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I. LOG OF REVISIONS 
 

REVISION 
LEVEL 

PAGE REVISION DESCRIPTION APPROVAL  DATE 

- ALL 
Initial Release 

FAA July 1, 
2009 

1.0 2, 5,15, 
21, 118, 
119, 121-
131  

All 

Correct typographical error on header of each page.  
Remove Jim Smisek as ODA administrator throughout 
manual.  Added Randy Harper as ODA administrator 
throughout manual.  
 
Correct ODA number in header, missing “0”.  Section 
7.0, AFS-640 should be AFS-750.  AR delegation 
outside of scope, Aaron Kidwell.  Added Roger Smith as 
General Manager and updated Organizational Chart 
Page 121.  Relocated ODA to Main Facility page 133.   

Dr. Ingrid 
Knox for 
Michele 
Owsley 

12-08-09 

1.1 7, 11, 20, 
42, 53, 
121, 133, 
146, 344, 
346, 364,  

Added note regarding UM"s.  Added CCB.  Remove 
Flight Operations.  Remove CFS103 and added EFRM 
7.2-03-01.  Upon receipt of the EFRM the ODA will fill 
out Form 103.  Remove Section 45 Paragraph d(2)(b0) 
and add Paragraph 018.  Updated ODA Holder and Unit 
Organizational Chart.  During STC projects all assigned 
Unit Members are dedicated ODA personnel and will not 
“share ODA UM duties” with any other department or 
individual.  Updated Appendix E Page Numbers.  
Remove existing Form 309 and add correct Form 309.  
Remove existing Form 310 and add correct Form 310.  
Remove Flight Operations and add Engineering. 

Randy Harper 04-18-11 

1.2 All 
 
15, 
9, 21, 22, 
24, 28, 
31, 33, 
44, 49, 
52 
111, 113 
117 
121  thru 
131 
162 
209 
268, 269 
284 
286 
 
287,288 

Change Michele Owsley to Monica Merritt.  Change 
Walter Hutchings to Jim Orchard.  Change Bruce Cain 
to Carlton Cochran.  Correct revisions and dates of FAA 
doc.  Correct capital A in administrator. 
Delete Kathy Hott. 
Corrected typographical and grammar errors to make 
document more uniform, removed Avionics and 
Surveillance System Group. 
Added Applicant Compliance Statement. 
Added 19 Supplier Control 
Update Organization Chart and delete unrelated 
personnel, ,pages 122, 123, 124, 125, 126, 127. 128, 
129, 130, 131 
Replaced FAA Form 8100-11 with current revision. 
Replace Revision – of ODA Form 102 with Revision A. 
Replaced Revision – of ODA Form 108 with Revision A. 
Instructions ODA Form 200 add item (5) STC Project 
Feasibility/Planning Review and new step (f) Applicant 
Compliance Statement under item 15. 
Replaced Revision – of ODA Form 200 with Revision B. 

Randy Harper 11-29-11 
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REVISION 
LEVEL 

PAGE REVISION DESCRIPTION APPROVAL  DATE 

1.3 2, 3, 4, 
14, 15, 
16, 22, 
23, 33, 
52, 53, 
63, 65, 
69, 70, 
75, 92, 
96, 97, 
102, 105, 
113, 114, 
115, 121, 
123, 134, 
135, 148, 
149, 151, 
153, 155, 
158,  
160, 161, 
162, 163, 
165, 175, 
187, 188, 
189, 191, 
197, 198, 
202, 203, 
219, 234, 
264, 265, 
283, 284, 
285, 286, 
287, 288, 
289, 293, 
294, 307, 
313, 316, 
325, 356, 
363, 369, 
370, 371, 
372, 373, 
374, 375, 
376.    

Updated Table of Contents.  Change Monica Merritt to 
J. R. Holton.  Updated revisions on reference 
documents.   Made titles on FAA forms consistent 
throughout document.  Replaced tables 4-2 and 4-3 
from order 8100-8 with paragraph 402-406.   Corrected 
appendix from 3 to C in par. 3 of self audit 
responsibilities.  Replaced Unit Organizational Chart 
and ODA Chart with current revisions.  Added two 
TSOA ratings that were inadvertently left off.  Updated 
page numbers on Appendix E sample forms.  Added 
Form 112 to Project Electronic Document Management.  
Added form 109 to the administrative electronic 
document management.  Updated FAA forms 8100-1, 
8100-9, 8100-11, 8110-1, 8110-12, 8120-10, 8130-6, 
and 8130-9.   Updated ODA forms 102, 106, 200, 204, 
205, 208, 400, and 403.  Added ODA Form 112 
Instructions for Continued Airworthiness Change Impact 
Assessment with instructions.  ECO process corrected 
the release of drawing to documentation control instead 
of production.  Added Appendix H, Memorandum 
Documenting Supplement Type Certificate Technical 
Data Retention Procedures.  Added Stephen Joseph, 
Alternate ODA administrator. 

Randy Harper 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Randy Harper 

 

03-04-13 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

06-25-13 
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REVISION 
LEVEL 

PAGE REVISION DESCRIPTION APPROVAL  DATE 

1.4 2, 16, 
120, 134 

Replaced Lead ODA administrator Randy Harper ODA 
100.3 with Lead ODA administrator Stephen Joseph 
ODA 100.5.  Alternate ODA administrator changed to 
TBD. 

Stephen 
Joseph 

09-27-13 

1.5 
3, 6, 7, 15, 
16, 18, 20, 
23, 24, 25, 
26, 28, 29, 
30, 31, 34, 
36, 42,  49, 
55, 57, 59, 
60, 61, 63, 
65, 67, 69, 
70, 71,  77, 
80, 81, 82, 
83, 85, 88, 
89, 91, 94, 
95, 96, 99, 
100, 101, 
102, 103, 
104, 107, 
111, 113, 
115, 117, 
118, 120, 
122, 123, 
125, 126, 
127, 128, 
129, 130, 
131, 132, 
133, 134, 
135, 140, 
142, 143, 
144, 145, 
146, 147, 
148, 149, 
150, 154, 
163, 175, 
190, 203, 
258, 259, 
260, 265, 
286, 287, 
288, 289, 
290, 291, 
295, 296, 
298, 299, 
300, 301, 
302, 303, 
304, 317, 
318, 321, 
326, 327, 
328, 337, 
338, 339, 
340, 341, 
342, 343, 
344, 345, 
346, 347, 
358, 359, 
365.  

Updated table of contents.  Updated revisions on 
Guidance Material.  Changed 11061M and 11062M from 
issue to issue/amend.  ODA07U1109 added-x where 
necessary for continuity.  Clarified the adding of unit 
members to the ODA and unit member listing.  Added 
note addressing service documents.  Added for 
compliance inspection, to be documented on ODA Form 
301.  Clarified item 5 under Issuance of Special 
Airworthiness Certificate.  Inserted current ODA Holder 
and ODA Unit organization charts.  ODA administrator 
required functions removed 11160 and 11066M.  Flight 
test pilot, flight analyst, structural, powerplant, 
mechanical systems and equipment, and electrical 
systems and equipment removed 11160.  
Inspection/Airworthiness removed 11066M.  
Incorporated changes per 8100.15, add Equivalent 
Level of Safety (ELOS), identified any recommended 
areas for FAA specific findings based on paragraph 11-
7d of FAA Order 8100.15, and ODA to submit quarterly 
inspection unit member’s training status report to OMT.  
Updated Instructions for form 8100-11, form 8130-9, and 
form 111.  Updated ODA forms 104, 105, 201, 205, 208, 
210, 211, and 403 with new revisions. 

Stephen 
Joseph 

12-31-13 
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REVISION 
LEVEL 

PAGE REVISION DESCRIPTION APPROVAL  DATE 

2.0 2, 3, 4, 7, 
8, 10, 11, 
12, 15, 
17, 18, 
24, 25, 
26, 31, 
32, 33, 
35, 60, 
61, 87, 
106, 111, 
112, 113, 
115, 118, 
128, 129, 
130, 140, 
144, 145,  
196, 344, 
345, 346, 
361, 370 

To incorporate changes per 8100.15B Change 1.  
Change title of Roger Smith to President.  Added CPN 
to abbreviations.  Replaced ODA Form 301 with 301A.  
Updated Table of Contents and Appendix E Sample 
Forms page numbers.  Reference Documents updated 
1350.14A to 1350.14B, added W-Chg 1 to 8100.15B, 
and updated change 1 to 2 on 8150.1C.  Removed 
Cobham PLC and added Genesys Aerosystems Group 
Inc.  Added to Manual Control, Administrative Changes; 
Definitions/Form Updates/References; FAA Signed 
Agreements; Changes That Do Not Affect Procedures.  
Added statement that –x denotes current revision.  
Added process for completing the CPN on behalf of the 
OMT Lead.  Added to Major revision process, 
notification to OMT for removal of UM if for ODA-related 
performance.  STIR removed assistant administrator for 
review signature and added for approval to ODA 
administrator.  Corrected paragraph numbering in two 
places.   FAA training updated General Session and 
Inspection Unit members training.  Updated 
requirements for submittal of PNL.  Updated 
requirements for Off Site STC procedures.   Updated 
Powerplant Unit Member required to 1 for DAU projects.  
Updated organizational charts.  Added note to Appendix 
F for use of qualified UM without notification to OMT. 

Stephen 
Joseph 

7-21-14 

2.1 11, 17, 
18, 21, 
22, 62, 
70, 112, 
118, 137,  
372 

Reference Documents updated 2150.3B W/Chg 4 to 
W/Chg 6 and 8110.42C to 8110.42D.  Corrected 
amendment on 21.101 from 21-92 to 21-96.  Corrected 
titles on 8110.37E and 8110.48.  FAA Control, removed 
“The FAA will indicate approval of the manual within 30 
business days.”.  Added Subpart A to Document 8707 
throughout manual.  Updated process for revision of 
8707 for addition of new models to be prior to project.  
Removed typical FAA Concurrence within thirty days for 
PNL’s.  Changed Flight Test ODA unit member for the 
routing of Form 104, to Assistant to the ODA 
administrator.  Electrical Systems and Equipment ODA 
unit Required Function Capabilities remove X for form 
103. 

Stephen 
Joseph 

12-8-14 
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REVISION 
LEVEL 

PAGE REVISION DESCRIPTION APPROVAL  DATE 

3.0 2, 3, 4, 16, 
17, 18, 19, 
20, 21, 23, 
24, 25, 27, 
31, 33, 38, 
39, 40, 46,  
49, 53, 54, 
56, 57, 60, 
62, 63, 64, 
65, 67, 69, 
70, 71, 72, 
73, 75, 76, 
77, 79, 80,  
83, 86, 87, 
88, 89, 91, 
94, 96, 97, 
100, 101, 
102, 105, 
106, 107, 
108, 109, 
110, 112, 
113, 116, 
118, 119, 
120, 122, 
124, 125, 
127, 128, 
129, 130, 
131, 132, 
133, 138, 
139, 140, 
141, 142, 
143, 144, 
145, 149, 
155, 162, 
170, 171, 
163, 173, 
187, 188, 
198, 200, 
266, 253, 
275, 276, 
281, 292, 
293, 294, 
295, 296, 
319, 363, 
368, 369, 
370 

Updated Table of Contents.  Updated signature page to 
show all FAA signatures.  Updated Abbreviations and 
Definitions removed DOT, EP, ICAO, and SFA, added 
DAR.  Reference Documents updated to current revision 
levels and change note to say latest revisions.  Updated 
title for S-TEC General Manager to President.  Added 
Compliance Report throughout document.  Added 
Genesys e-mail address to Lead ODA administrator 
contact information.  Updated requirements for MME.  
Updated minimum unit member audits to 100 percent 
and 33 % minimum of data packages to an effort will be 
made to review all data packages.  Updated 48 hours to 
24 hours for a potentially unsafe condition.  Updated 
Service Difficulties to remove Form EFRM 7.2-03-01 
and updated process.  S001 7.0B added procedures for 
approval of Process Specifications.  Added Compliance 
Report to data that will be compiled, maintained, 
managed by use of ODA form 200.  Change ACO to 
DSCO throughout document.  Remove 42 from MIDO.  
Procedure S001 added note for responsibility of 
receiving approval of technical data by appropriate 
discipline unit members.  Updated ASW-150 to ASW-
130 throughout document for FAA restructure.  
Procedure S006 removed Flight Test UM recommended 
approval for AFMS, will now issue compliance to 
regulations.  Updated MOU.  Procedure S009 add new 
ASW-130 policy for electronic submittal of STC’s.  
Procedure S011 added information to better define 
conformity data package.  Procedure S015 added note 
to have correspondence for MIDO submittal sent to 
ODA.  Procedure S018 updated Off Site procedure per 
FAA memorandum.  Removed reference to 
representative of Quality Assurance.  Clarified location 
of records, as hangar.  Updated Management 
Organization chart.  Revised UM required Function 
Capabilities to add forms 110 and 111.  Added form 104 
to Project Electronic Document Management.  Replaced 
FAA form 8130.29 with 8130.2 throughout document.  
Added new revisions of FAA forms 8100-2, 8110-2, 
8110-12 and 8130-3.  Added revision A of ODA form 
103, 108 and 110.  Added information about risk 
assessment to instructions for FAA for 8110-1.  Change 
Chelton to Genesys throughout document for EFIS and 
ADAHRS, updated for company product name change.   

Loc Nguyen 03-28-16 
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REVISION 
LEVEL 

PAGE REVISION DESCRIPTION APPROVAL  DATE 

4.0 
2, 3, 4, 17, 
18, 19, 20, 
22, 24, 25, 
30, 38, 39, 
56, 58, 64, 
65, 66, 72, 
73, 74, 75, 
123, 124,  
125, 126, 
127, 128, 
132, 135, 
140, 142, 
146, 146, 
147, 148, 
149, 150, 
151, 152, 
167, 168, 
169, 170, 
171, 172, 
173, 174, 
175, 183, 
186, 187, 
188, 189, 
190, 191, 
192, 193, 
194, 195, 
196, 197, 
198, 199, 
228, 229, 
230, 231, 
232, 233, 
234, 235, 
236, 237, 
238, 239, 
240, 241, 
242, 243, 
244, 245, 
246, 247, 
248, 249, 
250, 251, 
252, 253, 
254, 255, 
256, 257, 
258, 259, 
260, 261, 
262, 263, 
264, 265, 
266,  267, 
300, 301, 
302, 303, 
304, 305, 
306, 307, 
308, 309, 
310, 345, 
347, 348, 
349, 350, 
351, 352, 
353, 354, 
355, 356, 
357. 358, 
359, 360, 
365, 377, 
378, 379, 
389, 393, 394 

Updated AEG information on sheet 2.  Changed ASW-
130 to AIR-7J0 throughout Manual.  Updated Table of 
Contents, Added RFMS or Rotorcraft Flight Manual 
Supplement throughout Manual. Updated revision of 
FAA Order 8130.2.  Updated ODA unit member training 
requirements.  Add requirements for authorization to 
accept ICA’s.  Added training for personnel preparing 
ICA’s.  Replaced ODA Form 207 TIR with FAA Form 
8110-31 throughout Manual.  Updated title and revision 
on 8130.2.  Updated change number on FAA order 
2150.3B, 8100.15B, 8110.4C, and 8110.49.  Updated 
revision on 8110.48, 8150.1 and AC 21.101-1.  Added 
Part 27 throughout Manual.  Added 8110-54A 
“Instructions for Continued Airworthiness 
Responsibilities, Requirements and Contents” 
throughout Manual. Added FAA Notification and 
Investigating Safety Concerns,   Added Subpart B to 
Subpart A of 8707 throughout Manual.  Added sending 
of AFMS/RFMS to the AEG for review and acceptance.  
Added function code 11180A, Perform Review and 
Acceptance of Instructions for Continued Airworthiness 
(ICA).  Added items for ICA to S001 and S002.  Added 
Procedure S020, 11180A for ICA.  Added C4c and C106 
to Technical Standard Order Authorizations.  Added Part 
27 software limitations to Electrical Systems and 
Equipment functions capabilities.   Updated page 
numbers for Appendix E Sample Forms.  Added revised 
FAA Form 8110-1 and updated instructions.  Added 
revised FAA Form 8110-26.  Added instructions for FAA 
Form 8110-31 (Part II).  Replaced ODA Form 102 to 
show form number.  Added current revision of ODA 
Form 112.  Added current revision of ODA Form 200.  
Added current revision of ODA Form 211.  Added ODA 
Form 212.  Added current revision of ODA form 310. 

Richard 
Snyder 

9-7-2017 
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REVISION 
LEVEL 

PAGE REVISION DESCRIPTION APPROVAL  DATE 

4.1 2, 3, 4, 11, 
136, 137, 
139, 140, 
401. 

Replaced Roger Smith President with Bill Flood General 
Manager.  Updated MOU, Organization charts, Table of 
Contents. 

Stephen 
Joseph 

4-08-21 

4.2 2, 11, 136, 
137, 139, 
140, 141, 
401. 

Updated MOU and Organization charts.  Changed Bill 
Flood’s title from General Manager to President. 

Stephen 
Joseph 

8-10-21 

4.3 2, 11, 22, 
136, 139, 
140. 

Updated MOU and Organization charts.  Replaced Lead 
ODA administrator Stephen Joseph ODA 100.5.  With 
Lead ODA administrator Ben Morrow ODA 100.6.  
Changed Alternate ODA administrator to TBD. 

Ben Morrow 3-02-22 

4.4 2, 11, 28, 
136, 137, 
138, 139, 
140, 401. 

Replaced Bill Flood President with Sharmila Durairaj 
General Manager.  Updated MOU and Organization 
charts. 

Ben Morrow 6-13-22 

5.0 3, 4, 11, 
15, 16, 17, 
19, 20, 21, 
24, 27, 33, 
34, 35, 37, 
38, 42, 45, 
50, 51, 52, 
53, 61, 67, 
69, 70, 71, 
76, 90, 
126, 128, 
135, 140, 
142, 146, 
150, 158, 
167, 173, 
182, 183, 
184, 185, 
186, 187, 
188, 190, 
221, 227, 
302, 306, 
321, 339, 
341, 385, 
386, 396, 
397, 398, 
399, 400, 
404, 405, 
410,   

Addition of new and longer forms, update page numbers.  
Addition for new revision of manual. Add electronically 
distributed manual on company website with UM’s being 
responsible for maintaining manual, for both ODA manual and 
Unit Member Listing.  Remove AEG, CD, RGL, and DIN.  Add 
AED, DRS, and DMS.  Change ACO to ACOB and change 
drawing to Data for MDL.  Added Note “Orders referenced 
with-in this document refer to the specified revision or latest 
revision. Add Part 29, effect on September 1992 to 14 CFR.  
Updated change and revision on FAA order 2150.3C.  
Updated change for 8100.15B.Updated Revision of 8110.37 
and 8110.49.  Added change to 8110.42.  Corrected title on 
8130.2.  Added 8110-54A.  Changed AC 00-58B to 00-68 
where applicable.  Added (dba) Genesys Aerosystems.  
Corrected Figures A3 and A4.added in their discipline, and in 
the latest applicable FAA airworthiness standards, policies, 
and procedures.  Change ACO to ACOB throughout manual.  
Change form 111 to 110.  Insert ODA Responsibilities to 
Prevent and Address Unit Member Interference.  Change RGL 
to DRS throughout manual.  Add Part 29 to Appendix A and 
were applicable in manual.  Add “ODA has full ICA 
delegation”.  Remove to send items via “Federal Express, 
UPS, or US postal Service Next Day Letter” on CD when 
possible.  Add FAA Order 4040.26 where required.  Change 
paper copy to electronic copy.  Replace holder chart.  
Appendix A add “As senior management of the ODA holder, 
we will protect ODA UMs from actions that constitute inference 
including reprisal for reporting suspected interference.  We 
understand that changing the employment status, pay, duties, 
work, location or retention status may be investigated by the 
FAA.”  Added 500 series form per FAA notice 8100.17  
Replace forms 8110-12, 8130-6, 8130-9, ODA forms 111, 112, 
201, 204, 205, and 400 with instructions.  Appendix G Remove 
S-TEC and S-TEC Genesys and add avionics. 

Ben Morrow 3-22-23 
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REVISION 
LEVEL 

PAGE REVISION DESCRIPTION APPROVAL  DATE 

5.1 2, 11, 12, 
139, 140, 
143, 144, 
360, 361, 
413. 

Replaced Sharmila Durairaj General Manager with Paul 
Stoelting General Manager.  Updated MOU and 
Organization charts. Update ODA form 211 per FAA 
Memorandum Flight Manual Approvals and Delegation 
of Signature Authority. 
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II. LIST OF EFFECTIVE PAGES 
 
The list of pages affected by a revision will be listed in the “Page” column of the “Log of 
Revisions” in the previous section. This list will provide a record of each page of subject 
revision.  
 
A complete replacement distribution of this manual will be provided to the FAA OMT and all 
ODA unit members at any revision or change. The process for conducting these revision 
changes is provided in Section III “Manual Control”. 
 
Following are examples of revisions for both minor and major change revisions of this 
manual. 
 
