMMITTEE

1. General

A.

This section defines the duties and responsibilities of the Database committee
whose purpose is to provide a central focus for technical support to the Air
Carrier Section sustaining membership, review user problems, review and
recommend system enhancements, and to monitor and facilitate the audit
allocation system.

During the Spring meeting in each even-numbered year, the sustaining
membership shall elect a committee chair to a two-year term. The incumbent
chair may run for re-election. In the event the chair is unable to complete the
two-year term, the committee vice-chair will assume the duties of the chair for the
remainder of that term.

2. Duties and Responsibilities

A.
B.

C.

The chair shall assure that the responsibilities of the committee are carried out.

The committee members shall assist the chair in the accomplishment of the
responsibilities delegated to the committee.

The committee shall:

1) Promote education regarding the use of the database and, when possible,
provide assistance and technical support to on-line users.

2) Provide all database users with a technical advisor. This advisor shall provide
first line technical support to assigned members.

3) Review all database technical problems and notify the membership of a course
of action that involves any capital expenditures.

4) Review proposed enhancements to the database and make recommend-ations
to the sustaining membership.

5) Schedule and monitor the annual audit allocation process.

6) Develop an initial and recurrent user training program and make said
programs available to the membership.

7) Provide assistance to the Audit and Compliance committee in the performance
of internal audits of the database and shall facilitate the correction of findings
resulting from those audits.
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FUEL COMMITTEE

1. General

A. This section defines the duties and responsibilities of the Fuel committee. The
purpose of the Fuel committee is to develop and maintain the technical data
required to support the C.A.S.E. fuel auditors.

B. During the Fall meeting in each even-numbered year, the sustaining membership
shall elect a committee chair to a two-year term. The incumbent chair may run
for re-election. In the event the chair is unable to complete the two-year term, the
committee vice-chair will assume the duties of the chair for the remainder of that
term.

2. Duties and Responsibilities

A. The chair:

1)
2)

3)
4)

5)

Shall assure that the responsibilities of the committee are carried out.

Is responsible for holding committee meetings in concert with the semi-annual
C.A.S.E. meeting. The chair may also call special meetings of the committee,
as appropriate.

May delegate duties and responsibilities as required.

Will interface with the fuel industry and airline personnel as necessary to
assure C.A.S.E. 2-A standard qualified auditors are provided with the most
current information available.

Will assure the C.A.S.E. 2-A standard remains current.

B. The committee members:

1)

2)
3)

Shall assist the chair in accomplishing the duties of the committee as directed
by the chair.

Will be assigned tasks at the direction of the chair.

Will assure the 2-A Fuel Audit checklist remains current with the latest
revision of the C.A.S.E. 2-A standard.
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TRAINING COMMITTEE

1. General

A. This section describes the duties and responsibilities for the Training committee.

B. During the Spring meeting in each odd-numbered year, the sustaining
membership shall elect a chair to a two-year term. The incumbent chair may run
for re-election. In the event the chair is unable to complete the two-year term, the
committee vice-chair will assume the duties of the chair for the remainder of that
term.

2. Duties and Responsibilities

A. The chair is responsible for:

1)
2)

3)
4)

5)
6)

7)

8)

Conducting committee meetings at the semi-annual C.A.S.E. meeting, and
calling special meetings of the committee as needed.

Ensuring that committee meeting minutes are kept and reporting committee
activities at ACS general meetings.

For the requirements, content, and scheduling of training classes.

The procurement of classrooms, equipment, and reference material required to
conduct comprehensive training courses.

Grading tests, maintaining records of those tests, and issuing certificates to
those that successfully pass the course.

Scheduling qualified instructors for all core classes.

Granting individuals instructing and performing necessary duties during
training sessions the benefit of free credit for those courses in which they
instruct or assist.

Updating auditor qualification training information in the C.A.S.E. database
for all sustaining members following completion of all scheduled training
sessions.

B. The committee members:

1)
2)

3)
4)

Are responsible for carrying out tasks as assigned by the chair.

Provide input at meetings to foster the continual improvement of the training
program.

Assist in scheduled training as directed by the chair.

Assist any member regarding their training needs.
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MEMBERSHIP ELIGIBILITY AND REQUIREMENTS

1. General

A. Membership in the Air Carrier Section (ACS) is divided into two (2) categories:
sustaining members and associate members. Applicants for membership to the
ACS shall file their application with the Membership and Promotions committee

chair. The applicable forms appear in chapter six of this manual.

. Sustaining membership is limited to air carriers that have a minimum of one (1)
C.A.S.E. Level III auditor or Level IV Evaluator qualified to the 1-A standard.
Air carriers interested in sustaining membership but who are without an auditor
eligible for C.A.S.E. authorization are encouraged to join as associate members.
They are then eligible to participate in C.A.S.E. activities and training, and can

work toward getting a C.A.S.E. authorized auditor. Before entering the
qualification process for sustaining membership, applicants must meet all
requirements of an associate member as specified on CACS-1 and CACS-1A
found in chapter six.

C. If a sustaining member loses all Level I1I/IV auditors/Evaluators, within thirty
(30) calendar days that member shall apply to the Audit and Compliance
committee chair for an exemption to this requirement until such time as it has a
qualified replacement. The time limit for obtaining the replacement shall be
established by the Audit and Compliance committee chair.

2. Sustaining Membership

A. ACS sustaining members shall:

1)

2)

3)

4)

5)

Be certificated air carriers operating in accordance with the aviation
regulations of the certificating government. For U.S. carriers, this is limited
to carriers certificated and operating under 14 CFR Parts 121 or 135.

Agree to the bylaws of C.A.S.E.

Agree to comply with all requirements specified in the C.A.S.E. ACS Policies
and Procedures manual and to share audit information (via transmittals) with
C.A.S.E. members in good standing. Further, member airlines shall commit
to allocating appropriate resources (time, money, expertise, etc.) to fulfill
audit obligations to the highest degree of safety.

Agree to complete the on-site audit portion of all allocated audits during the
scheduled month (3-6-0) and communicate on a timely basis the status of
assigned or performed audits through the transmittal process.

Maintain documented vendor/supplier audit procedures in their manual
system. Procedures must meet the minimum standards specified in 2-2-0 of
the C.A.S.E. ACS Policies and Procedures manual.
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6)

7)

8)

9

Maintain a history file of vendor/supplier audits, findings, and corrective
action (follow-up system) in accordance with the C.A.S.E. ACS Policies and
Procedures manual.

Maintain a list of approved vendors/suppliers for control and internal
dissemination. The member must also assure that the usage list submitted to
the C.A.S.E. Data Center be updated when vendors are removed from or
added to the list of approved vendors/suppliers. These lists will be audited for
accuracy and completeness by other members during the course of
membership audits (1-9-0, 2.D.).

Maintain records of vendor/supplier quality problems and performance and of
component reliability.

Maintain a minimum of one (1) C.A.S.E. Level III auditor or Level IV
Evaluator qualified to the 1-A standard.

10) Establish and maintain, with appropriate hardware and software as defined by

the Database committee, connection to the C.A.S.E. computer system.

11) If a member air carrier elects to provide their Principal Maintenance Inspector

(PMI) with the C.A.S.E. ACS Policies and Procedures manual, that member
air carrier is responsible for providing revision service for that manual to the
PMI.

3. Associate Membership

A. Associate members shall be limited to air carriers who are interested in
membership or in promoting or assisting in promoting the purposes of this
corporation. To qualify for associate membership, an air carrier must:

1)

2)
3)

4)

Be a certificated air carrier operating in accordance with the aviation
regulations of the certificating government. For U.S. carriers this is limited to
carriers certificated and operating under Parts 121 or 135 of the Federal
Regulations.

Agree to the bylaws of C.A.S.E.

Agree to comply with all requirements specified in the C.A.S.E. ACS Policies
and Procedures manual.

Establish and maintain, with appropriate hardware and software as defined by
the Database committee, connection to the C.A.S.E. computer system.
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C.A.S.E. Membership Flow Chart

Membership and Promotions Committee

Applicant / Member

2. Completes application and submits

1. Supplies information (upon request) to
the prospective member.

3. Reviews and evaluates the

Y

along with Air Carrier Certifications.

A

information provided.

l

) ) No
4. |s the information

acceptable?

5. Starts file and informs applicant

of Entry Level status.

7. Membership committee auditor reviews and
evaluates the records and data and then
forwards the audit results to the
Membership and Promotions committee.

| 6. Applicant prepares to pursue
pursue Associate Membership.

A. Complete and submit CACS-1A

B. Prepare and submit copies of:
a) Vendor Audit Program
b) Auditor Level | & Il Training Program
c) Level Il Auditor Training Records

NOTE: Membership and Promotions committee
evaluations are performed during
Spring/Fall meetings.

8. Accepted by the
committee?

9. Applicant informed is of Associate Level

C. Request Membership Audit

D. Request committee review a minimum of
thirty (30) days prior to applicable
Spring/Fall meeting.

NOTE: The meeting is to be attended by either
the Applicant’s Level lI(s)
and/or Management.

Informed why the information or audit

results are unacceptable.

membership and sent an invoice.

11. Membership committee
reviews and evaluates

) 4

10. Pays invoice and prepares
qualifications to pursue Sustaining
Membership.

A 4

A. Prepares and submits CACS-1S form

A

supporting data and then
votes.

No

12. Accepted as

and supporting data.

B. Letter of agreement from management
to Membership and Promotions chair
stating intent to abide with ACS Policies
and Procedures and bylaws of C. A.S.E.

C. Qualify a Level Ill Auditor.

sustaining member?

A 4

Welcome New C.A.S.E. Sustaining Member!
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COMPANY REPRESENTATIVES TO C.A.S.E.
1. Duties and Responsibilities

A. A sustaining member company’s representative to C.A.S.E. is expected to attend
semi-annual meetings. The representative, or designee, is required to serve
actively on a minimum of one (1) committee. Active participation is considered
to be by attendance and by making contributions to the committee in the form of
discussions, research, and time spent in support of committee functions. If the
representative, or designee, is absent for two (2) or more consecutive meetings,
the company’s sustaining membership in C.A.S.E. may be terminated.

B. Sustaining members’ representatives shall:

1) Serve on special assignments as requested by the Air Carrier Section (ACS)
chair or the Board of Directors.

2) Have an individual e-mail address and must monitor that system during the
business week.

3) Respond in the time frame indicated to all communications between the ACS
management and the members’ representatives.

4) Assure proper inputs to the C.A.S.E. Register.
5) Assure response to queries from the C.A.S.E. Data Center.

6) Pass on complete procedures to replacement representative when changes in
representation occur.

7) Assure that the representative’s company has a vendor surveillance program,
procedures, and auditors that remain in compliance with the requirements of
this manual.

8) Annually ensure that a self audit is conducted, using an Air Carrier Evaluation
Report (CACS-6), to verify continued compliance.

9) Respond to other member’s request for an audit.

10) Assure on-site audits are performed on all vendors assigned by the audit
allocation program.

11) Assure that any corrections required to the representative’s name, company
name, mailing address, phone number, fax numbers, etc., are accomplished in
a timely manner in the C.A.S.E. database.

12) Annually provide the Audit and Compliance committee chair with a
completed Annual Activity Report (CACS-11) :

a) Each of its auditors has complied with the minimum requirements for
retaining their C.A.S.E. Level III or Level IV authorization (2-3-1,
paragraph 7.C. and/or D).
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b) The member’s company information in the C.A.S.E. database has been
checked for accuracy. And,

c) The contact information in the C.A.S.E. database for the member’s
representative and each of its auditors has been checked for accuracy (2-3-

1, paragraph 7.E.).
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VENDOR SURVEILLANCE PROGRAM

1. Minimum Requirements

A.

D.

Each sustaining member of the Air Carrier Section must have an internal program
of vendor surveillance that is either FAA accepted or in accordance with the
regulations of the certificating government and meets the requirements listed
below. The program shall be described in detail in the member’s manual system.

. The manual must specify:

1) The department responsible for vendor surveillance.

2) An on-site audit for vendors/suppliers and part distributors submitted to the
C.A.S.E. Register and maintained in the Register.

3) The requirement to maintain adequate records.

There must be published procedures that define the extent of the surveillance
program and lists the details of the following areas:

1) Type of audits to be conducted:
a) Initial approval audit.
b) Follow-up audits.
2) Minimum requirements for audit personnel (2-3-0).
3) Extent of audit records as required in paragraph 1.D. of this procedure.

4) Detailed use of audit forms to the minimum audit format requirements
described in chapter 4.

5) Handling of unapproved vendor/suppliers and parts distributors through
interaction (including such areas as notification, scheduling, and audit
requests) with:

a) Procurement.

b) Vendor audits.

c) Material review.

d) Receiving inspection.

e) Engineering.
The records must provide adequate documentation and objective evidence of
vendor surveillance activities by maintaining the following:

1) Records listing audit activity from the audit request through the final
notification of status.
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2) A listing of approved vendors/suppliers and parts distributors updated
periodically and transmitted to all using departments.

3) Individual vendor/supplier and parts distributor files containing audit requests,
completed audit forms, and related documentation, such as inter-department
correspondence and vendor/distributor correspondence.

4) The material and data necessary to update the C.A.S.E. Register as described
in 3-2-0.

5) For each audit for which Register action was taken, records must be
maintained for a minimum of thirty-six (36) calendar months from the date of
the audit.
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AUDIT PERSONNEL - MINIMUM REQUIREMENTS

1. Qualifications

A. Only auditors of sustaining members or candidates for sustaining membership are

B.

eligible.

Consideration will only be given to auditors submitted by:
1) A sustaining member’s representative to C.A.S.E. Or,
2) An associate member applying for sustaining membership.

Candidates to be authorized for standards other than the fuel standard must have:

1) A minimum of 36 calendar months experience in aircraft maintenance/quality
control/quality assurance experience with a comprehensive knowledge of
quality systems. And,

2) A minimum of twelve (12) calendar months as a full time air carrier technical
auditor of maintenance or modification activities. Or,

3) If audit duties are collateral with other duties, and candidates are members of
the Air Carrier’s Quality Assurance staff, a portion of the duties for the past
twenty-four (24) calendar months must have been devoted to conducting
audits of maintenance or modification activities.

Candidates to be authorized for fuel standards must have:

1) Thirty-six (36) calendar months experience as a fuel farm operator, aircraft
fueler, oil company technical/Q.A./Q.C. representative, or similar related
occupation. And,

2) A minimum of six (6) calendar months as a full time auditor of fuel farms
and/or fueling facilities, equipment, and activities. Or,

3) If audit duties are collateral with other duties and candidates are members of
the Quality Assurance staff, a portion of the duties for the past twenty-four
(24) calendar months must have been devoted to conducting audits of fuel
farms and/or fueling facilities, equipment, and activities.

Within a twelve (12) calendar month period preceding an application, auditor
candidates:

1) For 1-A authorization must have conducted twelve (12) vendor facility audits
to the 1-A standard. Six (6) of the required twelve (12) audits must have been
accomplished within a six (6) calendar month period preceding the
application.

2) For 2-A authorization must have conducted a minimum of six (6) audits of
fuel into-plane facilities and a minimum of six (6) audits of fuel storage
facilities to the 2-A standard. Six (6) of the minimum twelve (12) audits
specified above (three (3) of each type) must have been accomplished within a
six (6) calendar month period preceding the application.
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F. Three (3) of the twelve (12) audits specified in paragraph E.1) must have been
conducted as a pre-check-ride evaluation with any authorized Level III/IV (each
by a different Level III/IV). Six (6) of the twelve (12) audits specified in
paragraph E.2), (three (3) for each type of facility) must have been conducted as a
pre-check-ride evaluation with an authorized Level III/IV. Each of the three (3)
pre-check-ride evaluations for each fuel facility type must be conducted by a
different Level III/IV (e.g. the same Level III/IV may conduct both one (1) fuel
storage facility pre-check-ride evaluation and one (1) fuel into-plane facility pre-
check-ride evaluation). Observations and partial evaluations will not be allowed
for final check-ride consideration. Each Level III/IV conducting a pre-check-ride
evaluation must provide the candidate with constructive written comments using
C.A.S.E. form CACS-5 identifying a candidate’s strengths and weaknesses.
Failure to provide such comments may nullify the pre-check-ride evaluation.

This document becomes part of the candidate’s auditor training record.

G. Auditors must be qualified to conduct the specific category of audits that are to be
accomplished. The training, knowledge, experience, and expertise required for
fuel auditing is markedly different from that required for auditing maintenance,
modification, and servicing facilities. Therefore, the candidate requirements,
evaluation and authorization of the candidates, and the requirements for
maintaining authorization, though comparable, differ in their technical aspects.
This is true for both the Level III auditor and the Level IV Evaluator. Each must
be judged against the requirements for either fuel audits or maintenance/
modification/servicing audits, as applicable.

1) Candidates for authorization to conduct fuel vendor audits must complete the
required number of audits on fuel vendors only.

2) Candidates for authorization to conduct audits to standards other than fuel
may combine audits of various standards, not including fuel. A minimum of
50% of the required audits must be to the 1-A standard.

3) Candidates for both fuel auditor and maintenance auditor must comply with
the requirements of both authorizations in their entirety.

4) Level IV Evaluators may only evaluate against the standards for which they
themselves are authorized to audit.

H. Fuel auditors must be knowledgeable of fuel tests required by the C.A.S.E. 2-A
standard (e.g. millipore, free water, ASI, etc.). They must understand why and
when these tests are to be performed, able to perform each test, be able to
interpret the test results, and to understand the meaning of the results.

2. C.A.S.E. Auditor Authorization

A. Before a member’s auditor is authorized to perform an audit, and submit
information to the C.A.S.E. Data Center, in support of the ACS on behalf of that
member, they must be a qualified Level III/IV auditor/Evaluator and authorized
through the Audit and Compliance committee (2-3-1).
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AUDITOR AUTHORIZATION PROGRAM

1. General

A.

This Auditor Authorization Program is limited to the Air Carrier Section (ACS)
of C.A.S.E. References to a C.A.S.E. authorized auditor, auditor requirements, or
C.A.S.E. auditor authorization are limited to the ACS.

The Auditor Authorization Program is managed by the Audit and Compliance
committee chair of the ACS. Its purpose is to provide a system to verify that
members’ auditors are qualified to conduct a satisfactory audit to C.A.S.E. ACS
standards as stated in the Policies and Procedures manual. This program also
specifies minimum requirements that will maintain audit skills at a level
acceptable to the membership.

To promote standardized performance of vendor facility audits by all C.A.S.E.
members, the Auditor Training and Qualification portion of this program provides
general instructions and guidance for experienced auditors with respect to specific
C.A.S.E. standards. Initial auditor training and qualification up to Level II
company auditor status is solely the responsibility of the member airlines. It is
not the intention of the C.A.S.E. Auditor Training Program to provide instruction
for apprentice auditors.

