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AIRCRAFT MAINTENANCE

PROCEDURES MANUAL

July 16, 2009
Purpose:  Establish policy and procedures for aircraft maintenance.

General:   Aircraft shall be maintained in accordance with FAA Regulation CFR 91.409 and aircraft manufacturer maintenance manuals. 

Scope and Detail of Maintenance Inspections:

1. All aircraft will be maintained in accordance with the FAA Regulation CFR 91.409 and aircraft manufacturer maintenance manuals that apply to each make and model of aircraft.

2. Only authorized and FAA certified A&P and IA mechanics designated by JLS Aviation will perform maintenance on JLS Aviation lease-back or owned aircraft.  Mechanics not holding an A&P certificate may work on aircraft if under the direct supervision of a qualified and certificated A&P or AI approved by JLS Aviation.

3. In addition to all required inspections, all aircraft will undergo 100-hour inspections.
4. All aircraft will be maintained in a fully airworthy condition based on the equipment installed on the aircraft upon acceptance.  Deferred discrepancies will be repaired in accordance with CFR 91.213
5. No equipment or avionics will be permanently removed or replaced from an aircraft without the approval of the aircraft owner.

6. Aircraft will be thoroughly cleaned (interior and exterior) as a minimum prior to every annual inspection.  

7. Aircraft will be maintained at the direction of JLS Aviation. Aircraft owners, in coordination with JLS Aviation, may direct that specific repairs or upgrades be completed or that specific maintenance facilities be used.

8. JLS Aviation will establish the following maintenance records at the flight school.

a.  An Aircraft Inspection and Discrepancy Folder (ADF) for each aircraft available for lease. The folder shall have in it the Completed Airworthiness Inspections Form, the Aircraft Maintenance Log, and the Deferred Maintenance Item Log.
b. An aircraft status board will be kept current to include the following information

i. Current aircraft TACH time

ii. Time until 100hr and 50hr inspections

iii. Tachometer time on the engine to track time to major overhaul

iv. Current aircraft status (flyable or grounded)

v. ELT due date

vi. Static transponder due date

vii. Comment
c. A file location containing the logbooks for each aircraft. The files will normally be locked, but will be made available to any pilot on request.

d. VOR book for each aircraft containing a VOR. This book will be kept near the aircraft check lists. Each pilot is responsible for ensuring the aircraft is within a current VOR check prior to conducting flight requiring a VOR.

Procedures:  

1. Aircraft Discrepancies (Squawks):

a. Any pilot may ground an aircraft if the pilot determines the aircraft is not airworthy.  Student pilots will only ground an aircraft after consultation with a CFI or A&P designated by JLS Aviation.

b. Pilots grounding an aircraft will adhere to the following procedures.

i. If a CFI is available at the Flight School, notify the CFI of the problem and confirm that the problem exists.

ii. If a CFI is not available, contact the Owner or Chief Instructor by phone and advise him of the problem. Prior to departing the Flight School, complete an Aircraft Maintenance Log entry and file it in the Aircraft Inspection and Discrepancy Folder. Additionally, the pilot MUST identify the aircraft as not airworthy by placing a RED “down arrow” on the white board in the block corresponding to the aircraft’s status.

2. A&P Specific Instructions:

a. A&P will not perform unscheduled maintenance on any aircraft unless an Aircraft Maintenance Log entry has been prepared and has been inserted into the Aircraft Inspection and Discrepancy Folder (AIDF) or unless specifically directed by the Owner of JLS Aviation.

b. The A&P will review the discrepancy and troubleshoot the problem as necessary.  The A&P will make a recommendation to Owner or Owner’s representative for necessary repairs.  

c. After completion of aircraft maintenance, the A&P will document the repairs in both the aircraft logbooks and in the Aircraft Inspection and Discrepancy Folder.  The A&P will notify JLS Aviation when the aircraft is returned to service.  The A&P or the Owner will update the aircraft status board (changes dates as required, and remove grounding arrows).
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Appendix A:  Procedures for Recording Aircraft Discrepancies

Purpose:  Identify references that should be consulted and procedures that should be followed when recording an aircraft discrepancy.

Introduction:  Personnel authorized to record maintenance discrepancies shall consult the references listed below prior to deferring any aircraft maintenance discrepancy.  
References:

1. Approved aircraft flight manual.

2. Aircraft type certification data sheet

3. FAR Part 91-205, Powered civil aircraft with standard category U.S. airworthiness certificates:  

4. Airworthiness Directives
Instrument and equipment requirements subparagraphs:

1. General 

2. Visual-flight-rules (day)

3. Visual-flight-rules (night)

4. Instrument-flight rules

Procedures:  The following procedures apply to a person authorized to record maintenance discrepancies.