Example – Minor Revision 

REVISION 
LEVEL 

PAGE  REVISION DESCRIPTION APPROVAL  DATE 

0.0 ALL Initial Release FAA  

0.1 11 
19  
24 
63a 
 

Para 3.c(3) - Correct typographical error 
Para 8.c - Change location of training records 
Para 15.a(3) - Revise STC application procedure 
Add Unit Member 300.6 - Rufus Amos, FAA-DER 

ODA admin  

 

 
Example – Major Revision 

REVISION 
LEVEL 

PAGE  REVISION DESCRIPTION APPROVAL  DATE 

0.0 ALL Initial Release FAA  

1.p1 11 
19  
24 
63a 

Para 3.c(3) - Correct typographical error 
Para 8.c - Change location of training records 
Para 15.a(3) - Revise STC application procedure 
Add Unit Member 300.6 - Rufus Amos 

ODA admin  

1.p2 63b Add Unit Member 300.7 - Ferd Berkel ODA admin  

1.0 ALL 
 
 

Incorporate all previous minor revision changes 
Para 15.b - Change of STC Amendments 
procedure 

FAA  
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III. MANUAL CONTROL 
 

A. Changes Requiring FAA Approval 
 

Revision of, or changes to this manual except for those identified here must be approved 
by the FAA before implementation. 

 
“Minor Revision” 
Minor revisions have no appreciable effect on the operation methodology or regulatory 
requirement of the ODA unit member functions as set forth in this manual.  Typical 
revisions not requiring FAA prior approval will be, but not limited to: 
 
ADMINISTRATIVE CHANGES: 
 

1. Spelling, 
2. Grammar, 
3. Typos, 
4. Punctuation, 
5. Abbreviations and Acronyms, 
6. Cross References, 
7. Table of Contents, 
8. Revision Control Sheet Updates, 
9. Formatting, 
10. Page Numbers (not major section numbers), 
11. Sub-paragraph Numbers (not major section numbers), 
12. List of Controlled Manual Holders (as applicable), 

 
DEFINITIONS / FORM UPDATES / REFERENCES: 

 
1. Clarity additions to match FAA standard definitions, 
2. Updated to latest, most current FAA forms and/or instructions, 
3. Internal company form number changes, 
4. Minor changes to company / ODA forms that do not affect the intended purpose, 

content or usage of the form, 
5. Update of the revision levels and paragraph citations of FAA orders / ACs as long 

as the manual procedures are not changed, 
 

 
 
 
 
 



            

           ODA 

S-TEC Corporation, ODA # ODA-700096-SW 
ODA Procedures Manual 
ODAA07P0915 
Revision 5.1 

 
 

Page                       15 of 414 
 
Date  17 May 2023 
Control File  ODAA07P0915 

 

All reports, analyses, drawings, documents, or other data provided to the FAA by S-TEC are confidential/proprietary and are only to be 
used by FAA employees in conjunction with S-TEC certification projects, Supplemental Type Certificates (STC), Parts Manufacturing 
Approvals (PMA), or Technical Standard Orders (TSO).  Release of this information or data in any form to any other party without prior 
written consent of S-TEC Corporation is prohibited. 

 

FAA SIGNED AGREEMENTS 
 

Incorporation of an update to an MOU and/or signed FAA agreement already 
contained or referenced in the manual, 
 
CHANGES THAT DO NOT AFFECT PROCEDURES: 

 
1. Addition of information required by revisions to FAA orders (for example:  8110.4; 

8100.15; 8130.2, etc.), that provides additional clarification or guidance but does not 
make substantive changes to the procedures or requirements, 

2. Minor revisions to clarify content without altering the intent or procedures, 
3. Internal organizational name change (not organizational structure).  Any name change 

for the ODA holder or changes in the ODA holder/unit organizational structure must be 
submitted for approval, 

4. Facility arrangement changes,  
5. STC project data distribution changes,  
6. Addition or removal of forms listed in appendix E, 

 
“Major Revision” 
All other revisions and changes require FAA approval. 
 
B. FAA Control 

 
All revisions to this manual requiring FAA approval will be submitted by the organization’s 
ODA administrator and approved by the OMT Lead prior to incorporation into the manual. 
 
The OMT will return the signed manual to the ODA administrator for distribution. 
 
C. S-TEC Control 
 

1. When the ODA administrator determines that the manual requires revision or 
change, a determination of minor/major revision will be made by the ODA 
administrator. The following process appropriate to the determination will be 
followed by the ODA administrator. 

 
a. Minor Revision Process 

 

1. The ODA administrator will incorporate the revisions and changes into the 
manual. The Log of Revisions will be revised to reflect the pages and 
paragraphs, or sections affected by the revisions or changes. A 
chronological  
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listing of the minor revisions will be maintained by incrementing the “decimal 
number suffix” of the current revision level of the manual and listing a 
description of the revision in the Log of Revisions. All pages of the revised 
manual will indicate the current revision level of the manual. 

 
2. The ODA administrator will place the new minor revision into effect 

immediately making it the current revision.  At that time, any previous 
revisions are cancelled.  The current revision will be distributed in the 
following manner: 

 
(a) A letter explaining the minor manual revision change along with the 
revised manual will be prepared and submitted to the OMT for 
concurrence within 30 calendar days after the manual is revised.  At the 
same time a letter explaining the minor manual revision change along 
with the revised manual will be prepared and submitted to the active 
ODA unit members. The revised manual will be distributed electronically 
by using the company website.  ODA unit members and the OMT lead 
will be assigned login access to the latest revision of the ODA manual 
using the company website. 
 
(b) ODA unit members will be responsible for maintaining a current ODA 
Procedures Manual revision 
 

(c) The ODA administrator will retain Master copies of past revisions 
indefinitely or until surrendered to the FAA.  

 
b. Major Revision Process 

 
1. The ODA administrator will incorporate the revisions and changes into the 

manual. The Log of Revisions will be revised to reflect the pages and 
paragraphs, or sections affected by the revisions or changes. A draft of the 
entire manual incorporating the major and all prior minor revisions will be 
prepared to communicate the proposed major revision to the FAA. Each draft of 
the major revision will be denoted by a “p” and decimal number suffix.  The 
decimal number will be created from the proposed revision number, starting at 
x.p1, sequencing to x.p2, x.p3, x.p4, and so on, for each draft in work, where x 
is the proposed new major revision number. All pages of the revised manual will 
indicate the current revision level of the manual. 

 
2. When the FAA indicates written acceptance of the proposed major revision, the 

ODA administrator will prepare a final draft for FAA review and approval by:  
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a. Incorporating any changes as agreed to by the ODA administrator and 
the OMT.  
b. Changing the revision number to the ascending whole number by 
changing the denoted decimal number suffix to “x.0”. 
c. ODA administrator signature and date. 

 
3. The ODA administrator will submit the final draft to the OMT Lead for FAA 

review and approval. 
 
4. The OMT will review and approve the major revision change and communicate 

a written response of the approval as outlined in Paragraph b. “FAA Control” of 
this Section. 

 
5. When the ODA administrator receives FAA approval of the major revision to the 

manual, the new revision will be placed into effect immediately and become the 
current revision.  At that time, any previous revisions are cancelled.  The current 
revision will be distributed in the following manner: 

 
(a) The revised manual will be distributed electronically and by using the 
company website.  ODA unit members will be assigned login access to 
the latest revision of the ODA manual using the company website.  
 
(b) ODA unit members will be responsible for maintaining a current ODA 
Procedures Manual revision. 
 
(c) The ODA administrator will retain master copies of past revisions 
indefinitely or until surrendered to the FAA. 

 
(a) To whom is on the distribution list, and allowed access to the manual 
revisions, 
(b) Date of notifications of revisions provided to the ODA unit members, and 
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IV. ABBREVIATIONS AND DEFINITIONS 
 
14CFR Title 14 of the Code of Federal Regulations 
ACOB  Aircraft Certification Office Branches 
AD  Airworthiness Directive 
AED  Aircraft Evaluation Division 
AFM  Aircraft Flight Manual 
AFMS  Aircraft Flight Manual Supplement 
AFS  Flight Standards Aircraft Registration Branch 
ASI  Aviation Safety Inspector 
CAR  Corrective Action Request 
CCB  Configuration Control Board 
CCL  Compliance Check List (ODA Form 202) 
CIP  Conformity Inspection Plan (ODA Form 203) 
CPN  Certification Project Notification 
DAR  Designated Airworthiness Representative 
DER  Designated Engineering Representative 
DMS  Designee Management System 
DRS  Dynamic Regulatory System 
ELOS  Equivalent Level of Safety 
FAA  Federal Aviation Administration 
FCOM  Flight Crew Operating Manual 
FSDO  Flight Standards District Office 
ICA  Instructions for Continued Airworthiness 
ID  Identification 
MDL  Master Drawing / Data List 
MIDO  Manufacturing Inspection District Office 
MMEL  Master Minimum Equipment List 
MOU  Memorandum of Understanding 
ODA  Organization Designation Authorization 
OMT  Organization Management Team 
PMA  Parts Manufacturing Approval 
PNL  Program Notification Letter 
PSCP  Project Specific Certification Plan (ODA Form 201) 
RFC  Request for Conformity (FAA Form 8120-10) 
RFMS  Rotorcraft Flight Manual Supplement 
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ABBREVIATIONS AND DEFINITIONS (CONT’D) 
 
SDR  Service Difficulty Report 
STC  Supplemental Type Certificate (FAA Form 8110-2) 
STIR  Supplemental Type Inspection Report (FAA Form 8110-26) 
TC  Type Certificate 
TCDS  Type Certificate Data Sheet 
TIA  Type Inspection Authorization (FAA Form 8110-1) 
TIR  Type Inspection Report (FAA Form 8110-31) 
TSO  Technical Standards Order 
UM   Unit Member 
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Data Drawings, specifications, requirements documents, design definition 

documents, test plans, and test reports containing sufficient descriptive and 
substantiating compliance information to completely describe the design of the 
modification or installation. 

 
STC Package The compilation of but not limited to the PNL, PSCP, CCL, CIP, STC data with 

substantiating FAA regulation compliance determinations, Compliance Report, 
FAA response information and FAA-ODA communications pertinent to the 
project, Instructions for Continued Airworthiness, Aircraft Flight Manual 
Supplement, Conformity records, Type Inspection Authorization, 
Supplemental Type Inspection Report, Type Inspection Report, STC Board 
meeting summaries, and other information pertinent to issuance of the STC. 

 
Business Day Based on a five day, forty hour work week, with days of operation of Monday 

through Friday.  A business day does not include published Government and 
Company holidays on which normal business operations are not conducted. 

 
V. REFERENCE DOCUMENTS 
 
Note: Orders referenced within this document refer to the specified revision or latest revision. 
 

14 CFR part 
 
 
21 effective 16 Apr 2011 
21.3 amdt 21-101 
21.33 amdt 21-92 
21.47 amdt 21-101 
21.53 amdt 21-92 
21.101 amdt 21-100 
21.113 amdt  21-101 
21.115 amdt 21-77 
21.197 amdt 21-92 
23 in effect on 17 Feb 1987 
27 in effect on 30 Jan 2012 
29 in effect on 16 Sept 1992 
34 in effect on 31-Dec-2012 
36 in effect on 04 Aug 2005 
39 in effect on 21 Aug 2002 
43 in effect on 02 Apr 2010 

FAA Orders 
1350.14B 
 
 
2150.3C 
W/Chg 7 
 
4040.26C 
 
 
8100.8D 
 
8100.15B 
W/Chg 3 
 
 
8110.4C 
W/Chg 6 
 

Title 
Records Management  
 
 
FAA Compliance and Enforcement 
Program  
 
Aircraft Certification Service Flight Test 
Risk Management 
 
Designee Management Handbook 
 
Organization Designation Authorization 
Procedures 
 
Type Certification 
 
 
Designated Engineering Representative 
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145 in effect on 31 Jan 2004 
145.203 amdt 145-27 
183 in effect on 14 Nov 2005 
183.45 amdt 183-12 
183.61 amdt 183-14 
183.63 amdt 183-14 
183.67 amdt 183-12 
183 subpart D in effect on 14 
Nov 2005 

 
 

8110.37F 
 
 
8110.48A 
 
 
8130.2J 
 
 
8130.21H 
W/Chg 1 
 
 
 
8110.42D 
W/Chg 1 
 
 
8150.1D 
 
 
8110.49A 
 
8110.54A 
 

(DER) Handbook 
 
 
How to Establish the Certification Basis 
for Changed Aeronautical Products 
 
Airworthiness Certification of Products 
and Articles7 
 
Procedures for Completion and Use of 
the Authorized Release Certificate, FAA 
Form 8130-3, Airworthiness Approval 
Tag 
 
Parts Manufacturer Approval 
Procedures 
 
 
Technical Standard Order Program  
 
 
Software Approval Guidelines 
 
Instructions for Continued Airworthiness  
Responsibilities, Requirements and 
Contents 

 

Advisory Circulars AC 00-68 Aircraft Certification Service Voluntary Disclosure 
Reporting Program 
AC 21-40A Guide for Obtaining a Supplemental Type Certificate 
AC 21.101-1B Establishing The Certification Basis of Changed 
Aeronautical Products 
 

S-TEC unit member 
listing 
 

S-TEC ODAA07U1109 (latest rev) 

Other S-TEC Supplemental Type Certificate directory document #8707 
Subpart A and B 
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1. PREFACE & INTRODUCTION 
 

A. This procedures manual establishes the responsibilities and procedures to be followed 
when performing the functions authorized by the FAA under the ODA procedures of 14 
CFR part 183 subpart D. 

 
B. All formal ODA unit communications with the FAA will be conducted by: 

 
Ben Morrow 
Lead ODA administrator 
S-TEC Corporation 
One S-TEC Way 
Mineral Wells, TX  76067 
817-215-7750 
Ben.Morrow@s-tec.com or Ben.Morrow@genesys-aerosystems.com 
 
 

C. Communications will be conducted via telephone, email, FAX, and USPS, UPS or 
FedEx Letter. All formal ODA operations related communications will be conducted via 
written letter only, while STC projects and general communications will be conducted 
via any of the methods previously mentioned. 

 
D. To simplify identification of the parties within this document the Federal Aviation 

Administration will be referred to as FAA, the FAA Organization Management Team 
will be referred to as OMT, and S-TEC Corporation will be referred to as S-TEC. 
 

mailto:@s-tec.com
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2. AUTHORIZED FUNCTIONS AND LIMITATIONS 
 

A. STC ODA AUTHORIZED FUNCTIONS 
 
S-TEC is authorized to perform the following STC functions under 14 CFR part 183, subpart 
D, and FAA Order 8100.15: 
 

Function Code 
 

Function Limitations 

11010E Approve Technical Data and Find 
Compliance to the Airworthiness 
Standards 

Refer to (1) and (2) below 

11020E 
 

Issue STCs and /or Amendments Refer to (1) and (2) below 

11040E Approve Operational and Repair 
Information 

Refer to (1) and (2) below 

11050E Approve Airworthiness Limitations 
Information 

Refer to (1) and (2) below 

11070E Establish Conformity Inspection 
Requirements 

Refer to (1) and (2) below 

11080M Determine Conformity of Parts and Test 
Articles 

Refer to (1) and (2) below 

11090M 
 

Determine Conformity of Test Setup Refer to (1) and (2) below 

11100M Determine Conformity of Installations, 
including TIA Inspections on a Product 

Refer to (1) and (2) below 

11110E 
 

Perform Compliance Inspections Refer to (1) and (2) below 

11061M Issue/Amend Standard Airworthiness 
Certificates 

Refer to (1) and (2) below 

11062M 
 

Issue/Amend Special Airworthiness 
Certificates 

Refer to (1) and (2) below 

110610M Issue replacement for a lost, stolen, or 
mutilated standard or special 
airworthiness certificate. 

Refer to (1) and (2) below 

11180A Perform Review and Acceptance of 
Instructions for Continued Airworthiness 
(ICA) 

Refer to (1) and (2) below 
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Note:  All authorized functions except issuance/amendment of STC’s may be performed by 
the ODA prior to receiving the FAA response to the PNL.  The functions completed 
prior to the PNL response are “at risk” and may have to be revised or redone based on 
the requirements of the PNL response. 
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B. LIMITATIONS 
 

1. The ODA holder is limited to operations, alterations, modification, installations, and 
certification actions listed above as associated with: 

 
Avionics & Surveillance products; 
Autopilot systems 
Cockpit instruments (attitude gyros, HSI, turn coordinator, etc.) 
Electronic Flight Instrument Systems (EFIS) 
Data Acquisition Unit (DAU) systems 
Attitude Reference systems (ARS) 
Heading Reference systems (HRS) 
Air Data systems (ADS) 
Air Data Attitude Heading Reference systems (ADAHRS) 
Navigation equipment 

 Communication equipment 
Emergency Locator Transmitters (ELT) 
Direction Finding (DF) equipment 
Antenna (HF, VHF, SHF, UHF, GPS) 

 
And other directly related products when combined or as required with products 
and systems listed above. 

 
2. The ODA holder is limited to operations, alterations, modification, installations, and 

certification actions listed above as associated with: 
 

CAR 3, make and model aircraft; as listed in S-TEC Corporation STC Directory 
Document 8707 Subpart A or B (Latest Revision) 

 
14 CFR Part 23, 27, or 29, make and model aircraft; as listed in S-TEC Corporation 
STC Directory Document 8707 Subpart A or B (Latest Revision). 
 
Note: All proposed model changes to STC Directory Document 8707 Subpart A or 
B will be submitted to FAA for concurrence prior to any revision. FAA concurrence 
will be acknowledged by signature of OMT on S-TEC Corporation Form 86375, 
“New STC ST-XXXX kit number for STC directory”.  
 
Note: Revisions to STC Directory Document 8707 Subpart A or B must be 
completed for new model additions prior to the applicable ODA project. 
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After FAA concurrence is received per signature on noted forms, Document 8707 
Subpart A or B will be revised by S-TEC engineering to include change details 
specified in Form “Proposed Addition of New” block.  Revised document will then 
be reviewed for correctness and form 86375 initialed by ODA Lead administrator in 
the “implemented by” area prior to release. 
 
The ODA holder must obtain FAA concurrence on the application of all Equivalent 
Level of Safety (ELOS) revisions.  

 
3. The ODA holder must obtain FAA concurrence before accomplishing an alteration 

that affects any AD requirements or airworthiness limitations.  
 
4. The ODA holder must obtain FAA approval for projects that affect aircraft noise or 

fuel venting and exhaust emissions. 
 
5. The ODA is limited to the specific products, parts, processes, or appliances 

identified in this procedures manual. 
 
6. Prototype alterations when authorized by OMT must be accomplished at a FAA 

acceptable facility and by a FAA authorized entity. Off-site facilities can be used 
when qualified in accordance with 14CFR part 43 and agreed to by the OMT. 
Procedures for off-site operations are described in (Ref Procedure S018) in section 
15 of this procedures manual). 

 
7. Additional Limitations. 

 
a. The ODA will not perform the following and will rely upon the FAA to: 

 
1. Interpret Airworthiness Standards. 
 
2. Approve Issue Papers. 
 
3. Approve compliance findings involving acoustical change requirements of 

14CFR part 36. 
 
4. Approve compliance findings involving exhaust emissions requirements of 

14CFR part 34. 
 
5. Approve the application of ELOS provisions applied under the provisions of 

14CFR part 21. 
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6. Approve the Airworthiness Limitations section of Instructions for Continued 
Airworthiness. 

 
7. Approve original and changes to Master Minimum Equipment List. 

 
8. Approve elimination or extension of life limits on life-limited components. 
 
9. Approve elimination or revision of AFM limitations that were incorporated as 

a result of an Airworthiness Directive. 
 
10.  Approve changes to the primary aircraft flight crew operating manual. 

 
8. Policy/Facilities 

 
a. Policy Requirements 

 
The ODA unit will stay informed of the latest FAA policies applicable to the projects 
it performs and propose certification plans that conform to these policies. 

 
9. Authorized Facilities 

 
a. The following are facilities with a FAA certificated entity where prototype STC 

alterations and PMA/TSOA efforts will be performed: 
 

1. S-TEC Corporation 
Certification Hangar 
FAA-CRS FF2R818K 
One S-TEC Way 
Mineral Wells, TX 76067 
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3. ORGANIZATIONAL STRUCTURE AND RESPONSIBILITIES 
 

A. S-TEC management is responsible for: 
 
1. Establishing corporate policies that will not conflict with FAA regulations or policy. 

The management is to remain independent of, and not interfere with, the findings 
and activities conducted under the ODA authority. 

 
2. Provide and maintain adequate qualified personnel to accomplish the delegated 

activities.  
 
3. Ensuring that all ODA personnel receive the training required by this ODA 

Procedure Manual.  
 
4. Provide the necessary support and personnel and facilities in support of internal or 

FAA audits or evaluations when they are being accomplished. 
 
