IEX050

AUDIT CHECKLIST

Use this checklist for guidance whenever an organization-wide audit is required.


	Item
	Reference
	Parts
	Requirements
	Check

	1
	Safety Programme
	Safety Meetings

Management Review
	3 months. Minutes to be recorded.

Is the agenda being followed?

Where are the minutes filed?

Are follow-up actions being taken?
	

	
	
	Hazard Report
	What is the purpose?

Do all persons know about this procedure?

Where are reports kept?
	

	
	
	Restriction or Suspension of Ops
	What circumstances?

Who is responsible?

How would it be done?
	

	2
	Internal QA
	Incident Procedures
	Are all incidents being properly identified?

Reported within 10 days if not serious?

Is the correct procedure being followed?

Investigated and reported within 90 days?

Where are the records maintained?
	

	
	
	Quality Actions
	What is the purpose?

Where are these records kept?

How does the weekly review process work?
	

	
	
	Quality Inspections
	Is the schedule being followed?

Are findings subject to Quality Action?

Where are the records kept?
	

	
	
	Quality Schedule
	Have all time-based (calendar) requirements been identified? Is the iaS being used?

Is there a reminder process?

Who is responsible for the schedule?

How are actions recorded?
	

	
	
	Safety Investigations
	Who does them?

How does the person receive the details?

What process is used to inform others of the results?
	

	
	
	Quality Indicators
	How does this procedure work?
	

	Item
	Reference
	Parts
	Requirements
	Check

	3
	Document Control
	Document Register
	Are all relevant documents recorded?

How frequently are the documents checked?

Is this requirement specified in the Quality Schedule?

Have obsolete documents been identified?
	

	
	
	Records
	Have records been identified?

Are records maintained for required periods?

Have 
	

	
	
	Preservation of Records
	Who will attend to this?
	

	
	
	Training & Crew Competency Records
	Does each pilot have a Flight Crew record Form?

Are all pilot training and competency records being maintained? 
	

	
	
	Authorisations
	Are any in effect?

What about pilot maintenance?

Where are the records kept?
	

	4
	Smoking Policy
	Safety Briefings
	Are non-smoking signs displayed at passenger loading location?

Is requirement covered in safety briefing?
	

	5
	Amending the Exposition
	OPS Notice
	Are OPS Notices being used?

How are they distributed?

Where are the records?

Are exposition amendments being actioned in accordance with procedure?
	

	6
	Training & Checking
	Training Provider

Instructor Requirements

Instructor Proficiency Assessment

Instructor recurrent Training
	Are the persons correctly identified?

Are they appropriately qualified?

Do they receive recurrent training?

How are these requirements checked? 
	

	
	
	Pilot Training


	Are training requirements being satisfied?
	

	Item
	Reference
	Parts
	Requirements
	Check

	
	Training & Checking

Ccontinued)
	Recurrent Training Programme
	Has the review been carried out?

Has the training programme been documented?

Have pilots been issued a Training Record form?
	

	
	
	Initial Training
	Who conducts this training?

How is it recorded?
	

	
	
	Route & Aerodrome Qualification
	Are qualifications properly recorded?
	

	
	
	Type Rating
	Where are details of the approved course of technical training?
	

	
	
	Checking Provider

Flight Examiner Requirements
	Is there a written agreement in place?

Are details correctly recorded?
	

	
	
	Flight Attendant Training

(if applicable)
	Are requirements covered?

Is the Training Manual controlled?

Is the manual recorded in the Documents Register?
	

	
	
	Examinations
	Are the CAA approved examination papers for Type Rating held in a secure environment?
	

	7
	Fatigue
	Flight & Duty Time
	Are requirements understood?

Are records being maintained?

How does the Chief Pilot monitor the records?

How are the Maintenance Provider requirements checked?
	

	8
	Emergency Situation Action Plan
	Overdue Aircraft
	Have all persons received training?

Is there an emergency contact list available?

Are any other procedures designated?

Has the plan been reviewed?
	