1. The Pilot who discovers a discrepancy will do the following:

a. On the dispatch form, check the “Discrepancy” box, then on the back of the form describe in detail the nature of the discrepancy.

b. Immediately notify a flight instructor or the Owner of the discrepancy.

c. If a Flight Instructor or the Owner is not immediately available, the pilot will place a red “down arrow” on the maintenance status board.
d. Notify the Flight School at 540-374-1715 of the problem. If after normal hours, the pilot will leave a phone message.

2. When notified by the pilot of a potential discrepancy, the Flight Instructor will do the following:

a. Review the discrepancy. If the discrepancy is found to be pilot error, the instructor will draw a line through the discrepancy description and enter the words “Recorded in Error” on the form. The aircraft then remains in service.
b. If the discrepancy verified as correct, the Flight Instructor does the following:

1. Records the discrepancy on JLS Form 1, located in the aircraft maintenance folder. 

2. Places a RED “down arrow” on the maintenance status board.
3. Notify the Owner of the problem.

3. The Owner will do the following:

a. When notified by either the pilot or a Flight Instructor of an aircraft discrepancy, review the discrepancy and determine the appropriate maintenance personnel to contact, decide on a course of action to make repairs and direct certified maintenance personnel to make necessary repair, replacement or defer the discrepancy as appropriate.

b. Enter the aircraft status on the scheduling software as in maintenance and notify any pilots who have scheduled the aircraft of the status.
4. Certified Maintenance Personnel will do the following:

a. Provide options for repair, replacement or other action as appropriate, including an estimated time to repair.

b. If the item must be deferred, do so under the provisions of FAR 91.213 (d).  Make an appropriate entry on JLS Form 1 indicating work accomplished, and then make a corresponding entry on JLS Form 2 indicating the items deferred and any appropriate limitations.
c. Any operational limitations should be identified and entered on JLS Form 2 into the space titled: “LIMITATIONS.”  The following are examples of appropriate limitations:

1. “Day VFR Only” (instruments or equipment listed under FAR part 91-205(c) inoperative)

2. “VFR Only” (instruments or equipment listed under FAR part 1-205(d) inoperative). 

3. For instruments and equipment required for IFR flight, if a second instrument or equipment that duplicates the function of the inoperative instrument or equipment is available, do not limit the aircraft to VFR only.  For example, if Nav #1 is inoperative, but Nav #2 is fully operational, the aircraft is still usable for IFR flight.  The PIC must make the determination if his IFR flight can be accomplished using the equipment that is operational onboard the aircraft (for example, no ILS and single VOR receiver).  

d. If the discrepancy cannot be deferred, then correct the discrepancy. Once corrected, make appropriate entries in the aircraft logbooks and on JLS Form 1, and return the aircraft to service by erasing the down arrow on the maintenance status board. 
e. Notify the owner that repairs are complete. 

5. Return the PML folder to the active aircraft folder file.

Appendix B:
Maintenance Flow Diagrams 



Appendix C:  Aircraft Post Maintenance Check Flight (PMCF) Procedures

Purpose: Establish procedures for conducting aircraft PMCF.  Procedures include:

1. Aircraft maintenance log review and aircraft dispatch

2. Preflight procedures

3. In flight procedures

4. Post flight procedures

5. Aircraft maintenance log documentation

Introduction:   Only authorized personnel will conduct aircraft PMCF.  A listing of authorized personnel is contained in Appendix F of the Aircraft Maintenance Procedures Manual (AMPM). Authorized personnel will follow the procedures contained in this procedure.  Either the Owner or Chief Instructor must authorize any deviations to these procedures in advance. An aircraft PMCF will be required when the A&P mechanic marks the block on the aircraft squawk sheet that indicates that a PMCF is required before returning the aircraft to service.  The aircraft requiring the flight check is removed from normal dispatch until the aircraft has been test flown, determined to be airworthy in accordance with the aircraft manual and Federal Aviation Regulations, and appropriate entries made in both the aircraft squawk sheets and aircraft maintenance log.  Check Pilots (CP) will not carry any passengers or students on aircraft PMCF. Flight checks may be performed in any location appropriate to the check being performed.

Aircraft Maintenance Log Review:

1. Aircraft Program Maintenance Log (PML) and Squawk Sheet Procedures:

a. The CP will review the aircraft squawk sheet and ensure complete understanding of all the current maintenance squawks, especially the squawk that requires an aircraft PMCF.  If the CP does not fully understand any of the squawks, their corrective actions, or how the squawks will affect the PMCF, the CP should consult with the A&P mechanic that performed the corrective action.

b. The CP will ensure that all open squawks have been properly corrected or deferred.  The CP will also ensure that corrective actions for all squawk sheets contained in the aircraft PML have been entered into the aircraft maintenance log.  The aircraft will not be test flown until all open squawks have a corrective action in the aircraft maintenance log book or have been deferred by authorized maintenance personnel.

c. The CP will review the PML to ensure all required inspections have been completed and none will become due before the end of the PMCF.  The CP will review the list of deferred squawks and determine if any of the deferred squawks will have an effect on the performance of the PMCF.