B. S-TEC management will ensure that: 

 
1. All ODA personnel have the knowledge and skills sufficient to perform their duties. 
 
2. All ODA personnel have sufficient authority within the organization to make binding 

decisions to assure that products meet the applicable regulations, conform to the 
type design, and are in condition for safe operation. 

 
3. No ODA unit member will be asked by management to improperly use his/her 

authority on behalf of the company. 
 
4. Regulatory, policy, guidance, and procedural material necessary for the ODA 

personnel to perform their duties is readily available.  
 

C. Organization Chart: 
 

S-TEC Corporation (ODA holder), doing business as (dba) Genesys Aerosystems. 
 
The ODA Unit operates under direction of the ODA holder and has a staff of Unit 
Members necessary to fulfill the functions and limitations specified in Section 2.  
 
The ODA administrator maintains managerial reporting to S-TEC General Manager. 
 
All ODA unit members report directly to the ODA administrator. A pictorial 
representation of the organization responsibilities is provided in Appendix B. 
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4. ODA ADMINISTRATOR AND ODA UNIT DUTIES AND RESPONSIBILITIES  
 

A. ODA administrator responsibilities 
 

The ODA administrator is the focal point for the organization and has the primary 
responsibility and authority as the ODA administrator for assuring compliance with FAA 
regulations, policy, guidance and directives.  

 
1. All forms the ODA administrator is authorized to sign are listed in Appendix D.  
 
2. The ODA administrator is responsible for managing the performance of all 

authorized functions, including the incorporation of corrective action for all 
deficiencies identified by the OMT.  

 
3. All formal incoming and outgoing FAA correspondence will be directed to and from 

the ODA administrator. This will include concurrence of compliance with major vs. 
minor determination (Ref Appendix G) 

 
B. ODA Unit Member Responsibilities 
 
These individuals are responsible for approving substantiation data and reports, 
determining conformity, issuing airworthiness certificates and performing other FAA 
authorized functions as delegated.  

 
1. Certain statements, forms and certificates must be signed by the ODA 

administrator or appointed ODA unit members.  
 
2. All forms the ODA unit members are authorized to sign are listed in Appendix D.  
 
3. Each ODA unit member's authority and limitations are maintained on the ODA unit 

listing in S-TEC document number ODAA07U1109-x (-x denotes current revision). 
Latest revision of UM listing should be verified with the ODA administrator prior to 
use. 

 
4. To have official FAA approval status, the ODA unit member's signature on 

documents must be signed by the individual and contain the ODA Authorization 
number. The manner and form of these reports, documents, and forms will be in 
accordance with current FAA policy. 
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C. ODA Unit Member Identification, Authority, Function, Limitations 
 

Each individual within the ODA unit is identified with his authority, authorization number, 
functions and limitations defined in the ODA unit listing.  

 
1. The authority of engineering and flight test ODA unit members will be documented 

by function code(s) from FAA Order 8100.15 and the form of the DER charts 
defined in FAA Order 8110.37, 8100.8. 

 
2. The authority of inspection ODA unit members are clearly defined by function 

codes from FAA Order 8100.15. Each ODA unit member's authority and limitations 
are maintained in the ODA unit listing in S-TEC document number ODAA07U1109-
x. 

 
All ODA unit members will: 

 
a. Comply with the procedures in the approved procedures manual. 
 
b. Comply with the instructions and direction and cooperate with the ODA 
administrator. 
 
c. Meet the qualifications for his specific functions under the ODA. 
 
d. Cooperate with the FAA when the FAA oversees the ODA holder. 
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5. REQUIRED CAPABILITIES AND ODA UNIT POSITIONS 
 

A. S-TEC will ensure the ODA unit is staffed with personnel authorized to perform the 
functions of the organization as described in Appendix D.  

 
1. Each authorized function correlates to at least one ODA unit member's authority as 

defined on the ODA unit listing shown in S-TEC document control number 
ODAA07U1109-x, Latest revision of UM listing should be verified with the ODA 
administrator prior to use. 

 
2. The ODA administrator will notify the OMT Lead any time the ODA unit is not 

capable of performing a function described in Appendix D.  
 
3. The ODA unit members must meet the requirements of FAA Order 8100.8 for 

designees performing similar functions. 
 
4. Prior to appointment each Unit Member will be evaluated in accordance with Order 

8100.8, Chapter 4, Table 4-1, paragraphs 402-406. 
 

5. Unit Members will also meet the following minimum qualifications.  
 

a. ODA administrator. The ODA administrator must have technical experience 
with the functions performed under the ODA and a broad range of management 
experience. This experience must enable him to manage the entire ODA unit 
activities effectively. The following are the minimum requirements for an ODA 
administrator: 

 
(1) At least five years of working experience with the FAA on projects 
similar to those authorized under the ODA. This experience must include 
various levels of technical airworthiness responsibilities and experience 
(for example, compliance engineer, quality assurance inspector, 
manufacturing inspector, or airworthiness inspector), and management 
experience in one or more technical disciplines (such as, engineering, 
manufacturing, airworthiness, maintenance, or quality assurance). 
(2) Comprehensive knowledge of FAA regulations, policies, and 
procedures applicable to the ODA functions. 
(3) Demonstrated sound judgment and integrity. 
(4) Sufficient technical knowledge, training, skill, and experience for the 
specific type(s) of ODA 

.
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Note:  For an ODA administrator to be authorized to accept ICA’s, the individual 
shall also be a current or former Engineering Unit Member/DER or Inspection 
Unit Member/DAR, and have prior experience preparing or reviewing ICA’s.  It 
is also desirable that the individual have experience as a pilot or with aircraft 
maintenance.  

 
b. Engineering and Flight Test ODA Unit Members. 

 
(1) An engineering or flight test ODA unit member must meet the 
qualifications for a DER. These qualifications are defined in FAA Order 
8100.8, Designee Management Handbook specified in Chapter 4, 
Tables. The ODA unit members need to meet only those requirements 
for the functions and areas they will perform. However, the requirement 
to have direct working experience with the FAA may be satisfied by 
having direct working experience within an ODA holder's or other 
delegated organization. 
 
(2) Qualification Requirements for an ODA Unit Member Making 
Findings to Foreign Requirements. The OMT may authorize (on a 
case by case basis) an ODA holder to make findings of compliance with 
foreign regulations in support of STC validation programs. Each ODA 
unit member authorized to make such findings must thoroughly 
understand the foreign requirements and be knowledgeable of their 
application. This knowledge typically will be evidenced by participation 
on previous validation programs with the foreign authority and the FAA. 
The ODA unit member listing must identify, for each ODA unit member, 
the foreign requirements to which the ODA unit member is authorized to 
make findings. 

 
c.   Manufacturing and Maintenance ODA Unit Members. 

 
(1) Each ODA unit member performing airworthiness, conformity  or 
maintenance inspections must meet the qualifications to perform those 
inspections in FAA Order 8100.8. However, the requirement to have 
direct working experience with the FAA may be satisfied by having direct 
working experience within an ODA holder's or other delegated 
organization. 
(2) Each ODA unit member determining conformity of installations must 
have five years of experience performing conformity inspections of 
installations on a product. 
(3) Each ODA unit member performing type inspection authorization 
(TIA) inspections must have five years of experience inspecting aircraft 
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systems installations and be able to determine airworthiness of the 
aircraft before flight testing. 
 (4) Each ODA unit member performing TIA inspections involving weight 
and balance of aircraft must have knowledge of weight and balance 
practices described in FAA Advisory Circular (AC) 120-27, Aircraft 
Weight and Balance Control. 
(5) Each ODA unit member determining conformity of compliance test 
setups must have two years of experience performing conformity 
inspections of compliance test setups. 
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6. ODA UNIT LISTING 
 

A. The S-TEC ODA, under the direction of the ODA administrator, will maintain a current 
listing of ODA unit members, as provided in S-TEC Document Control No. 
ODAA07U1109-x. 

 
The ODA unit listing will be distributed electronically either via company website ODA 
login and/or via email when changes or revisions are made. 

 
1. The list will be provided to the OMT immediately upon a change or revision 

by methods described above.  
 
2. The listing contains names, signatures, functions and limitations for each 

ODA unit member.  
 
3. The location and name of company will be provided for any ODA unit 

member located at facilities other than the ODA holder’s address.  
 
4. The authority and limitation for each individual corresponds to the ODA 

organization's authority and functions defined in Appendix D.  
 
5. Authority for each individual is stated by function code from FAA Order 

8100.15. Engineering and flight test functions are further defined using the 
charts from FAA Order 8110.37. 

 
B. The OMT will be notified, by means of a revised Unit Member Listing, S-TEC 

document number ODAA07U1109-x., of any ODA unit member placement on inactive 
status. Adding a unit member to the Inactive status means the unit member will not 
perform any functions under the ODA. This status is primarily for illness or other long 
term absence. Return of a unit member from inactive status will also be through 
revision of the unit member listing document number ODAA07U1109-x and submittal 
to OMT. 

 
NOTE: The OMT must be notified and provided contact information for the individual if 

removal of a unit member from the active listing was based on ODA-related 
performance. 
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7. ODA UNIT SELECTION AND APPROVAL PROCEDURES  
 

A. S-TEC will determine that proposed ODA unit members are qualified to perform the 
authorized functions as described in Paragraph 5. S-TEC will evaluate the 
proposed ODA unit members using the process prescribed in this section. 

 
B. Evaluation and Approval Process – Individuals without Current 14CFR Part 183 

Delegation (including individuals with prior Part 183 delegations and ODA unit 
member candidacy). 

 
1. The proposed unit member will complete and submit ODA Form 105 and a 

resume’ describing in detail prior experience history, to the ODA 
administrator. Also, if the proposed unit member was a prior DER candidate, 
submit a copy of the DER candidacy letter depicting the designated 
functions. 

 
2. The ODA administrator will evaluate, using the guidance provided in FAA 

Order 8100.8, Chapter 4, Appendix Figures A-3 and A-4, the proposed unit 
member as applicable to individual designees performing similar (DER, 
DAR) functions.  

 
3. The ODA administrator will consult with the OMT Lead and acquire (DMS, 

other) information, if available, on the proposed unit member to ensure that 
proposed unit members are acceptable to the OMT and verify training 
appropriate for the designation. 

 
4. The ODA administrator will convene an Evaluation Panel upon satisfactory 

preliminary review of the proposed ODA unit member.  
 

a. The Evaluation Panel will consist of two existing ODA unit members 
and the ODA administrator, one of which will be of the same discipline as 
the proposed ODA unit member.   
 
b. The Evaluation Panel either will interview the applicant or document 
why an interview was not necessary.  The Evaluation Panel should 
determine what questions will be asked before meeting with the 
applicant. 
 
c. Following the interview (if required), the Evaluation Panel evaluates 
the applicant’s qualifications and the results of the interview against the 
appointment criteria and must arrive at a decision. 
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d. ODA unit member recommendation by the Evaluation Panel requires 
unanimous vote to move forward on appointment.  
 
e. Formal documentation on ODA Form 105 of the Evaluation Panel and 
approval signatures will be retained in the ODA unit member file. 

 
5. The ODA administrator will make the ODA unit member appointment and 

will revise the ODA unit listing as provided for in Section 6. 
 

C. Evaluation and Approval Process – Individuals with Current 14CFR Part 183 
Delegation. 

 
1. The proposed unit member will complete and submit ODA Form 105, a 

resume’ describing in detail prior experience history and a copy of the DER 
designation letter depicting the designated functions, to the ODA 
administrator.  

 
2. The ODA administrator will evaluate, using the guidance provided in FAA 

Order 8100.8, Chapter 4, Tables 4-1 and 4-2, the proposed unit member as 
applicable to individual designees performing similar functions.  

 
3. The ODA administrator will consult with the OMT Lead and acquire 

designee (DMS) information, if available, on the proposed unit member to 
ensure that proposed unit members are acceptable to the OMT and verify 
training appropriate for the designation. 

 
4. The ODA administrator will convene an Evaluation Panel only if the ODA 

administrator is unable to satisfactorily evaluate ODA unit member 
qualifications.  

 
a. The Evaluation Panel will consist of two existing ODA unit members 
and the ODA administrator, one of which will be of the same discipline as 
the proposed ODA unit member.   
 
b. The Evaluation Panel will interview the applicant or document why an 
interview was not necessary.  The Evaluation Panel should determine 
what questions will be asked before meeting with the applicant. 
 
c. Following the interview (if required), the Evaluation Panel evaluates 
the applicant’s qualifications and the results of the interview against the 
appointment criteria and must arrive at a decision. 
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d. ODA unit member recommendation by the Evaluation Panel requires 
unanimous vote to move forward on appointment.  
 
e. Formal documentation on ODA Form 105 of the Evaluation Panel and 
approval signatures will be retained in the ODA unit member file. 

 
5. The ODA administrator will make the ODA unit member appointment and 

will revise the ODA unit listing as provided for in Section 6. 
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8. TRAINING  
 

A. The ODA administrator and ODA unit personnel will receive in-house and FAA 
training in accordance with the procedures set forth in this section. In-house 
training will be available for FAA attendance or training material will be made 
available for FAA review. 

 
In-house and FAA training will be presented or delivered in a classroom 
environment (on or off-site), internet on-line, via email, via teleconference, via 
Power Point Presentation, or via other methods determined appropriate and 
acceptable to the ODA administrator. Regardless of what presentation or delivery 
method, written attendance/confirmation certification will be required for the training 
records. 

 
1. ODA Training 
 
S-TEC will provide training as administered by the ODA administrator to staff 
members to ensure continued compliance with the ODA Procedure Manual and 
the FAA regulations.   
 
Training will be provided for the responsibilities to prevent and address unit 
member interference.  (Ref. Section 9.E.5) 
 
Initial training will be provided upon appointment of ODA unit members, prior to 
performance of a delegated function, and when a major revision of the manual is 
approved.  In-house training will be conducted every 24 months.  Specific dates 
for the training will be established by the ODA administrator. 
 
a. The ODA administrator will prepare or oversee preparation of training material 
as appropriate for recurrent or as required when ODA unit changes are 
implemented. The training will consist of one or all of the following topics: 
 
1.  Detailed review of the latest approved revision of this manual. 
 
2.  Review of functions delegated to the ODA unit members. 
 
3.  S-TEC internal processes. 
 
4.  ODA authority and responsibility when performing authorized functions. 
 
5.  Applicable FAA regulations, policy, and guidance material. 
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6.  Any other topic deemed necessary by the ODA administrator. 
 

b.  In-house ODA unit members will be allocated company time to enable them 
to remain knowledgeable in their discipline, and in the latest applicable FAA 
airworthiness standards, policies, and procedures. 

 
c. Company personnel assigned to prepare ICA shall receive training as 
detailed below. 

 
1.  Review of FAA Order 8110.54 
 
2.  Review of ODA Manual Procedure S020 and associated Forms 
 
3.  Review of example accepted S-TEC ICA. 
 

A training file shall be maintained to document the training provided to company 
personnel regarding ICA preparation. 

 
2. FAA Training 
 
In addition to the training attended in-house, ODA unit members will also attend 
FAA sponsored training at FAA designated sites or on-line. 
 

a. The ODA administrator will attend delegation workshops bi-annually or 
upon notification by the FAA.   
 
b. New ODA unit members must have attended either a DER standardization 
or an FAA provided seminar as required of designees performing similar 
functions in accordance with Order 8100.8 within one year prior to 
appointment as a unit member. It is the responsibility of the ODA unit 
member to provide proof of attendance to the ODA administrator or the 
Assistant to the ODA administrator when FAA seminars have been attended 
for training record.  Engineering unit members may complete the “On-line 
ODA Engineering Initial Training” instead of the online DER initial training if 
they have not previously completed DER initial training. 
 
c. All ODA unit members will attend FAA provided seminars as required of 
designees performing similar functions in accordance with Order 8100.8.  
The training intervals are annually, every calendar year for engineering unit 
members and every three years for inspection unit members.  Engineering 
unit members are only required to attend the on-line DER recurrent technical 
sessions.  Attendance at the DER recurrent general session is not required. 
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ODA Unit members who only perform original airworthiness approvals or 
conformity inspections of engines, propellers and articles, must complete the 
web-based Recurrent Manufacturing ODA Unit Member Course as their 
recurrent training rather than the “Recurrent Engines, Propellers, and Articles 
Seminar” required by Order 8100.8.  It is the responsibility of the ODA unit 
member to provide proof of attendance to the ODA administrator or the 
Assistant to the ODA administrator when FAA seminars have been attended 
for training record. 
 
d. ODA unit members will attend FAA provided standardization and recurrent 
workshops in addition to those listed above as deemed necessary by the 
OMT and/or the ODA administrator.  

 
B. Training Records 

 

ODA unit member training records will be maintained as provided for in Section 16, 
Records. 
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9. SELF AUDIT RESPONSIBILITIES 
 

A. Self-audits will be performed in March of each year and as requested by the OMT. A 
self-audit will evaluate the personnel, procedures, and records used to perform 
authorized functions and all administrative procedures followed by the organization. 
Self-audit of UM personnel will follow the guidelines in paragraph C or D below, as 
appropriate 

 
B. Self-audits will consist of: 

 
1. Assignment by the ODA administrator of impartial knowledgeable and qualified 

S-TEC company auditors or outside DER/unit member consultants to perform 
the self-audit. The audit team will consist of five individuals, one each with 
competence in: Administrative discipline, Electrical discipline, 
Mechanical/Structures discipline, Flight Operations discipline, and Quality 
discipline. One of the individuals will be selected as and participate as the lead 
auditor. 

 
2. The auditors will make an effort to review all of the STC data packages 

approved or amended during the previous twelve months and 100% minimum 
of the ODA unit member records. 

 
a. The auditors will evaluate STC data compliance requirements, conformity 

accuracy, package completion and document revision levels will be 
reviewed. 

 
b. The auditors will evaluate the extent that the manual procedures were 

followed in developing the STC data package. 
 
3. The auditors will complete an audit of the ODA unit using the guidance of FAA 

Order 8100.15 Appendix C, FAA Order 8100.8, and requirements of ODA Self 
Evaluation Checklist/Report, ODA Form 102. 

 
a. The self audit will include performance evaluation of the ODA unit 

members. 
 
b. The self audit will include evaluation of the procedures used to perform all 

authorized functions and the other requirements of the ODA 
authorization, including ODA unit appointment and training, and service 
difficulty support. 
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c. The self-audit will include evaluation of whether the ODA holder has 
complied with this procedures manual. 

 
4. A self audit report will be prepared by the Lead Auditor and will consist of 

detailed findings of the audit, submitted within five business days of audit 
completion date to the ODA administrator using ODA Self Evaluation 
Checklist/Report, ODA Form 102 and any attached Corrective Action Request 
forms, ODA Form 108. The self audit report will include: 
 

a. Airworthiness standard noncompliance, root cause, and corrective action.  
 
b. Any regulatory noncompliance, root cause, and corrective action.  
 
c. Any Procedures Manual noncompliance, root cause, and corrective 

action.  
 
d. Any FAA Policy noncompliance, root cause, and corrective action.  
 
e. Any Technical Discrepancy, root cause, and corrective action.  
 
f.  Any Procedures Manual Discrepancy, root cause, and corrective action.  
 
g. Any unsatisfactory determination in any unit member performance, root 

cause, and corrective action. 
 
h. Any Special Emphasis Item or Observation for Improvement.  

 
5. Follow-up of audit corrective action will be performed as specified in the self-

audit report. The proposed corrective actions will be reviewed within five 
business days of submittal by the ODA administrator and determination made 
as to disposition of the Corrective Action Request (CAR(s)) in accordance with 
the procedures outlined in Section 17.  Any changes to any process in this 
manual will be considered for the next minor revision of the manual. 

 
6. The ODA holder will maintain records of self audits for a minimum of five years 

and submit copies to the OMT within fourteen days after completion date of the 
audit. 

 
7. The ODA holder will notify FAA within 24 hours of any noncompliance of an 

operations safety nature that may require an emergency 14CFR part 39 action. 
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All others require 72 hour notification.  A notification due on Saturday, Sunday, 
or holiday may be delivered on the next working day. 
 

8. The ODA holder will notify the FAA within five business days of any 
noncompliance of other than operations safety.  

 
9. All FAA notifications will comply with the criteria in FAA Order 2150.3 and AC 

00-68.  
 
C. Engineering Unit Member Self-audits 
 

1. Engineering Unit Member (UM) Annual Evaluation. 
 
These following instructions will be used for engineering unit member (UM) 
completion and submittal of a UM/ODA Interaction Tracking form 110, listing 
activity during the previous 12 months, and coordination between the ODA 
administrator and evaluator(s) for completion of individual Performance Evaluation 
Forms (ODA Form 111). 
 