The training program consists of four (4) phases. Upon successful completion of
each phase of training, the trainee is qualified for the respective “Level”
authorization. Auditor qualification levels are:

Level]l - Company Auditor Trainee
Level I - Qualified Company Auditor
Level I - C.A.S.E. Authorized Auditor
Level IV - C.A.S.E. Authorized Evaluator

1) Levels I and II cover the training activities that qualify an individual as an
auditor for their employer.

2) Level III training is designed to acquaint an experienced auditor with specific
requirements of the C.A.S.E. audit program. The Audit and Compliance
committee must evaluate and accept the candidate’s training, experience, and
capabilities before issuing the candidate a Level III C.A.S.E. authorization.

3) Level IV, the Evaluator designation, is designed to authorize an individual to
conduct the review, examination, and check-ride of a Level III applicant.
Sustaining membership present at semi-annual meetings must accept, by a
minimum 90% affirmative vote, the candidate’s qualifications and experience
for authorization as a Level IV Evaluator.
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E. Before a candidate for Level III auditor authorization can be recommended to the
Audit and Compliance committee for consideration, the candidate must
successfully pass:

1) Written examinations of C.A.S.E. Policies and Procedures manual and the
standard for which authorization is being sought (i.e. 1-A, 2-A). These are
closed book tests with a minimum passing grade of 70%. Test results are
valid for twelve (12) calendar months from the date the tests were taken. If
the individual concerned has not completed all requirements and been
accepted as a Level III auditor prior to the expiration dates listed above, that
individual must repeat the classes and the written tests successfully to re-
qualify for a check-ride.

2) An oral examination by a Level IV Evaluator on C.A.S.E. policy and
procedures, and general auditing procedures, techniques, and skills. And,

3) A practical demonstration of auditing knowledge and skill to the satisfaction
of a Level IV Evaluator.

F. Should an authorized auditor change employment from one sustaining member
carrier to another sustaining member carrier, the individual’s authorization shall
remain valid provided the following are complied with:

1) The auditor complies with the requirements to retain certification.

2) The auditor notifies, in writing within thirty (30) calendar days, the Data
Center and the Audit and Compliance committee chair of the change of
employer. The notification must include the employer’s name and mailing
address and the auditor’s telephone and FAX numbers, if available.

G. Should an authorized auditor/Evaluator transfer from a Sustaining member to an
Associate member Air Carrier, they may no longer exercise the privileges of their
authorization. Should that Associate member become a Sustaining member
within six (6) calendar months of hiring the former authorized auditor/Evaluator,
their authorization privileges shall be reinstated. The auditor/Evaluator is required
to ensure compliance with the Maintaining Authorization section (2-3-1, para.
7.B.-D.) by:

1) performing the minimum required number of audits,
2) completing any training due within the required time limits, And,
3) completing any check-ride due within the required time limits.

NOTE: Should the calendar year end during the six (6) calendar month timeframe, the
auditor/Evaluator is required to submit, to the Audit and Compliance
committee, an Annual Activity Report (CACS-11).
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H.

Neither Level III auditors nor Level IV Evaluators employed by a member carrier
may act as a paid consultant to assist a vendor in qualifying for an audit to a
C.A.S.E. standard. This is a conflict of interest and is not acceptable.

2. Level III Authorization Procedure

A.

Information on candidate requirements, check-ride requirements and expectations,
and materials that the candidate should bring to the check-ride may be found in
the paragraph 3 of this section.

Each candidate must meet the requirements of this Policies and Procedures
manual, sections 2-3-0 and 2-3-1. All candidates, when submitting their C.A.S.E.
Level III application to the Audit and Compliance committee chair, shall provide
the following:

1) All completed observations and evaluations (CACS-5 forms). The most
recent evaluation must recommend the candidate for a check-ride.

2) A copy of their completed C.A.S.E. Auditor Qualification Record (CACS-4).

NOTE: The original must be retained by the candidate and subsequently be signed by
the Level IV Evaluator after the candidate has successfully completed the check-ride.

3) A copy of their airframe and/or powerplant license, if applicable.
4) Copies of diploma(s), if applicable.

5) Proof of experience (training records, Level I and Level I completion
records). It is imperative that candidates provide documented evidence of
their experience (e.g. a brief resume of quality experience). Candidates must
also submit documented evidence of their Level I and Level II qualifications
for their air carrier (2-3-1, paragraph 8).

6) A copy of their Written Test Score (CACS-9).

CAUTION: Failure to meet the requirements of the preceding paragraph will, at
a minimum, delay the check-ride approval until all requirements are
accomplished.

The chair shall confer with other committee members as required to determine
whether or not the candidate meets the minimum requirements (2-3-0).

The chair shall inform the member in writing.

1) If the candidate does not meet minimum requirements, the chair identifies the
reasons for rejection.

2) If the candidate meets minimum requirements, the chair notifies the member
that the candidate is to make arrangements with a Level IV Evaluator
acceptable to the chair for a check-ride. The candidate shall arrange with a
C.A.S.E. Level IV Evaluator from another C.A.S.E. member to observe the
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candidate’s performance on an actual audit; a check-ride. If a Level IV
Evaluator has participated in the candidate’s pre-check-ride evaluation
process, that Evaluator may not conduct the check-ride. Level IV Evaluators
are listed in the C.A.S.E. computer system.

E. After the candidate has made arrangements for a check-ride, the individual shall
inform the Audit and Compliance committee chair in writing, identifying the
Evaluator, their employer, the facility to be audited, and the proposed audit date.

F. The Level IV Evaluator conducts the check-ride and files a written report (CACS-
5) with the Audit and Compliance committee chair. The report shall contain the
name of the agency audited, an evaluation of the candidate auditor’s capabilities,
the candidate’s signature in the ethics statement block (for both initial and
recurrent check-rides), and a recommendation to approve or disapprove the
candidate auditor. If the recommendation is to disapprove, the report must give
supporting reasons and an individual re-qualification plan be developed by the
Level IV Evaluator to define what the auditor must do before re-applying to
complete another check-ride. The Audit and Compliance Committee will have
the final approval of the re-qualification plan and will notify the appropriate
parties. The Level IV Evaluator also records the Level III candidate’s satisfactory
communication skills on the candidate’s qualification record (CACS-4).

G. The Audit and Compliance committee chair notifies the member in writing that
the candidate auditor is either approved as a Level III auditor or disapproved.

1) If approved, the candidate’s name is added to the list of C.A.S.E. authorized
auditors. A Level III Certificate of Designation and a wallet size
identification card are sent to the member.

| 2) If disapproved, the member is given the reasons why.

3. Check-ride Requirements and Expectations
A. General

1) This section describes in general terms what is expected of a candidate for
initial C.A.S.E. Level III auditor authorization and what the candidate may
anticipate. It details:

a) What each candidate should do for preparation prior to each
observation/evaluation.

b) The documents, manuals, and paperwork with which the candidate must
be familiar.

c) Those items each candidate must bring on each observation/evaluation and
check-ride, including a minimum of three (3) evaluations prior to the
check-ride.
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B. Observation/Evaluation Requirements (CACS-5)

1) The purpose of the pre-check-ride observations/evaluations are to ensure that
candidates have a good understanding of applicable CFRs, C.A.S.E. ACS
policies and procedures, C.A.S.E. history, Title 49 of the United States Code
(49 U.S.C.) § 44701 (formerly the Aviation Act of 1958), Anti-Trust laws, the
1-A or 2-A standard, industry practices, professionalism, and sound auditing
techniques. This is not on-the-job training. Candidates should already have
adequate auditing experience so that Level III/IV auditors/Evaluators can
determine if a candidate is capable of consistently applying the appropriate
standard and pass a check-ride. Pre-check-ride evaluations test the
candidate’s knowledge and how such knowledge is applied.

2) Each auditor candidate must have completed Level I/Level II training accor-
ding to their air carrier’s requirements before being eligible for a C.A.S.E.
Level III qualification (2-3-0 and 2-3-1, paragraph 1.D.). For each
observation/evaluation the candidate must bring the following materials:

a) Documentation the candidate is a qualified Level I/II auditor for their air
carrier.

b) Applicable CFRs.
c) C.A.S.E. ACS 1-A or 2-A standard, as applicable.

d) An appropriate checklist that covers all C.A.S.E. ACS requirements for
the system sought.

e) All CACS-5s from previous observations/evaluations.

f) A blank CACS-7 form for discussion and to ensure the candidate
understands the purposes for the Vendor Expectations and Limitations.

3) Evaluators shall make appropriate comments for all applicable aspects listed
on the CACS-5 form. Comments should be in sufficient detail, and clearly
state, the candidate’s strengths and areas needing improvement. Make
comments clear enough for the candidate to understand, and so subsequent
Evaluators can adequately appraise performance.

4) Failure to meet any requirements in this section will void the evaluation.
C. Pre-check-ride Requirements
1) The authorization process presupposes the candidate:
a) Has the experience and qualifications defined in 2-3-0.

b) Is thoroughly familiar with the applicable miscellaneous regulations or
CFRs, C.A.S.E. ACS Policies and Procedures manual, and the procedures
necessary for conducting a high quality technical audit.
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c) Has a good understanding of the history of C.A.S.E., Title 49 of the
United States Code (49 U.S.C.) § 44701 (formerly the Aviation Act of
1958), and the legal implications of anti-trust laws.

d) Has successfully passed the written examination for a Level I1I candidate
appropriate for the authorization sought and that the test date has not
expired (paragraph 1.E.1.).

e) Has had the appropriate documents to take the Level III check-ride
approved by the Audit and Compliance committee chair.

D. Check-ride Requirements

1y

2)

3)

4)

5)

The “check-ride” by a Level IV Evaluator basically consists of three (3)
general elements:

a) An introductory discussion between the Evaluator and the candidate.

b) An actual technical audit conducted by the candidate and observed by the
Level IV Evaluator. And,

c) An oral examination and post-audit discussion between the Evaluator and
candidate.

Depending on the Evaluator and the circumstances at the time of the check-
ride, some or all of the above elements may be combined and/or they may be
conducted in a different order.

During the introductory discussion, the Evaluator and candidate get to know
each other. The Evaluator also explains to the candidate how the check-ride
will take place, what is expected of the candidate, and what the candidate can
expect from the Evaluator.

During the audit phase of the check-ride, the candidate conducts an actual
audit of a vendor appropriate for the certification sought (e.g. a repair vendor
for 1-A standard auditor certification, a fuel vendor (with both fuel into-plane
and fuel storage facilities) for 2-A standard auditor certification, etc.).

a) The candidate will conduct the entire audit from the introductory briefing
through the exit briefing.

b) The candidate may use any checklist as long as it covers all aspects of the
C.A.S.E. specification.

c) The Level IV Evaluator shall act as an observer and evaluate the
candidate’s performance.

In the third element of the check-ride, the Evaluator provides the candidate
with an oral performance critique and conducts an oral examination. The
candidate shall be thoroughly versed in audit skills, legal requirements, and
C.A.S.E. The candidate shall be prepared to discuss such topics as:
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a)

2
h)

i)

)

Applicable regulations and specifications:

1) Maintenance auditors: 14 CFR Parts 43, 145, appropriate sections of
65 and 121 or 135 (as applicable), and BASA/MIP.

i1) Fuel auditors: ATA 103, NFPA 407, filter element cross-reference.
The C.A.S.E. ACS Policies and Procedures manual.

The use and maintenance of the C.A.S.E. Register.

C.A.S.E. history.

Title 49 of the United States Code (49 U.S.C.) § 44701 (formerly the
Aviation Act of 1958).

Professionalism.
Audit techniques.
Anti-trust considerations.

Anything else applicable to a qualified auditor or the technical audit
function.

The “Vendor Appeal Process” (1-9-4).

E. Supporting Documents and Reference Material

1) The candidate shall bring to the check-ride evidence supporting their
qualifications and appropriate reference material (in hard copy or electronic
format). Examples include:

a)

b)

A copy of their record of training appropriate to the specific standard
sought. This shall include copies of CACS-5 forms certifying that the
candidate has participated in three (3) pre-check-ride evaluation audits
with a Level III/IV auditor/Evaluator.

For maintenance auditors, a copy of 14 CFR Parts 145, 121 (subpart L) or
135 (subpart J) as appropriate, and BASA/MIP.

For fuel auditors, a copy of ATA 103, NFPA 407, and filter element cross
reference specifications.

A current copy of the C.A.S.E. ACS Policies and Procedures manual.
A copy of the completed Written Test Score (CACS-9).
The completed, original Auditor Qualification Record (CACS-4).

NOTE: Candidates seeking both maintenance and fuel auditor Level III must
have separate CACS-4 forms for each standard qualification.
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4. Level IV Qualification Process

A.

B.

Level IV Evaluators can only be authorized to evaluate against the standard which
they themselves are authorized to audit.

A Level IV candidate must have the following experience and qualifications:

1) Be an active and authorized Level III C.A.S.E. auditor for a minimum of 36
months or have conducted twenty-five (25) audits to the appropriate standard.

2) Have conducted six (6) vendor facility audits within past six (6) months to the
C.A.S.E. standard appropriate for the authorization sought.

3) Training/teaching experience (i.e. participated as a C.A.S.E. trainer, either as
a classroom instructor or on-the-job trainer).

4) Have been an active committee participant (either as a full committee member
or as an attendee) for a minimum of two (2) years.

5) Have witnessed two (2) Level III check-rides with two (2) different Level IV
Evaluators. The candidate will submit, in writing, an analysis of each check-
ride to the respective Level IV Evaluators and retain copies for their records.

The member’s company representative to C.A.S.E. must submit a written request
to the Audit and Compliance committee chair for each Level IV candidate. The
request must be submitted sufficiently in advance of a semi-annual C.A.S.E.
meeting (approximately thirty (30) days) for the chair to review the applicant’s
qualifications.

1) The request shall:

a) Verify that the applicant meets the requirements of the training and
qualification requirements section of this publication.

b) Describe how the experience and qualifications are met.

c) FAA violation record/history.

d) Include supporting data requested.

e) List the six (6) vendor audits conducted within the past six (6) months.

f) Submit the two (2) copies of the analysis of check-ride conducted with the
Level IV Evaluator.

The Audit and Compliance committee chair shall verify that the candidate’s
experience and qualifications meet the requirements in the training and
qualification requirements described in this publication.

If the candidate does not meet the requirements, the chair shall send a letter of
rejection and explanation to the candidate’s company representative to C.A.S.E.
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F. If the candidate meets the requirements, the chair shall send a letter to the
candidate’s company representative to C.A.S.E. accepting the application and
inviting the candidate to a panel interview at the next C.A.S.E. semi-annual
meeting.

5. Level IV Interview Process

A. Candidates with acceptable credentials shall be interviewed and evaluated by an
air carrier review board. The review board shall consist of all members of the
Audits and Compliance committee present, the ACS chair, vice-chair and each of
the other standing committee chairs. A Level IV candidate must meet the
acceptance of the review board by a minimum 90% affirmative vote. The Audit
and Compliance committee chair shall chair the board.

B. The review board shall interview each candidate on topics pertinent to the audit
function and to the Level IV Evaluator’s duties. Examples of pertinent topics to
consider are:

1) Desire to be a Level IV Evaluator.

2) Level IV Evaluator’s review of the candidate’s Level III check-ride.
3) Candidate’s instructor/trainer background and experience.

4) Number and type of audits conducted.

5) Candidate’s version of how to conduct a check-ride.

6) Candidate’s responses to situational questions pertaining to conducting an
audit, anti-trust considerations, conflict of interest, and conducting a check-
ride.

7) Problem solving skills and maturity of decisions.

8) Whatever else a member feels pertinent and valuable for an Evaluator to
consider in performing a check-ride for a Level III candidate.

C. Candidates rejected by the board will be so informed immediately by the board
chair and their names will not be forwarded to the general membership. The chair
shall inform the candidate of the reasons for rejection.

6. Level IV Authorization

A. The Audit and Compliance committee chair shall present the names and
candidates accepted by the board to the full membership for acceptance.

B. The Audit and Compliance committee chair shall present a summary of the
board’s findings and recommend the candidate be accepted. After a discussion of
the board’s findings, the candidate shall be available for questions unanswered by
the board’s evaluation.
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C. A Level IV candidate must meet the acceptance of the General Assembly by a
minimum 90% affirmative vote.

D. The candidate shall be notified immediately of the membership’s decision to
accept or reject the applicant as a C.A.S.E. Level IV Evaluator.

E. The Audit and Compliance committee chair shall issue a Certificate of
Designation to each successful candidate as soon as practical.

7. Maintaining Authorization

A. C.A.S.E. authorized auditors and Evaluators must continue to function as active
C.A.S.E. auditors to retain such C.A.S.E. authorizations. If the auditor/Evaluator
fails to meet the minimum requirements listed below, the auditor/Evaluator is
deleted from the C.A.S.E. authorized auditor roster.

B. All Level III auditors and Level IV Evaluators must attend and pass, with a
minimum score of 70% (tests will be closed book), recurrent training on the
C.A.S.E. ACS:

1) Policies and procedures. And,

2) Standard(s) to which they are qualified and authorized (i.e. 1-A and/or 2-A
standard).

NOTE: Effective 1-1-2009, All recurrent training must be completed a
minimum of once every four (4) training sessions.

C. To retain Level III authorization an auditor must:

1) Conduct six (6) audits to the applicable C.A.S.E. standard within the past
twelve (12) months;

a) 1-A standard for maintenance auditor.
b) 2-A standard for fuel auditor. And,

c) Successfully pass a check-ride with any appropriate Level IV Evaluator
every twenty-four (24) calendar months. Should the auditor not
successfully pass a check-ride, the Level IV Evaluator is responsible for
developing an individual re-qualification plan defining what the auditor
must do before attempting to re-gain authorization. The Audit and
Compliance committee shall approve this plan. This may include
recurrent training, further observations/pre-check-ride evaluations,
additional audits, or combinations thereof. Once the re-qualification plan
is completed, the auditor may re-apply to complete a check-ride.

NOTE: The required audits must cover all parts of the C.A.S.E. audit standard but
need not result in adding or updating a vendor in the C.A.S.E. Register. If the
vendor fails the audit, it can still be counted as one (1) of the required audits.
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NOTE: In order to allow flexibility in setting up a check-ride, the check-ride may be
performed within a three (3) calendar month window without the re-authorization
month having to be changed. For example, if a check-ride is due in June, the
auditor could perform the check-ride in May, June or July but the recurrent
check-ride would remain as June two (2) years hence. Check-rides done in advance
of the window would result in a change of the month in which recurrency is due.