2. Aircraft Maintenance Log Book: The CP will review the aircraft maintenance log book prior to the PMCF to ensure that all squawk sheet corrective actions have been entered.  If any corrective actions have not been entered, the aircraft will not be flown until the A&P mechanic who performed the corrective action has made the appropriate entry in the aircraft maintenance log book.

Preflight Procedures: The CP will conduct a normal aircraft preflight inspection IAW the aircraft flight manual and FARs.  The CP will pay special attention to the area of the aircraft where maintenance was performed.  Any discrepancy will be brought to the attention of the A&P mechanic performing the maintenance corrective action.  The CP will make a list of the specific systems of the aircraft that must be tested to satisfy the flight check requirements, and a list of the in-flight tests that must be performed.  

In-flight Procedures: The CP will fly the aircraft IAW with the aircraft flight manual and FARs, paying attention to the area of the aircraft where maintenance was performed. The CP will test all systems on the aircraft to ensure each system is fully operational (except those systems that are inoperative and deferred).  Once the CP has determined that the aircraft is operating within normal parameters, the CP will perform the in-flight tests identified during preflight.  All in-flight tests must be passed to satisfy the flight check requirements.  If discrepancies are noted, the CP will document the aircraft instrument readings and flight conditions occurring during the failed test (altitude, airspeed, outside air temperature, engine RPM, ammeter, fuel flow, oil temperature, oil pressure, etc. as appropriate), how the aircraft was being flown, and how the aircraft or systems responded to the test.  Make sufficient mental or written notes so that a complete and full description of the discrepancy and be entered into the aircraft squawk sheet.

Post-flight Procedures: The CP will perform a complete post-flight inspection of the aircraft, paying special attention to the areas where maintenance was preformed prior to flight.  Note any discrepancies on the aircraft squawk sheet.  The CP will debrief the A&P mechanic if any discrepancies are noted during the PMCF.

Post-flight Documentation: Aircraft Squawk Sheet and Maintenance Log Procedures:

1. Aircraft passed all required tests to satisfy PMCF:

a. The CP will document the results of the successful aircraft PMCF on the bottom of the aircraft squawk sheet in the area reserved for PMCF results.  The CP will then sign and date the squawk sheet and enter their FAA pilot certificate number.

b. The CP will next make the following entry into the aircraft maintenance log book (airframe log):

‘Successfully completed aircraft post maintenance check flight.”

The CP will also record the date of the PMCF and the tach time as of the end of the flight, sign their name, and enter their FAA pilot certificate number.

2. Once the aircraft maintenance log book entry has been made, the CP will circle and initial the statement on the aircraft squawk sheet that indicates that a log book entry has been made concerning the PMCF.  The Owner or Chief Instructor will return the aircraft to service by entering the information into the flight scheduler.

a. Aircraft failed any of the required tests to satisfy PMCF:

1. The CP will document the results of the failed aircraft PMCF on the bottom of the aircraft squawk sheet in the area reserved for PMCF results.  The CP will then sign and date the squawk sheet and enter their FAA pilot certificate number.

2. The CP will next make the following entry into the aircraft maintenance log book (airframe log):

“Aircraft failed post maintenance check flight.”

The CP will also record the date of the flight check and the tach time as of the end of the flight, sign their name, and enter their FAA pilot certificate number.

The CP will initiate a new aircraft squawk sheet, detailing the failed system discrepancy, to include aircraft instrument readings and flight conditions as appropriate.  

Appendix D:  Personnel Authorized to Conduct Aircraft Post Maintenance Check Fight (PMCF) and Training Requirements

Purpose:  Provide a list of personnel authorized to conduct aircraft PMCF and establish procedures for personnel training.

Introduction:   Only the personnel listed below are authorized to conduct aircraft PMCF. 
Personnel Authorized to Conduct Aircraft PMCF. Due to the dynamic nature of personnel, a current list of authorized personnel will be maintained as a permanent item in the Pilot Information Folder. The Owner, JLS Aviation, will maintain and update the list. The Owner will also inform individuals by electronic mail of his/her addition or deletion from the list.
Personnel Training Requirements. Personnel authorized above must complete a PMCF briefing with the Chief Instructor. The briefing will consist of the following:

1. Read and understand Appendix C of this SOP.

2. Ensure an awareness of all aircraft PMCF procedures and understand how to both conduct an aircraft PMCF and properly sign-off a flight check in both the maintenance folder and aircraft logbooks.