2. Interaction Tracking Form. 

 
a. The ODA administrator shall ensure an evaluation notification is made to 

each engineering UM at least 30 days before their scheduled evaluation is 
due or takes place. 15 days prior to scheduled evaluation date each UM 
must submit to the ODA administrator a properly completed Interaction 
Tracking Form (ODA form 110) before the UM appointment can be 
evaluated. A blank copy of ODA Form 110 will be provided to the UM by the 
ODA administrator. Form detail instructions are included below. 

 
b. As indicated on the engineering UM Interaction Tracking Form, the UM must 

provide a brief summary of activity over the previous year. The UM will list 
any outside engineering and any ACOB engineering contacts worked with 
on behalf of  S-TEC during the previous year as well as a listing of ODA 
STC projects. This summary will address all technical disciplines in which 
the UM was authorized.  

 
c. If the engineering UM has delegations in more than one technical discipline, 

they must submit a tracking form for each appointment. Because the form 
must be submitted every 12 months, the ODA is assured of being informed 
of key interactions. The evaluation method is intentionally flexible to allow 
the ODA administrator to establish the appropriate level of review. 
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NOTE 1: If an engineering UM is delegated in more than one discipline, the ODA 
must evaluate performance and activity for each appointment. Lack of activity in a 
particular appointment is grounds for terminating the UM’s delegation for that 
appointment. 
 
NOTE 2: The UM/ODA Interaction Tracking Form and UM Performance Evaluation 
Form (ODA Forms 110, 111) are completed annually for the review and 
documentation of UM oversight. UM performance since the previous evaluation is 
the basis for the UM continued delegation. 
 
3. Engineering UM Evaluation Procedures 

 
a. Notification to ODA Engineering Personnel Involved in the Evaluation. 

 
b. Multiple Disciplines. If the Engineering UM has authority in only one technical 
discipline, then the ODA administrator and one UM in the same discipline are 
the only evaluators. Otherwise, an evaluator must be assigned for each of the 
other technical disciplines the UM has approval authority in. The ODA 
administrator must coordinate the review of the renewal package with the other 
evaluators, including notifying them that the UM has submitted the interaction 
tracking form. 

 
c. Within Each Engineering Discipline. If the UM has worked with multiple ODA 
personnel within a specific discipline, the evaluator for that discipline may 
coordinate the review of the evaluation package with those engineers or flight 
test pilots. The evaluator may use as many reviewers as they see necessary. 
However, at least one outside person from any other engineering group and/or 
FAA ACOB the UM has worked with during the year will also be contacted. 
 
d. The Engineering UM’s Files. Files will be evaluated for acceptable activity 
level, notes on submittals, consultation letters, or any correspondence that 
would suggest the need for a more critical review. The evaluators will be 
cognizant of the UM’s activities, within their discipline, during the previous 12 
months. 

 
e. Engineering UM Independence. Each evaluator will make a determination as 
to whether the UM has adequate independence to perform assigned duties and 
adequately administer the pertinent regulations. 
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f. Unauthorized Activity. Each evaluator will compare the Engineering UM’s 
activity during the previous year to the delegated functions and authorized 
areas and ensure that no activities are outside the UM’s authorization. 
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g. Not Observed (N/OB).” The N/OB choice is used to indicate that the 
evaluator and UM are unaware of activity in the area being evaluated. For 
example, it is very possible that the UM may not have been involved in the 
identification of significant issues during the review period. In this case, the Not 
Observed choice is appropriate and would not affect the renewal 
recommendation. If there is a continued ODA need, justify renewal in the 
Remarks section. 

 
h. Personal Contact. If personal interaction with the Engineering UM is 
necessary to resolve a significant performance problem noted, the Remarks 
section of the UM Evaluation Form will identify the method of resolution agreed 
to by the evaluator/UM of each issue raised. The evaluator will prepare a paper 
copy of such a form to be maintained in the UM file. The UM will sign the paper 
copy verifying their concurrence. If the UM's signature cannot be obtained, a 
formal letter documenting the needed resolution will be given to the UM and 
copied in the UM’s file. 

 
4. ODA delegation Continuation Action 
 

a. ODA administrator Approval. After the other evaluators have completed their 
performance evaluation forms the ODA administrator shall complete the 
“official" Engineering UM Performance Evaluation Forms (ODA form 110). 
These forms must incorporate the ratings and recommendations of all 
evaluators or contain the administrator’s justification within the remarks section. 
The completed form will be retained in the UM file to document performance 
and, possibly, to be used as the basis for a termination decision. Other UM 
Performance Evaluation Forms and the interaction tracking forms will also be 
maintained in the UM file. 

 
b. Continued Delegation. If there is no change in approval status, the ODA 
administrator will inform the UM. 

 
5. Causes for Termination of Delegations 
 

a. The following are conditions for Engineering UM delegation termination. 
 
(1) Termination of employment with S-TEC. 
(2) Retirement from S-TEC. Applies to a UM who works for S-TEC and 
ceases to function as a designee upon retirement from the company. 
(3) Upon Request of the UM or S-TEC ODA administrator. 
(4) UM leaves the employment of S-TEC. 
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(5) Insufficient Activity. When the ODA administrator finds that the 
designee has not had sufficient activity to warrant continuance of the 
delegation. 
(6) Lapse of Qualifications. When the ODA administrator finds the 
UM’s qualifications for a specific activity have lapsed. 
(7) Lack of Care, Judgment, or Integrity. When the ODA administrator 
finds the UM has not demonstrated the care, judgment, or integrity 
necessary to exercise the delegation properly. 
(8) Lack of ODA need or Ability to Manage. The ODA administrator no 
longer needs the services of the UM or no longer has the resources to 
manage the designee. The lack of need or ability to manage cannot be 
the result of one of the other termination conditions. If it is, the other 
termination condition is considered the termination reason. 
(9) Non-submittal of Continued Delegation Request. When an UM 
does not request continued delegation. 
(10) Unsatisfactory Performance. When the ODA administrator finds 
that the designee has not properly exercised or satisfactorily performed 
the duties of the delegation. 
(11) Any Other Appropriate Reason. Any other reason considered 
appropriate by the ODA administrator. 

 
b. When evaluating to terminate a delegation based on performance-related 
issues, the ODA administrator can consider options to aid in improving the UM’s 
performance to a satisfactory level. These options include counseling the UM, 
providing on-the-job training, recommending the UM take additional formal 
training, closely monitoring the UM’s work activities for a determined amount of 
time, and reducing the authorized areas/functions before making a termination 
decision. If the ODA administrator determines that the UM has not improved to 
the ODA’s satisfaction, then the UM’s delegation will be terminated. At this point 
and at the discretion of the ODA administrator, the UM may not be permitted to 
reapply to the ODA organization. 

 
D. Inspection Unit Member self-audits will include: 
 

The following instructions will be used for inspection unit member (UM) self 
evaluations and will include annual completion and submittal by the ODA 
administrator (or his delegated qualified inspection unit member) of a Inspection 
UM Management Report, ODA form 310, documenting the unit member activity 
during the previous 12 months. 

 
Note: Not all assessment activities are conducted during the annual assessment 
period as many are included in basic oversight. These oversight activities 
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(supervision, monitoring, and tracking) are not necessarily separate oversight 
activities. They generally are conducted together as part of the ongoing oversight 
activity. The ODA administrator will provide direct supervision by interfacing with 
the FAA MIDO (as applicable) focal point while evaluating these self-assessment 
activities. 
 
The ODA administrator will ensure through the ODA unit member self evaluation 
process that only qualified inspection unit members perform the authorized 
functions in accordance with the pertinent regulations, related policies, and 
procedures. 

 
1. The ODA administrator or his qualified designee (Reviewer) shall ensure an 

evaluation notification is made to each inspection unit member at least 30 days 
before their scheduled evaluation is due or takes place.  

 
2. As part of unit member assessment, the reviewer will make a general project 

assessment ensuring the unit member is performing assigned authorized 
functions in accordance with the appropriate regulations, policies, and 
procedures specified within the ODA manual. 

 
3. During the annual evaluation the reviewer will: 

 
a. Ensure that the unit member has acquired and maintains all guidance 
material necessary to perform the authorized function(s). 
b. Determine that the unit member is performing within the scope of their 
authorized function(s). 
c. Verify the unit member’s attendance at the appropriate standardization or 
recurrent seminar is in accordance with this manual (within previous 24 
month’s).  
d. Verify the unit member was assigned ongoing activities to justify continuance 
of the function delegation. 
e. Ensure the unit member has the capability for direct communication to 
appropriate management level personnel if required. 
f. Verify that the unit member is aware of the FAA coordination process 
specified within this manual for authorization to work outside the geographic 
area. 
g. Ensure the unit member understands and has within the previous 12 months 
performed at least one or more of the following activities consistent with their 
delegated functions, and knows to contact the ODA administrator to obtain any 
special direction or instructions before performing the following: 

1. Issuance of recurrent standard airworthiness certificate 
2. Issuance of recurrent/original special airworthiness certificate 
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3. Issuance of special flight permits 
4. Issuance of domestic airworthiness approval for parts or 

appliances 
5. Issuing export certificate/approval tag 

 
h. Emphasize that the unit member should seek the ODA administrator’s 
assistance relative to any concerns connected with the authorized functions. 

 
i. Conduct a one-on-one meeting to discuss the unit member’s performance. If 
the unit member fails to demonstrate knowledge of acceptable methods, 
techniques, and practices the reviewer (if other than ODA administrator) will 
report details to the ODA administrator who will determine and initiate 
appropriate corrective action (for example, additional training or counseling).  

 
Within 30 days of completed corrective action, the ODA administrator will 
conduct a follow up session to determine if the unit member’s performance is 
acceptable. If the unit member’s performance remains unsatisfactory, the ODA 
administrator will consider possible termination of the unit member’s delegation. 

 
NOTE: ODA administrator will act on any safety-related situations 
immediately 

 
4. The reviewer will evaluate the unit member’s activity by reviewing the work 

records and reports for accuracy, and by observing the unit member’s activity to 
ensure that they use proper procedures and satisfactory inspection techniques 
or methods as follows: 

 
a. During the evaluation the reviewer will witness the unit member’s inspection 
of a completed part to ensure satisfactory inspection techniques are used. 
Depending on part availability, it may be necessary to use either an in-process 
or a noncommercial part or product to fulfill this requirement. If the reviewer 
determines that no suitable product is available, the designee may demonstrate 
inspection techniques and knowledge of the pertinent guidance material by 
simulating this requirement. 
 
b. Ensure that all documentation initiated by a designee is processed in 
accordance with the appropriate regulations, guidance material (for example, 
Orders, ACs, and Notices), and any direction provided by the ODA 
administrator. Review a sample of the unit member’s documentation and 
discuss any discrepancies. 
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c. Review completed documentation of authorized function(s) performed by the 
unit member. The reviewer should use their discretion based on the experience 
of the unit member in establishing the level of review. 

 
5. Inspection unit member “on-going” specific assessment considerations. 

 
The following areas (as applicable) specific to the Inspection delegation will also 
be assessed by the reviewer during the annual evaluation. During the previous 
12 months relating to specific projects the Inspection UM must have: 
 
a. Demonstrated knowledge of certification procedures for products and parts of 
14 CFR part 21 and the ODA manual. 
b. Shows understanding of the ASI involvement/role in the STC process per 
Order 8110.4 when applicable. 
c. Demonstrated the ability to interpret drawings with respect to characteristics 
such as material, dimensions, general notes, and clearances to determine 
inspection requirements. 
d. Demonstrated the ability to interpret any special processes (for example, 
welding, heat treat, coating/plating, and nondestructive testing). 
e. Demonstrated the ability to inspect parts with the use of standard inspection 
equipment (for example, micrometer, hardness testers, and height gauges) to 
determine part conformity. 
f. Demonstrated the ability to interpret inspection procedures/records that 
control fabrication and assembly of components (for example, piece part 
components, and aircraft structural assemblies,). 
g. Demonstrated the ability to interpret test results of products/components to 
FAA-approved test plans. 
h. Demonstrated the ability to conduct inspections leading to airworthiness 
certificate of aircraft per this manual. 
i. Demonstrated the ability to conduct inspections leading to airworthiness 
certificate using FAA Form 8100-1, Conformity Inspection Record. 
j. Demonstrated knowledge of the applicable FAA guidance, directives, and 
policy contained on the FAA website for the inspection authorization delegated. 
k. Demonstrated knowledge of aircraft registration requirements of 14 CFR part 
47. 
l. Demonstrated knowledge of registration and data plate requirements of 14 
CFR part 45. 
m. Demonstrated knowledge of the type certificate data sheets, aircraft 
specifications, and aircraft listings. 
n. Demonstrated knowledge of airworthiness directives of 14 CFR part 39. 
p. Demonstrated knowledge of maintenance requirements of 14 CFR part 43. 
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q. Demonstrated general knowledge of the aircraft conformity requirements 
(FAA Form 8130-9). 
r. Demonstrated general knowledge of the aircraft weight and balance 
requirements. 
s. Demonstrated knowledge of proper aircraft ballast safety precautions. 
t. Demonstrated general knowledge of the coordination requirement with FAA 
flight test personnel (FAA STC) with regard to type inspection authorizations 
(TIA) and conformity inspections. 
u. Demonstrated general knowledge of the coordination requirement with ODA 
flight test personnel with regard to type inspection authorizations (TIA) and 
conformity inspections. 

 
6. The reviewer will verify the ODA inspection unit member has complied with all 

provisions of this manual. 
  
7. The reviewer will document unsatisfactory performance issues and the date of 

follow up on ODA Form 310, Inspection Unit Member Management Report. 
 

8. The reviewer will record the unit member’s evaluation by documenting all data 
pertaining to the designee’s activities as follows: 

 
a. Document the tracking of unit member activity on ODA Form 310 
b. Document Annual Witnessing and the Annual One-on-One Meeting in the 
remarks section of ODA Form 310 
c. Verify the unit member’s work activity as recorded by unit member on 
previously completed Summary Activity Reports (refer to appendix 5, figure 4 of 
order 8100.8) or equivalent (ODA form 309).  
d. All forms will be retained in the unit member’s file 
 

E. ODA Responsibilities to Prevent and Address Unit Member Interference 
 

Preventing interference with Unit Members performances of their authorized 
functions on behalf of the FAA is necessary to ensure that such functions are 
properly conducted. The definition of “interference” in 49 U.S.C. § 44742(d)(2) 
includes not only acts that a reasonable person would conclude were intended to 
influence or prejudice the Unit Members performances of authorized functions, but 
also the presence of non-ODA unit duties or activities, that, regardless of the intent 
of the person or organization imposing those duties or activities, conflict with the 
performance of authorized functions by the ODA Unit Member. Interference 
includes reprisal, such as changing the employment status, pay, duties, work 
location, or retention status, of any Unit Member for reporting or considering 
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reporting a concern related to interference with the performance of authorized 
functions. 
 
1. The ODA holder must conduct an anonymous survey of the ODA unit members 

regarding ODA holder interference.  The survey will be conducted by the ODA or 
ODA Holder Human Resources on an annual basis.  All Unit Members must 
complete annually ODA Form 501 via an anonymous process. 

 
The ODA administrator or ODA Holder delegated individual must review all 
completed 501 Forms for assessment of ODA effectiveness in monitoring and 
correcting any alleged or actual interference.  If unreported interference has 
been communicated, then the ODA administrator or delegated individual will 
investigate and document the incident on ODA Form 503. 
 

2. ODA Form 502 should be used to formally capture any interference, perceived 
interference, or witnessed interference by the ODA or ODA holder.    The ODA 
Form 502 shall be available on the company website via the ODA login and 
supported ODA resources or physically provided by the ODA administrator or 
Human Resources Director. 

 
The ODA administrator, Unit Members, or other ODA Holder individuals may 
report any witnessed or suspected interference directly to the FAA via the OMT 
or FAA Hotline. 
 

3. The ODA administrator or Human Resources will conduct investigations of 
reports of alleged interference with Unit Members.  ODA Form 503 must be 
started as soon as the alleged interference is reported via Form 502 or other 
method.  The Form 503 Sections I and II must be completed and communicated 
to the OMT within 2 business days of learning of the incident.  Investigation of 
the incident and final results must be completed on ODA Form 503 Section III 
and IV within 30 days of the initial incident report.  Extensions may be requested 
per Notice 8100.17.  Final investigation results must be reported to the OMT with 
15 calendar days of its completion. 

 
4. As part of the ODA self-audit procedures required in Section 9, the ODA self-

audit must review all reports of alleged interference that occurred during the 
evaluation period and submit a summary to the OMT.  The summary will include 
all of the reports during the evaluation period documented by ODA Form 503. 
Any resulting indicators, patterns of actual and potential interference, and 
improvements that have been made or needing to be made should be included 
in the summary.  
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5. Training will be provided for all personnel who are expected to be involved in 

ODA-authorized functions or interactions with Unit Members.  
 
Training will address the following: 
• FAA regulatory requirements and policy related to UM interference and ODA 

holder internal procedures related to UM interference. 
• The potential for a civil penalty under 49 U.S.C. § 44742(b)(1) for an act of 

interference with a UM’s performance of authorized functions if committed by 
supervisory employees of an ODA holder that manufactures transport category 
airplanes; 

• Roles and responsibilities of the ODA holder and ODA unit related to preventing, 
addressing, and reporting interference with a UM; 

• Contact information for the OMT; and 
• Information on the FAA’s Hotline reporting program (refer to 

https://hotline.faa.gov/). 
 
Unit Member training records will be maintained following Section 8 and 16 of the 

ODA procedures manual. 
 
6. UM and FAA Communication 

Communication between the ODA holder, ODA administrators, Unit Members 
and the OMT is essential for the success of the ODA program, and thus, is in no 
way prohibited. The ODA holder is responsible for ensuring Unit Members follow 
the ODA holder’s procedures manual, as well as the FAA regulations and policy 
related to the performance of the ODA holder’s authorized functions. Notice 
8100.17 clarifies that the FAA recognizes direct communication between Unit 
Members and the OMT or other FAA staff as an important part of the ODA 
system. This procedures manual includes the preferred procedures for Unit 
Members seeking guidance and clarification from within the organization. The 
ODA holder, through this procedures manual or otherwise, does not prohibit 
communication to be initiated by a Unit Member. If the OMT needs information 
regarding the ODA holder’s programs, schedules, and corrective actions, OMT 
members should contact the ODA administrator rather than individual Unit 
Members to provide that information; however, the ODA holder may not prohibit 
either the OMT or other FAA staff from communicating with a Unit Member. 
 
Unit Members are free to communicate directly with the OMT or other FAA staff 
without restriction. It is requested that the Unit Member share the results of 
communication with the ODA administrator to ensure that the ODA, and all Unit 
Members receive similar guidance, when appropriate. 

https://hotline.faa.gov/
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10. GUIDANCE MATERIAL 
 

A. S-TEC will obtain, maintain, and make available to the ODA unit, any FAA regulations, 
policy, and guidance related to the authorized functions.   

 
B.  S-TEC ODA Procedures Manual 

 
1. All unit members will be provided the latest ODA Procedures Manual and any 

revisions, which must be in their possession to exercise the privileges as an ODA 
unit member. 

 
C. FAA Regulatory and Guidance Library  

 
1. Internet access to the FAA DRS will be provided to all onsite ODA unit members.  
 
2. ODA unit members off-site will be required to have internet access to the FAA DRS 

to maintain status as an ODA unit member.  
 

11. DURATION OF AUTHORIZATION 
 
S-TEC issued ODA under 14CFR part 183.45 is effective until the expiration date listed on 
the letter of designation and is not transferable. The FAA Administrator may terminate or 
suspend the ODA at any time for a reason identified in 14CFR Part 183.67. 
 
12. MAINTENANCE OF ELIGIBILITY 
 
S-TEC is required to continually meet the requirements of this authorization or notify the FAA 
Administrator within 48 hours of any change that could affect the company's ability to meet 
the requirements of 14CFR part 183. A notification due on Saturday, Sunday, or a holiday will 
be delivered on the next business day. 
 
13. FAA INSPECTION 
 
Upon request, S-TEC will allow the FAA to inspect the facilities, products, and records related 
to the functions performed under this authorization. 
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14. SERVICE DIFFICULTIES 
 
S-TEC will evaluate and report specified failures required by 14CFR part 183.63, and other 
applicable reporting requirements (Reference Section 17 of this manual). 
 
S-TEC will evaluate and report all reported failures, malfunctions, and defects regarding      
S-TEC products in accordance with the following procedures.  
 

A. For approvals or Certificates issued or obtained under the ODA (or previous 
delegation authority), S-TEC ODA administrator and authorized delegates will evaluate 
all general issues including but not limited to:  

 
1. Unfavorable trend of data or procedure non-compliances  
2. Internal or External audits  
3. ODA requirement (See Section 17 of this manual) 
4. Single (not a trend) non-compliances deemed serious by the ODA administrator 

or ODA OMT  
5. Employee suggestions  
6. Management review  
7. Process improvements  
 

B. S-TEC ODA will evaluate field reported failures, malfunctions, and defects for 
identification of potentially UNSAFE or NON-COMPLIANCE conditions related to STC 
/ product certificates or approvals S-TEC holds as follows: 

 
1. S-TEC Customer Service department on a daily basis receives and responds to 

routine and urgent customer / operator complaints, inquiries in accordance with    
S-TEC approved Process and Procedures. All initial information is recorded by 
customer service in the Syteline ERP System for further detail evaluation by 
customer service technical staff. When information gathered from these users, 
dealers, installers, and maintenance facilities, etc. indicates there is a possible 
issue in the field with an S-TEC product that requires further investigation and/or 
potential corrective action by the ODA, the Director of Customer Support shall 
issue a corrective action request within 24 hours for evaluation / disposition. 

