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[bookmark: _GoBack]SHT 21 SUBPART F PRODUCTION ORGANISATION EXPOSITION (POE) INDEX COMPLIANCE CHECK LIST
	Organisation:
	

	Application date:
	
	Application Ref.:
	

	Isuue/Revision No:
	
	Issue/Revision Date:
	

	Reason for Revision
	




	
	Ref to POE paragraph
	Comment for applicant
	Comment for Competent Authority

	
	
	

	General information that should be in the first page
	
	
	

	SHT 21 subpart F Production Organisation Exposition
	
	
	

	Name and address of the Organisation complying with official name (as per business registration)
	
	
	

	Approval reference of the POA
	
	
	

	Reference of the Exposition with issue number 
	
	
	

	Approval date
	
	
	

	
	
	
	

	General information for each page
	
	
	

	Name of the organisation 
	
	
	

	POE identification 
	
	
	

	Amendment/revision number of the POE
	
	
	

	Page number
	
	
	

	
	
	

	

	General chapters
	
	
	

	Table of content 
	
	
	

	History of revision
	
	Including status of the revision. Please ensure that the changes are somehow highlighted and that they are easy to identify.
	

	List of effectives pages 
	
	
	

	Distribution list
	
	
	

	Terms and abbreviation
	
	This can be removed from general chapters if any abbreviations are defined every time it is used in the document
	

	Introduction / Description of the Organisation
	
	This is to present the organisation
	

	
	
	
	

	Management Procedures
	
	
	

	Signed corporate commitment by the Accountable Manager
	
	Shall confirm that the production organisation exposition and any associated manuals which define the organisation’s compliance with this subpart will be complied with at all times.
	

	Nomination of Accountable Manager with reference to delegation letter when the AM is nominated by top management
	
	The letter of nomination of AM by top management shall be included in the POE (e.g., as an attachment)
	

	Management personnel
	
	Shall list the title and names of all the nominated persons in front of the POA, as well as deputies as applicable 
	

	Duties and responsibilities of:
	
	Shall also include matters on which they may deal directly with the competent authority on behalf of the Organisation.
	

	· Accountable manager
	
	
	

	· Production manager
	
	
	

	· Any other manager related to POA
	
	
	

	Organisational chart 
	
	The org chart shall identify the reporting lines and nominated managers
	

	List of SHT 21 certifying staff
	
	This can also be an appendix
	

	General description of the man-power resources
	
	The general description of man-power resources shall identify the number of staff (headcount) related to POA activities under the scope of approval.
	

	General description of the facilities 
	
	Containing the address and details of each facility included in the scope of the POA.
	

	Scope of work
	
	The general scope of work relevant to the terms of approval shall be described here. Additionally, it should refer to the full list of P/N (part number) produced under the production approval, the capability list or to the database that gives the list. For the products, it should refer to the type certificate number. 
In case of various DO/PO arrangements, a list of all DO/PO arrangements shall be included.

	

	Notification procedure of organisational changes to Competent Authority.
	
	Shall list all the changes identified as significant changes. Shall describe how each type (significant or not) of changes are managed.
It includes change of accountable manager, change of other nominated managers, change of location of facility etc…
	

	Amendment procedure of the exposition
	
	It shall describe how and by whom are the Exposition and the associated documents updated.
	

	Communications with the competent authority and assistance and communication with the design approval holder
	
	It shall describe how to handle continuing airworthiness actions and reporting system
	

	Supplier/subcontractor list
	
	It shall include the main suppliers list plus the reference to the full suppliers list if the list is too big. 
	

	Flight test operations manual defining the organisation's policies and procedures in relation to flight test
	
	If flight tests are to be conducted
	

	Alternative means of compliance
	
	If an organisation wishes to use alternative means of compliance, a procedure in the POE needs to describe the process for developing such AltMoC. The organisation may use those alternative means of compliance subject to prior approval from the competent authority.  

Mark this chapter as not applicable (N/A) if not intended to make use of AltMoC. 
	

	
	
	
	

	

	
	
	

	Inspection System
	
	
	

	Conformity of supplied parts, appliances and material
	
	It shall describe and implement acceptance standards and control methods for raw materials, subcontracted work, supplied products and BFE items; establish appropriate inspection and testing techniques; define the use of EASA Form 1 as evidence of conformity; and ensure a control system for incoming materials, especially for suppliers not holding a POA.
	

	Identification of incoming materials and parts
	
	It shall describe all incoming parts and materials from external sources must be identified, inspected for transport damage, verified against accompanying documentation and configuration requirements, formally accepted through an inspection statement before use, recorded in a traceable system, and physically segregated during incoming inspection and storage.
	

	Means of checking of the production processes
	
	This pargraph shall describe that the Production Inspection System must ensure controlled and up-to-date production data, qualified and competent personnel, suitable and controlled working environments, and properly maintained and calibrated equipment and tools to guarantee that all production processes comply with applicable requirements.
	

	Applicable design/production data procedures
	
	It shall describe that establish procedures to ensure accurate transcription of design data into manufacturing data, define how design data is used and traced to demonstrate conformity and safe operation for issuing a Statement of Conformity, and ensure that all production activities are properly documented with clear work descriptions and responsible personnel identification.
	

	Inspection of parts in process
	
	It shall describe that the Production Inspection System must ensure through planned inspections at defined production stages that correct specifications are used and processes comply strictly with them, define required inspector qualifications, include the inspection plan in the approved manual, and require additional inspections for safety-critical parts at each production stage.
	

	Suitable storage and protection
	
	It shall describe storage areas must ensure environmental protection, damage prevention, proper handling, traceability, authorised access control, segregation of hazardous and non-conforming items, and preservation of part integrity through defined procedures and controlled conditions.
	

	Use of derived data instead of original design data
	
	
	

	Segregation of rejected material
	
	
	

	Engineering and manufacturing review procedure
	
	It shall describe that any deviation from manufacturing or inspection data must be recorded, submitted to the Design Approval Holder for review, and managed according to Part 21 requirements, including treating unintentional deviations as approved design changes.
	

	Appendixes
	
	
	

	Capability List
	
	If applicable
	

	Cross reference table between SHT 21 requirements and internal documents.
	
	This is not applicable in case there are no other internal POA documents than POE.
	

	SHGM Form 1 template
	
	The template shall be adapted to each organisation
	

	SHGM Form 52 template
	
	If applicable.
The template shall be adapted to each organisation
	


	Inspected by Name Surname-Title
	Signature
	Date
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