D. To retain Level IV authorization, an Evaluator must:

1) Conduct six (6) audits to the appropriate C.A.S.E. standard within the past
twelve (12) months, And,

2) Actively attend and participate in Level IV standardization meetings through
on-site attendance or by conference call. The Audit and Compliance
committee will be responsible for organizing the meetings during normally
scheduled C.A.S.E. semi-annual meetings.

E. For a member’s auditor(s) to retain their Level III or Level IV authorization, that
member’s representative must file an Annual Activities Report (CACS-11) for the
previous January-December calendar year. The report must be submitted to the
Audit and Compliance committee chair not later than January 31 of the year
following the reporting year (2-1-0, paragraph 1.B.12)).

F. To regain C.A.S.E. authorization that was lost because:

1) The company representative to C.A.S.E. failed to file the required annual
certification statement (2-1-0, paragraph 1.B.12)), Or,

2) The auditor/Evaluator did not complete the required number of audits in the
specified time limit,

the company representative to C.A.S.E. must re-submit the auditor’s name,
requesting that authorization be restored. The auditor must be authorized per the
standard authorization procedure. The Audit and Compliance committee chair
may waive the documentation review and/or check-ride if the applicant’s skill
level is still adequate to accomplish an acceptable audit to a C.A.S.E. standard.

G. To regain Level III authorization that was allowed to lapse:

1) No more than twelve (12) calendar months may have passed since the date the
auditor’s/Evaluator’s check-ride would have expired had they continued to
function as an authorized auditor/Evaluator.

2) The representative to C.A.S.E. must submit, in writing to the Audit and
Compliance committee, a request that authorization be restored,  And,

3) The auditor candidate must:

a) Complete and pass both the policies and procedures training and training
for the specific standard sought,
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b) Complete a minimum of six (6) audits to the standard sought within the
previous twelve (12) months,

c) Satisfactorily complete at least one pre-check-ride evaluation with a
recommendation for check-ride, And,

d) Satisfactorily complete a check-ride.
8. Training and Qualification Requirements

NOTE: This information provides a potential member an aid in understanding the Air Carrier
Section’s minimum expectations of an applicant’s company auditor training qualification
program at the time of the pre-membership audit. It should be reviewed early in the
application process and used to provide goals for potential Level III applicants. The trainee
is ultimately expected to have achieved a Level Il company auditor status. The timeline
to obtain a Level I or II status rests with each carrier’s internal program.

A. Level I — An applicant’s Level I auditor training program shall provide at a
minimum:

1) Auditing techniques and professional behavior.

2) Basic people and interviewing skills.

3) Technical writing skills.

4) Introduction to the CFRs relative to vendor surveillance.

5) CAS/Surveillance program orientation.

6) Introduction to its company’s maintenance procedures manual.

7) On-site audit on-the-job training.

8) Formal Root Cause Analysis and Comprehensive Corrective Action training.
9) Fuel auditors shall also receive training in the following:

a) ATA 103 and IATA fuel quality control and fueling service.

b) API 1581 and 1542.

c) Applicable sections of NFPA 77, 407, and 10.

d) 14 CFR 139.321.

e) FAA AC 150/230-4.

f) Company fuel handling quality manual.

g) Company aircraft specific fueling manual.

B. Level II — This describes the professional auditor that the Air Carrier Section’s

members expect to see representing their interests in the field. The training,
testing, and evaluation process utilized by the air carrier to create a Level 11

auditor should produce this level of expertise and award Level Il company auditor
status. As an end result, this person has the skills to:
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1) Handle the entire audit process in a professional and positive manner.

2) Evaluate a vendor against their company’s program and the appropriate
sections of the CFRs.

3) Where and when applicable, cite the vendor for non-compliance.

4) Explain in detail the rationalization for any finding.

5) Evaluate the vendor’s corrective action.

C. Before awarding the applicant sustaining membership status, the ACS intends to
audit the applicant carrier’s program and test the carrier’s potential Level II1
candidate. The general requirements for an auditor applicant to receive the Air
Carrier Section’s Level III status are contained elsewhere in this manual.

D. Level III - classroom training/check-ride shall include:

1) C.A.S.E. policies and procedures with written examination.

2) 1-A and/or 2-A standard, as appropriate, with written examination.

a)

b)

For maintenance auditor:

1) 14 CFR Parts 43, 65, 121 or 135 (as appropriate), and 145.
For fuel auditor:

1) ATA-103.

i) API 1581.

1i1) Appropriate portion of NFPA 77 and 407.

1v) Filter element cross reference and specification manuals.
For all auditors:

1) Title 49 of the United States Code (49 U.S.C.) § 44701 (formerly the
Aviation Act of 1958).

i1) Anti-Trust and Corporate Law.

ii1) Twelve (12) vendor facility audits conducted to the C.A.S.E. standard
(appropriate for the authorization sought) within the twelve (12)
month period preceding the application. Six (6) of these audits must
have been completed within the past six (6) months (2-3-0).

iv) Evaluation check-ride conducted by Level IV Evaluator from another
C.A.S.E. air carrier member.

3) One time training in the C.A.S.E. database course prior to Level I1I
authorization.
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E. Recommendation of candidate to C.A.S.E. Audit and Compliance committee for
Level III approval (CACS-4) shall be made upon completion of a check-ride and
approval from a Level IV Evaluator (CACS-5),

F. Granting of Level III designation shall be accomplished by the Audit and
Compliance committee in accordance with the auditor authorization program
procedures.
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C.A.S.E. DATA CENTER

1. General

A. The C.A.S.E. Data Center is a data collection and dissemination center
maintained at AVINFO in Miami, FL, through direction from C.A.S.E.
Corporation. The Data Center maintains the C.A.S.E. Register.

B. The C.A.S.E. Data Center shall keep on file all vendor/supplier and parts
distributor information transmitted by C.A.S.E. sustaining members.

C. The C.A.S.E. Data Center shall be responsible for maintaining a Register
containing names of evaluated vendors/suppliers and parts distributors as
transmitted by C.A.S.E. sustaining members.
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C.AS.E. REGISTER - REVISION AND CONTROL

1. General

A.

F.

This procedure describes the C.A.S.E. process for:

1) Periodic review and up-date of a vendors/distributors in the Register.
2) Adding vendors/distributors to the Register.

3) Deleting vendors/distributors from the Register.

A vendor/supplier or parts distributor (vendor) will be deleted from the Register
three (3) years (or as soon thereafter as possible) from the date of the previous
audit for which UPAUD or ADDVEN action was taken if no further Register
action has occurred.

The C.A.S.E. Data Center will make deletion notices available to the membership.

The Data Center provides each sustaining member a list of vendor entries
attributed to the respective member.

Vendor additions, deletions, and re-evaluations for the Register shall be submitted
to the C.A.S.E. Data Center.

NOTE: ANY successful audit conducted to the C.A.S.E. standard, whether assigned

by the C.A.S.E. audit allocation program or not, should be considered for
addition to or update of the Register. For the 1-A standard, this only includes
audits for which all of the vendor’s Operations Specifications were audited.

Only Level III auditors and Level IV Evaluators may authorize the C.A.S.E. Data
Center to change information on the C.A.S.E. Register.

2. Format

A.

The C.A.S.E. Register shall list by alpha sequence, process code, and geographic
area, the names and addresses of vendors that have been evaluated by a minimum
of one (1) C.A.S.E. sustaining member. Additional line entries shall be made
only on the basis of additional evaluations.

At a minimum, the C.A.S.E. Register shall also indicate the type of quality system
evaluated, capability, date of audit or evaluation, and membership number of the
sustaining member who performed the audit or evaluation.

The C.A.S.E. database shall contain a listing of C.A.S.E. sustaining members,
their certified auditors, and associate members.

The C.A.S.E. Register shall reference only those specifications which are
standard throughout industry (military specification, AMS, C.A.S.E.). There shall
be no reference to “in-house” specifications or proprietary processes.

When a listing is deleted as provided above, the Data Center will notify the
members who had listed this vendor of the action taken and the basis for so doing.
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3. Periodic Review and Update of the C.A.S.E. Register

A.

B.

Sustaining members shall maintain current vendor usage status with the Data
Center.

Sustaining members shall notify the C.A.S.E. Data Center promptly of any errors
or changes required in Register listings.

Vendors to be added to the Register must be evaluated by an on-site audit.
Performance evaluation alone is not adequate.

Vendors to be retained in the Register must be reevaluated by an on-site audit;
performance evaluation alone is not adequate.

A vendor which has received an on-site audit and must correct an audit finding
(or audit findings) may not be added to, or updated in, the Register until all
corrective actions have been completed and objective evidence has been received
by the auditor/Evaluator.

NOTE: To inform the membership of the completion of the on-site portion of an audit, the

auditor shall submit a PENDCA transmittal as soon as possible (within ten (10) business

days is normally expected unless circumstances limit the auditor’s ability to comply).

The auditor and the using carrier shall be responsible for assuring that a foreign
repair station’s FAA Air Agency Certificate (repair station certificate) is current
or an extension has been granted.

In conjunction with submitting any UPAUD, ADDVEN, or CHANGEPOOL
transmittal, auditors shall transmit, in .pdf format, to the C.A.S.E. Data Center
(via e-mail to the certs@caseinc.org address) copies of the:

1) Vendor’s Air Agency Certificate with full Operations Specifications (minus
A-002 definitions) or Transport Canada AMO certificate(s), as appropriate.

2) Vendor’s EASA certificate (if applicable). And,
3) Page 2 of the Vendor Expectations and Limitations signed by both parties.

NOTE: These items shall be scanned into one electronic file with the vendor’s allocation
number used as the file name (i.e. If the number is “12345”, the file name should be 12345.pdf).

H.

If at any time there are changes or additions to the items previously sent as
required in 3.G., the responsible member shall re-send all the items to the
C.A.S.E. Data Center (as a single document) in their entirety.

4. Adding Vendors to the Register

A.

Conduct an on-site audit of vendor.

B. Vendors that pass the audit may be added to the Register.
C.
D. Transmit to the C.A.S.E. Data Center the items required in 3.G. of this section.

Transmit distributor evaluation results to the C.A.S.E. Data Center.
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5. Deleting Vendors from the Register
A. A vendor, without the need for an on site audit, shall be deleted from the Register
for:

1) Violations of safety of flight requirements, whether or not they are regulatory
violations.

NOTICE: Any member who believes a “safety of flight” issue exists must
immediately involve both the vendor’s and the member’s FAA representative
in the decision making process. If the FAA concurs the issue presented does
involve “safety of flight,” the member must verify that the FAA will take

formal action to advise the public. With those actions in place, deleting that

vendor from the C.A.S.E. Register is appropriate. The membership must be

advised in the transmittal’s “comments” section that specifics may be sought
through their own Principal Maintenance Inspector.

2) Intent to defraud.

NOTICE: Removing a vendor from the C.A.S.E. Register based on “intent to
defraud” should only occur after the vendor has been tried and convicted by a
court of law on that charge. Without such a conviction, the vendor has been
denied due process and the member risks legal retribution from the vendor.

With a conviction in place, deletion from the Register is appropriate. The
membership must be advised of the both the court case-number and the court
that provided the ruling. Members may seek particulars from the court
through their respective legal counsel.

3) Ceasing operations or business.
4) Move of principal operations.
5) Refusing to permit an audit from a C.A.S.E. authorized auditor requesting to
perform an allocated audit to a C.A.S.E. standard.
B. In addition to the reasons listed in paragraph A of this section, a vendor, as a
result of an on-site audit, shall be removed from the Register for:
1) Failing to implement corrective action(s).

2) Refusing to sign the Vendor Expectations and Limitations prior to closure of
the audit process.

3) Failing to correct audit findings within the time limits agreed upon with the
auditor (not to exceed ninety (90) calendar days from date of on-site portion
of audit).

NOTE: If, after forty-five (45) calendar days from the audit date, the auditor and vendor
are actively working on corrective action(s), the auditor shall submit an additional
“PENDCA” transmittal to the Data Center advising the members of this activity.
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C.

A vendor may be removed from the Register immediately for:

1) Non-compliance with any section(s) of the C.A.S.E. standard to which the
vendor was audited.

2) Non-compliance with any requirements of the VEL.

NOTE: Expectation 5 is not considered a “requirement” of the VEL (nor is
periodically checking for standard updates) and therefore DELVEN
action should not be taken based on non-compliance.

3) Failure to perform work in accordance with customer instruction(s).

If a vendor is to be deleted, as soon as possible, a DELVEN transmittal shall be
submitted to the C.A.S.E. Data Center. Except as provided in paragraph 5.A.4)
above, or if the Audit and Compliance committee is taking action based on a
vendor appeal, that vendor must not be added back into the Register until an on-
site audit is completed a minimum of six (6) months after the transmittal date of
the DELVEN. If such an audit is completed after the six (6) month period (but no
later than 18 months past) and a NOACT transmittal is subsequently submitted,
the vendor must not be added back into the Register for a minimum of an
additional six (6) months beginning from the date of the NOACT transmittal.

6. Vendor Change Policy

A.

When the C.A.S.E. Data Center or any sustaining member is made aware of a
vendor who has experienced change described in paragraph C below, no matter
the source, that person will consult the Vendor Change Decision Tree for process
guidance (see Figure 1). Members use the decision tree, in combination with the
evaluation guidance listed paragraph D below, to determine the probability that a
vendor who has experienced some change will maintain compliance with the
appropriate C.A.S.E. standard.

An auditor/member who completed the last audit that resulted in UPAUD or
ADDVEN register action (original Vendor Expectations and Limitations holder),
is responsible for the evaluation of any vendor change and the appropriate
decisions/actions, until such time that:

1) Another auditor/member accomplishes an on-site audit and either submits an
UPAUD or DELVEN transmittal. Or,

2) The vendor experiences a system deletion due to audit expiration.

Each auditor/member must determine the amount of analysis necessary, based on
the particulars of the situation, to make the appropriate decision necessary in
supporting the vendor change decision process. The responsible auditor/member
shall use their best judgment, all appropriate available information, and any past
experiences with the vendor. Examples of change include:

1) Name change.
2) Changes in operations or quality management.
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3)
4)

Changes that effect the quality program.
Sale/merger.

D. Evaluation Guidance:

1y

2)

3)

4)

Name Change: A name change is simply that, a change in the legal name of
the company, only. To validate the source of the change, the auditor should
request from the vendor all information relative to the change (e.g. air agency
certificate, anti-drug and alcohol misuse prevention plan registration,
operations specifications, etc). The auditor should also interview any
management necessary to ensure the scope of the change does not extend
beyond the vendor’s name. Ifthe change is not limited to the name, then refer
to “Sale/Merger.” If it appears the change may impact quality or production
programs or management positions, then refer to “Changes that affect the
quality program,” or “Changes in Operations or Quality Management,” as
appropriate. If the change is simply a name change, then the answer to the
decision tree question labeled “Key Decision Point” is “YES.”

Changes in Operations or Quality Management: The auditor should
request from the vendor a summary of the positions and summary of
employment of the individuals appointed to the positions. The auditor must
judge the change’s impact by considering its scope (quantity and combination
of positions impacted), including the background and qualifications of the
individuals appointed as replacements. Based on this analysis the auditor
must judge the probability of the vendor maintaining compliance with the
appropriate C.A.S.E. standard. If the auditor cannot make the judgment, or in
the auditor’s opinion the vendor is at risk of non-compliance, then the answer
to the decision tree question labeled “Key Decision Point” is “NO.”

Changes that Effect the Quality Program: The auditor should request from
the vendor a summary of the changes and any supporting documentation
necessary to validate the scope of the change. In this case, a review of the
vendor’s quality manual system must be performed. If the quality program
meets the requirements of the appropriate C.A.S.E. standard, and the change
has been minimal, then the answer to the decision tree question labeled “Key
Decision Point” is “YES.” If the quality program no longer meets the
appropriate C.A.S.E. standard, or if the change has been substantial and it is
not practical to sample the results of the quality system without an on-site
audit, then the answer to the decision tree question labeled “Key Decision
Point” is “NO.”

Sale/Merger: A sale or merger can involve consideration of one, some, or all
of the other changes listed in this section and requires the most analysis to
evaluate. Additionally, the auditor must consider the magnitude of change
experienced by the workforce (turnover). Consequently, all of the above
areas should be analyzed and judged independently.
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VENDOR CHANGE DECISION TREE

C.A.S.E. Member or Data Center is
made aware of change at a vendor
(see paragraph 6.C.1).

Submit UPAUD transmittal and
complete a new Vendor
Expectations and
Limitations.

Pass the initial change information to
the auditor/member who accomplished
last C.A.S.E. Register action
(UPAUD or ADDVEN).

Delete the vendor
from the C.A.S.E.
Register and
verbally inform the
vendor.

Has the vendor maintained
compliance with the appropriate
C.A.S.E. standard?

Interview appropriate vendor
personnel to determine type and
scope of the change.

No

Key Decision Point
Is it probable the vendor will
maintain compliance with the
appropriate C.A.S.E. standard
see paragraph 6.D.)?

Can the auditor/member
arrange for an on-site audit of the
vendor in short order?

Submit a CHANGEPOOL
transmittal and inform the
membership of the scope of the V
change in the comments
section. Also complete a new Schedule an audit. Also, submit
Vendor Expectations and a schedule transmittal and
Limitations. NAMECHG/INFOCHG audit | ) A lish it di
transmittal. Describe the scope ccomplish an on-site audit.

of the change and the audit
plans in the comments section.

Figure 1.
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AIR CARRIER SECTION POLICIES AND PROCEDURES MANUAL

1. Description

A. The policies and procedures manual of the C.A.S.E. Air Carrier Section (ACS)
describes the C.A.S.E. program and the operating procedures of that program
within the ACS. It discusses membership requirements and responsibilities. One
section provides the specifications for vendor/supplier and parts distributor
quality control programs and the C.A.S.E. audit criteria for surveillance of those

programs. The manual also includes a copy of all forms required for operating
the ACS.

B. The content of this manual is binding on all members of the C.A.S.E. ACS.
2. Manual Revisions
A. Manual holders are responsible for keeping their own manual current.

B. Changes to this manual must be approved by the Standards and Procedures
committee and be accepted by the C.A.S.E. Board of Directors.

C. The Standards and Procedures committee is responsible for preparing, processing,
and distributing revisions to this manual (1-8-0).

D. Members are expected to inform the Standards and Procedures committee of any
changes needed in the manual. The CACS-10 form is the preferred means of
notifying the Standards and Procedures committee chair of any manual change
requests. All requests shall be submitted no later than twenty (20) business days
prior to the Spring or Fall meetings, as applicable. Revision proposals that arise
during the Spring or Fall meetings’ conference committee meetings that can be
effectively reviewed in a reasonable amount of time by the Standards and
Procedures committee, may be accepted at the discretion of the committee chair.