2. Upon receipt of phone or e-mail notification of a potentially unsafe or non-
compliance issue from Customer Support, the ODA will fill out ODA Form 103 
(Service Difficulty Report (SDR), and attach any supplemental information), the 
ODA administrator will establish and schedule a Problem Review Panel, which will 
include the ODA administrator and appropriate unit members as determined by the 
ODA administrator within pertinent disciplines to evaluate the reported failure, 
malfunction, or defect.  
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Note: The ODA administrator will determine exact UM participation in the Problem 
Review Panel based on UM(s) having process / product knowledge, allocated time, 
authority and skill in the required technical disciplines to solve the problem and 
implement corrective actions (E.g., Electrical Systems & Equipment UM, 
Mechanical Systems & Equipment UM, Structural UM, Flight Test UM, etc, 
considering specific details of reported condition). 
 

3. This ODA Problem Review Panel will within 48 hours of receipt of SDR conduct 
this problem assessment meeting using Form 109 to review the SDR reported 
condition to: 

 
a. Determine cause 
b. Define corrective action(s) required 
c. Based on operational safety conditions determine the urgency and criticality 

of the corrective action(s) 
d. Disposition SDR ODA Form 109 as appropriate 
e. Generate a CAR if necessary 
f. The SDR review process requires the review panel to address:  
 

1. Evaluation Team. Identify team members and determine goals 
and objectives. 

2. Problem Definition. This step provides the starting point for solving 
the problem or non-conformance issue. The SDR must have a 
“correct” problem description to identify causes. The SDR and 
supporting condition specific information must use terms that are 
understood by all. 

3. Developing Interim Containment Actions. Provide temporary 
actions to contain the problem and “fix” until permanent correction 
is in place and document actions in an Action Item Table. 

4.  Identifying and Verifying Root Cause. Analyze for the “root cause” 
of the problem and identify and verify the Escape Point. 

5. Identify Permanent Corrective Actions. Provide solutions that 
address and correct the root cause. Solutions determined to be 
the best of all the alternatives. Document and verify the 
Permanent Corrective Action in an Action Item Table. 

6.  Implementing & Validating the PCA. Implement and validate to 
ensure that corrective action does “what it is supposed to do.” 
Detect any undesirable side effects. Document this on the Action 
Item Table. Return to root cause analysis, if necessary.  

7. Preventing recurrence. Determine what improvements in the 
system and processes would prevent the problem from recurring. 
Ensure that corrective action remains in place and is successful. 
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g. The type of STC certificate data used during the evaluation will vary based 
on reported condition, some examples would be: 

1. Wiring Diagrams 
2. Structural attachment drawings 
3. Equipment Environmental Qualifications 
4. Software Qualification 

 
C. A database of SDR submittals and responses, corrective actions will be maintained 

under the direction of the ODA administrator and records will be maintained in 
accordance with Section 16. 

D. If the review board determines ODA OMT notification is required due to a potentially 
unsafe condition in a product, part or appliance the OMT will be notified within 48 
hours of the review unless a condition exists that might affect Safety of 
Operations/Flight safety in which case notification will be made to the OMT within 24 
hours. In either case a copy of the Corrective Action report and supporting analysis 
information will be supplied to the OMT Lead. These notifications will be via e-mail 
and/or telephone based on condition urgency. 

E. If the review board determines ODA OMT notification is required due to a product part 
or appliance not meeting the applicable airworthiness requirements. Notification to the 
OMT will be made within three business days for airworthiness issues. These 
notifications will be via e-mail. 

F. Based on problem review panel determinations, the ODA will require S-TEC 
engineering to generate any information necessary to implement corrective action 
needed for safe operation of the product, part or appliance. 

G. If corrective action by the user of the product is necessary for safety because of any 
noncompliance or defect specified in the paragraphs above, S-TEC engineering will; 

1. Propose to the ODA administrator a corrective action method and schedule 
implementing and distributing by certified mail an S-TEC issued Service Bulletin, 
or; 
2. Submit to the ODA administrator the information necessary for the issuance of 
an Airworthiness Directive under 14CFR Part 39. 
 
NOTE: The ODA administrator will report and coordinate these activities with ODA 
team per Section 17 of this manual. 
 
NOTE:  S-TEC service documents are managed by the Technical Publications 
Department.  Indication of FAA/ODA approval of recommended actions prescribed 
in the service documents, when required shall be consistent with the methods 
presented in AC 20-114.  These approvals should only apply to the type 
certification data. 
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H. It is the responsibility of all ODA unit members to take timely and effective corrective 
action to resolve problems and unfavorable trends in functions for which they are 
responsible. 

I. Comprehensive corrective action and preventive action will always be implemented to 
the degree necessary to eliminate recurring or potential non-compliances. 

J. Procedures and processes will be revised and those changes documented as a result 
of all corrective actions as applicable. 

K. Corrective action will be taken as a result of any of the following, as applicable:  
 

1. Unfavorable trend of data or procedure non-compliances 
2. Internal or External audits  
3. ODA requirement  
4. Non-compliances identified by self audits, the ODA administrator or the OMT 
5. Employee suggestions  
6. Management review  
7. Process improvements  

 
If a CAR for submittal to the ODA is determined to be required, the procedures 
described in Section 17 of this manual will be followed. 

 
L. FAA Safety Recommendations forwarded by OMT will be addressed as applicable. 
M. FAA Service Difficulty Reports (SDR) forwarded by OMT will be addressed as 

applicable. 
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15. PROCEDURES 
 
Procedure Number: S001 
 
Function Code  11010E 
 
Procedure Title:  Approve Technical Data and Find Compliance to the Airworthiness 

      Standards (Development and Approval of Data) 
 

 
1.0 PURPOSE: To establish procedures necessary to execute Function Code 11010E in 
accordance with FAA Order 8100.15 to specify requirements for development and approval 
of project data. 
 
2.0 GENERAL:  
 
S-TEC engineering will provide drawings, specifications, requirements documents, design 
definition documents, test plans, and test reports (herein referred to as “data”, see definitions 
Section IV) to show compliance with the applicable airworthiness requirements. The data will 
contain sufficient descriptive and substantiation compliance information to completely define / 
describe the design of the modification or installation.  
 
3.0 DEFINITIONS: Refer to Section IV of this manual. 
 
4.0 ACRONYMS: Refer to Section IV of this manual. 
 
5.0 REFERENCES: None 
 
6.0 RESPONSIBILITY: Structures, Electrical Systems and Equipment, Power Plant, 
Mechanical Systems and Equipment and Hardware/Software, and Flight Test ODA 
engineering unit members will approve design descriptive / compliance data only within their 
delegated disciplines and within limitations as specified in individual “ODA Unit Member List” 
document number ODAA07U1109-x and capabilities charts located in appendix D. 
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7.0 PROCEDURES: 
 
A. S-TEC engineering personnel including unit members of the ODA organization will 

accomplish the preparation and approval of the following data.  
 
Note: Structures, Electrical Systems and Equipment, Power Plant, Mechanical Systems 
and Equipment, Hardware/Software and Flight Test ODA engineering unit member 
approval of applicable design data will be accomplished using latest revision of FAA 
guidance material and 14 CFR Parts 21, 23, 27 or 29 as applicable for a particular system 
or function. ODA Engineering checklists may be used when developed by ODA 
engineering unit members based on same FAA guidance material, FAA Advisory 
Circulars, Orders, Notices, current FAA Policy Memorandums or other FAA guidance and 
Aerospace Industry materials as applicable for a given certification project. 
 
Note:  The Lead ODA administrator is responsible for ensuring that the data is provided to 
and reviewed by the appropriate discipline engineering unit members.  The engineering 
discipline decision plus sending, tracking, and receiving of the approvals may be 
delegated to the Assistant to the ODA administrator if the experience level of the assistant 
is suitable. 
 

1. Master Data List (MDL) - S-TEC engineering will manage all data submitted to the 
ODA unit by use of an MDL. The MDL will provide a complete listing of drawings, 
plans, specifications, reports, and any other information necessary in defining the 
alteration type design as applicable to the STC. 

 
2. Drawings and Design Definition Documents - S-TEC engineering is responsible for 

submitting acceptable drawings, design definition documents, and other 
substantiating documents to the ODA unit. These data must include enough detail 
to completely describe and or define the modification. 

 
3. Technical Analysis Reports - Airworthiness substantiation usually involves 

technical analysis reports of one or more types such as but not limited to, Weight 
and Balance Calculations, Structural Analysis, and Electrical Load Analysis. S-TEC 
engineering will furnish these items as appropriate for each STC project. 

 
Note: Engineering analysis is an integral part of showing compliance. It 
encompasses the full range of analytical techniques such as textbook formulas, 
computer algorithms, computer modeling/simulation, or structured assessments. 
The ODA unit will approve the data, not the analytical technique. S-TEC 
engineering will use a well-established analysis technique to guarantee the validity 
of the result. The analysis must show the data are valid. The ODA unit is 
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responsible for finding the data accurate, and applicable, and that the analysis 
does not violate the accepted assumptions.  

 
The appropriate discipline ODA unit member will approve these analyses.  
Appropriate discipline ODA unit members will determine and make findings of 
compliance per each STC project CCL (ODA Form 202, Appendix E). 

 
4. Test Plans and Reports - Testing is often required to demonstrate compliance. S-
TEC engineering will produce test plans or procedures required to allow ODA unit to 
make findings of compliance.   

 

Note: S-TEC engineering will submit test plan(s) early enough for the ODA unit to 
review and approve the plan(s) before the start of any test. In the plan(s), engineering 
will describe the items requiring test and include a list of all equipment necessary for 
the test. Describe how to calibrate the equipment (when calibration is required) and 
include calibration verification signoff before the test, also include required conformity 
details of the test article and setup, and list the specific applicable airworthiness 
standards. Describe how compliance is to be shown, and include a test procedure with 
step-by-step format and defined pass/fail criteria.  

 
Also include a signoff page for witnessing of official tests, the ODA witness will verify 
by signature that the procedures in the approved test plan were followed and that any 
data captured by test instrumentation is valid data for the test in question.  

 

The appropriate discipline ODA unit member will approve these test plans and 
procedures, witness the tests when necessary, and evaluate the results for 
compliance.  Satisfactory results and limitations will be documented by the appropriate 
discipline ODA unit member in report form and then approved and documented on 
FAA Form 8100-9 by an appropriate discipline ODA unit member. 
 
5. Vendor and Sub-Contractor Data - Vendor and sub-contractor data can be utilized 
in the STC data package.   
 
Note: Any vendor data utilized as STC design data must be listed, identified, 
evaluated, properly qualified, and approved and documented on FAA Form 8100-9 by 
an appropriate discipline ODA unit member. 

 
6. Deviations to Prototype Articles - Deviations to prototype articles will be 
documented by S-TEC engineering in the form of a drawing or document providing 
adequate detail and description to clearly identify the deviation.  
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Note: These deviations will be approved and documented on FAA Form 8100-9 by an 
appropriate discipline ODA unit member. 

 

7. Instructions for Continued Airworthiness – S-TEC engineering will prepare an ICA in 
accordance with 14CFR part 23 Appendix G, part 27 Appendix A, or part 29 
Appendix A.  Prior to preparing the ICA, the engineering personnel assigned will 
determine either: 
1)  a new ICA will be developed for the STC project; or 
2)  a revised ICA will be completed for the STC project; or 
3)  the project does not impact the current ICA 

 
In general, all new STC projects will require development of a new ICA.  Revised ICA 
will usually only be applicable to STC amendment or major/minor change projects.  
For items 2) and 3) above, the personnel assigned to the ICA development effort will 
first review existing STC records to identify which ICA documents are potentially 
affected by the amendment or major/minor change project.  Then, ODA Form 112 will 
be utilized to conduct and document the ICA change impact assessment. 

 
The ICA need only address continued airworthiness of the design change for which 
application was made, as well as parts or areas affected by the design change. Prior 
to re-issuance of the Standard Airworthiness Certificate and delivery to owner of the 
modified aircraft, S-TEC will furnish one set of ICA to the aircraft owner/operator.  

 

B. Appropriate discipline ODA unit members will be responsible for substantiating 
compliance with all airworthiness requirements for the design and installation of the 
systems and all components (including items previously approved and used in other 
applications) involved in the STC.   

 

The ODA unit members will review and validate all data including data developed by 
parties other than S-TEC engineering when presented to the ODA that are intended to 
be used as substantiation of compliance for the STC project. 
 
The ODA unit members will also be responsible for finding that the altered product is 
of a proper design for safe operation. In order to determine this, the ODA unit 
members will consider S-TEC engineering and aircraft manufacturer design 
philosophy, principles, and operational assumptions.  
 
Appropriately authorized ODA unit members will be responsible for approving any new 
or revised Process Specifications.  In addition to engineering review and approval, 
new and revised Process Specifications require manufacturing approval and shall be 
reviewed by an ODA inspection unit member.  The inspection unit member shall utilize 
Form 104 to document the specification review and approval. 
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Note:  Prior to submitting a proposed Process Specification for UM review, the Lead 
ODA administrator will coordinate with Quality Assurance personnel to ensure the 
appropriate approved supplier(s) have been visited to verify that: 
 
 1.  The Process Specification procedures are possible; 
 2.  That the supplier(s) has appropriate personnel to complete the procedures, 
and; 
 3.  That all required tooling and materials are or will be available. 
 
Note:  Drawings that include Process Specifications will be reviewed by an authorized 
engineering UM to verify that the specification callout is appropriate for the 
component(s) and includes all information required by the specification such as class 
or type. 
 
The approval status of all S-TEC Process Specifications will be tracked utilizing the 
Process Specification Tracker which will be maintained by the Assistant to the ODA 
administrator. 
 
An ODA engineering compliance inspection lets the ODA unit review an installation 
and its relationship to other installations on a product. This inspection ensures that the 
systems and components are compatible and meet the requirements of the 
airworthiness and operational standards. Do not confuse ODA engineering compliance 
inspections with a conformity inspection done by ODA inspectors. A conformity 
inspection determines conformity to engineering data, while an ODA compliance 
inspection determines compliance with the regulations. 

 
1. The ODA unit will approve the design only when the ODA unit has a complete 

understanding of the design and assumes full responsibility for the integrity and 
completeness of compliance findings for the design and installation of the 
alteration as determined by the CCL. 

 
2. The ODA unit members have the responsibility to review and approve data 

applicable to the STC project and verify compliance with the CCL.  
 

a. ODA unit members are authorized to approve data associated with 
their discipline and as identified on the CCL. Data contained on a signed 
FAA Form 8100-9 processed under this ODA Authority constitutes "FAA 
Approved Data". 
 
b. The ODA unit members will review data defining the new design or the 
change to the type design to determine compliance with the CCL.  The 
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data supporting findings of compliance will be approved on the FAA 
Form 8100-9, Statement of Compliance with Airworthiness Standards.  

 
Compliance findings records will be assigned unique tracking numbers by the ODA 
administrator or authorized assistant.  The tracking number will comply with the 
format defined in Project Electronic Document Management of Appendix E. 

 
c. ODA unit members will include as part of their approval signature, their 
name typed or printed in legible letters and their ODA delegation ID, 
example: 

 

 
 

d. ODA unit members that are off-site will FAX or send electronic version 
of the completed form 8100-9 when necessary to expedite  certification 
processes. The FAX or electronic version of the completed 8100-9 is 
valid and acceptable for use until the original arrives at the ODA 
administrative office. It is the responsibility of the cognizant ODA unit 
member to ensure that form 8100-9 originals are received by the ODA 
administrator within fifteen calendar days of FAX or electronic 
transmission.  

 
3. Lower level design/substantiation data developed by suppliers is acceptable for 

use and approval by ODA unit members provided it meets the intent of the 
design approval and requirements of the CCL. 

 
C. During the preliminary project evaluation and initiation process the ODA administrator 

and/or the OMT will identify any FAA specific findings, equivalent levels of safety, or 
FAA participation requirements. Coordination criteria of the identified issues will be 
included in the PSCP. 
 
1. When regulatory findings and equivalent levels of safety issues have been defined 

by the FAA, the necessary data to show compliance will be completed by S-TEC 
engineering and submitted to the ODA unit.  
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The appropriate discipline ODA unit members will determine whether the alteration 
or modification complies with the FAA issue requirement. When authorized in 
writing by the OMT to find compliance, the appropriate discipline ODA unit 
members will approve the data. When not authorized by the OMT to find 
compliance, the data will be submitted to the OMT for approval.  

 
2. When a STC project involves issues related to 14CFR part 34 or 14CFR part 36, 

the necessary data to show compliance will be completed by S-TEC engineering 
and submitted to the ODA unit.  

 
The appropriate discipline ODA unit members will determine whether the alteration 
or modification complies with the FAA regulatory requirement. When authorized in 
writing by the OMT to find compliance, the appropriate discipline ODA unit 
members will approve the data. When not authorized by the OMT to find 
compliance, the data will be submitted to the OMT for approval.  

 
3. When a project involves issues related to: 

a. ICA 
b. Evaluation of operational suitability 
c. Changes to MMEL 
d. AFM 
e. FCOM 
f. Crew qualifications 
g. Emergency evacuation procedures 

 
The necessary data to show compliance will be completed by S-TEC engineering and 
submitted to the ODA unit. The ODA will coordinate simultaneous submittal of the data 
to the OMT and AED. Upon acceptance/approval of AED, the OMT lead will provide 
written confirmation to the ODA.  

 
Compliance determinations and approvals will be recorded on ODA Form 200 
(Appendix E) and copies kept in the STC package file. 

 
8.0 FORMS (appendix E)  

a. FORM 200 STC Project Master Data File Checklist 
b. FORM 202 Compliance Check List (CCL) 
c. FORM 203  Conformity Inspection Plan (CIP) 

 d. FORM 8100-9 Statement of Compliance with Airworthiness Standards 
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Procedure Number: S002 
 
Function Code  11020E 
 
Procedure Title:  Issue Supplemental Type Certificates and/or Amendments  
 

 
1.0  PURPOSE: To establish procedures necessary to execute Function Code 11020E 

requirements in accordance with FAA Order 8100.15 to specify the process to be used for 
issuance of an STC. 

 
2.0  GENERAL:  
 
The ODA unit will issue STC’s and related airworthiness certificates as delegated under 
14CFR part 183, subpart D and will issue an STC to S-TEC only. The specific functions 
delegated to the ODA unit are listed in Section 2. 
 
3.0  DEFINITIONS: Refer to Section IV of this manual. 
 
4.0  ACRONYMS: Refer to Section IV of this manual. 
 
5.0  REFERENCES: None 
 
6.0  RESPONSIBILITY: ODA administrator and engineering unit members for Structures, 

Electrical Systems and Equipment, Power Plant, Mechanical Systems and Equipment and 
Hardware/Software as applicable will generate, project data, forms, and checklists as 
required and review design data packages as required within their delegated disciplines in 
accordance with limitations as specified in individual “ODA Unit Member List” document 
number ODAA07U1109-x and capabilities charts located in appendix D. 
 

7.0  PROCEDURES:  

A. Project Initiation  

1. Procedures for review of the FAA Form 8110-12 by the ODA unit. 
a. S-TEC engineering will prepare and submit an Application for Supplemental 
Type Certificate FAA Form 8110-12 (Per Appendix E) for all new STC requests 
to the ODA administrator along with a Project Specific Certification Plan 
(PSCP), Compliance Checklist (CCL), Conformity Inspection Plan (CIP), and 
any other plans, checklists, or documents necessary to allow the ODA 
administrator to determine the STC project feasibility.  
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The PSCP and CCL will specify the proposed certification basis.  The certification 
basis for each project will be the applicable FAA regulations in effect on the date of 
STC application and when required any later amendments the ODA administrator finds 
directly applicable unless otherwise coordinated and agreed to by the OMT.  

 

The PSCP will include as minimum although not limited to those items listed in 
Appendix F and follow the format defined in Appendix E. 

 
2. The ODA administrator will hold a preliminary STC board meeting (ODA Form 208 

Appendix E) at which a determination of project feasibility will be made by the ODA 
administrator in cooperation with the cognizant ODA unit members considering the 
following:   

 
a. The proposed design will be discussed with appropriate ODA unit members 
and applicable regulatory requirements will be determined. The effect the 
project scope will have on the weight, balance, structural strength, reliability, 
operational characteristics, or other characteristics affecting the airworthiness of 
the product will be considered.  
b. Timing/scheduling necessary for obtaining ODA approval varies with the 
complexity of each modification. Inspections, meetings, tests, etc., will be 
planned, scheduled, and provided well in advance to the ODA to assure 
appropriate personnel are available. 
c. The ODA administrator will evaluate the ability of the ODA unit’s experience 
and capability to determine that project alteration design complies with the 
airworthiness standards and will be in a condition for safe operation. 
d. The ODA administrator will evaluate any off-site facility’s capabilities per 
Procedure 018 if the project is to be performed at an off-site location. 