	Item
	Reference
	Parts
	Requirements
	Check

	9
	Flight Authorisation & Control
	Flight Crew Record
	Who is responsible?

Is a category recorded on each Flight Crew Record?

How is the pilot-in command assigned for each flight?
	

	10
	Flight Route Instructions
	Aerodromes
	Where are Flight OPS Instructions located?

Has each pilot signed the monthly signature sheet?

Do casual pilots know they must sign the sheet?

How checks and are such checks recorded?

Are details included of aerodromes used but not listed in the AIP?

Have these aerodromes been assessed in previous 12 months?

How is this carried out?

Have details been recorded?

Are flight route guides available for each VFR route? What about standard loading plans included?
	

	
	
	Performance Requirements
	Are details of aerodromes listed where MCTOW performance is not available?
	

	
	
	Fuel Consumption Planning
	Are details of the minimum fuel loads published?

Are fuel consumption records maintained?
	

	11
	Fuel & Oil Standards
	Fuel Contamination Checks
	Are records kept of fuel purchases?

Are fuel contamination checks carried out? 
	

	12
	Aircraft Operation
	Flight Manual
	How is the manual controlled?

How are amendment notifications circulated?

Do cockpit checks conform with manual?


	

	Item
	Reference
	Parts
	Requirements
	Check

	
	Aircraft Operation

(continued)
	Emergency Equipment
	Is equipment checked on pre-flight?

Are items on the appropriate checklist?
	

	
	
	Emergency Locator Beacon
	Is this item checked on pre-flight?

Is requirement on the appropriate checklist?
	

	
	
	Minimum Equipment
	How are these requirements complied with?
	

	
	
	Take-off & Landing
	Are crew disciplines being adhered to?

Are crew briefings performed?
	

	13
	Loading & Performance
	Performance 
	How is loading carried out to ensure compliance with AUW and CG limitations?

How are passenger weights determined?

How is baggage weight determined?

How is carry-on baggage stowed for take-off and landing?
	

	
	
	Load Manifest

(if applicable)
	Does the pilot sign each load sheet?

Are load sheets and passenger manifests retained?

How is this being done?
	

	
	
	Cockpit Checks
	Does the checklist contain the Flight Manual requirements?

Is the checklist controlled?

Are details contained in the Document Register?
	

	14
	Carriage of Dangerous Goods
	Initial Training

Flight Attendant Training
	Have all flight crew received DG awareness training?

Has completion of the training been recorded on the appropriate record?
	

	15
	Safety Briefings
	Seat Belts

Emergency Equipment

Portable Electronic Devices

Smoking Policy
	Does the briefing cover all requirements?

Does it include the CAA rule compliance statement?

Are briefing cards used?

Is the briefing given before each flight?
	

	Item
	Reference
	Parts
	Requirements
	Check

	16
	Maintenance Responsibilities
	In-Service Defects
	Are ALL defects recorded in the Tech Log?

Is an MEL used?
	

	
	
	Control of Maintenance
	Are details of meetings with the Maintenance Provider recorded?

How are maintenance events tracked?
	

	
	
	Instruments & Equipment
	How are these items satisfied?
	

	
	
	Pilot Maintenance
	Are pilots authorised?
	

	
	
	Hired or Leased Aircraft
	How will another aircraft be checked to ensure it satisfies exposition requirements?
	

	
	
	Defect Incident Report
	Is CAA receiving details of defects discovered during maintenance?

How is this being recorded?
	

	
	
	Maintenance Provider
	Does the Maintenance Provider have access to the relevant Maintenance Procedures?
	

	
	
	Contracting of Maintenance
	Has the Maintenance Agreement been actioned?

Where is the agreement kept?
	

	
	
	Maintenance Records
	Are these kept in a fire proof environment?
	

	
	
	Maintenance Data
	What is the process for reviewing data?

What is used for a work order?

Where are the records kept?
	

	
	
	Ground Running Checks
	Are all details being recorded in the Maintenance Records? 
	

	17
	General
	Operations Specifications
	Where are Ops Specs kept?

What is their significance?

When will an amendment be necessary?

How is an amendment effected?

Where are exemptions specified?
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