3. The Chief Instructor or Owner will update the PIF file, as necessary.
Personnel Authorized to Conduct PMCF Training. The following individuals are authorized to conduct PMCF training in accordance with this Appendix.


Owner, JLS Aviation


Chief Instructor, JLS Aviation

Assistant Chief Instructor, JLS Aviation
Appendix E: Aircraft Cleaning Procedures and Requirements 

Purpose:
Establish requirements and procedures for cleaning aircraft.

Introduction:   Aircraft require periodic internal and external cleaning to maintain aircraft in acceptable flying condition, comply with Federal Aviation Regulations, and to prevent corrosion and deterioration of painted surfaces.

Procedures:  Aircraft leased to JLS Aviation will be properly maintained, both mechanically and cosmetically, to ensure that the substantial investment that aircraft owners have in their aircraft will be preserved.  JLS Aviation is responsible for ensuring that each aircraft is properly clean inside and outside.

Aircraft Cleaning Requirement:  Each aircraft shall be thoroughly cleaned, inside and outside, prior to each annual inspection, in accordance with FAR Part 43, Appendix D, paragraph (a).  The A&P (IA) mechanic responsible for inspecting the aircraft will make the determination whether the aircraft is sufficiently clean to pass the inspection. 

Cleaning:  The following procedures will be followed:

1. The Owner, JLS Aviation will generally make the decision on how and who will clean aircraft.  Aircraft cleaning costs will be coordinated with the aircraft owner.  The Owner of JLS Aviation will solicit aircraft cleaning proposals from contractors and investigate other aircraft cleaning options as they are identified. 

2. The Owner or Accountant will coordinate the schedule for cleaning aircraft.

3. The Owner ensures that each aircraft is cleaned prior to the annual inspection.

4. Aircraft engine cleaning will only be accomplished by qualified A&P mechanics.
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§ 135.65 REPORTING MECHANICAL IRREGULARITIES. (a) EACH CERTIFICATE HOLDER shall provide an Aircraft Maintenance Log to be carried on board each aircraft for recording or deferring mechanical irregularities and their correction.  (d) EACH CERTIFICATE HOLDER shall establish a procedure for keeping copies of the aircraft maintenance log required by this section in the aircraft for access by appropriate personnel and shall include that procedure in the manual required by 135.21.
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	AIRCRAFT Registration
	N

	
	Make & Model
	


§ 91.405 THE OPERATOR of an aircraft shall have discrepancies repaired as prescribed in FAR Part 43 .(CONTINUED) (
§ 91.407 (a) NO PERSON may operate any aircraft that has undergone maintenance, or preventive maintenance, or inspection unless it has been approved for return to service by an authorized person; and the maintenance record entry required by § 43.9 or § 43.11, as applicable has been made.                                                                        
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	DESCRIBE THE ACTION TAKEN 
	[FAR 43.9(a)(1)]

	
	

	
	

	
	

	
	

	
	P/N ON
	
	S/N ON
	

	
	P/N OFF
	
	S/N OFF
	

	By ( please print your name)
	Date & Time Discovered
	Signature, Cert. No., and Kind [FAR 43.9(a)(4)]
	Date [FAR 43.9(a)(2)]

	
	
	Note 1
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	[FAR 43.9(a)(1)]
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	By ( please print your name)
	Date & Time Discovered
	Signature, Cert. No., and Kind [FAR 43.9(a)(4)]
	Date [FAR 43.9(a)(2)]
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	By ( please print your name)
	Date & Time Discovered
	Signature, Cert. No., and Kind [FAR 43.9(a)(4)]
	Date [FAR 43.9(a)(2)]

	
	
	Note 1
	


Note 1
A signature in this block signifies approval for return to service only for the work performed [FAR 43.9(a)(4)].
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Exact transcription from the original write-up
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Note 1: To clear a deferred item, transcribe the write-up to JLS Form 1 along with a reference to this page and clear the write-up normally. Enter the date and ID of the person clearing on this form.

JLS Aviation Form2
AIRWORTHINESS CHECK. 
The pilot in command may not begin a flight unless the pilot determines that the airworthiness inspections required by 91.409 of this chapter have been made. (Amdt. 135‑32, 54 FR 34332, Aug 18, 1989)

JLS Aviation
	MAKE & MODEL
	REGISTRATION NUMBER

	
	N


The OWNER will update the information below after the completion an event.  
Do not make updates on a previously signed form.  Updates require a new form and dated signature.  
	NEXT EVENT DUE 
	DUE
DATE OR TACH TIME 

	
	

	COMPLETED 
	LAST ACCOMPLISHED

	AIRWORTHINESS INSPECTIONS
	DATE 
	TACH TIME

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


I certify that the information above is correct to the best of my knowledge.  

	____________________________
	________________________
	_________________



	Signature 
	Owner
	Date
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