E. The Standards and Procedures committee and the C.A.S.E. Board of Directors
frequently review the contents of the manual to assure that each procedure is
current and that no conflicts exist between it and the bylaws of the corporation,
the Code of Federal Regulations, nor within itself.

3. Distribution

A. The Standards and Procedures committee shall provide the Data Center a current
copy of the ACS Policies and Procedures manual, and revisions thereto, for
placement in the C.A.S.E. database.

B. All members must retain a minimum of one (1) current copy for as long as they
remain a member in good standing.
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REQUEST FOR ASSISTANCE OR REASSIGNMENT OF ALLOCATED AUDITS

1.

General

A. This section describes the procedures for when one member requests the
assistance of other members on an allocated audit of a large facility, or requests
another member to perform on their behalf either an initial or a follow-up audit of
a vendor/supplier or parts distributor.

B. When an allocated audit is perceived by the allocated member as too large an
audit for their resources, that member may contact other user air carriers to assist
in the audit. If an insufficient number of users agree to assist in the audit, the
allocated carrier will be absolved from the responsibility of conducting the audit.

C. Requests may fall into the following categories:

1) Gratis (i.e. without financial accountability).
2) Interchange (i.e. one for one without financial accountability).
3) Purchase order or contract.
Requesting Member
A. Request the audit giving all pertinent data such as vendor name, location, contact,

product/process/service, specifications, etc. Normally the request will be directed
to the member whose geographic location is most favorable to the company to be
audited.

1) Negotiate category of request (see General).

2) Notify vendor/supplier or parts distributor of impending audit by another
member giving name of auditor, company, product/process/service,
specifications, date of audit, etc.

3) Agree on the checklist to be used and/or provided to requesting member.

4) Establish due date of audit data delivery.

3. Requested Member

A. After the above action by the requesting member has been completed:

1) Contact vendor/supplier or parts distributor to be audited, and verify
completion of the above steps.

2) Perform audit in accordance with provisions of applicable C.A.S.E. standards.
Use appropriate C.A.S.E. checklist or company checklist as agreed upon by
the requesting and requested members. The checklist selected must comply
with the audit criteria as defined in 3-5-0 (at a minimum).

3) Transmit audit data directly to the requesting member.
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4) Verify acceptability of audit data with requesting member.
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C.A.S.E. VENDOR AUDIT CRITERIA

1. General

A.

An audit is conducted to verify vendor compliance with applicable regulations
and quality standards. For example: Code of Federal Regulations, C.A.S.E.
standards, and the vendor’s own quality control or operations manual. In addition
to interviews and document review, the auditor shall physically verify that the
vendor is conducting operations in accordance with these requirements.

Prior to a scheduled audit, the auditor should verify that the vendor has a current
copy of the applicable C.A.S.E. standard. If the vendor does not have a current
copy, the auditor should provide one.

The auditor shall use a checklist appropriate for the type of vendor/supplier or
parts distributor. The checklist shall be used both as a guideline for conducting
the audit and as a written record of conditions found and discrepancies to be
corrected. The auditor is not limited by the items on the checklist, but has the
authority and indeed the obligation to investigate anything that would affect
aircraft safety, airworthiness, or legality.

The auditor may use either the appropriate C.A.S.E. checklist or an equivalent,
however, audit criteria must meet the applicable standard established by the Air
Carrier Section of C.A.S.E., which is published in chapter four of this manual.

Should the auditor elect to use a checklist other than the C.A.S.E. checklist, prior
to performing the audit, the auditor must assure that the selected checklist covers
all of the criteria of the applicable C.A.S.E. standard in chapter four. In addition,
each question on the checklist must reference the number of the applicable
paragraph in the standard that is the basis for the question.

Audit criteria is defined in the applicable C.A.S.E. standard published in chapter
four of this manual.

2. In-briefing and Out-briefing Guidelines

A.

Audits in support of C.A.S.E. shall begin with an introductory meeting with
vendor management (“in-brief”) and close with an exit meeting with vendor
management (“out-brief”).

This section provides guidelines on topics to be covered at the in-brief and out-
brief portions of the audit.

These guidelines are to be used for:

1) Audits in support of C.A.S.E. that add or update vendors in the Register.
2) Audits assigned via the allocation process. Or,

3) Audits in support of C.A.S.E. done on behalf of another C.A.S.E. member.
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D. In-briefing Notes:

1)
2)

3)

4)

5)

Conduct introductions, exchange business cards and present your C.A.S.E.
L.D. card.

Make available a current copy of the appropriate standard (e.g. 1-A, 2-A,
etc.).

Give an overview of C.A.S.E. and its benefits, history, membership, training,
certification of auditors, and C.A.S.E. Register, etc. Explain that the 1-A
standard exceeds CFR requirements and why.

Assure the vendor (unless a fuel vendor) understands that they are an
extension of the air carrier’s maintenance program (14 CFR 121 or 135). 14
CFR 145.205 states that the vendor shall perform work in accordance with the
air carrier’s manual. 14 CFR 145.201 states that the vendor’s work must be
performed in accordance with standards in 14 CFR 43. U.S. domestic repair
stations holding an EASA certificate must also comply with BASA/MIP
requirements.

NOTE: The CFR references above do not apply to fuel vendors or parts distributors
but the principle is the same. The vendor is an extension of the
operator and must comply with the same requirements, the
operator’s manual, and applicable regulations.

Explain the necessity for using the data plate part number when verifying
repair specifications.

E. Out-briefing Notes:

Y

2)

3)

At the conclusion of the audit, explain to the vendor any findings, concerns,
etc., and provide CFR and/or other references to support each item. Obtain
agreement on the due date for receipt of corrective action on the audit
findings.

Discuss with the vendor their status as to meeting C.A.S.E. requirements (i.e.
they do or do not meet the C.A.S.E. standard, they will or will not be placed in
the C.A.S.E. Register), provided acceptable corrective action is received as
agreed upon in the debrief. If the company is to be removed from the
C.A.S.E. Register, explain to the vendor what they must do and what must
take place before they can be returned to the Register. DO NOT provide the
vendor with written acknowledgement of C.A.S.E. status.

NOTE: It is the auditor’s decision as to the vendor’s placement in or removal from
the C.A.S.E. Register. Whatever action is taken, it must be done in a professional
manner with firm backup data (e.g. CFR violations, failure to meet C.A.S.E.
standards, etc.). Personal opinions cannot enter into your action.

Give the vendor praise/credit for the good things observed. A little good with
the bad goes a long way in showing professionalism.
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4) Review the Vendor Expectations and Limitations with the vendor and ensure
that the vendor has a complete understanding of the items listed in the letter.
This includes explaining paragraph 5 of the VEL and for what such data is
used. Explain that, although providing this information is voluntary, some of
our members may need to complete further surveillance if the requested data
is not provided.

a) If there are open findings from the audit, the auditor should ensure that a
“Vendor Authorized Representative” signs the VEL prior to departure
from the facility. Once the vendor has provided satisfactory closure to all
findings, the auditor will sign the VEL and provide a copy to the vendor.

b) If there are no findings and the vendor meets all the applicable C.A.S.E.
standards, the auditor may sign and provide the vendor a copy of the VEL
during the out-briefing.

In either case, the auditor is to maintain the original VEL at the member air
carrier’s facility.
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C.AS.E. AUDIT ALLOCATION PROCEDURE

1. General

A.

B.

The audit allocation procedure is a system for assigning vendors to each
sustaining member their share of audits to perform during the coming calendar
year. Each member is required to complete these audits to the C.A.S.E. standard
by the specified date as a condition of membership.

Only sustaining members may participate.

2. Allocation Procedure

A.

B.

F.

All sustaining air carrier members maintain a usage listing in the Data Center of
all vendors utilized by the member.

The lists of vendors will be compiled into a working allocation pool. Addition of
a vendor to the allocation pool requires requests by a minimum of two (2)
sustaining members.

The following formula determines the number of audits to be performed by each
sustaining member.

AA=_DA AT
DT

AA = Audits allocated to individual airlines.

DA = Audits requested by individual airlines.

AT = Total audits to be allocated to sustaining members.
DT = Total audits requested by all sustaining members.

After the sort to determine the allocation pool, individual sustaining members will
receive the number of audits allocated to them (AA) and a listing of the vendors
to be allocated.

Each sustaining member will indicate their willingness to audit individual vendors
by prioritizing their choices. To ensure equitable selection, members must
prioritize a minimum of five (5) times the number of assigned allocation audits
(AA).

The Data Center will run the allocation routine and issue audit schedule.

3. Allocated Audit Performance to Schedule

A. To meet one of the key requirements for continued sustaining membership (2-0-

0), members must perform the on-site audit portion of all allocated audits during
the month scheduled by the allocation process or the rescheduled month as set by
this process (see Allocated Audit Reschedule Process flow chart at the end of this
section). Non-compliance may impact sustaining membership status.
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B. Allocated audits can be rescheduled; however, the following process must be
adhered to:

1y

2)

3)

4)

5)

6)

7)

8)

The member allocated the audit must contact the company representative to
C.A.S.E. of all members showing vendor usage in the Register, provide a new
audit date (month and year), and provide detailed justification for
rescheduling of the audit.

The member representatives must respond within ten (10) calendar days with
any objections to the rescheduling of the audit.

After ten (10) calendar days if no objections are received, the allocated or
rescheduled audit is then rescheduled by the allocated member using the
“Schedule Change” transmittal process.

If there are objections, the allocated and objecting members must discuss
details of the reschedule justification and objection and come to a consensus.
Alternate audit dates and allocation trades should be considered.

If the allocated and objecting members agree on a new audit date, the
allocated or rescheduled audit is then rescheduled by the allocated member
using the “Schedule Change” transmittal process.

If the allocated and objecting members cannot agree on the rescheduling of
the audit and due to a valid business reason the allocated member is simply
unable to perform the audit as scheduled, the allocated and objecting members
will contact the Audit and Compliance committee chair (or designee) who will
act as arbitrator and whose decision will be binding.

If in the opinion of the Audit and Compliance committee chair (or designee)
the allocated member has presented a valid business reason for not completing
the audit as originally scheduled or rescheduled, the Audit and Compliance
committee chair (or designee) will direct:

a) The objecting member to assume responsibility for the allocated audit or;

b) The allocated member to reschedule the audit either as proposed or during
a month and year determined by the Audit and Compliance committee
chair (or designee).

If the business reason for not completing the audit as originally scheduled or
rescheduled is determined to be invalid, then the allocated member will be
directed to complete the audit as scheduled.

NOTE: The Audit and Compliance committee chair (or designee) must act in the
best overall interest of the C.A.S.E. sustaining membership and is not
strictly limited to the decision paths noted above.

3-6-0
Page 2
6/15/2008



C.AS.E.

AIR CARRIER SECTION
POLICIES AND PROCEDURES

C. In the event that an allocated audit (or multiple audits) can not be completed due
to loss of sustaining membership or operating under an exemption after loss of all
Level III/Level IV auditors/Evaluators (1A, 2A, or both standard(s), as
applicable), the Database chair will allocate each audit as follows :

1) The audit will be assigned to a new member that was not part of the previous
year’s allocation or to a member that is coming out of exemption.

2) If no new members are available, the audit will be posted in an appropriate
area of the website for a minimum of forty-five (45) calendar days to solicit
member volunteers.

3) If no member volunteers, the Database committee chair (or designee) shall
submit a delete audit (DELAUDIT) transmittal.

NOTE : For paragraphs a) and b), the Database committee chair (or designee) shall
submit a schedule change transmittal to allow for a reasonable completion time
before an audit appears as delinquent in the database and shall inform member of the
assignment.
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Allocated Audit Reschedule Process

Determine new
month and/or
year.

A 4

Notify members who
show usage of the
vendor in the
C.A.S.E. Register of
the potential
schedule change.

Any
objections
within ten
days?

Allocated member
discusses situation with
objecting member.

YES

Consensus

Allocated member

submits a schedule

transmittal (Action:
RESCHEDULEAUDIT).

A 4

reached?

NO

Contact Audit and

Allocated member submits a
schedule transmittal (Action:
RESCHEDULEAUDIT if
rescheduling or
REASSIGNAUDIT if audit is
being reassigned to objecting
member).

rf

Compliance committee

Direct the for arbitration.

allocated member
to complete the
audit as originally
scheduled or
previously
rescheduled.

Direct the objecting member
to assume allocation
responsibility.

Direct the allocated member
to reschedule the audit. Or,
Determine the best overall
direction for membership.

1 Does the allocated

member have a valid
business need to
reschedule?

A
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C.A.S.E. STANDARDS DESCRIPTION

1. General

A.

The purpose of C.A.S.E. standards is to provide a benchmark to assure that all
audits and reports are comparable in scope and depth. The standards are
applicable to both initial and recurrent audits.

The member company conducting an audit to a C.A.S.E. standard shall retain the
audit report in their files until it is superseded by another sustaining member’s
audit of that facility to that standard.

The standards are published in this chapter and each standard is numbered as a
separate publication. Each standard has a companion audit or evaluation form.
The forms are published in chapter six of this manual with a unique numbering
system, CACS-XX (i.e. C.A.S.E. Air Carrier Section - sequence number). Each
standard and its companion audit form are identified below.

STANDARD TOPIC AUDIT FORM

I-A

Component Repair/Overhaul Vendors CACS-20

MIP-G Supplement U.S. Domestic Repair Stations Holding  Supplement 1 to

2-A

3-A

EASA Certification CACS-20
Into-Plane Audit Checklist CACS-25
Into-Plane General Information CACS-25A
Storage Facility Audit Checklist CACS-26

Storage Facility General Information CACS-26A

Distributors of New and Surplus Parts CACS-30
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C.A.S.E. STANDARD 1-A
COMPONENT REPAIR/OVERHAUL VENDOR
QUALITY PROGRAM REQUIREMENTS

Section Subject

1.

2.

10.

11.

12.

13.

14.

15.

1.

Quality Programs........ccceveviiieiiiniiiiiiiiniiiriiieieinrcnnnnens

InspectionPrograms........ccceeeviiniiiiiiiiniiiiiiiiniiiieieinnens

o 00 111 1)

Technical Data Program.........cccecevieiiiniiiiniiieiiieneinecnnnns

Shelf Life Program........cccoeeviiiiiiiiiiiiiiiiiiiiiieciianennnen

Calibration Program.........cccoveviiniiniiiiiniiiiiiieiiinrenncnnn

Training...ccoocviiiiieiiiiiiiiiiiiiiiiiiiiiiiiiiiiiicitieeeccennn

Policy

A. This standard is intended to be a supplement to applicable CFRs. It is not meant
to be a restatement of or replacement for the CFRs. CACS-20 is the C.A.S.E.

checklist associated with this standard.
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B. This standard represents the applicable CFR requirements and minimum require-
ments common to all sustaining member air carriers of the C.A.S.E. organization.
Vendors must comply with all items of this standard to be considered for listing in
the C.A.S.E. Register. The standard is revised approximately every six (6)
months, is available at www.caseinc.org, and should be acquired. This standard is
designed to aid surveillance of a vendor who performs maintenance, preventive
maintenance or alteration on aircraft, engines, propellers, or component parts
thereof. This standard may be used to determine the adequacy of the vendor’s
quality program. [C.A.S.E.]

C. Compliance with this standard does not necessarily accept a vendor for entry into
the C.A.S.E. Register. Vendors that are accepted for listing in the C.A.S.E.
Register must continue to meet the requirements of this standard. Vendors will
acknowledge this by having an officer of the company sign the Vendor
Expectations and Limitations (VEL) which is a written agreement between the
vendor and the organization. Reasons for removal include, but are not limited to:
safety of flight concerns, intent to defraud, ceasing operations or business, move
of principle operations, or refusal of an audit from a C.A.S.E. authorized auditor
performing an allocated audit to a C.A.S.E. standard. Further, a vendor shall be
removed from the Register for failure to implement corrective action(s), refusal to
sign the VEL prior to closure of the audit process, or failing to correct audit
findings within the prescribed time limits agreed upon with the auditor. A vendor
may be removed from the Register if the vendor is found to be in non-compliance
with any section(s) of the C.A.S.E. standard, fails to perform work in accordance
with customer instruction(s), or is in non-compliance with requirements of the
VEL. Vendors may not publicize by statement or inference their C.A.S.E.
Register status in any form (e.g. advertising, other solicitation of business) or use
the C.A.S.E. logo. [C.A.S.E.]

D. In addition to complying with this standard, all activities shall be accomplished in
accordance with applicable portions of the Code of Federal Regulations (e.g. Title
14 CFR Parts 21, 39, 43, 45, 65, 135, 145, 121 (Subpart L, .455, .457, .458, .459
Appendix I and J), 49 CFR 180.205 (Subpart C)), and BASA/MIP (applicable
only to U.S. domestic repair stations holding an EASA certificate).

E. The vendor shall establish a policy that ensures compliance with the air carrier’s
or commercial operator’s program and applicable sections of the air carrier’s
maintenance manual. [121.367, 135.425, C.A.S.E.]

F. The Original Equipment Manufacturer (OEM) may modify or rebuild parts
manufactured under the manufacturer’s authorization (PMA, PC, TSO, etc.) but
must have an Air Agency Certificate to overhaul or repair a part it manufactures.
[43.2,43.3,121.367, 135.425, C.A.S.E.]
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G. Vendors are subject to a technical audit at any time during normal working hours.
The audit may be conducted by a C.A.S.E. member, whether or not that member
is a customer of that vendor. The audit may encompass the entire technical
portion of the vendor’s operation or any part thereof. Normally, the auditor will
notify the vendor and arrange the audit so as to cause minimal interference with
the vendor’s operation, however, should circumstances dictate, the auditor may
arrive unannounced. [C.A.S.E.]

NOTE: Register action may be taken anytime a C.A.S.E. qualified and authorized
auditor/Evaluator performs an audit using this standard.

H. An acceptable audit result does not relieve the vendor of its responsibility to
provide an acceptable product. [C.A.S.E.]

I. Definitions: [1.1, 145.3]

1) Accountable Manager — person designated by the certificated repair station
who is responsible for, and has authority over, all repair station operations that
are conducted under part 145, including ensuring that repair station personnel
follow the regulations, and serves as the primary contact with the FAA.

2) Article — an aircraft, airframe, aircraft engine, propeller, appliance, or
component part.

3) Directly in charge — having the responsibility for the work of a certificated
repair station that performs maintenance, preventive maintenance, alterations,
or other functions affecting aircraft airworthiness. A person directly in charge
does not need to physically observe and direct each worker constantly but
must be available for consultation on matters requiring instruction or decision
from a higher authority.