 

3. The ODA administrator or authorized assistant will assign a project number to each 
STC project for the purpose of identification and tracking during the certification 
process.  Instructions on assigning numbers are defined in Project Electronic 
Document Management section of Appendix E.  

 

B. Procedures for development of the Program Notification letter (PNL) and coordination 
of the PNL with the ODA unit. 
 
1. The ODA administrator will coordinate with the ODA unit members for review and 

concurrence with the original PNL submittal items and any later supplements or 
changes. 
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2. The ODA administrator will coordinate via telephone and/or email with the OMT 
Lead and OMT members and identify any specific findings of compliance to be 
addressed in the PSCP as follows: 

 
a.  Determine regulatory interpretations and equivalent level of safety findings. 
b.  Determine compliance for emissions and noise requirements of 14CFR parts 
34 and 36. 
c.  Determine compliance in areas evaluated by the AED. These include ICA, 
evaluation of operational suitability, Impact assessment of existing ICA, 
Changes to MMEL, AFM, FCOM, crew qualifications, and emergency 
evacuation procedures.  
d. Determine compliance, when necessary, in areas involving new design 
concepts that require the formulation of special conditions in accordance with 
14CFR part 21.16, 21.101. 
e.  Participate in compliance findings in areas involving known safety related 
problems. 

 
3. The following types of changes may be conducted without submittal of a PNL: 
 

a. New or amended STCs when the OMT is provided evidence of an 
association between the TC holder for the product and the STC ODA holder in 
which the TC ODA holder agrees to provide the STC ODA holder with access to 
any necessary type design data. 
b.  Major changes in type design which do not result in amendment of the STC, 
i.e., revision to the face sheet or any continuation sheets.  This activity may be 
conducted for the following types of changes: 
 

1. Material changes involving materials with similar properties and 
substantiation methods. 

 2.  Process changes involving processes of similar complexity and skills. 
 3.  Supplier changes 
 4.  Equipment substitutions (i.e., different radio, similar TSO’d article). 
 5.  Relocation of equipment. 
 6.  Addition of serial numbers to STC applicability. 
c.  Amended STC, or major change for Autopilot systems and projects with the 
same scope and limitations of ODA projects that have been previously 
completed satisfactorily. 
 
NOTE:  A PNL is required for any project: 
 
1.  That is a Part 27 or Part 29 project; 
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2.  That is a significant change pursuant to 14 CFR 21.101; 
 
3.  Involving items on the applicable directorate’s issues list, unless; the issue 
has been dispositioned on that ODA holder’s previous project through a 
completed stage 4 issue paper, the issue paper is marked for reuse, and all 
reuse conditions are met.  Such as issue paper shall be referenced in the PSCP 
and noted in the CPN; 
 
4.  Requiring issuance of an equivalent safety finding, exemption, or special 
condition, i.e., one that does not already exit as part of the product’s certification 
basis; 
 
5.  Requiring a determination of compliance to a requirement for which the ODA 
holder has not previously demonstrated experience; 
 
6.  Involving a novel or unusual design feature not previously introduced, or a 
method of compliance not previously accepted by the OMT, for use on the ODA 
holder’s projects; 
 
7.  Involving issuance of a new, approved model list STC; 
 
8.  Involving a change that is the subject of a planned airworthiness directive 
(AD) or affects compliance with an existing AD, e.g., an alternative method of 
compliance is required; and 
 
9.  For which the required FAA involvement, pursuant to paragraph 11-7d of 
FAA Order 8100.15, cannot be established in advance. 
 

NOTE: The ODA administrator shall notify the OMT of any planned certification 
project, or changes to an existing certification project, if it is unclear whether a 
PNL is required, or if there is any question regarding the ODA holder’s 
authority to complete the project. 

 
NOTE:  New STC or STC major change certification activity not requiring a PNL may 

only be conducted for STCs or major changes for which the OMT can 
establish beforehand that the project will not require FAA specific findings and 
that the ODA holder and unit have the appropriate knowledge and 
understanding of the product manufacturer’s design philosophy, principles, 
operational assumptions and operator procedures. 

 
4. The following requirements apply to projects conducted without submittal of a 

PNL: 
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a.  certification project notification (CPN) information will be provided to the 
OMT via letter or e-mail.  The CPN information will include all of the data 
identified in FAA Order 8110.115, figure 1 and will highlight the project as  “No 
PNL ODA Project”. 
b.  The CPN letter or e-mail shall also include OMT notification information 
regarding planned off site installations, use of foreign registered aircraft, and 
should contain the wording “ODA has full ICA delegation” in the Project 
Summary Description. 
c.  The normal procedures regarding PSCP, CCL and CIP preparation, and the 
reporting requirements of FAA Order 8100.15 paragraphs 3-16c and 11-53 are 
still applicable. 
 

5. The PNL will include as a minimum the following: 
 

a. FAA Form 8110-12. (Instructions defined in Appendix E). 
b. A PSCP (Form 201) with content defined in Appendix F. 
c. A CCL (Form 202) as defined in Appendix E. 
d. A CIP (Form 203) as defined in Appendix E. 
e. Identify any novel or unusual aspects of the program including any 
international aspects or foreign airworthiness authorities involved. 
f. Identify any design changes that are considered a “significant project” 
according to the definition in FAA Order 8110.4, Chapter 1, Para 1-6 (r)(s) and 
the guidance provided in AC 21.101A. 
g. Specify who will perform the design, if other than the S-TEC ODA, the scope 
of any other party’s involvement in the design, and provide a description of how 
the S-TEC ODA will manage the other party’s activities. 
h. Identify any recommended areas for FAA specific findings based on 
paragraph 11-7d of FAA Order 8100.15.  
i.  Identification and description of any related major change incorporated or 
being incorporated without submittal of a PNL. 

 
C. The ODA administrator or authorized delegate will compile, maintain, manage by use 

of ODA Form 200 (Appendix E), and make available to the FAA an STC package file 
which will consist of but not be limited to the following:  

 

1. STC Application, PSCP, CCL and Program Notification, and revisions to 
these documents 
2. FAA response information and FAA-ODA communications pertinent to the 
project 
3. STC Data as defined in process 11010E 
4. Instructions for Continued Airworthiness 
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5. Aircraft Flight Manual Supplement 
6. Conformity records 
7. Type Inspection Authorization 
8. Supplemental Type Inspection Report 
9. Type Inspection Report 
10. STC Board meeting summaries 
11. Compliance Report 

 
D. FAA Notification 

 
1. The ODA administrator will prepare and submit a PNL to the FAA only after 

thoroughly reviewing and determining that the ODA unit has or can obtain the 
appropriate knowledge and understanding of the product manufacturer’s design 
philosophy, principles, and operational assumptions required to determine 
compliance with the airworthiness standards and determine no unsafe features or 
characteristics exists in the altered product. 

 
2. Distribution of the PNL to the FAA will be to the OMT Lead, MIDO, and AED 

simultaneously via e-mail in the form of electronic documents. 
 

3. Distribution of the PNL revisions, supplements, and changes to the FAA will be to 
the OMT Lead, MIDO, and AED simultaneously via e-mail. The OMT Lead will 
respond with concurrence typically within thirty business days of receipt signature 
date with copies of each to the ODA file. 

 
4. Upon confirmation of PNL receipt by the OMT Lead, the Assistant to the ODA 

administrator will complete the Certification Project Notification (CPN) on behalf of 
the OMT Lead, if requested.  The Assistant to the ODA administrator will follow the 
procedures provided in FAA Order 8110.115 for the notification process. 

 
8.0 FORMS 

 
a. FORM 200  STC Project Master Data File Checklist 
b. FORM 201  Project Specific Certification Plan 
c. FORM 202  Compliance Checklist 
d. FORM 203  Conformity Inspection Plan 
e. FORM 208  STC Project Feasibility/Planning Review 
f.  FORM 8110-12 Application for STC 
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Procedure Number: S003 
 

Function Code  11020E 
 
Procedure Title:  Issue Supplemental Type Certificates and/or Amendments (Risk 

Assessment) 
 

 
1.0 PURPOSE: To establish procedures necessary to execute Function Code 11020E 
requirements in accordance with FAA Orders 8100.15 and 4040.26 to specify assessment to 
be made prior to any compliance testing. 
 
2.0 GENERAL:  
 
Prior to certification flight-testing of the STC project aircraft, the ODA administrator will 
coordinate an interim STC board meeting of S-TEC certification engineering, the cognizant 
ODA unit members, and the FAA when applicable (potential High Risk, unique design, ELOS, 
etc.) to review and determine the flight test risk. 
 
3.0 DEFINITIONS: Refer to Section IV of this manual. 
 
4.0 ACRONYMS: Refer to Section IV of this manual. 
 
5.0 REFERENCES: FAA Order 4040.26 
 
6.0 RESPONSIBILITY: ODA administrator and engineering unit members for Flight Test, 
Structures, Electrical Systems and Equipment, Power Plant, Mechanical Systems and 
Equipment and Hardware/Software will comply with requirements as applicable only within 
their delegated disciplines and within limitations as specified in individual “ODA Unit Member 
List” document number ODAA07U1109-x and capabilities charts located in appendix D. 
  
7.0 PROCEDURES: 
 
 A.  Flight Test Plans will include a Risk Management Plan per FAA Order 4040.26. 
 

B.  The below meetings will include/verify: 
 

1. Technical Review Board meeting has been conducted with attendees required 
and documented per ODA Form 204 (Appendix E), Attendance at a Minimum 
will include ODA Admin UM, Project Mgr, S-TEC certification engineering, 
Inspection/Airworthiness UM, Design Discipline UM’s. 
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2. A Risk Assessment has been completed with attendees required and 

documented per ODA Form 400 (Appendix E), Attendance will include all UM 
listed on Form 400. 

 
3. A TIA/Safety Review Board meeting has been conducted with attendees 

required and documented per ODA Form 205 (Appendix E) to examine and 
review the completed aircraft modification, certification ground and flight test 
process, and flight test risk and mitigating factors. Attendance will include all 
UM listed on Form 205. 

 
All unit members involved with the STC board meetings will initial the TIA 
concurrences block and submit the document to the ODA administrator for approval. If 
changes are required to a TIA after issuance, it will be revised by re-issuing the TIA 
with a letter revision of the document control number (located in the lower right 
margin).  Each appropriate ODA unit member will again initial the TIA concurrences 
block and submit the document to the ODA administrator for approval.  
 
When High Risk flight test is determined as a result of the Risk Assessment, the FAA 
OMT concurrence of the assessment and alleviation factors will be required prior to 
flight testing. 

 
8.0 FORMS: 

 
 a. FORM 204 STC Project Technical Review Board Agenda / Minutes 
 b. FORM 205 TIA/Safety Review Board Agenda / Minutes 
 c. FORM 400  Flight Test Risk Assessment and Alleviation 



            

           ODA 

S-TEC Corporation, ODA # ODA-700096-SW 
ODA Procedures Manual 
ODAA07P0915 
Revision 5.1 

 
 

Page                       74 of 414 
 
Date  17 May 2023 
Control File  ODAA07P0915 

 

All reports, analyses, drawings, documents, or other data provided to the FAA by S-TEC are confidential/proprietary and are only to be 
used by FAA employees in conjunction with S-TEC certification projects, Supplemental Type Certificates (STC), Parts Manufacturing 
Approvals (PMA), or Technical Standard Orders (TSO).  Release of this information or data in any form to any other party without prior 
written consent of S-TEC Corporation is prohibited. 

 

 
Procedure Number: S004 
 
Function Code  11020E 
 
Procedure Title:  Issue Supplemental Type Certificates and/or Amendments (Project 

Completion) 
 

 
1.0 PURPOSE: To establish procedures necessary to execute Function Code 11020E 
requirements in accordance with FAA Order 8100.15 to specify the process to be used for 
issuance of an STC. 
 
2.0 GENERAL:  
 
Upon completion of the STC project all of the required data developed for the project is 
compiled using a STC Project Master File Checklist ODA Form 200 (Appendix E). 
 
3.0 DEFINITIONS: Refer to Section IV of this manual. 
 
4.0 ACRONYMS: Refer to Section IV of this manual. 
 
5.0 REFERENCES: None 
 
6.0 RESPONSIBILITY: ODA administrator will assemble design, compliance, and project 
data as required for final signoff. ODA Engineering unit members for Flight Test, Structures, 
Electrical Systems and Equipment, Power Plant, Mechanical Systems and Equipment and 
Hardware/Software will participate within their delegated disciplines and within limitations as 
specified in individual “ODA Unit Member List” document number ODAA07U1109-x and 
capabilities charts located in appendix D. 
 
7.0 PROCEDURES: 

 
A. Upon completion of the STC project all of the required data developed for the project 

will be compiled using a STC Project Master File Checklist ODA Form 200 (Appendix 
E), for review and acceptance by the ODA administrator. 

 
B. The ODA administrator will verify that the data approvals are in compliance with the 

latest revision of the CCL and that all regulatory compliance requirements have been 
met. 
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C. The ODA administrator will coordinate a meeting of the project cognizant ODA 
engineering unit members and the FAA if required, for review and concurrence of the 
final STC project data. Each unit member will conduct a final review of all project data, 
drawings, reports, and pertinent information related to their disciplines using the CCL 
(Project Form 202).  

 
D. Upon confirmation that the project meets all applicable standards and airworthiness 

requirements, and that the product as modified by the data on which the STC is based 
is of proper design for safe operation, the STC Project Statement of Final Review for 
Certification, ODA Form 210 (Appendix E), will be signed by each ODA unit member 
indicating concurrence. 

 
8.0 FORMS: 
 

a. FORM 200 STC Project Master File Checklist 
b. FORM 202 Compliance Checklist 
c. FORM 210  STC Project Statement of Final review 
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Procedure Number: S005 
 
Function Code  11020E 
 
Procedure Title:  Issue Supplemental Type Certificates and/or Amendments 

(Issuance of STC Certificate) 
 

 
1.0 PURPOSE: To establish procedures necessary to execute Function Code 11020E 
requirements in accordance with FAA Order 8100.15 to specify the process to be used for 
issuance of an STC Certificate. 
 
2.0 GENERAL:  
 
This section specifies the STC process leading to project completion and issuance of the 
STC Certificate. 
 
3.0 DEFINITIONS: Refer to Section IV of this manual. 
 
4.0 ACRONYMS: Refer to Section IV of this manual. 
 
5.0 REFERENCES: None 
 
6.0 RESPONSIBILITY: ODA administrator /assistant will assemble complete STC certificate 
package as required within their delegated disciplines and within limitations as specified in 
individual “ODA Unit Member List” document number ODAA07U1109-x and capabilities 
charts located in appendix D. 
 
7.0 PROCEDURES: 

 
A. AIR-7J0 assigns a block of STC numbers that identifies the type of product and 

location of the issuing ACOB (Ref 8110.4, appendix 1, Figure 5).  The ODA 
administrator will then assign a number to the project currently in use. 

 
B. Only upon completion of the STC Project Statement of Final Review for Certification 

will the ODA administrator issue a STC, FAA Form 8110-2 (Appendix E), for the 
project. 

 
C. The STC will be prepared in accordance with applicable processes within this manual 

and appendix E at the time of STC issuance. The ODA administrator will determine the 
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description of the design data and the limitation statements to be placed on the STC 
certificate.   

D. Simultaneous to issuance of the STC, the ODA administrator will complete and sign 
the Organization Designation Authorization Statement of Completion FAA Form 8100-
11 (Appendix E), for submittal to the FAA. 

 
E. The ODA administrator will within thirty calendar days of the STC issuance or 

amendment, e-mail an electronic copy of the un-signed STC, FAA Form 8110-2 to the 
ACOB at 7-ASW-AVS-AIR-ASW190-DDS-ODA@faa.gov.  When submitting the 
electronic copy, include the STC number and project number in the subject field. 

 
F. The ODA administrator will within thirty calendar days of the STC issuance or 

amendment, submit the following to the FAA DSCO, AIR-7J0: 
 

(1) The ODA Statement of Completion, FAA Form 8100-11 
(2) An electronic copy of the signed STC, FAA Form 8110-2 
(3) An electronic copy of the approved AFMS/RFMS 
(4) An electronic copy of the Compliance Report 
(5) Any other data identified in the OMT’s response to the PNL 

 
8.0 FORMS: 
 

a.  FORM 8110-2 Supplemental Type Certificate 
b.  FORM 8100-11 ODA Statement of Completion 

 

mailto:7-ASW-AVS-AIR-ASW190-DDS-ODA@faa.gov
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Procedure Number: S006 
 
Function Code  11040E 
 
Procedure Title:  Approve Operational and Repair Information (Aircraft Flight Manual 

Supplement Approval) 
 

 
1.0 PURPOSE: To establish procedures necessary to execute Function Code 11040E 
requirements in accordance with FAA Order 8100.15 to specify process used for approval of 
Flight Manual Supplements. 
 
2.0 GENERAL: Process specifies the details for approval of Flight Manual Supplements. 
 
3.0 DEFINITIONS: Refer to Section IV of this manual. 
 
4.0 ACRONYMS: Refer to Section IV of this manual. 
 
5.0 REFERENCES: None. 
 
6.0 RESPONSIBILITY: ODA administrator will sign/approve supplements and Flight Test UM 
will approve compliance to the regulations as required only within their delegated functions 
and within limitations as specified in individual “ODA Unit Member List” document number 
ODAA07U1109-x and capabilities charts located in appendix D. 
 
7.0 PROCEDURES: 
 

A. S-TEC engineering will prepare and submit an AFMS/RFMS that addresses the 
operations and regulator’s requirements of the aircraft modification, alteration, and/or 
installation. The AFMS/RFMS will be formatted to follow ODA Form 211 (Appendix E). 

 
If the modification impacts cruising speeds, range, endurance, or fuel consumption 
information published in either an FAA-approved aircraft flight manual or an 
unapproved pilot operating handbook, the S-TEC ODA unit will determine how the 
modification affects this information. If the modification changes any of the information, 
S-TEC will either: 

 
1. Publish new cruising speeds, range, endurance, or fuel use performance data, 

or  
 
 



            

           ODA 

S-TEC Corporation, ODA # ODA-700096-SW 
ODA Procedures Manual 
ODAA07P0915 
Revision 5.1 

 
 

Page                       79 of 414 
 
Date  17 May 2023 
Control File  ODAA07P0915 

 

All reports, analyses, drawings, documents, or other data provided to the FAA by S-TEC are confidential/proprietary and are only to be 
used by FAA employees in conjunction with S-TEC certification projects, Supplemental Type Certificates (STC), Parts Manufacturing 
Approvals (PMA), or Technical Standard Orders (TSO).  Release of this information or data in any form to any other party without prior 
written consent of S-TEC Corporation is prohibited. 

 

2.  Prohibit, in the limitations section of the flight manual supplement, the use of the 
fuel consumption data in the AFM for the original type design. State in the 
performance section of the supplement that the data in the AFM for the original 
type design is not approved for use.  

 
B. The AFMS/RFMS will include any system and or aircraft limitations defined during the 

project. Any limitations will be approved by the appropriate unit member(s). 
 

C. The Assistant to the ODA administrator will be responsible for routing the 
AFMS/RFMS for review and comment by other appropriate discipline ODA unit 
members as listed and documented on ODA Form 104.  

 
D. The AFMS/RFMS will be reviewed by the Flight Test ODA unit member and when 

found acceptable for approval will provide a FAA Form 8100-9 with “Approval” of the 
appropriate 14 CFR regulations to the ODA administrator. 

 
E.  The AFMS/RFMS will then be sent to the AED for review and acceptance. 
 
F.  The ODA administrator will approve, by signing, the AFMS/RFMS except when the 

FAA has requested in the PNL response notification that the ACOB will review the 
AFMS/RFMS for final approval. 

 
8.0 FORMS: 

 
a. FORM 104 Document Review & Comment tracking 
b. FORM 211 Airplane or Rotorcraft Flight Manual Supplement 
c. FORM 8100-9 Statement of Compliance with Airworthiness Standards
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Procedure Number: S007 
 
Function Code  11050E 
 
Procedure Title:  Approve Airworthiness Limitations Information 
 

 
1.0 PURPOSE: To establish procedures necessary to execute Function Code 11050E 
requirements in accordance with FAA Order 8100.15 to specify System or related Aircraft 
Limitations, Replacement Times, Inspection Intervals or required Maintenance Actions. 
 
2.0 GENERAL:  
 
This section addresses determining airworthiness limitations for new systems and aircraft 
modifications as part of an ODA STC project.  
 
Note: Any airworthiness limitations determined during the design phase will be included in the  
 document as applicable. 
 
3.0 DEFINITIONS: Refer to Section IV of this manual. 
 
4.0 ACRONYMS: Refer to Section IV of this manual. 
 
5.0 REFERENCES: None. 
 
6.0 RESPONSIBILITY: The ODA administrator will approve airworthiness limitations specified 
by the ODA engineering unit members as required only within their delegated disciplines and 
within limitations as specified in individual “ODA Unit Member List” document number 
ODAA07U1109-x and capabilities charts located in appendix D.  
 
