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CHANGES APPLICATION FORM

	Operator: 


	Manual / Revision No:
	Date:

	Operator’s authorised person(s) to approve changes
	

	Details (name, phone, e-mail) of operator’s person(s) responsible for the administration of the Operations documentation
	


LIST OF CHANGED ITEMS

	No


	Annex III (Part-ORO); Annex IV (Part-CAT); 

Annex V (Part-SPA) etc reference1
	OM Reference2
	Reason of Change3



	
	
	Prior approval item according to ORO.GEN.130 (b)


	Notification item according to ORO.GEN.115 (b) and ORO.GEN.130 (c) 
	

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	


	APPLICANT’S STATEMENT OF COMPLIANCE

I have checked the content of the above changes and I verify that they are in full compliance with Regulations, approved AFM and all relevant Company/HCAA Procedures. These changes do not contravene the conditions contained in the Operations Specifications to the Air Operator Certificate to the extent that these changes are not submitted in order to amend/alter these conditions.
Name/Signature/Date:

	INSTRUCTIONS

1. For changes required to be notified in accordance with ORO.GEN.115 (b) and ORO.GEN.130 (c), the operator shall supply the HCAA with intended changes in advance (at least 30 days) of the effective date, as defined in the operator’s procedure, approved by HCAA in accordance with ARO.GEN.310 (c).  
2. For changes to the operator’s documentation as required by Annex III (Part-ORO), safety policy and procedures associated with prior approval items in accordance with ORO.GEN.130, approval shall be obtained before the amendment becomes effective.  Documentation changes associated with the change of an operator certificate should be submitted at least 30 days before the date of the intended changes.

3. The conditions for temporary revisions should be described in the OM, ensuring compliance with ORO.GEN.130. 

4. The conditions for immediate changes required in the interest of safety should be described in the OM, considering that they may be published and applied immediately, provided that any approval required has been applied for.

5. The OM and its changes must be compliant with approved aircraft flight manual (AFM) and be amended as necessary.
6. A single Form can be used for multiple changes which do not require prior approval (ORO.GEN.130(c)).

7. One Form shall be used for each change which requires prior approval (one item per Form) (ORO.GEN.130(b)).

8. If a change which requires prior approval results in several other associated changes which do not require prior approval, one Form shall be used for all changes. 

9. Instructions for the completion of the list of changed items:

(1) Reflect the requirement set out in the Annex associated with changed item (e.g. ORO.AOC.135 -Personnel requirements).
(2) Enter references to all your Operations documents associated with the changed item (e.g. OMA, OMB/MEL, SMSM, GOM, FDM, CCM, etc.) in the two different columns:  either as items need to be approved or items need to be notified to HCAA. 
(3) Indicate the reason for the change (e.g. Contracted activities within the operator’s scope of approval have been revised). 


Receipt of application acknowledged: 






HCAA Inspector Initials/ Operators and HCAA protocol numbers and Date

Operator notified about the non-compliance (see NOTE 4): 
HCAA Inspector Initials/HCAA letter reference No/Letter Date

Operator’s compliance with the applicable requirements verified: 






HCAA Inspector Initials/verification Date

Effective date arranged: 
HCAA Inspector Initials/Effective Date

HCAA Specific Approval issued (if applicable) or new AOC/OPS SPECs issued: 






HCAA Letter reference No/Date

OM Change received and incorporated (HCAA copy): 
HCAA Inspector Initials/Date 

Procedure completed:

	Inspectorate Staff (name and Signature)
	                                            Head Flight Ops (name and Signature)

	
	


NOTE 1: This Form, when completed satisfactory by the assigned Inspector, and co-signed by The Head of Flight Ops and the Director of Flight Standards consists the “approval” required by Regulation (EU) No. 2018/1139 and its IRs concerning OM changes.  No separate approval letter is required.

ΝΟΤΕ 2: Only the Inspector signs this Form if the change does not require an “approval”.

NOTE 3: The original completed Form is kept with the HCAA files after the Operator Representative signs below.  
[image: image1.png]A copy of the completed Form is given to the Operator. 
NOTE 4: If the Operator is notified about the non-compliance, 
the procedure restarts by submitting a new completed FORM.
PRIOR APPROVAL        OR               NOTIFICATION ONLY                REVIEW (FOR HCAA USE ONLY
                Copy received by Opearor’s representative (name/position/signature/date)
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