4) Line maintenance — Any unscheduled maintenance resulting from
unforeseen events or, scheduled checks that contain servicing and/or
inspections that do not require specialized training, equipment, or facilities.

5) Maintenance - Inspection, overhaul, repair, preservation, and the replacement
of parts, but excludes preventive maintenance.

6) Person - An individual, firm, partnership, corporation, company, association,
joint-stock association, or governmental entity. It includes a trustee, receiver,
assignee, or similar representative of any of them.

2. Certifications

A. All certificates, operations specifications, licenses, repairman certificates, and
registrations required by the Code of Federal Regulations for any individual,
equipment or facility, shall be kept current and available for inspection and
verification. [C.A.S.E. and 49 CFR 180.205 (Subpart C)]
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B. Capabilities Listing [C.A.S.E]

1) A certificated repair station with limited ratings must identify each article on
which the repair station is authorized to work either on an FAA accepted
capabilities listing, or on their Operations Specifications.

2) Each item on the capabilities list must have documentation to show that an
evaluation was performed to determine that the vendor has necessary housing,
facilities, tools and test equipment, materials, technical data, processes, and
trained personnel to accomplish the work.

3) The capabilities list must identify each article by make, and model or other
nomenclature designated by the article’s manufacturer.

4) This evaluation must be performed in accordance with procedures outlined in
its repair station manual.

C. Repair stations based in the U.S. shall have an active, FAA registered anti-drug
and alcohol misuse prevention program. The plan may be the vendor’s plan, a
consortium plan to which the vendor subscribes, or an air carrier customer’s plan.
The certificate holder shall have an Anti-drug and Alcohol Misuse Prevention
Program Operations Specification (A-449), have a form showing registration with
the FAA Drug Abatement Division, or be covered under the plan for each
employer (121/135 operator) for which the holder performs work. [121
Appendices I and J]

D. All FAA certificated repair stations shall ensure their U.S. based subcontracted
maintenance/preventive maintenance providers, at all tiers (certificated and non-
certificated), are actively participating in a U.S. Department of Transportation
anti-drug and alcohol misuse prevention program as required per 14 CFR Part 121
Appendices I and J. Proof of compliance for each provider, in a stand-alone
format, must be obtained and subsequently retained for a minimum of three (3)
years from date of work performance. Examples of subcontracted maintenance/
preventive maintenance functions include: [121 Appendices I and J, C.A.S.E.]

a) Preparation of an aircraft for a cleaning process which requires the
removal or protection of components (e.g. closing and securing upper and
lower fan cowl doors on a transport category aircraft prior to cleaning, or,
after the cleaning process, the reapplication of lubrication compounds and
preservatives to aircraft components). Conversely, cleaning of seat
cushions/covers is not considered maintenance,

b) Refinishing decorative coatings on the fuselage, wings, tail group surfaces
(excluding balanced control surfaces), fairings, cowlings, landing gear,
and/or interiors when removal or disassembly of any primary structure or
operating system is not required,

c) Repair of cargo containers,

d) Line service maintenance,
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e)

f)
2

Performance of tests, by manufacturers, to determine either the extent of
repair necessary for, or the serviceability of, a component,

Work performed by mechanics’ helpers,
Third-level subcontracting (e.g. welding, plating, special processes, etc.).

3. Quality Programs

A.

The certificated repair station must maintain a quality control system that ensures
the airworthiness of the articles on which the repair station or any of its
contractors perform maintenance, preventive maintenance, or alterations and
complies with customer specifications. [121.367, 135.425, C.A.S.E.]

Repair station personnel must follow the quality control system when performing
maintenance, preventive maintenance, or alterations. [121.367, 135.425,
C.AS.E]

The repair station must keep current a Quality Control Manual that includes:
[121.367, 135.425, C.A.S.E.]

1) A description of the systems and procedures used for:

2)

3)

a)
b)

c)

d)

2
h)

)

Inspecting incoming raw material to ensure acceptable quality.
Performing preliminary inspections of all articles that are maintained.

Inspecting all articles that have been involved in an accident for hidden
damage before maintenance, preventive maintenance, or alteration is
performed.

Establishing and maintaining proficiency of inspection personnel.

Establishing and maintaining current technical data for maintaining
articles.

Qualifying and surveying non-certificated persons who perform
maintenance, preventive maintenance, or alterations for the repair station.

Performing final inspection and return-to-service of maintained articles.
Calibrating measuring and test equipment used to maintain articles,
including the intervals at which the equipment will be calibrated.
Taking corrective actions on deficiencies.

Revising the Quality Control Manual required under this section and

notifying the Certificate Holding District Office (CHDO) of the revisions,
including how often the CHDO will get notified of revisions.

References, where applicable, to the manufacturer’s inspection standard for a
particular article including references to any data specified by that
manufacturer and/or owner/operator.

Samples of the inspection and maintenance forms and instructions for
completing such forms, or a reference to a separate forms manual.
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D. The vendor’s program must also include procedures for controlling its shelf life
items and scrapped parts. [43.10, C.A.S.E.]

E.

The certificated repair station must maintain and follow a current Repair Station
Manual (RSM). The RSM must be accessible for use by all repair station
personnel and to the customer’s auditor or designee. The RSM must include the
following: [121.367, 135.425, C.A.S.E.]

1)

2)
3)

4)

5)

6)
7)

8)

9

The organizational structure:

a) Each management position with authority to act on behalf of the repair
station.

b) The area of responsibility assigned to each management position.

c) The duties, responsibilities, and authority of each management position.
d) An organizational chart.

Procedures for maintaining and revising the roster(s).

A description of the certificated repair station’s operations, including the
housing, facilities, equipment, and materials.

Procedures for:

a) Revising the capabilities list and notifying the CHDO of revisions to the
list, including how often the CHDO will be notified of revisions.

b) Performing a self evaluation prior to revising the capabilities list,
including methods and frequency of such evaluations, and procedures for
reporting the results to the appropriate manager for review and action.

Procedures for revising the training program and submitting revisions to the
CHDO for approval.

Procedures to govern work performed at another location.

Procedures for maintenance, preventive maintenance, alterations, and
inspections performed for an air carrier.

Procedures for maintaining and revising contract maintenance information
and notifying the CHDO of revisions to this information, including how often
the CHDO will be notified of revisions.

A description of the required records and the record-keeping system used to
obtain, store, and retrieve the required records.

10) Procedures for revising the RSM and notifying its CHDO of revisions to the

manual, including how often the CHDO will be notified of revisions.

11) A description of the system used to identify and control sections of the RSM.
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F. The vendor shall have an internal audit and surveillance function that: [121.363,
135.413, C.A.S.E.]

1) Periodically reviews its 145 Subparts C, D, and E programs to verify that
procedures that assure compliance with customer specifications, regulatory
requirements, and good industry practices are in place.

2) Verifies that operations are being conducted in accordance with these
programs.

3) Verifies that work performed by a sub-contractor is a quality product that

meets customer specifications and legal requirements. The vendor shall be
responsible for any work performed by a sub-contractor.

G. The vendor’s internal audit and surveillance function shall contain provisions to
assure that all discrepancies and corrective actions are documented and
implemented promptly to: [121.363, 135.413, C.A.S.E.]

1) Correct the discrepancies reported.
2) Locate and correct similar discrepancies, if they exist, in areas not audited.
3) Correct the root cause of the problem evidenced by the discrepancies.

H. All vendors for which a VEL was signed by both the vendor and auditor shall
maintain, for a minimum period of 36 calendar months, audit findings and
corrective actions resulting from a 1-A standard audit. This file shall be accessible
to any C.A.S.E. authorized auditor on request. [C.A.S.E.]

I. The vendor shall: [C.A.S.E.]

1) Maintain a list of sub-contracted functions approved by the FAA.

2) Maintain a list of sub-contracted maintenance agencies, including the type of
certificate and ratings, if any, held by each facility they have approved to
perform these functions.

J.  Records of sub-contracted work must show: [C.A.S.E.]
1) Proof that the sub-contractor is a certificated repair station. Or,

2) If the sub-contractor is not a certificated repair station, the vendor itself shall
determine the airworthiness of the article involved by inspection or test and
has a contract allowing the FAA to inspect the non-certificated repair facility.

K. The vendor shall have a documented procedure describing how they report
defects and unairworthy conditions to the customer and the FAA. [121.703,
C.AS.E]

4. Inspection Programs

A. For vendors that perform Required Inspections Items (RII) as defined in 14 CFR
Part 121, the vendor’s company structure shall be organized such that the
inspection function shall be separate from the maintenance, repair, and overhaul
function. The separation shall be below the level of administrative control at
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which overall responsibility for the inspection function and the maintenance,
repair, and overhaul function is exercised. [121.365, C.A.S.E.]

The vendor shall have a satisfactory method of assuring that: [21.130, 39.15, 43.2,
43.11, C.A.S.E.]

1) Incoming parts and materials comply with specifications.

2) Parts are free of defects or malfunctions.

3) Parts are in a good state of preservation. And,

4) Records of inspections and tests used to make this verification are maintained.
If applicable, the vendor shall have a system for controlling inspection and
production stamps that includes the following: [C.A.S.E.]

1) A facsimile of each stamp type.

2) A means of identifying to whom stamps have been issued.

3) A policy for stamps that are lost or stolen. And,

4) A requirement that no stamp will be reissued within a six (6) month period to
two (2) different employees.

5. Personnel

A.

B.

The vendor shall identify an employee as the “Accountable Manager.” [121.365,
135.423, C.A.S.E.]

The vendor shall have a minimum of three (3) employees. [C.A.S.E.]

The vendor shall maintain an up-to-date roster(s) of: [121.365, 135.423, C.A.S.E.]
1) Management personnel, including the “Accountable Manager”.

2) Supervisory personnel.

3) The names of all inspection personnel, which includes receiving inspectors.

4) The names of personnel authorized to sign a maintenance release or approving
a maintained or altered article for return-to-service.

5) The roster(s) must be updated within five (5) business days of any respective
changes.

The vendor shall provide a summary of employment for each individual whose
name appears on the repair station roster(s). It shall include, in a stand-alone
format (hard copy or electronic), the following required information: [121.367,
135.425, C.A.S.E.]

1) Each person’s present title.
2) The total years of experience and the type of maintenance work performed.

NOTE: Experience need not be updated annually provided the date the
summary was revised is noted on the summary.

3) Past relevant employment with names of employers and employment periods.
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4) The scope of their present employment. And,
5) The type of certificate held, mechanic or repairman, and the ratings on that
certificate, if applicable.
E. Supervisory Personnel [121.367, 121.375, 135.425, 135.433, C.A.S.E.]

1) Each person performing supervisory duties must be familiar with the methods,
techniques, practices, aids, equipment, and tools used to perform maintenance,
preventive maintenance, or alterations.

2) Each supervisor must:
a) If employed by a vendor located inside the United States:
1) Be certificated under Part 65.
b) If employed by a vendor outside the United States:

1) Have a minimum of 18 months of practical experience in the work
being performed. Or,

i1) Be trained in or familiar with the methods, techniques, practices, aids,
equipment, and tools used to perform the maintenance, preventive
maintenance or alterations.

ii1) Understand, read, and write English.

F. Inspection Personnel [121.375, 121.378, 135.425, 135.435, C.A.S.E.]

1) Each person performing required inspections (RII) must be appropriately
certificated, properly trained, and authorized to do so.

2) Inspection personnel must be thoroughly familiar with the applicable
regulations in Part 145, inspection methods, techniques, practices, aids,
equipment, and tools used to determine the airworthiness of the articles on
which maintenance, preventive maintenance, or alterations are being
performed. They must:

a) Maintain proficiency in using the various types of inspection equipment
and visual inspection aids appropriate for the article being inspected.

b) Have available and understand all applicable and current tolerances and
procedures.

c) Be able to properly identify defects.
d) Understand, read, and write English.

G. Return-to-Service Personnel [121.367, 121.375, 135.425, 135.433, C.A.S.E.]

1) A certificated repair station located inside the United States must ensure each
person authorized to approve an article for return-to-service under the repair
station certificate and operations specifications is certificated under Part 65.

2) A certificated repair station located outside the United States must insure
each person authorized to approve an article for return-to-service under the
repair station certificate and operations specifications is:
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a) Trained in, or has 18 months practical experience with, methods
techniques, practices, aids, equipment, and tools used to perform the
maintenance, preventive maintenance, or alterations.

b) Thoroughly familiar with the applicable regulations in Part 145 and
proficient in the use of the various inspection methods, techniques,
practices, aids, equipment, and tools appropriate for the work being
performed and approved for return-to-service.

c) A certificated repair station must ensure each person authorized to

approve an article for return-to-service can understand, read, and write
English.

H. The technical data program shall identify by title the individual(s) responsible for
control and dissemination of technical publications, that includes: [C.A.S.E.]

1) Maintaining an adequate quantity of the appropriate technical data up-to-date
and properly distributed.

2) Maintaining the technical data in an environment that will protect it from loss
or damage.

3) Maintaining viewing devices, if required, in good working order and protected
from damage.

I. The shelf life program shall identify by title the individual(s) responsible for
assuring an effective program. [C.A.S.E.]

J. The calibration program shall identify by title the individual(s) responsible, for
control of precision testing and measuring instruments. [C.A.S.E.]

K. The scrap parts program shall identify by title the individual(s) responsible for
verifying that parts were adequately damaged before discard. [C.A.S.E.]

L. All programs (i.e. shelf life, technical data, calibration, and scrap parts) that
identify an individual, by title, as responsible for the effectiveness of a program
must have a document stating the back-up person(s), by title, to ensure the
program’s continuity during the primary individual’s absence. [C.A.S.E.]

6. Technical Data Program
A. All maintenance actions shall be accomplished in accordance with customer’s
manuals. This shall include: [121.365, 135.423, C.A.S.E.]
1) Technical data originating with or provided by the customer.
2) OEM data as modified by the customer.
3) Unmodified OEM data if so specified by the customer.

4) Technical data developed by the vendor that is approved by the customer prior
to use.

NOTE: “Manuals” in this context include any technical data required to perform the
required maintenance action (e.g. drawings, wiring diagrams, test specs., etc.).
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B.

The vendor shall have a documented system to assure that: [121.365, 135.423,
C.AS.E.]

1) All technical data is kept current and there is a record of revisions received
and filed.

2) Only the latest technical data is available to persons performing maintenance
actions. And,

3) The technical data used by persons performing maintenance actions is
appropriate for the work being done, readily available, in good condition, and
in adequate quantity.

If the vendor maintains a master copy of each “manual” in addition to the
working copies used for maintenance actions, the working copies shall be revised
at the same time as the masters. [121.365, 135.423, C.A.S.E.]

Technical data shall be properly identified as to applicability and stored in a
manner that will protect it from dirt and damage. [121.365, 135.423, C.A.S.E.]

Where technical data is on microfilm, microfiche, or electronic device, an
appropriate viewing device must be provided. It shall be: [121.365, 135.423,
C.AS.E]

1) Maintained in good working order.
2) Protected from dust, dirt, water, and damage. And,
3) Available and convenient to the persons performing maintenance actions.

Should the vendor deviate from OEM data via their SFAR-36 authority, the
vendor shall have a system for approval (including customer’s) and control of
these revisions. [121.365, 135.423, C.A.S.E.]

7. Shelf Life Program

A.

If the vendor uses materials that have a shelf life, they shall have a program that
defines the procedures, lists the parts and/or materials subject to shelf life, or
references a listing, and identifies the person by title responsible for maintaining
it. The listing may be maintained as a separate document. [43.13, 121.363,
135.413, C.A.S.E.]

The program shall include a means of identifying the expiration date of each shelf
life limited item. [43.13, 121.363, 135.413, C.A.S.E.]

Any part or material that is past its expiration date shall not be used in the

maintenance action of a customer’s unit or any spare unit that may be used on an
aircraft. [43.13, 121.363, 135.413, C.A.S.E.]

. The program shall specify a system that will assure that no expired material or

part will be issued. [43.13, 121.363, 135.413, C.A.S.E.]

4-2-0
Page 11
12/15/2008



C.AS.E.

AIR CARRIER SECTION
POLICIES AND PROCEDURES

8. Calibration Program

A.

Tools and test equipment used to comply with or verify specifications must be
calibrated periodically to assure their accuracy. [43.13, 121.367, 135.433,
C.AS.E]

The program shall include identification of the tools and test equipment in the
program, the frequency of calibration, calibration limitations, and the applicable
tolerance or specification. [43.13, 121.367, 135.433, C.A.S.E.]

NOTE: Limited calibration is an accepted calibration condition with a specified limited

performance. Any such specified limitations must be clearly marked on the
equipment label (e.g. torque wrenches calibrated in the clockwise direction only).

All test and inspection equipment and tools used to make airworthiness
determinations on articles must be calibrated and traceable to a standard
acceptable to the FAA. [43.13, 121.367, 135.433, C.A.S.E.]

The program shall provide a system for identifying the calibration status of each
piece of equipment in the program and their calibration due dates. [43.13,
121.367, 135.433, C.A.S.E.]

Tools and test equipment that are in the calibration program, but are out of
calibration or are past due calibration check, shall be identified in a manner that
will prevent maintenance personnel from using them. [43.13, 121.367, 135.433,
C.ASE]

Personal tools or equipment used in verifying or complying with specifications

shall be included in the program. [43.13, 121.367, 135.433, C.A.S.E.]

Records shall: [43.13, 121.367, 135.433, C.A.S.E.]

1) Show the date the item was calibrated or checked.

2) Show the date the next calibration is due.

3) Where an outside source accomplished the calibration or check, identify that
individual or vendor.

4) Contain a certificate of calibration for each item calibrated by an outside
agency.

5) Record the details of any required adjustment or repair.

6) Identify the standard, including the part number, serial number, and
calibration due date, used to calibrate the tool.

9. Training

A. The vendor shall assure that each employee is properly trained for the work the

individual is to perform. [121.375, 135.433, C.A.S.E.]

B. The vendor shall document both formal (classroom) and on-the-job (OJT)

training. [121.375, 135.433, C.A.S.E.]
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C. Employee training records for mechanics, inspectors, and supervisors shall be
retained for a minimum of two (2) years after the employee has left the company.
The records shall be available for inspection. [121.375, 135.433, C.A.S.E.]

D. The certificated repair station must: [121.375, 135.433, C.A.S.E.]

1)

2)

Have a FAA approved employee training program that consists of initial and
recurrent training for maintenance, preventive maintenance, alteration,
inspections. And,

Document the individual employee training.