7.0 PROCEDURES: Prior to issuance of any supplemental type certificate the ODA 
engineering unit members will evaluate the required systems and / or modification to the 
following criteria: 
 

A. Establish Airworthiness Limitations  
 

1. The ODA engineering unit members will review the equipment manufacturer’s 
installation manuals, pilot’s guides and other relative information as well as 
project design(s) to establish the requirements to be satisfied in showing 
compliance. 
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2. The ODA engineering unit members will then review “typical” limitation 
information in section B below and specify limitations appropriate to the new 
system/modification. This listing will be complete and include any additional 
limitations deemed necessary not shown below. 

3. The ODA engineering unit members will review each imposed airworthiness 
limitation with the ODA administrator unit to ensure that the airworthiness 
limitations are understood. 

4. The specified listing of limitations will be provided to the engineering ODA unit 
member(s) responsible for continued airworthiness of the product. 

5. The originating ODA engineering unit member will forward the proposed 
limitations to the ODA administrator for approval prior to any supplemental type 
certificate issuance. The ODA administrator will recommend any additional 
airworthiness limitations he feels are necessary to insure safe operation. 

 
B. Typical Limitations (Not all inclusive): The following airworthiness limitations pertaining 

to equipment, systems, and powerplant installations/modifications at a minimum will be 
evaluated and prescribed as applicable. 

 
1. Any required Mandatory Equipment Replacement Times 
2. Any required Mandatory Equipment Inspection Times 
3. Inspection Procedures for Mandatory Inspections as applicable 
4. Any required Structural Inspections 
5. Any Fuel System Inspection requirements (EIDS system) 
6. Any Scheduled Maintenance Tasks (Cleaning, inspecting, lubricating, 

adjusting, etc) 
7. Any Servicing/Overhaul requirements 
8. Any Weight and Balance Special Considerations 
9. Any “Pre-Flight” testing requirements 
10. Any Operational “after maintenance” testing requirements 
11. Any Software or Database “update cycle” requirements 
12. Any Special Inspections requirements (E.g. Bi-Annual Altimeter Tests) 
13. Any other airworthiness limitations deemed necessary (Ref 14 CFR 

43.16, 91.403) 

 
8.0 FORMS:  
 

N/A 
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Procedure Number: S008 
 
Function Code  11070E 
 
Procedure Title:  Establish Conformity Inspection Requirements  
 

 
1.0 PURPOSE: To establish procedures necessary to execute Function Code 11070E 

requirements in accordance with FAA Order 8100.15 to establish conformity 
requirements. 

 
2.0 GENERAL: An ODA engineering unit member establishes the requirements for the extent 

and kind of conformity inspections required. Conformity inspections verify and provide the 
objective documentation that the test articles, parts, assemblies, installations, functions, 
and test setups conform to the design data.  Critical parts necessary for the safe operation 
of the aircraft require a conformity inspection.  All components which are to be part of an 
initial STC modification and require tests, other than flight tests (such as structural, fuel 
flow, etc.) require a complete part conformity inspection before the test is started.  All 
modifications which require flight-testing must have a complete part conformity inspection 
prior to the issuance of a TIA and have a satisfactory installation conformity before FAA 
ground or flight tests will be conducted. In-process/hidden inspections when required will 
be complied with in accordance with RFC. 

 
3.0 DEFINITIONS: Refer to Section IV of this manual. 
 
4.0 ACRONYMS: Refer to Section IV of this manual. 
 
5.0 REFERENCES: None. 
 
6.0 RESPONSIBILITY: ODA Engineering unit members for Structures, Electrical Systems and 

Equipment, Power Plant, Mechanical Systems and Equipment and Hardware/Software 
establish the requirements for the extent and kind of conformity inspections required and 
will issue a Request for Conformity. The ODA engineering unit member will specify 
conformity requirements as applicable to design and installation data only within their 
delegated disciplines and within limitations as specified in individual “ODA Unit Member 
List” document number ODAA07U1109-x and capabilities charts located in appendix D. 

 
7.0 PROCEDURES: 
 

A. INITIATING THE CONFORMITY INSPECTION PROCESS 
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1. An ODA engineering unit member or ODA administrator issues the Request for 

Conformity, FAA Form 8120-10. Upon verification that the appropriate data 
approvals have been completed.  See Appendix 4, figure 1 of FAA Order 
8110.4 for instructions on how to complete this form.  

a. Each RFC will be assigned a unique tracking number by the originating 
unit member. 

b. Only with this tracking number is the RFC to be considered approved. 
c. The status of the RFC will be kept in a RFC Log.  
d. The RFC is to be provided to the Inspection unit member to initiate the 

formal ODA conformity process. 
 

B. PARTS/COMPONENTS PRODUCED BY CONTRACTED VENDORS OR 
SUPPLIERS 

 

1. Parts or components manufactured by a contracted vendor or supplier that does 
not have a production approval for that part, or a part used for a structural test, will 
require issuance of a RFC.   

a. The conformities will take place at the supplier/vendor facility. 
b. The conformities will be performed by the Inspection unit member. 
c. Issuance of FAA Form 8130-3 Authorized Release Certificate/Air- 
worthiness Approval tag is required for these conformities. 
d. Follow on conformities at a vendor facility will be at the discretion of the 
ODA Inspection unit member upon coordination with the ODA 
administrator. 

 
C. PARTS PRODUCED BY TSO OR PMA USED IN CERTIFICATION TESTING 
 

1. These approvals indicate that the part produced has been determined to 
conform to a FAA approved design. 

2. The part’s approval by TSO or PMA indicates that a part conformity will not be 
necessary for its use in a certification project.  

3. Refer to FAA Order 8110.4, Chapter 2, Section 2-5, Paragraph 2-5, c.(3)) for 
the requirements related to the use of TSO or PMA items in certification testing. 

 
8.0 FORMS: 
 

a. Form 8120-10  Request for Conformity 
b. FORM 8130-3  Authorized Release Certificate, Airworthiness Approval Tag 
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Procedure Number:  S009 
 
Function Code  11080M 
 
Procedure Title:  Determine Conformity of Parts and Test Articles 
 

 
1.0 PURPOSE: to establish procedures necessary to execute Function Code 11080M 
requirements in accordance with FAA Order 8100.15 to describe the procedures to be 
followed by the ODA inspection unit member when establishing conformity of parts and test 
articles. 
 
2.0 GENERAL: An ODA inspection unit member will determine whether products, 
components, parts, or test articles conform to design data.  The ODA uses conformity 
inspections for both quality assurance and engineering purposes.  ODA conformity is a 
validation of S-TEC’s conformity. The ODA inspection unit member is to perform a conformity 
inspection upon receipt of FAA form 8120-10, Request for Conformity.  S-TEC is responsible 
for identifying the test articles that will be used to generate compliance data, and for 
conducting 100 percent S-TEC conformity of those test articles as required by 14 CFR § 
21.33(a)(b). 
 
3.0 DEFINITIONS: Refer to Section IV of this manual. 
 
4.0 ACRONYMS: Refer to Section IV of this manual. 
 
5.0 REFERENCES: 14 CFR 21.33(a)(b) 
 
6.0 RESPONSIBILITY: ODA inspection unit members perform conformity inspections of parts 
and test articles. The inspection unit member will perform conformity requirements as 
applicable regarding installations only within their delegated discipline and within limitations 
as specified in individual “ODA Unit Member List” document number ODAA07U1109-x and 
capabilities charts located in appendix D. An ODA inspection unit member performs 
conformity inspections per the requirements of the Request for Conformity. 
 
7.0 PROCEDURES: 
 

A. RECEIVING THE STATEMENT OF CONFORMITY 
 

1. An FAA Form 8130-9, Statement of Conformity will be submitted to the ODA 
before the ODA inspection unit member begins the conformity inspection. 
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2. S-TEC Quality Assurance Director or his/her delegates in writing must sign 
Statement of Conformity. 

3. When the conformity inspection is conducted away from S-TEC’s manufacturing 
facility, S-TEC will use one of the following procedures for signing the statement 
of conformity: 
 

a. S-TEC will send an authorized representative to the manufacturer’s 
facility to inspect the prototype article and sign the statement of 
conformity. 

b. S-TEC will delegate, in writing, a representative at the supplier to 
complete the FAA Form 8130-9.  This representative is an agent of    
S-TEC and acts on S-TEC’s behalf.  In this case, the agent must 
submit a copy of the agent’s letter with the FAA Form 8130-9. 

 
A. RECEIVING THE REQUEST FOR CONFORMITY (RFC) 

 
1. Conformity inspection verifies and provides objective documentation that the test 

articles, parts, assemblies, installations, functions, and test setups conform to 
the design data 

2. The ODA inspection unit member verifies the product conforms to the drawings, 
specifications, and special processes.  An ODA conformity inspection must be 
successfully accomplished before any certification ground or flight tests are 
conducted.  Conformity inspections are requested by ODA engineering unit 
members using FAA Form 8120-10, Request for Conformity, or FAA Form 
8110-1, Type Inspection Authorization (TIA). 

3.  A Conformity Tracking Log (ODA Form 206) will be maintained and list all RFCs 
and subsequent Conformity Inspection Records produced.  Conformity records 
will be assigned unique tracking numbers by the ODA administrator or 
authorized assistant.  The tracking number will comply with the format defined 
in Appendix E. 

 
B. CONFORMITY INSPECTION PROCEDURES FOR DETAIL PARTS AND 

ASSEMBLIES: 
 

1. Upon the receipt of the 8120-10, Request for Conformity, the ODA inspection 
unit member will review the level of conformity established on the RFC.  Verify 
that the data on the RFC is correct. 

2. The ODA inspection unit member will review the FAA Form 8130-9 prior to 
initiating the FAA conformity inspection and verify the form contains the correct 
information related to the conformity inspection being conducted.  The ODA 
inspection unit member will verify a company inspection has been conducted 
and documented on company inspection record (Company Conformity Form 
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86371).  The ODA inspection unit member will document the inspection on a 
FAA Form 8100-1, Conformity Inspection Record. 

3. The ODA inspection unit member conducting the conformity inspection will 
determine the level of inspection based on S-TEC’s quality control system, 
procedures, experience, equipment and facilities.  The product’s complexity and 
effect on air safety are also used to determine how much inspection is 
warranted. 

4. The ODA inspection unit member will review the information referenced on the 
RFC and conduct the inspection as follows: 
 

a. Ensure S-TEC’s quality representative has presented a complete 
drawing package referenced on the RFC including the quality control 
records to support S-TEC’s inspection.  Review the design data to 
determine the level of conformity inspection required by reading 
drawing notes and reviewing the parts list.  The parts list will be a 
guide to ensure all parts are installed in accordance with design data. 

b. Verify that any drawing changes are incorporated in the drawings and 
have been approved by ODA engineering unit members. 

c. Ensure the parts or test articles have been presented for conformity 
inspection, verifying the part number and serial number, if applicable. 

d. Inspect the part or assembly by verifying the critical and major 
characteristics: 

1. Dimensions 
2. Fits 
3. Tolerances 
4. Clearance 
5. Interference 
6. Ventilation 
7. Drainage 
8. Compatibility with other installations 
9. Servicing 
10. Maintenance requirements 
11. Special Processes 

5. Regardless of S-TEC’s experience, ODA inspection unit members are 
responsible for determining that S-TEC performed a complete conformity 
inspection.  In witnessing conformity inspections, the ODA inspection unit 
member will consider the following at a minimum: 
 
(a) The materials used in the fabrication process conform to design data by 

verifying the evidence shows traceability from the raw material to the 
prototype part, and chemical and physical properties were identified. 
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(b) When special processes are referenced on the design data, the ODA 
inspection unit member will verify the process specification is approved by 
ODA engineering unit members.  Verify the part or assembly show the 
process produces consistent parts that meet the design data. 

(c) Verify workmanship adds to the quality of the product and ODA engineering 
has established criteria to identify workmanship practices. 

 
6. Upon completion of the conformity inspection the ODA inspection unit member 

will record the inspection on FAA Form 8100-1, Conformity Inspection Record.  
Instructions for completing the form are on the back side of the form.  The ODA 
inspection unit member compiles and prepares a conformity package that 
consists of the following: 

 
a. FAA form 8120-10, Request for Conformity 
b. FAA Form 8100-1, Conformity Inspection Record 
c. FAA Form 8130-9, Statement of Conformity 
d. FAA Form 8130-3, Authorized Release Certificate, Airworthiness 

Approval Tag (if applicable) 
e. A copy of S-TEC’s design data, i.e. Master Data List, drawings, and 

quality control records supporting the conformity 
f.   FAA form 8100-9, Statement of Compliance with Airworthiness 

Standards, if applicable 
 

7. If the ODA inspection unit member discovers an unsatisfactory condition, they 
will accomplish the following:   
 

a. The discrepancy shall be documented on FAA Form 8100-1 as 
“UNSAT” and sufficient information describing the condition will be 
provided in the comments. 

b. The documented findings will be provided to S-TEC Quality to be 
addressed using current S-TEC procedures to disposition and correct 
the immediate non-conformance. If the “UNSAT” cannot be readily 
resolved, then an authorized ODA engineering unit member must 
disposition the “UNSAT” on appropriate engineering document.   

c. If the current configuration does not conform to the design data 
specified on the RFC it will be documented as an “UNSAT”.  Note: 
Design changes will require an RFC revision change or the statement 
“or later ODA approved revision” to clear this “UNSAT”. 

d. All unsatisfactory conditions will be resolved by  S-TEC providing the 
ODA unit member an acceptable corrective action per S-TEC 
procedures.   
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e. S-TEC will provide copies of any S-TEC engineering activity to the 
ODA inspection unit member to clear any “UNSAT” condition on FAA 
Form 8100-1. 

f. Re-inspection by the ODA Inspection unit member will be required 
when rework or design changes are warranted.  This re-inspection will 
occur after S-TEC has provided a corrective action acceptable to the 
ODA Inspection unit member.  

 
8. When inspections are to be conducted outside the geographic area the ODA 

inspection unit member must notify (via fax or email attachment) the ODA 
administrator and provide a request for Designee Geographic Expansion 
Authorization, FAA Form 8130-13 to the managing MIDO. The managing MIDO 
will coordinate with the geographic MIDO having responsibility for the area in 
which the work will be performed. No inspections will be performed until 
approval has been received from the managing MIDO.  

 

a. FAA Conformity Inspections at Supplier Locations - FAA 
Conformity Inspections may be completed at supplier locations, using 
one of the following options: 

1. The FAA Conformity Inspection may be performed by the 
local FAA office in the supplier’s region through coordination with 
the FAA OMT 
2. An ODA Unit Member may travel to the supplier to 
complete the FAA Conformity Inspection 
3. A qualified member of the supplier’s organization may be 
appointed to perform functions as an S-TEC ODA Unit Member.   
 

b. Completion and Processing of Conformity Inspection Records or 
Forms - The ODA Inspection Unit Member conducting the requested 
FAA Conformity Inspection will document the results, as applicable, on 
the following forms: 

1. FAA Form 8100-1, Conformity Inspection Record (for all 
Conformity Inspections)   
2. FAA Form 8130-3, Authorized Release Certificate/Airworth- 
iness Approval Tag (if requested on the RFC)  

 
c. The ODA Inspection Unit Member will assemble all the documentation 
required by the RFC into a data package for submittal to the administrator 
or his designee.  The package will include: 

1. FAA Form 8120-10, Request For Conformity  
2. FAA Form 8130-9, Statement of Conformity 
3. FAA Form 8100-1, Conformity Inspection Record 
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4. FAA Form 8130-3, Authorized Release Certificate/Airworthiness 
Approval Tag (if required) 

 
 
8.0 FORMS: 
 

a. FAA Form 8130-9 Statement of Conformity 
b. FAA Form 8120-10 Request for Conformity 
c. FAA Form 8110-1 Type Inspection Authorization 
d. FAA Form 8100-1 Conformity Inspection Record 
e. FAA Form 8130-3 Authorized Release Certificate, Airworthiness Approval Tag 
f. FAA Form 8100-9 Statement of Compliance with Airworthiness Standards 
g. FAA Form 8130-13 Designee Geographic Expansion  Authorization 
h. ODA Form 206 Conformity Tracking Log 
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Procedure Number: S010 
 
Function Code  11090M 
 
Procedure Title: Determine Conformity of Test Setup 
 

 
1.0 PURPOSE: To establish procedures necessary to execute Function Code 11090M 

requirements in accordance with FAA Order 8100.15 to define the requirements to be met 
when conforming a test setup during certification testing. 

 
2.0 GENERAL: An ODA inspection unit member determines conformity of the test setup.  

Engineering Certification Tests are used by S-TEC to demonstrate compliance with a 
requirement, or to collect quantifiable product or component data necessary for showing 
compliance.  S-TEC certification tests include part qualification, system function, fatigue, 
flammability, temperature survey, landing gear drop tests, ground vibration, and 
electromagnetic interference tests. 

 
3.0 DEFINITIONS: Refer to Section IV of this manual. 
 
4.0 ACRONYMS:  Refer to Section IV of this manual. 
 
5.0 REFERENCES:  None 
 
6.0 RESPONSIBILITY:  An ODA inspection unit member performs test setup conformity 

inspections. The inspection unit member will perform conformity requirements as specified 
within design data only within their delegated discipline and within limitations as specified 
in individual “ODA Unit Member List” document number ODAA07U1109-x and capabilities 
charts located in appendix D.  

 
7.0 PROCEDURES:  
 

A.CONFORMITY INITIATION 
 

1. Receive original 8130-9 Statement of Conformity 
a. Verify form is completed and note any deviations 
b. Verify form is signed and dated by S-TEC or authorized agent 

2. Review copy of 8120-10 Request for Conformity and determine conformity 
requirements 

3. Review applicable test plan identified on 8120-10, Request for Conformity, and 
determine the following: 
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a. Items to be tested 
b. Test equipment to be used in performance of the test 
c. Calibration status of the required test equipment 
d. Conformities required by the test plan 
e. Test Articles specified by test plan have been successfully conformed 

as part of test set up conformity 
 

B. CONDUCTING TEST PLAN CONFORMITY 
 

1. Conduct the inspection in order to determine the test setup is in accordance 
with the test plan. 

2. Record inspection results on FAA Form 8100-1. 
3. If the test setup does not conform to the test plan, it is to be considered 

nonconforming, and: 
a. Record the discrepancy as an “UNSAT” on FAA Form 8100-1 
b. Provide sufficient descriptive information of the condition 
c. The ODA Inspection unit member will resolve the discrepancy utilizing 

one of the following methods: 
d. The “UNSAT” will be remedied by: 

1. Rework of the condition by S-TEC 
2. Engineering change by S-TEC 
3. Disposition of the condition by an ODA engineering unit member 

 
C. CONFORMITY COMPLETION 
 

1. Record the inspection results on FAA Form 8100-1, Conformity 
Inspection Record  
2. Compile and a conformity package consisting of the following and 
forward to the ODA administrator or his designee: 

a. FAA Form 8120-10, Request for Conformity 
b. FAA Form 8100-1, Conformity Inspection Record 
c. FAA Form 8130-9, Statement of Conformity 
d. FAA Form 8130-3, Authorized Release Certificate, Airworthiness 

Approval Tag 
e. FAA Form 8100-9, Statement of Compliance with Airworthiness 

Standards, when applicable 
f. A copy of S-TEC design data, i.e. test plan, Master Data List, drawings, 

and quality control records supporting the conformity 
 
FORMS: 
 

a. FAA Form 8100-1 Conformity Inspection Record 
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b. FAA Form 8100-9 Statement of Compliance with Airworthiness Standards 
c. FAA Form 8120-10 Request for Conformity 
d. FAA Form 8130-3 Authorized Release Certificate, Airworthiness Approval Tag 
e. FAA Form 8130-9 Statement of Conformity 
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Procedure Number: S011 
 
Function Code  11100M 
 
Procedure Title:  Determine Conformity for Installation and TIA Inspection on a 

Product  
 

 
1.0 PURPOSE: To establish procedures necessary to execute Function Code 11100M 
requirements in accordance with FAA Order 8100.15 to establish the required actions to be 
taken upon issuance of the Type Inspection Authorization, FAA Form 8110-1. 
 
2.0 GENERAL: 
 

A. The ODA administrator will issue the TIA after the examination of the technical data 
required for the Supplemental Type Certificate compliance, the completed TIA will 
be forwarded to the Inspection Unit Member  

1. The TIA will identify conformity requirements, authorized flight tests, any 
special limitations (additions or changes to the limitations document) 
deemed appropriate for the test aircraft, and include a formal assessment of 
the risks associated with the flight tests.  

 
B. TIA Preparation 

 

1. The ODA administrator will prepare a draft TIA on FAA Form 8110-1. The 
TIA is not prepared until proper coordination is accomplished with each 
affected ODA Unit Member and, when appropriate, the FAA OMT so that all 
required information for each discipline's portion of the inspection. 

2. A finalized and signed copy of the TIA will be given to the required ODA 
Inspection Unit Members by the ODA administrator or his designee.  