10. Housing and Facilities

A. Vendors that deal in non-aircraft parts, materials, or maintenance activities shall
segregate the aircraft function from other functions to preclude getting
unapproved parts or materials on an aircraft unit. [121.367, 135.425, C.A.S.E.]

B. The certificated repair station must provide: [121.367, 135.425, C.A.S.E.]

1) Housing for the facilities, equipment, materials, and personnel consistent with
its rating.

2)

Facilities for properly performing the maintenance, preventive maintenance,
or alterations of articles or the specialized services for which it is rated. The
facilities must include:

a)

b)

Sufficient workspace and areas for the proper segregation and protection
of articles during all maintenance, preventive maintenance, or alteration.

Segregated work areas enabling environmentally hazardous or sensitive
operations such as painting, cleaning, welding, avionics work, and
machining to be done properly and in a manner that does not adversely
affect other maintenance or alteration articles or activities.

Suitable racks, hoists, trays, stands, and/or other means of segregation for
the storage and protection of all articles undergoing maintenance,
preventive maintenance or alterations.

Space sufficient to segregate articles and materials stocked for installation
from those undergoing maintenance, preventive maintenance, or alteration.

Ventilation, lighting, and control of temperature, humidity and other
climatic conditions sufficient to ensure personnel perform maintenance,
preventive maintenance, or alterations to standards required by the part
and/or precision tools and test equipment.

The areas for receiving and for shipping customers units shall have
adequate space, lighting, shelving, security, and fire protection to
accommodate customers’ units in a manner that will preclude damage,
loss, and theft.
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11.

12.

g) There shall be adequate and appropriate storage area to safely store
customers’ reusable shipping containers and to protect them from
environmental damage.

C. A certificated repair station with an airframe rating must provide suitable
permanent housing to enclose the largest type and model of aircraft listed on its
Operations Specifications. [121.367, 135.425, C.A.S.E.]

D. A certificated repair station performing maintenance, preventive maintenance, or
alterations on articles outside of its housing, must provide suitable facilities that
are acceptable to the FAA and its customers. It must meet the requirements of
paragraph 10.B. above so that the work can be done in accordance with the
requirements of 14 CFR, Part 43. [121.367, 135.425, C.A.S.E.]

Safety/Security/Fire Protection

A. The housing and facilities shall provide adequate security and protection from
fire. [INFPA 10, C.A.S.E.]

B. Security systems shall be reviewed periodically by vendor management or by a
qualified outside firm to assure that the system is still adequate. [C.A.S.E.]

C. Fire protection devices and systems shall be inspected periodically. [NFPA 10,
C.ASE/]

D. Fire fighting equipment and its locations shall be well identified and maintained
in serviceable condition. [NFPA 10, C.A.S.E.]

E. Walkways, doors, and fire extinguishers shall be clear of obstructions and easily
accessible. [NFPA 10, C.A.S.E.]

F. Appropriate safety devices shall be maintained in good condition and shall be
used. [C.A.S.E.]

G. Operations shall be conducted in a safe manner and in a safe environment that
will avoid personnel injury and damage to customer property. [C.A.S.E.]

Storage

A. Parts and materials shall be correctly identified and properly stored so that only
acceptable parts and supplies will be issued for any job. [NFPA 30, C.A.S.E.]

B. Serviceability status of parts and materials shall be indicated in a manner that
readily identifies serviceable parts and materials from the unserviceable.
[C.AS.E.]

C. Rejected parts and materials, including questionable items awaiting disposition,

shall be identified as rejected and stored separately from usable stock to preclude
them from being issued for any job or shipped to the customer as serviceable.
[NFPA 30, C.A.S.E.]
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D.

Parts and materials shall be protected in storage and during transit, until
installation, in a manner that will prevent damage, contamination, loss, or
substitution. [NFPA 30, C.A.S.E.]

Flammable, toxic, and/or hazardous materials shall be stored in an appropriate,
properly identified cabinet or facility meeting applicable safety regulations.
[NFPA 30, C.A.S.E.]

Sensitive parts and equipment (e.g. oxygen parts, o-rings, electrostatic sensitive
devices, temperature/humidity controlled items, etc.) shall be properly packaged,
stored, identified, and protected from contamination and damage. [NFPA 30,
C.AS.E]

High pressure bottles must be correctly labeled and properly stored and secured.
[NFPA 30, C.A.S.E.]

Vendor must maintain uninterrupted traceability and batch control for all
aeronautical parts and material from receiving inspection (or from manufacturing
in the case of a repair station within an OEM), through the stores or warehousing
process. It is highly desired that a vendor will be able to provide positive trace-
ability of all parts and materials at any point or place in their facility. [C.A.S.E.]

Vendor must have systems in place that ensure only approved, traceable (at time
of issue) parts and materials are issued to the work process area(s). Additionally,
the internal audit program periodically verifies the integrity of the work process
area and tests the traceability of material being introduced therein. [C.A.S.E.]

13. Work Processing

A.

Within the United States, each certificate holder (or person performing
maintenance or preventive maintenance functions for it) shall relieve each person
performing such work from duty for minimum period of twenty-four (24)
consecutive hours during any seven (7) consecutive days, or the equivalent
thereof within any one (1) calendar month. [121.377, C.A.S.E.]

No vendor may perform any maintenance action unless the person performing
that maintenance action: [43.7, 65.81, 65.103, 121.375, 135.433, C.A.S.E.]

1) Is properly trained, authorized, and if required, certificated.

2) Has available the appropriate tools and test equipment in good condition and
properly calibrated, the correct parts, and current technical data.

3) Should any of the above requirements be lacking, the vendor shall refuse the
work, or take appropriate corrective action to correct the deficiency.

OEM/non-OEM designated equipment: [43.13, 121.367, C.A.S.E.]
1) For either OEM or non-OEM test equipment, the vendor shall:
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a) Have an operating manual and maintenance manual for the equipment.

b) Perform maintenance, preventive maintenance, and servicing as required
by the operating and/or maintenance manual.

¢) Maintain records of maintenance, preventive maintenance, and servicing,
if any is required, for a minimum of two (2) years.

d) If appropriate, list the test equipment in its calibration program.

2) Where non-OEM specified test equipment is used, the vendor shall:

a) Provide documentation that the equipment adequately performs the tests
required by the OEM manual. The documentation must come from an
individual authorized and qualified to make such a determination.

NOTE: This section does not apply to standard test equipment (such as volt/ohm
meters, oscilloscopes, power supplies, etc.), that is equivalent to the
equipment called out in the component maintenance manual.

D. The vendor shall have a system for identifying a specific customer’s parts,
materials, or units throughout the entire maintenance action process, including
adequate and proper storage before and after the repair, overhaul, or modification.
This system shall include complete identification of the part by nomenclature,
part number, serial number, model number, as appropriate, and legible records of
all work accomplished. [C.A.S.E.]

E. Where there is work turned over from one shift to another, there shall be a system
of documentation that assures continuity of the work and that the complete bill-
of-work is accomplished. [121.369, C.A.S.E.]

F. The vendor shall have: [43.13, 121.369, 135.427, C.A.S.E.]

1) Procedures to obtain customers’ specifications.

2) Procedures to incorporate the customers’ specifications into the work
processes.

3) Controls to ensure the customers’ specifications are incorporated.

4) Adequate checks, inspections, and tests to ensure the work was performed to
customers’ specifications.  And,

5) Procedures to obtain customers’ approval before deviating from the
customers’ specifications.

G. The vendor shall either prohibit smoking, eating, drinking, or storing of food and
drink in any area where articles are stored or worked (e.g. fuel controls, hydraulic
units, instruments, or electronic components) or, have a written procedure
ensuring parts or units have adequate protection against contamination or damage
from such activity. [C.A.S.E.]

H. Fluid dispensers used in the shop areas shall be properly marked and stored to
prevent spillage. [C.A.S.E.]
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I. The vendor shall maintain adequate records in English of all work performed that
demonstrates compliance with the requirements of CFR Part 43 including: [43.2,
.9, .11, 43 Appendix B, 121.380, 135.439, C.A.S.E.]

NOTE: The “person” in the following items, may be one (1) or more individuals.

1) The description of the work performed or reference to data, including revision
level, acceptable to the administrator, and to include applicable test data in
hard copy or electronic format.

2) The date of completion of the work performed.

3) The name of the person performing the work.

4) The name of the person inspecting the work.

5) A return-to-service document. Information on the document must include:
a) Adequate information that positively identifies the part.
b) A description of the work performed.
c) The return-to-service date.
d) An authorized individual’s signature.
e) The repair station’s certificate number.

6) In addition, major repairs and major alterations shall be entered on a form in
accordance with CFR Part 43, Appendix B.

J. The vendor shall retain each record of a maintenance action for a minimum of two
(2) years from the date the article was approved for return-to-service. [43.11,
121.380, 135.439, C.A.S.E.]

14. Shipping

A. Components shall be returned to the customer in an appropriate shipping
container or one required by the customer. [ATA 300, 121.367, 135.425,
C.AS.E]

B. Part number, or model number, serial number, including dash numbers or letters,
on the documentation for the part shall match the identification information on the
part data plate. [ATA 300, 43.9, 121.367, 135.425, C.A.S.E.]

15. Scrapped Parts Program

A. The vendor shall have a documented procedure in place to either return scrapped
parts to their owner or to mutilate them by drilling, grinding, cutting or other
appropriate means. Parts shall be mutilated to the extent that will preclude the
possibility of them being restored and returned to service. [43.10, C.A.S.E.]

B. The vendor shall maintain a record of all life-limited parts scrapped out. The
record shall contain a description of the part, its part number, and serial number,
if applicable, and the date the part was scrapped. The vendor shall retain this
record for a minimum of two (2) years. [43.10, 121.380(2)(iii), 135.439,
C.AS.E.]
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MIP-G SUPPLEMENT
1. General Information

NOTE: This supplement to the C.A.S.E. 1-A standard is based on the Guidance material
for the U.S./European Bilateral Aviation Safety Agreement (BASA) and Maintenance
Implementation Procedures (MIP) requirements stated in the MIP Guidance (MIP-G)
Amendment dated March 9, 2007. The reference numbers enclosed in parentheses ()

that appear throughout this document refer to the applicable paragraph(s) in
Appendix 1 to EASA MIP Guidance Example Supplement.

2. EASA Maintenance Special Conditions for the Approval of Maintenance from
FAA Certificated 14 CFR Part 145 Repair Stations in accordance with the
BASA/MIP Agreement

A. The repair station shall hold a valid FAA Air Agency Certificate issued in
accordance with the current 14 CFR 145 issued as a final rule and shall
demonstrate the need for the EASA Part-145 approval.

NOTE: Already covered by 1-A standard [2A] and CACS-20 [2A]

B. Repair stations with airframe/aircraft or limited airframe ratings shall have
appropriate covered hangar(s) for the base maintenance aircraft.

NOTE: Already covered by 1-A standard [10C] and CACS-20 [10C]

C. The repair station shall provide a supplement to its Repair Station Manual (RSM)
accepted by the FAA on behalf of EASA. The supplement must contain a
statement by the Accountable Manager of the repair station, which commits the
repair station to compliance with the MIP and these special conditions. The
supplement shall include the following:

1) Detailed procedures for operation of an independent quality monitoring
system. (15)

2) Procedures for the release for return to service for aircraft and the use of the
FAA Form 8130-3 for aircraft components, and any other information
required by the owner or operator as appropriate. (13; 11)

3) For airframe/aircraft rated facilities, procedures to ensure that the Certificate
of Airworthiness and the Airworthiness Review Certificate are valid prior to
the issue of a release to service document. (12)

NOTE: For aircraft heavy maintenance vendors only.

4) Procedures to ensure that repairs and modifications, as defined by EASA
requirements, are accomplished in accordance with EASA approved data. (8)

5) A procedure for the vendor to ensure that the FAA approved its initial and
recurrent training program and that any revision thereto includes human
factors training. (18)
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6)

7)

8)

9)

Procedures for reporting unairworthy conditions on civil aeronautical products
to the EASA, aircraft design organization, and the customer or operator. (14)

Procedures to ensure completeness of, and compliance with, the customer or
operator work order or contract including issued EASA Airworthiness
Directives and other issued mandatory instructions. (9)

For 14 CFR Part 121 carriers, which are also 14 CFR Part 145 repair stations
and subject to these MIP procedures, procedures detailing the approval of line
stations within the United States. (19)

NOTE: For line maintenance vendors only.

The vendor must specify the items to be contracted and have procedures in
place to ensure that the contractors meet the terms of these implementation
procedures (i.e. using an EASA approved Part-145 organization or, if using an
organization which does not hold an EASA Part-145 approval, the repair
station returning the product to service is responsible for ensuring its
airworthiness). (17)

D. The EASA Part-145 approval certification shall not exceed the scope of the
ratings and limitations contained in the 14 CFR 145 certificate. (5)
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CANADIAN AMO SUPPLEMENT
1. General Information

NOTE: This Supplement to the C.A.S.E. 1-A standard is based on the Maintenance
Implementation Procedures (MIP) dated August 31, 2006, under the Agreement for
the Promotion of Aviation Safety, dated June 12, 2000, between the Governments of
the United States of America and Canada. In particular, it includes special
requirements stated in section 3.6 of appendix 4 to FAA AC43-10B.

A. This supplement is applicable when auditing a Canadian Approved Maintenance
Organization (AMO) using the C.A.S.E. 1-A standard. Auditors may encounter
the following terminology used in an AMO which is equivalent to terminology
used throughout the 1-A standard:

1) Canadian Aviation Regulations (CARs) are equivalent to 14 CFR (i.e. Part 43
is equivalent to CAR 571, Part 145 is equivalent to CAR 573, etc.).

2) “Quality Control System” (14 CFR) is equivalent to “Quality System”.

3) “CHDO” (14 CFR) is equivalent to “TCCA”.

4) “Quality Control Manual (QCM)/Repair Station Manual (RSM)” (14 CFR) is
equivalent to “Maintenance Policy Manual (MPM)”.

5) “SFAR 36” (or ODA) is equivalent to “Design Approval Organization
(DAO)”.
6) An A&P license (14 CFR) is equivalent to an Aircraft Maintenance Engineer
M-2 (AME M-2) license.
B. Auditors may encounter the following personnel qualification differences:
1) The functions of an Accountable Manager (14 CFR) are performed under the

CARs by the Accountable Executive (AE) and the Person Responsible for
Maintenance (PRM).

2) Supervisors under the CARs need not to be licensed.

3) Return-to-service personnel are limited to holders of Aircraft Certification
Authority (ACA) or Shop Certification Authority (SCA). These privileges are
issued by the AMO contingent on training requirements being satisfied.

2. Exclusions and Notes
The following C.A.S.E. 1-A standard requirements are not applicable in AMOs:
PAR. GUIDANCE AND NOTES

2.B. A Capability Listing is not required under CARs. TCCA certificates will
include a page for each of the AMO’s ratings. In addition, the MPM will
specify the limitations/capabilities.

2.C. Anti-drug and alcohol misuse prevention programs are not applicable outside
the United States.
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3.E.2) Rosters are not required under CARs.
3.E.4) See note above regarding Capabilities Listing.

5.C.1) Accountable Executive and/or PRM are not required to be listed on the roster as
per CARs.

5.C.2) Supervisory personnel do not require to be listed in the roster as per CARs.

5.C.5) The roster has to be available to TCCA at any time, however, there is no time
limit for it to be updated upon changes occur.

5.D. Summary of employment is not required under CARs.
5.E. Supervisory personnel need not to be licensed under CARs.
13.A.  Duty limitations are not applicable outside the USA.
3. Additional Requirements
A. Return-to-Service Personnel

1) In addition to obtaining an AME license, ACA holders shall have successfully
completed a TCCA approved maintenance training course specific to the
aircraft, engine, or system being maintained and/or certified.

2) The AMO shall only issue an SCA to individuals with a diploma or certificate
from a course in an appropriate field or with documented experience working
under supervision of an ACA or SCA holder for 1800 hours in the case of
engine or propeller overhauls or 300 hours in other cases.

B. Training Program

1) All AMO personnel performing technical functions shall have received human
factors training (CAR STD 573.06).

2) All personnel authorized to perform, or supervise the performance of, any
technical function shall have received MPM training in respect to the
regulations, standards, and AMO procedures applicable to that function.
Recurrent training shall not exceed three (3) years (CAR STD 573.06).

C. An AMO performing airframe maintenance for commercial air carriers (14 CFR
Parts 121 or 135 or CAR 705) shall have a TCCA approved Safety Management
System (SMS) in place.

D. An AMO performing maintenance, preventive maintenance, or alterations on
aircraft operating under 14 CFR part 121 or 135 must include in its TCCA
approved manual a supplement to the MPM that describes the procedures
specified in paragraph 3.6.1 of the FAA-TCCA MIP or explain where in the
MPM those procedures are described.
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VENDOR CAPABILITY CODES

1. General

A.

B.

e

The use of the C.A.S.E. Register does not relieve members of any responsibilities
under the Code of Federal Regulations.

The capability codes are divided into two (2) categories:
1) Repair/Overhaul Vendor (ROV) codes.

NOTE: The Repair/Overhaul Vendor is a repair/overhaul facility that is approved
by the FAA and holds an Air Agency Certificate issued by the FAA.

2) Specialized Services Vendor (SSV) codes.

NOTE: The Specialized Services Vendor is a vendor or distributor of
specialty services (e.g. a machine shop or a distributor of
parts and materials, i.e. a surplus parts dealer).

An audit of a Class 4 rated repair station is an audit of the quality system only.
The listing does not ensure trained personnel or equipment specific to an aircraft
type or level of maintenance check is available unless stated on the Operations
Specification for the repair station. In using a vendor from the Register, the user
is responsible to determine that the vendor has the capability to perform work on
the specific part number in question or to perform the specialized service in
accordance with applicable specifications.

. This publication describes the methods of coding a vendor into the C.A.S.E.

Register and lists samples of vendor capability codes.

Vendors to the Air Carrier Section will appear in the C.A.S.E. Register under
Process Index Listing number 940-XXX.

The ROV codes reflect the rating(s) held by the repair station.

G. Members will make changes to the Register in accordance with procedures in

chapter three of this manual. Additions to process codes must be coordinated
with the database administrator for inclusion.

The following capability codes are only a sample. For a current list refer to the
electronic database.

If an ROV provides specialized services, the member will replace the “XXX”
with a previously unused alphanumeric code that tends to convey an idea of the
service provided, along with an explanation of the code (e.g. 940-MS - Machine
Shop).
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2. ROV Codes:
940-AC1
940-AC2
940-AC3
940-AF1
940-AF2
940-AF3
940-AF4
940-IN1
940-IN2
940-IN3
940-IN4
940-LAB
940-LAC
940-LAE
940-LAF
940-LAI
940-LAP
940-LAS
940-LAT
940-LCM
940-LEE
940-LEN
940-LFB
940-LFL
940-LGE
940-LHT
940-LIN
940-LLG
940-LMM

Accessory Class 1
Accessory Class 2
Accessory Class 3
Airframe Class 1
Airframe Class 2
Airframe Class 3
Airframe Class 4
Instrument Class 1
Instrument Class 2
Instrument Class 3
Instrument Class 4
Limited

Limited

Limited

Limited

Limited

Limited

Limited

Limited

Limited

Limited

Limited

Limited

Limited

Limited

Limited

Limited

Limited

Limited

Mechanical

Electrical

Electronic

Composite, Small A/C
Composite, Large A/C
Metal, Small A/C
Metal, Large A/C
Mechanical Instruments
Electrical Instruments
Gyroscopic Instruments
Electronic Instrument
Aircraft Belts
Accessory

Accessory — Electronics into the Database
Airframe

Aircraft Interior
Appliance

Aircraft Seats
Altimeter System Test and Inspection
Composite

Emergency Equipment
Engines

Fabric

Floats

Galley Equipment
Hydrostatic Testing
Instruments

Landing Gear
Manufacture Modify
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3.

940-LND
940-LPA
940-LPP
940-LPR
940-LSS
940-LRB
940-LRO
940-LWL
940-PP1
940-PP2
940-PP3
940-PR1

940-PR2
940-RO1
940-RO2
940-RO3
940-SAC
940-SCP
940-SCR
940-SDY
940-SMG

Limited
Limited
Limited
Limited
Limited
Limited
Limited
Limited

Powerplant Class 1
Powerplant Class 2
Powerplant Class 3
Propeller Class 1

Propeller Class 2
Radio Class 1
Radio Class 2
Radio Class 3

SSV CODES:

940-FS
940-FA
940-MS
940-0O8S
940-SPD
940-NPD

Non-destructive Testing
Parts

Powerplant

Propeller

Specialized Service
Rotor Blade

Radio

Welding

Reciprocating, <400 H.P.
Reciprocating, >400 H.P.
Turbine Engines

Fixed pitch and ground adjustable- wood, metal,
composite

All others, by make
Communication

Navigation

Radar

Specialized Aircraft Cushions
Specialized Chrome Plating
Specialized Container Repair
Specialized Dye Penetrant

Specialized Magnetic Particle Inspection

Fuel Storage Facility

Aircraft Fueling Facility (into-wing)
Machine Shop

Oxygen Servicing

Surplus Parts Dealer

New Parts Distributor
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C.A.S.E. STANDARD 2-A
FUEL INTO-PLANE AND STORAGE VENDORS

QUALITY PROGRAM REQUIREMENTS

1. Policy

A. This standard is intended to be a supplement to the latest edition of applicable industry
specifications. It is not meant to restate or replace those specifications. The
specifications used to develop this document are as follows:

1) Air Transport Association of America, Inc. Specification 103 (ATA 103).

2) Joint Inspection Guidelines (JIG).

3) Canadian Standard B836-00.

4) National Fire Protection Association (NFPA) Standards 10, 30, 77, 407, and 430.
5) American Petroleum Institute (API) Standards 1529 and 1542.

6) American Petroleum Institute (API) Publication 1581.

7) Institute of Petroleum (IP) Specifications and Qualifications Procedures —Aviation
Fuel Flow Monitors with Absorbent Type Elements.

8) American Society for Testing and Materials (ASTM) Manual 5.

9) American Society for Testing and Materials (ASTM) D1655.

10) American Society for Testing and Materials (ASTM) 2276.

11) Federal Aviation Administration (FAA) Advisory Circular 150 and Title 14 CFR 139.
12) Local authority having jurisdiction over the facilities.

B. This standard, in conjunction with applicable specifications (primarily ATA 103),
describes the minimum requirements for a jet fuel vendor’s quality program. It is
designed to aid surveillance of a vendor who provides fuel storage and fueling services to
customers. This standard may be used to determine the adequacy of the vendor’s quality
program.

C. Compliance with this standard does not necessarily accept a vendor for entry into the
C.A.S.E. Register. Vendors that are accepted for listing in the C.A.S.E. Register must
continue to meet the requirements of this standard. Vendors will acknowledge this by
having an officer of the company sign the Vendor Expectations and Limitations (VEL)
which is a written agreement between the vendor and the organization. Reasons for
removal include, but are not limited to: safety of flight concerns, intent to defraud,
ceasing operation or business, move of principle operations, or refusal of an audit from a
C.A.S.E. authorized auditor performing an allocated audit to a C.A.S.E. standard.
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Further, a vendor shall be removed from the Register for failure to implement corrective
action(s), refusal to sign the VEL prior to closure of the audit process, or failing to correct
audit findings within the prescribed time limits agreed upon with the auditor. A vendor
may be removed from the Register if the vendor is found to be in non-compliance with
any section(s) of the C.A.S.E. standard, fails to perform work in accordance with
customer instruction(s), or is in non-compliance with any of the VEL. Vendors may not
publicize by statement or inference their C.A.S.E. Register status in any form (e.g.
advertising, other solicitation of business) or use of the C.A.S.E. logo. [C.A.S.E.]

. Vendors are subject to a technical audit at any time during normal working hours. The

audit may be conducted by a C.A.S.E. member, whether or not that member is a customer
of that vendor. The audit may encompass the entire technical portion of the vendor’s
operation or any part thereof. Normally, the auditor will notify the vendor and arrange
the audit so as to cause minimal interference with the vendor’s operation, however,
should circumstances dictate, the auditor may arrive unannounced.

NOTE: Register action may be taken anytime a C.A.S.E. qualified and authorized
auditor/Evaluator performs an audit using this standard.

An acceptable audit result does not relieve the vendor of its responsibility to provide
acceptable product/services.

All vendors for which a Vendor Expectations and Limitations letter was signed by both
the vendor and auditor shall maintain, for a minimum of 36 calendar months, audit
findings and corrective actions resulting from a 2-A standard audit. This file shall be
accessible to any C.A.S.E. authorized auditor on request. [C.A.S.E.]

CACS-25 and CACS-26 are the C.A.S.E. checklists associated with this standard.
When performing into-plane refueling the following safety practices must be adhered to:
1) Vehicles are to operate safely on the ramp.

2) Vehicles are to approach the aircraft no faster than walking speed.

3) Ensure the truck/cart is chocked correctly.

4) Fueling vehicle is to be bonded to the aircraft prior to hose hook up.

5) Ensure there is no leakage around the nozzle or along the fuel line.

6) Check for any leakage around the fueling truck/cart.

7) Ensure the vehicle is positioned clear of the wing.

8) A deadman control is to be correctly used.

9) The fueler shall check primary nozzle and filter differential pressure.

10) After fueling operation has been completed and, if applicable, ensure the aircraft fuel
cap cover been properly reinstalled.
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C.A.S.E. STANDARD 3-A
DISTRIBUTORS OF NEW AND SURPLUS PARTS

QUALITY PROGRAM REQUIREMENTS

Section Subject Page
1. 1 2
2. Quality System and Quality Manual..........c.ccoieiiiiiiiiiiiiiiiiiiieiiannn 3
3 Quality Organization.........oceviieiiiieiiiniiiniiiiiiieiiieieietcrerciesccencen 3
4 Inspection Procedures........c.ccoeeiiiiiiiniiiiiiiiiiiiiiiiiiiiiieieicinecenncennne 4
5 Shipping Procedures.......cccoveiiiiiiiiiiiniiiiieiiiaieiiriienrcinecinsceencen 4
6 Technical Data Control.........cccoieiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieiieciec. 5
7. Record Keeping.....cooviviiiiiiiiiiiiiiiiiiiiiiieiiiiiiiiiieiateiistenascnsconsones 5
8. TraiMing..cccciieiiiiiiiiiiiiiiiiiiiiiiiitiiiiiiittiieteinriiesteintctestcssscsnsesnes 6
9. Shelf Life Control.......ccceeiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieiieiiieicincen 7
10. Measuring and Test Equipment........ccccceiiiiiiiiiiiiiiiiiiiiiiiiieiiiaeennnn 7
11. Procurement......cccoveiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiitiitiiiiiiiatiintcnns 7
12. Material Control.......ccovveiiiniiiiiiiiiiiiiiiiiiiiiiiiiiiiiieiiieteieciiareinnees 8
13. Housing and Facilities.......ccccvvviiiiiiiiiiiiiiiiiiiiiiiiiiiiiieniiecieniecnee. 9
14. Internal Audit and Surveillance..........ccccoiiiiiiiiiiiiiiiiiiiiiiiiiiinea 9
15. Scrapped Parts Procedure.......coveevieiiuiiieiiniiiiiiiiiiiiiiiieriiecieniacen 9
16. Certification FOrms......ccccovviiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiciieieineennn. 9
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1. Policy

A. This standard describes the minimum quality program requirements for new and
surplus aircraft part/material suppliers hereafter referred to as distributors. This
standard is designed to aid in the surveillance of a distributor who procures new
and/or surplus parts and materials and resells some or all of such products to
customers in the aviation industry. This standard may be used to determine the
adequacy of the distributor’s quality program.

B. Compliance with this standard does not necessarily accept a vendor for entry into
the C.A.S.E. Register. Vendors that are accepted for listing in the C.A.S.E.
Register must continue to meet the requirements of this standard. Vendors will
acknowledge this by having an officer of the company sign the Vendor Expecta-
tions and Limitations (VEL) which is a written agreement between the vendor and
the organization. Reasons for removal include, but are not limited to: safety of
flight concerns, intent to defraud, ceasing operation or business, move of principle
operations, or refusal of an audit from a C.A.S.E. authorized auditor performing
an allocated audit to a C.A.S.E. standard. Further, a vendor shall be removed
from the Register for failure to implement corrective action(s), refusal to sign the
VEL prior to closure of the audit process, or failing to correct audit findings
within the prescribed time limits agreed upon with the auditor. A vendor may be
removed from the Register if the vendor is found to be in non-compliance with
any section(s) of the C.A.S.E. standard, fails to perform work in accordance with
customer instruction(s), or is in non-compliance with any of the VEL. Vendors
may not publicize by statement or inference their C.A.S.E. Register status in any
form (e.g. advertising, other solicitation of business) or use of the C.A.S.E. logo.

C. Distributors are subject to a quality system audit at any time during business
hours. The audit may be conducted by a C.A.S.E. member, whether or not that
member is a customer of that vendor. Normally, the auditor will notify the
distributor and arrange the audit so as to cause minimal interference with the
distributor’s operation, however, should circumstances dictate, the auditor may
arrive unannounced.

NOTE: Register action may be taken anytime a C.A.S.E. qualified and authorized
auditor/Evaluator performs an audit using this standard.

D. An acceptable audit does not relieve the distributor of the responsibility of
maintaining consistently acceptable quality system standards.

E. A distributor audit is not interchangeable or a substitute for the audit applicable to
distributors performing repair or alteration services.

F. Quality parts and materials are necessary to support compliance with applicable
CFRs as defined in Advisory Circular 20-62, which provides relevant information
on aeronautical replacement parts. Suspected unapproved parts (SUPs) shall be
segregated and secured and should be reported in accordance with Advisory
Circular 21-29 (FAA Form 8120.11).
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G.

CACS-30 is the checklist associated with this standard.

2. Quality System and Quality Manual

A.

The distributor shall have an established quality system to assure a quality product
that complies with customer specifications. The distributor’s quality system and
operations shall be described in detail in a quality manual or other appropriate
document. The document shall include, but is not limited to, a detailed
description of the following elements:

1) Quality organization

2) Inspection procedures

3) Shipping procedures

4) Technical data control

5) Record keeping

6) Training requirements

7) Shelf life control

8) Measuring and test equipment calibration (as applicable)

9) Procurement

10) Material control

11) Housing and facilities

12) Internal audit and surveillance

13) Scrapped parts procedure

14) Certification forms

Quality elements not applicable to a specific organization shall be included in the

distributor’s quality manual as “not applicable.” This ensures the quality element
was not overlooked.

3. Quality Organization

A.

B.

The distributor’s organization shall be depicted in an organizational chart showing
the relationship of the quality department to the rest of the organization.

Personnel who are responsible for quality systems must be identified by title.

The quality manual or document shall be kept current, identifying the standards to
which it was written, and shall be readily available to employees and to the
customer’s auditor or designee.

The distributor shall maintain a current roster of personnel authorized to perform
specific inspection functions and identify the inspections each person is
authorized to perform.

The distributor of new aircraft parts shall maintain a current list of those
manufacturers that have officially authorized it as a distributor.
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4. Inspection Procedures

A. Inspectors shall verify that incoming parts and materials are free of defects and
are in a good state of preservation.

B. The new parts distributor shall maintain an inspection program, which includes
periodic verification that standard parts meet technical specifications applicable to
the part number. The distributor shall insure that adequate specifications are
available to support the inspection process, and that these specifications are
current. The distributor shall maintain a record of inspections and tests used to
make this verification. Suggested programs include sample tests of physical and
chemical properties and checks of manufacturer’s test reports.

C. A receiving inspection program shall be in place to verify that materials received
are of appropriate quality and are from the same lot or batch number as indicated
on accompanying certifications and test reports, as applicable.

D. Receiving inspection for aircraft fasteners and raw stock shall include a visual
check for general workmanship and the presence of certifications and test reports.

E. If inspection stamps are used, a procedure must be in place to control stamp usage
and replacement. The procedure must include the following:

1) A facsimile of each stamp
2) A means of identifying to whom stamps have been issued
3) A policy for stamps that are lost or stolen

4) A requirement that no stamp will be reissued within a six (6) month period to
two (2) different employees.

S. Shipping Procedures

A. The distributor’s quality system shall require components and parts be shipped in
an ATA-300 specification container or equivalent as appropriate for the unit being
shipped, or as specified by the customer. The item should be packed in the
container in a manner that will preclude damage to parts or components due to
rough handling of the container.

B. Appropriately trained personnel shall conduct a complete visual inspection of all
items being shipped. Inspection shall include, but not limited to:

1) Checking for any obvious physical damage
2) Verifying that all appropriate plugs and caps are installed

WARNING: Tape shall not be used to cover electrical connections or fluid

fittings/openings. Adhesive residue can insulate electrical connections and
contaminate hydraulic or fuel units.
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3) Verifying that the quantity, part numbers (including dash numbers and letters),
model numbers, serial numbers, etc., of the items being shipped match the
accompanying documentation and the customer’s request/purchase order.

4) Verify the packing slips contain all information required by the customer.

5) Verifying the shipping container and packing are appropriate for the items
being shipped.

6) Verifying that all appropriate and required documentation (airworthiness
approval, material certification, traceability documents, etc.) are at hand,
properly completed and signed.

7) Verifying materials classified as HAZMAT have been inspected by
appropriately trained personnel.

6. Technical Data Control

A.

Any Technical data shall be maintained in a manner that ensures such data is
current and accessible as appropriate. The technical data shall be stored in a
manner that will protect it from dirt and damage. Hand entries in, or hand
corrections to, technical data are not acceptable.

A distributor’s system shall request verification of AD status at time of
maintenance and provide the status of all airworthiness directives applicable at the
time of maintenance performed. Material certificate must indicate if AD status is
unknown.

NOTE: An air carrier’s or repair station’s purchase order should identify
applicable ADs and request AD verification.

Where technical data is on microfilm, microfiche, or an electronic device, an
appropriate viewing device must be maintained in good working order, protected
from damage and available to persons using the data.

7. Record Keeping

A.

A new parts distributor shall have in place a system governing the storage,
distribution, and retrieval of documents confirming that the physical and chemical
properties of fasteners and raw stock aircraft materials (materials that are installed
on and become part of the aircraft) are in conformance with applicable technical
specifications.

Records confirming aircraft fastener integrity, including physical and chemical
test reports, shall be retained for a minimum of two (2) years after the sale.

Records for materials with flammability requirements shall be retained for a
minimum of two (2) years after the sale. Such records shall verify conformance
to applicable flammability requirements.

The distributor shall maintain traceability documentation and all certifications for
a minimum of two (2) years from the time of sale to the customer.
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Q

The distributor must have documented in its quality manual a system that
demonstrates the ability to trace parts to the source of production, or to an FAA
certificate holder. Additionally, the distributor must be able to provide, upon
request, information pertaining to the approval status of each part in accordance
with section 21.303 of the Code of Federal Regulations.

All life limited parts shall have records from the previous operator confirming
their life limited status.

Records shall be protected against damage, alteration, deterioration, and loss.

The distributor shall provide a document from a FAA certificated repair station or
air carrier for each serviceable part indicating that the part is serviceable (not
applicable to new parts unless work or test was performed on the part). The
document must contain an airworthiness approval for return-to-service signed by
an authorized employee. Inspection stamps, symbols or printed/stamped names
are not acceptable. The airworthiness approval document shall be physically
attached to the unit. This includes the part number and serial number (as
applicable) of the affected item.

NOTE: Refer to FAA Order 8130.21; 14 CFR 43.13, Appendix B; and
FAA Advisory Circular 145.3, Appendix 1 for examples of
an airworthiness release statement for air carrier work.

The distributor shall provide the original maintenance records received with the
serviced component. These records shall list technical data used, and functional
tests performed, as appropriate and as required by the customer. A list of
significant parts replaced shall be included, which may be on the teardown report
or on the repair station’s invoice.

Parts from an aircraft or engine subjected to extreme stress or heat (e.g. major fire
or submersion in saltwater) must be identified as coming from such an aircraft or
engine.

8. Training

A.

Personnel shall be properly trained and competent to perform inspections, parts
handling, and record-keeping procedures required by the quality system. This
applies to personnel performing supervisory, or receiving and shipping inspector
functions.

Inspection personnel must be properly trained and authorized. Such persons must
be knowledgeable of inspection techniques, methods, and equipment used to
determine quality. Authorization criteria shall be identified in the distributor’s
manual.

Shipping personnel shall be trained and competent in the recognition, packaging,
identification, and proper handling of HAZMAT.
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D.

All training, both classroom and on-the-job (OJT) shall be documented and the
records maintained for a minimum of two (2) years after the employee leaves the
company.

Training records shall include:

1) A description of the training.

2) Date and number of hours of instruction.

3) Name of instructor and student and/or signature of both.

4) Name of the organization conducting the training if performed by an outside
agency.

9. Shelf Life Control

10.

11.

A.

B.

The distributor shall document and maintain a program to assure the identification
and proper handling of shelf life limited items.

This program shall include component assemblies containing shelf life limited
items.

Measuring and Test Equipment

A.

B.

C.

Test equipment, measuring devices and gages used to verify conformance to
applicable standards or specifications, shall be calibrated periodically to maintain
accuracy per the National Institute of Standards and Technology (NIST), or other
government or OEM standards.

The distributor shall have procedures to prevent tools/equipment, which are past
due calibration from being used.

Current documentation of calibration status shall be maintained.

Procurement

A.

B.

The distributor shall maintain a procurement system such that approved quality
materials are purchased, and proprietary and licensing rights are observed.

The distributor shall have a system in place to assure that special requirements are
adequately communicated to the distributor’s sources.

Distributors of new aircraft parts shall purchase materials directly from approved
manufacturers, or from distributors authorized by the manufacturer to sell the
product. Deviations from this policy must be disclosed to and approved by the
customer prior to part shipment.

. Distributors shall maintain a list of their approved suppliers and a quality history

of each source.
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12. Material Control

A.

B.

Material shall be handled in an appropriate manner and shall be protected from
damage and deterioration.

Special packaging shall be maintained as necessary. The storage area for aircraft
parts should be periodically checked for overall effectiveness of storage and
identification methods.

A closed loop system shall exist to implement corrective action following the
detection of substandard or otherwise nonconforming parts. Rejected materials
must be identified as such and segregated from usable stock. The system shall
include a method to notify purchasers within 24 hours of any part that exited the
distributor’s quality system that does not conform. Distributors shall provide a
method to recall or rectify the problem. Unapproved parts should be reported in
accordance with FAA Advisory Circular 21-29.

. Aircraft parts, and parts that may be reasonably assumed to be sold for aircraft

use, shall be segregated from non-aircraft parts.

Batch segregation shall be maintained for aircraft fasteners. Additionally, the
distributor must maintain records indicating the quantities sold from each batch to
each buyer. Purchases, less sales, should equal inventory that must balance
batch/lot numbered inventories.

Batch segregation shall be maintained for materials requiring flammability
testing, and for other items for which segregation is appropriate.

Whenever practical, materials shall be sorted and delivered in the manufacturer’s
original packaging. Packaging shall identify the manufacturer, distributor, part
number, lot or batch number (if applicable), and the quantity.

Flammable, toxic, or volatile materials shall be stored in a safe manner per
manufacturer’s recommendations or as specified by local fire regulations.

Material subject to damage from electrostatic discharge shall be packaged,
handled, and protected with necessary precaution, and in accordance with
requirements for handling electrostatic sensitive devices.

The distributor shall ensure that no part number ambiguity exists. Parts shall not
be labeled with multiple part numbers if such labeling may cause confusion as to
the part’s manufacture or applicable specification.

A distributor’s alteration to, or replacement of, the data plate or manufacturer’s
part number is unacceptable.

The distributor shall have a system to segregate and identify serviceable from
unserviceable units in a manner that will preclude inadvertently issuing an
unserviceable part.
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13. Housing and Facilities

A. Appropriate facilities shall be maintained so as to insure that storage does not

B.

damage inventory.

If the distributor engages in aircraft component maintenance as well as parts sales,
the storage area must be secured to prevent cannibalizing by maintenance
personnel.

14. Internal Audit and Surveillance

A. Audits shall be performed in accordance with written procedures or checklists that

determine the effectiveness of the quality program. Audit results shall be
documented including corrective action of non-compliance. Corrective action
shall:

1) Be appropriate and prompt

2) Correct the discrepancies reported

3) Locate and correct similar discrepancies, if they exist, in areas not audited
4) Correct the root cause of the problem evidenced by the discrepancies

5) Implement follow-up action(s) to eliminate reoccurrence.

15. Scrapped Parts Procedure

A. There shall be a documented procedure in place to mutilate scrapped parts by

C.

D.

drilling, grinding, cutting, or other appropriate means. Parts shall be mutilated to
the extent necessary to preclude the possibility of being restored and returned to
service.

The distributor shall maintain a record of all life-limited parts scrapped out. The
record shall contain a description of the part, its part number, serial number (if
applicable), and the date the part was scrapped. The distributor shall retain this
record for a minimum of two (2) years.

The procedure shall identify, by position or title, the individual responsible for
verifying that parts were adequately mutilated before being discarded.

The distributor shall impose these requirements on their subcontractors and/or
repair facilities with which they do business.

16. Certification Forms

A.

B.

The quality manual shall contain instructions for, and samples of, forms used by
the distributor to certify or show traceability of each product distributed.

If practical, the instructions for completing the forms may be written on the
forms.
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OPERATIONS COMMITTEE

C.A.S.E. Board of Directors - Air Carrier Section Representatives

Phone Fax
| Ken Fleming, Section Chair (505) 307-8091 (404) 773-1828
| See section 1-3-0 E-mail - ken.v.fleming@delta.com
Simon Chandler, Section Vice-Chair (502) 329-6099 | (502) 329-6044
See section 1-4-0 E-mail - simonchandler@ups.com
Secretary (not a voting committee member) | Phone Fax
Jim Amick, Chair (734) 247-4022 (734) 229-2024
See section 1-5-0 E-mail - jima@spiritair.com
Membership & Promotions Committee Phone Fax
| Glenn DeLaney, Chair (734) 544-3400 (734) 544-3429
| See section 1-7-0 E-mail - gdelaney@kalittacharters.com
I Vinny Martinez, Vice-Chair (972) 425-3175 | (972) 425-6165

E-mail - vinicio.martinez(@aa.com

Standards & Procedures Committee Phone Fax

| Rex Graft, Chair (859) 767-2714 (859) 767-6677
See section 1-8-0 E-mail - rgraft@comair.com

|| John Miller, Vice-Chair (314) 222-4715 | (314) 222-4718

E-mail - jmiller@transstates.net

Audit & Compliance Committee Phone Fax
Ken Shadursky, Chair (610) 325-1876 (610) 325-1285
See section 1-9-0 E-mail - kshadurs@usa3000.com

| E-mail -
Newsletter Committee Phone Fax
Glenn Bolton, Chair (907) 249-0214 (907) 245-1874
See section 1-10-0 E-mail - gbolt@]lac.lynden.com
Krish De, Vice-Chair (61 2) 9691-9799 | (612)9691-8219

E-mail - kde(@qantas.com.au
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Database Committee Phone Fax
Gene Swan, Chair (503) 472-0011, | (503) 472-1369
x4511

See section 1-11-0

E-mail - gene.swan@evergreenairlines.com

Ray Nelson, Vice-Chair

(404) 714-1269 [ (404) 773-5135

E-mail - ray.nelson@delta.com

Fuel Committee

Phone Fax

Richard Boucher, Chair

(801) 394-7129 (801) 392-5847

See section 1-12-0

E-mail - rboucher@skywest.com

Ron Swingle, Vice-Chair

(973) 681-2165 | No access to fax.

E-mail — ron.swingle@coair.com

Training Committee

Phone Fax

Robert Radawiec, Chair

(478) 784-0318, x266 | (478) 785-9083

See section 1-13-0

E-mail - robert.radawiec@flyasa.com

Arturo Rodriguez, Vice-Chair

(787) 253-6525 [ (787) 253-6618

E-mail - Arturo.Rodriguez@aa.com

Membership Regional Vice-Chairs

Phone Fax

Sven Kroger, Lufthansa Technik

49 40 5070 3022 49 40 5070 1363

Europe

E-mail - sven.kroeger@]lht.dlh.de

Tajammul Munawar, Saudi Arabian Airlines

966 2 684 2070 | 966 2 684 2809

Middle East

E-mail - tajammulm@yahoo.com

Jang Sanghoon (Benedick), Korean Airlines

82-2-2656-3175 | 82-2-2656-8218

Asia

E-mail — sanghjang@koreanair.com
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APPLICATION FOR ENTRY-LEVEL MEMBERSHIP

NOTE: Submit application and applicable documentation to the Membership and
Promotions committee chair. Do not send any dues with this application.

Company:

*Operating Certificate No:

Address:
City: State/Province:
Postal Code: Country:

Name/Title of Representative:

Phone: Ext.

Fax:

E-mail:

*  Attach a copy of the operating certificate (and English translations thereof, if
necessary) to this application.
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1. Why do you want to join C.A.S.E.?

2. What can you contribute?

3. Do you have Internet access?
NOTE : The C.A.S.E. website is: www.caseinc.org.

4. Would you like to receive any information about C.A.S.E.?

5. Are you interested in the Air Carrier Section’s Membership and

Yes No

Promotions committee supplying you with contact information of
C.A.S.E. members who have volunteered to mentor new members?

Are your auditors full time members of your Quality organization?

Record the number of full time and partial time auditors.
Full Time:
Part Time:

Do you have an auditor who has passed a C.A.S.E. 1-A Level III
check-ride?

Is your company willing to contribute resources to fulfill the bylaw
requirements for participation in the work of the C.A.S.E.
corporation?

*Signature/Title: Date:

* Signature must be that of the individual responsible for the Quality Program at a level

capable of committing company resources to support C.A.S.E., Inc.
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C.AS.E.

AIR CARRIER SECTION
POLICIES AND PROCEDURES

APPLICATION FOR ASSOCIATE MEMBERSHIP

NOTE: Submit application and applicable documentation, including a copy of your company’s
Operating Certificate, to the Membership and Promotions committee chair.

DO NOT ENCLOSE THE MEMBERSHIP FEE. YOU WILL BE BILLED UPON
ACCEPTANCE OF THIS APPLICATION.

Submit an English version copy of the accepted vendor audit program and applicable form.

Company:

*Operating Certificate No:

Address:
City: State/Province:
Postal Code: Country:

Name/Title of Representative:

Phone: Ext.

Fax:

E-mail:

CACS-1A
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C.AS.E.

AIR CARRIER SECTION
POLICIES AND PROCEDURES

NOTE: For “Manual Reference” in the following questions, identify the publication number
in your manual system that substantiates your reply and provide a copy of the
data (the application and substantiating data must be in English).

Yes No
1. Are you a current associate member of the C.A.S.E. Air Carrier
Section?
2. Is your company a member of any other Section(s) in C.A.S.E.?
If “Yes”, what other Section(s)?
| 3. Are your auditors full time members of your Quality organization?
If “No”, to what department do they report and what are their
additional functions?
| Department:
| Functions:
How many full time and part time auditors does your company
employ? Full : Part :
| Manual Reference:
4.  Does your auditor training program and auditor(s) comply with the
C.A.S.E. Level I and II auditor training and qualification
| requirements (2-3-1)?
Manual Reference:
5. Do you have an auditor who has passed a C.A.S.E Standard 1-A
Level III check-ride?
|
NOTE: Not required for associate membership.
If “Yes”, provide auditor’s name and date of check ride:
6. Do you have a list of approved vendors?
| a) If “Yes”, is it controlled by Q.C./Q.A.?
| b) If “No”, by what department?
CACS-1A
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C.AS.E.

AIR CARRIER SECTION
POLICIES AND PROCEDURES

10.

11.

12.

Yes

On your approved vendor list, how many vendor/distributors fall
within each of the categories listed below and how often are they
audited?

Number Audit Frequency
Repair/Overhaul
Fuel
Distributors and/or Surplus
Parts Brokers

Manual Reference:

Are all audits onsite?

If “No”, describe your criteria and alternate method used:

Manual Reference:

Do you have an audit follow-up system to assure corrective action?

If “Yes”, how long after audit?

Manual Reference:

Do you maintain a historical file of vendor’s and distributor’s
quality performance?

If “Yes”, for how long?

Manual Reference:

How do you measure vendor and distributor quality performance?

Manual Reference:

Do you maintain a historical file of audit findings?

If “Yes”, for how long?

Manual Reference:

CACS-1A
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C.AS.E.

AIR CARRIER SECTION
POLICIES AND PROCEDURES

13.

14.

15.

16.

17.

Yes
Do you agree to verification and periodic audits of your audit
system by another C.A.S.E. member?

As a member, do you agree to exchange audit duties and
responsibilities?

Do you accept the scheduling and performance of an on-site
C.A.S.E. membership audit of your organization?

Do you have internet access?

NOTE : The C.A.S.E. website is: www.caseinc.org.

Is internet access readily available to the auditor(s) at their normal
place of business?

Have you verified that you have a current copy of the C.A.S.E. Air
Carrier Section Policies and Procedures manual?

Have you verified that you have a current copy of the C.A.S.E.
bylaws?

Are you requesting an Air Carrier Section review and evaluation?

NOTE: A notification of a successful C.A.S.E. membership on-site audit
must be received before requesting review and evaluation.

Indicate below the C.A.S.E. meeting at which you are requesting
review and evaluation:

Circle One: Spring Fall Year :

NOTE: C.A.S.E. meetings take place each Spring and Fall. The request
must be received a minimum of thirty (30) calendar days prior to
the meeting requested (meeting dates are posted on the C.A.S.E.
website). Attendance is required by either the requesting carrier’s
Level II auditor(s) and/or Management (refer to 2-0-0 flowchart).

Signature and Title: Date:

CACS-1A
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C.AS.E.

AIR CARRIER SECTION
POLICIES AND PROCEDURES

APPLICATION FOR SUSTAINING MEMBERSHIP

NOTE: Send application and applicable documentation to the Membership and Promotions
committee chair.
All information supplied in this application and requested data must be in English.

Company:

*Operating Certificate No:

Address:
City: State/Province:
Postal Code: Country:

Name/Title of Representative:

Phone: Ext.

Fax:

E-mail:

CACS-1S
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C.AS.E.

AIR CARRIER SECTION
POLICIES AND PROCEDURES

Yes No
1. With this application, have you supplied:
| A. An Application for Associate Membership (CACS-1A)?
B. Membership and Promotions chair acceptance letter?
| 2. Supply a letter from your air carrier stating the following minimum
situation and facts:
| A. The air carrier is in possession of, understands, is in compliance
with, and will continue to comply with, the most current revision
of the Air Carrier Section’s Policies and Procedures manual.
| B. The air carrier’s management understands, and agrees to, the
C.A.S.E. bylaws.
Letter Supplied:
| 3. List the auditor(s) meeting Level III requirements for your air carrier:
4. Are your dues paid to C.A.S.E. up to date?
Signature and Title: Date:
CACS-1S
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C.AS.E.

AIR CARRIER SECTION
POLICIES AND PROCEDURES

SUSTAINING MEMBERSHIP ELIGIBILITY CHECKLIST

Applicant: Date:

Evaluator:

Approved? YES: O NO: O

—

Why does the applicant want to join C.A.S.E.?

2. What can the applicant contribute?

Acceptable: Yes No
| 3. Is their documented audit program adequate?

| 4.  Are auditors:
A.  Full time members of Q.C./Q.A. department?
B. Qualified by an adequate, documented training program?

| 5. Does the applicant have an auditor that has successfully passed a
Level III check-ride? |

| 6. Does the applicant have an adequate vendor/distributor listing and
audit frequency?

| 7. Does the applicant have an adequate alternate audit method?

CACS-2
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C.AS.E.

AIR CARRIER SECTION
POLICIES AND PROCEDURES

Acceptable: Yes No

8. Does the applicant have an adequate audit follow-up system to
assure corrective action for discrepancies?

9. Does the applicant have an adequate ROV audit checklist that meets
the 1-A standard?

10. Does the applicant maintain files of:
A.  Audit findings?
B.  Vendor quality performance?

11. Does the applicant have an adequate method of measuring vendor
quality performance?

12.  Does the applicant agree to abide by the C.A.S.E. bylaws, ACS
Policies and Procedures manual, and to share audit duties and data?

ACTION:

13.  Qualified for membership after C.A.S.E. verification audit? D
14. Issued acceptance letter and sustaining membership certificate? D
15. Issued letter of rejection? D

COMMENTS

CACS-2
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C.AS.E.

AIR CARRIER SECTION
POLICIES AND PROCEDURES

AUDITOR QUALIFICATION RECORD

Name: Date:

Air Carrier: Phone:

Applicant’s E-Mail:

Education — University/College Degree and Date (Four (4) Credits Max.)

Experience — Type and Date  (Minimum Three (3) Credits Required - Nine (9) Max)

Professional Accomplishments — Certificate and Date (Two (2) Credits Max)
Management Granted — Justification and Date (Two (2) Credits Max)
Total Credits

Representative to C.A.S.E.: Date:

Signature and Title

Satisfactory Check-ride/Communication Skills —
Certified By: Date:
Signature and Title

Audit Participation (Previous twelve (12) months - additional space on back of form)

Vendor Contact and Phone Number Date

Standard: Certified to Audit Level:

Audit and Compliance committee chair:
Date:

Signature and Title
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AIR CARRIER SECTION
POLICIES AND PROCEDURES

Audit Participation (continued)

Vendor Contact and Phone Number Date
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C.AS.E.

AIR CARRIER SECTION
POLICIES AND PROCEDURES

INSTRUCTIONS FOR USE OF AUDITOR QUALIFICATION RECORD

1. General

A. The prospective C.A.S.E. qualified/authorized auditor will submit verifiable
evidence that a minimum of ten (10) credits under the following score system
have been accumulated. To include, but not be limited to resumes, certificates,
diplomas, licenses, etc.

2. Procedure

A. “Education” (four (4) credits maximum) - Associate degree from accredited
institution: score one (1) credit or, if degree is in engineering, physical science,
mathematics, or quality assurance, score two (2) credits; or,

A bachelor’s degree from an accredited institution: score two (2) credits or, if
degree is in engineering, physical sciences, mathematics or quality assurance,
score three (3) credits; in addition, score one (1) credit for a master’s degree in
engineering, physical sciences, business management, or quality assurance from
accredited schools.

B. “Experience” (nine (9) credits maximum (2-3-0, paragraph 1.C. or 1.D., as
applicable)) - Take one (1) credit for each full year; maximum of three (3) credits
for this aspect of experience. Additional credit is allowed for the following types
of experience as applicable to the each standard qualification sought:

1) Guidance for completing Auditor Qualification Record for 1-A standard:

a) Air carrier quality assurance experience receives one (1) credit for each
full year up to two (2) credits maximum.

b) Air carrier quality auditing experience receives one (1) credit for each full
year up to three (3) credits.

c) Military aviation maintenance experience receives one (1) credit
maximum.

2) Guidance for completing Auditor Qualification Record for 2-A standard:

a) Aviation quality assurance experience receives one (1) credit for each full
year up to three (3) credits maximum.

b) Aviation quality auditing experience receives one (1) credit for each full
year up to three (3) credits maximum.

c) Aviation maintenance experience receives one (1) credit.

d) Fuel farm operation (military or civilian) experience receives one (1)
credit for each full year up to three (3) credits maximum.

e) Into-plane servicing experience (military or civilian) receives one (1)
credit maximum.
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