 
C. TIA INFORMATION 
 

1. FAA Form 8110-1, Type Inspection Authorization contains: 
a. Cover page, which provides information related to: 

1. S-TEC’s name 
2. Aircraft type 
3. Certification basis 
4. Nature of the type design or modification 
5. Certification project number 
6. Internal ODA coordination 
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b. Page two, which provides information related to: 
1. Type design or modification description 
2. Any unique features or special interfaces 
3. Applicable parts of 14 CFR and / or any FAA policy in which 

compliance will be shown. 
c. Section 18, Part I, which provides: 

1. Point of contact at conformity site including phone number, 
location of aircraft/conformity site 

2. Conformity instructions for the ODA inspection unit member 
3. Instructions for the ODA unit member to change the aircraft’s 

airworthiness certificate to a FAA Form 8130-7, Special 
Airworthiness Certificate, Experimental, Showing Compliance with 
Regulations, for flight testing 

 
3.0 DEFINITIONS: Refer to Section IV of this manual. 
 
4.0 ACRONYMS: Refer to Section IV of this manual. 
 
5.0 REFERENCES:  
 

A. FAA Order 8130.2, Airworthiness Certification of Aircraft and Related Products 
 
6.0 RESPONSIBILITY: An ODA inspection unit member performs conformity inspections on 
installations and TIA. The inspection unit member will perform conformity requirements as 
specified within RFCs and only within their delegated discipline and within limitations as 
specified in individual “ODA Unit Member List” document number ODAA07U1109-x and 
capabilities charts located in appendix D.  
 
7.0 PROCEDURES:  
 

A. TIA Part 1 Completion by ODA Inspection  Unit Member 
 

1. When a copy of the finalized and signed TIA is received by the administrator 
or his designee he will assign Part 1 of the TIA to an ODA Inspection  Unit 
Member.  

2. In the case where the TIA Conformity Inspection is required in area outside 
the FAA OMT’s geographical area, the administrator or his designee must 
notify the FAA OMT by Designee Geographic Expansion, FAA Form 8130-
13. 

3. The TIA inspection ensures that the aircraft is in conformity with the design 
data appropriate for accomplishing the tests and the aircraft is in a condition 
for safe operation. The Unit Member must complete all requests listed in 
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Item 18, Part 1. These items may include, but are not limited to the 
following: 

 
a. Obtain a completed Statement of Conformity, FAA Form 8130-9, from    

S-TEC. 
b. Conduct Conformity Inspection to the appropriate approved design data. 
c. Verify actual weighing and balancing of the aircraft as designated on the 

TIA. 
d. Verify procedures exist for adequately removing and installing ballast for 

the various flight test configurations. 
e. Verify that the airspeed indicator and altimeter have been calibrated 

within the timeframe designated on the TIA. 
f. Verify that any thermocouples have been calibrated within the timeframe 

designated on the TIA. 
g. Verify that the instrumentation package is installed in accordance with 

the Flight Test Plan, and that instrumentation calibrations are current. 
h. Verify the pitot static system has been leak checked within the timeframe 

designated on the TIA. 
i. Verify functional ground operational testing has been accomplished. 

Witness rigging of the engine and flight controls as designated on the 
TIA. 

j. Verify all instrument markings and placards are in accordance with FAA 
approved drawings. 

k. Verify and record the engine model and serial number. 
l. Verify that applicable ADs have been accomplished. 
m. Conduct any other inspections or tests deemed necessary. 
n. Conduct a general airworthiness inspection of the test aircraft in 

accordance with 14 CFR Part 43, and issue a “Showing Compliance with 
FAA Regulations” experimental airworthiness certificate FAA Form 8130-
7 in accordance with FAA Order 8130.2, if applicable. 

 
B. The ODA Inspection  Unit Member will document results for each item of the TIA 

inspection on FAA Form 8100-1. The form should document all discrepancies, 
nonconformities and subsequent corrective actions taken for resolution. Items 
documented as Unsatisfactory (UNSAT) may require dispositioning with authorized 
ODA Engineering Unit Members for resolution. If design changes are necessary to 
clear the UNSAT, FAA Form 8100-9, Statement of Compliance with Airworthiness 
Standards, will be prepared and listed on the 8100-1 form. When “UNSATS” 
identified on the 8100-1 form have been satisfactorily dispositioned, the ODA 
Inspection  Unit Member will brief the assigned ODA Flight Test Unit Member 
regarding the completion of TIA Item 18, Part 1. 
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C. After completing the TIA inspection, the ODA Inspection Unit Member will complete 
FAA Form 8110-26 Part I, Supplemental Type Inspection Report. 

 
D. The ODA Inspection Unit Member will assemble all the documentation required by 

TIA Item 18, Part 1 into a data package for submittal to the administrator or his 
designee.  The ODA Unit will submit a copy of the data package to the OMT if 
required, and maintain the original copy in the ODA Unit project files. 

 
E. Supplemental Type Inspection Report 

 
1. FAA Form 8110-26, Supplemental Type Inspection Report (STIR), is to be 

prepared once Section 18, Part I of the TIA has been accomplished.  The STIR 
must be complete prior to STC issuance.  The STIR shall document the results 
of all TIA inspections and tests, and:  

 
a. Is prepared by the ODA inspection unit member 
b. The STIR must be reviewed and signed by another Inspection 

ODA unit member or the ODA administrator   
c. Is to be submitted to the ODA administrator upon completion for 

approval 
 

F. FINAL CONFORMITY DATA PACKAGE 
 

1. The ODA inspection unit member is to compile a conformity data package that 
consists of: 
 

a. FAA Form 8110-26, Supplemental Type Inspection Report 
b. FAA Form 8110-1, Type Inspection Authorization 
c. FAA Form 8120-10, Request for Conformity 
d. FAA Form 8100-1, Conformity Inspection Record 
e. FAA Form 8130-9, Statement of Conformity 
f. FAA Form 8130-3, Authorized Release Certificate, Airworthiness Approval 

Tag, if applicable. 
g. FAA Form 8100-9, Statement of Compliance with Airworthiness Standards, 

if applicable 
h. A copy of S-TEC’s design data, i.e. Master Data List, (drawings and other 

quality control records supporting the conformity may be retained with the 
Company Conformity records) 

i. Any other data required by Section 18, Part 1 (some data from this section 
may be retained with the aircraft books) 

 
G. The final conformity data package is to be submitted to the ODA administrator. 
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8.0 FORMS:  
 
a. Form 8110-26 Supplemental Type Inspection Report 
b. Form 8110-1  Type Inspection Authorization 
c. Form 8120-10 Request for Conformity 
d. Form 8100-1  Conformity Inspection Record 
e. Form 8130-9  Statement of Conformity 
f. Form 8130-3  Authorized Release Certificate, Airworthiness Approval Tag 
g. Form 8100-9  Statement of Compliance with Airworthiness Standards 
h. Form 8130-7  Special Airworthiness Certificate 
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Procedure Number: S012 
 
Function Code  11110E 
 
Procedure Title:  Perform Compliance Inspections (Aircraft Ground Evaluation) 
 

 
1.0 PURPOSE: To establish procedures necessary to execute Function Code 11110E 
requirements in accordance with FAA Order 8100.15 to specify steps to be taken prior to and 
during aircraft Ground Evaluations per approved test plans. 
 
2.0 GENERAL:  
 
The ODA administrator will delegate qualified Engineering Unit Member(s) to perform the 
compliance inspection(s). This unit member(s) will be specified in the Project Specific 
Certification Plan with specific functions and / or tests to be witnessed. Actual testing will be 
accomplished using ODA approved test plans only.   
 
NOTE: An engineering compliance inspection will be done for any aspect of product design 
and installation where compliance with the certification requirements cannot be determined 
through the review of drawings or reports. Do not confuse this inspection with a conformity 
inspection done by ODA inspection Unit Members. An engineering compliance inspection 
determines compliance to the regulations. As such an engineering compliance inspection 
provides an opportunity for the ODA engineering unit member to review an installation and its 
relationship to other installations on the subject aircraft. This inspection ensures systems and 
components are compatible with each other, perform properly and meet the applicable 
requirements of the airworthiness and operational standards. 
 
NOTE: The product must conform to the type design before conducting the engineering 
compliance inspection shown in section 7.0 below. The findings will be documented in a 
report by S-TEC to be included as part of the substantiating data. Engineering compliance 
inspections may not be delegated outside the ODA or to unit members that are not 
specifically delegated this function under the ODA approval. Engineering unit members will 
request additional guidance from the ODA administrator for any area of test plans not clearly 
understood in order to effectively make the findings on behalf of the ODA. 
 
Prior to testing, the ODA unit will assemble all required members as listed on ODA Form 204 
in accordance with form instruction in Appendix E to perform a technical review of the project 
prior to the start of any official ground testing. Actual testing will be accomplished using ODA 
approved test plans only.  The ODA administrator will be responsible for ensuring that all 
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appropriate unit members have initialed form 204 after the review team has performed the 
following: 

A. Technical Review Board meeting conducted to examine and determine the 
technical data required for type certification is completed or has reached a point 
where it appears that the aircraft, component, or system being examined will 
meet the pertinent regulations. 

 
B.  Requirement for the issuance of a TIA, or a RFC that defines the FAA conformity 

inspection requirements when TIA is not necessary. 
 
3.0 DEFINITIONS: Refer to Section IV of this manual. 
 
4.0 ACRONYMS: Refer to Section IV of this manual. 
 
5.0 REFERENCES: None 
 
6.0 RESPONSIBILITY: ODA administrator, unit members as applicable. The team members 
will perform technical review and actual compliance testing requirements within their 
delegated discipline and within limitations as specified in individual “ODA Unit Member List” 
document number ODAA07U1109-x and capabilities charts located in appendix D.  
 
7.0 PROCEDURES:  
 
Delegated engineering unit member(s) shall perform the following: 
 

A.  Determine scope of the area / tests to be inspected / evaluated for compliance. 
 

(1) Determine which regulations apply as listed in ODA approved Test Plan(s). 
(2) Review applicable listed regulatory requirements and any referenced 
technical data to identify items for inspection / test. 
(3) Coordinate inspection requirements with S-TEC engineering and ODA unit 
inspectors. 
(4) Notify S-TEC engineering of any special attention or requirements for areas 
to be inspected. 
(5) Request conformity inspection verification by ODA inspectors. 
(6) For any areas without clear conformity verification Inspect aircraft personally 
with the engineering representative(s) of S-TEC and determine compliance with 
the regulatory requirements. 
(7) Document any required inspections and results resulting from item 6. 
(8) Any non compliance found during compliance inspection will be evaluated 
for possible test suspension and notification of S-TEC engineering will be made. 
The notification will include reference to the specific regulatory requirements. 
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(9) Re-inspect any changes to verify that the non-compliance items have been 
adequately resolved. Verify that type design drawings as applicable have been 
revised to reflect the changes made that resolved the non-compliance. 
(10) Any non compliance requiring immediate correction (Prior to continuing 
tests) will be processed in accordance with approved ODA procedures prior to 
restart of test. 

 
B. Witness performance of test procedures as described in ODA-approved test  

plan(s). 
 

(1) The ODA-authorized witness and S-TECs knowledgeable representative 
who is capable of performing the test shall be present at all times during actual 
testing. 
(2) Verify that data captured by test instrumentation appears to be valid data for 
the test in question. 
(3) ODA approved test plan(s) will be performed as written with any 
required/proposed deviations or errors noted on the hard copy test plan(s) 
used. This hard copy test plan shall be considered “official” and used to record 
and support any required changes to aircraft or test plan(s) submitted to S-TEC 
engineering and ODA Unit.  
(4) For lengthy tests, witness at least the most appropriate or critical portions of 
the tests and conduct a post-test examination.  
(5) After completion of test, the ODA-authorized witness will sign the “official” 
test plan hand marked during the test to show the results were obtained by 
properly following the approved test plan. This signed “hard copy” record shall 
identify the test and include the results obtained, the decisions reached, and 
any recommendations to be made to S-TEC. A copy of this record will be 
included in the ODA file along with the official test report generated.  
(6) S-TEC must satisfactorily resolve all noncompliance prior to the ODA 
issuing the STC, amended STC. 
(7) File all supporting data in the ODA file through the ODA administrator. 

 
8.0 FORMS: (appendix E) 

 
a. FORM 204 STC Project Technical Review Board Agenda / Minutes 

           b. FORM 8100-9 Statement of Compliance With Airworthiness Standards 
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Procedure Number: S013 
 
Function Code  11110E 
 
Procedure Title:  Perform Compliance Inspections (Aircraft Pre-Flight Inspection) 
 

 
1.0 PURPOSE: To establish procedures necessary to execute Function Code 11110E 
requirements in accordance with FAA Order 8100.15 to specify steps to be taken during 
aircraft preflight Evaluations. 
 
2.0 GENERAL:  
 
The ODA administrator will delegate qualified Engineering Unit Member(s) to perform the 
compliance inspection(s). This unit member(s) will be specified in the Project Specific 
Certification Plan with specific functions and / or evaluations to be performed. 
 
NOTE: An engineering compliance inspection will be done for any aspect of product design 
and installation where compliance with the certification requirements cannot be determined 
through the review of drawings or reports. Do not confuse this inspection with a conformity 
inspection done by ODA inspection Unit Members. An engineering compliance inspection 
determines compliance to the regulations. As such an engineering Pre-Flight compliance 
inspection provides an opportunity for the ODA engineering unit member to review an 
installation and an aircraft to ensure alteration completion status and airworthiness of the 
subject aircraft prior to flight. This inspection ensures the modification is complete, the 
installed systems perform properly and the aircraft meets the applicable requirements of the 
airworthiness and operational standards (Ref 14 CFR § 21). 
 
NOTE: The aircraft must conform to the type design before conducting the engineering 
compliance inspection shown in section 7.0 below. The findings will be documented in a 
report by S-TEC to be included as part of the substantiating data. Engineering compliance 
inspections may not be delegated outside the ODA or to unit members that are not 
specifically delegated this function under the ODA approval. Engineering unit members will 
request additional guidance from the ODA administrator for any area of test plans not clearly 
understood in order to effectively make the findings on behalf of the ODA. 
 
3.0 DEFINITIONS: Refer to Section IV of this manual. 
 
4.0 ACRONYMS: Refer to Section IV of this manual. 
 
5.0 REFERENCES: None. 
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6.0 RESPONSIBILITY: ODA engineering UM for Structures, Electrical Systems and 
Equipment, Power Plant, Mechanical Systems and Equipment, and Inspection Unit Members 
as assigned by ODA administrator. The team members will perform an aircraft alteration / 
airworthiness assessment within their delegated discipline and within any limitations as 
specified in individual “ODA Unit Member List” document number ODAA07U1109-x and 
capabilities charts located in appendix D.  
 
7.0 PROCEDURES:  
 
Delegated engineering unit member(s) shall perform the following: 
 

A.  Determine condition of aircraft evaluated for compliance. 
 

(1) Determine which regulations apply. 
(2) Review applicable regulatory requirements and any guidance materials to 
identify items for inspection. 
(3) Coordinate inspection requirements with S-TEC engineering and ODA unit 
inspectors. 
(4) Notify S-TEC engineering of any special attention or requirements for areas 
to be inspected. 
(5) Request conformity inspection verification by ODA inspectors. 
(6) For any areas without clear conformity verification Inspect aircraft personally 
with the engineering representative(s) of S-TEC and determine compliance with 
the regulatory requirements. 
(7) Document any required inspections and results resulting from item 6. 
(8) The Inspection ODA unit member will inspect the STC project aircraft for 
general airworthiness condition, document the inspection on ODA form 301, 
and will issue an experimental airworthiness certificate to the aircraft, for the 
purpose of “Research and Development” aircraft operation, in accordance with 
the procedures outlined in Process 11062M of this manual. 
(9) Any non-compliance found during compliance inspection will be evaluated 
for possible test suspension and notification of S-TEC engineering will be made. 
The notification will include reference to the specific regulatory requirements. 
(10) Re-inspect any changes to verify that the non-compliance items have been 
adequately resolved.  
(11) Any non-compliance requiring immediate correction (Prior to flight) will be 
processed in accordance with approved ODA procedures prior to release for 
flight. 
 

B. Provide Documented Evidence of aircraft Airworthiness and Test Readiness 
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S-TEC engineering and the ODA unit member(s) performing evaluation will provide the 
following documentation to the Inspection ODA unit member: 

 
1. A copy of the completed aircraft records showing that either an annual 

or a 100hr inspection of the aircraft has been completed or is currently 
effective. 

 
2. A declaration that there is no outstanding or uncompleted Airworthiness 

Directives on the STC project aircraft. 
 

3. A listing of all other prior STCs applied to the STC project aircraft. 
 

4. An appropriate S-TEC representative  will inspect the STC project 
aircraft installation, modification, or alteration in accordance with 14CFR 
part 21.33 and submit an FAA Form 8130-9. 

 
5. After completion of the evaluation, the ODA-authorized unit member will 

provide a copy of all applicable records to the ODA administrator.  
 

6. The ODA administrator will file all data in the ODA project file. 
 

8.0 FORMS: (appendix E) 
 

a. FORM 8130-9 Statement of Conformity 
b. FORM 8130-7 Special Airworthiness Certificate 
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Procedure Number: S014 
 
Function Code  11110E,  
 
Procedure Title:  Perform Compliance Inspections (Certification Flight Testing) 
 

 
1.0 PURPOSE: To establish procedures necessary to execute Function Code 11110E 
requirements in accordance with FAA Order 8100.15 to specify steps to be taken during flight 
testing per approved test plans. 
 
2.0 GENERAL:  
 
The ODA administrator will delegate a qualified Flight Test Unit Member to perform the flight 
test compliance inspection(s). This unit member(s) will be specified in the Project Specific 
Certification Plan with specific functions and / or tests to be witnessed. Actual testing will be 
accomplished using ODA approved test plans only.   
 
NOTE: A Flight Test compliance inspection will be done to show compliance to the 
regulations as specified within the ODA approved test plans. A flight test compliance 
inspection determines compliance to the regulations. As such a flight test compliance 
inspection provides an opportunity for the ODA flight test unit member to assess the 
operational and system performance aspects of the installed system(s) on the subject aircraft 
and meet the applicable requirements of the airworthiness and operational standards. 
 
NOTE: The product must have been released for flight per procedure S013 of this manual. 
The findings will be documented in a report by S-TEC to be included as part of the 
substantiating data. Flight Test compliance inspections may not be delegated outside the 
ODA or to unit members that are not specifically delegated this function under the ODA 
approval. Engineering unit members will request additional guidance from the ODA 
administrator for any area of test plans not clearly understood in order to effectively make the 
findings on behalf of the ODA. 
 
3.0 DEFINITIONS: Refer to Section IV of this manual. 
 
4.0 ACRONYMS: Refer to Section IV of this manual. 
 
5.0 REFERENCES: None. 
 
6.0 RESPONSIBILITY: ODA administrator, flight test unit members as applicable. The team 
members will perform compliance flight testing requirements within their delegated discipline 
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and within limitations as specified in individual “ODA Unit Member List” document number 
ODAA07U1109-x and capabilities charts located in appendix D.  
 
7.0 PROCEDURES: 
 
Note: Only upon successful completion of the approved ground tests will the Flight Test ODA 
unit member or FAA Flight Test personnel complete the flight evaluation tests required as 
defined in the TIA Part 2 to show compliance. 
 
Delegated Flight Test unit member(s) shall perform the following: 
 

A.  Perform Certification Flight Tests per ODA approved Test Plans IAW TIA. 
 

(1) The ODA administrator will coordinate with the FAA flight test personnel of 
the flight timeframes as soon as possible if the FAA has requested to participate 
in the certification flight test. 
(2) Determine which regulations apply as listed in ODA approved Test Plan(s). 
(3) Review applicable listed regulatory requirements and any referenced 
technical data to identify items for inspection test. 
(4) Perform certification flight tests in accordance with approved test plans as 
authorized by the TIA. 
(5) Document any non-compliance found during testing for evaluation and 
possible test suspension and / or re-testing. Non-compliance notification of      
S-TEC engineering will be made. The notification will include reference to the 
specific function / failure and regulatory requirements. 
(6) Re-test any changes to verify that the non-compliance items have been 
adequately resolved.  
(7) Any non compliance requiring immediate correction (Prior to continuation of 
flight) will be processed in accordance with approved ODA procedures prior to 
restart of testing. 

 
B. Documentation completion showing compliance with approved test plans IAW TIA. 
 

(1) Inspection ODA unit member and the Flight Test ODA unit member or FAA 
Flight Test personnel will complete a Supplemental Type Inspection Report 
(STIR) and Type Inspection Report (TIR). 
(2) The Supplemental Type Inspection Report (STIR, Part 1) FAA Form 8110-
26 (Ref Appendix E) will be completed in accordance with related ground test 
procedures and inspections based on the project’s TIA. The STIR preparation is 
the responsibility of the Inspection unit member. 
(3) Inspection noted in STIR part 1 will be documented on a FAA Form 8100-1, 
Conformity Inspection Record. 
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(4) Submit completed STIR and TIR establishing compliance to the ODA 
administrator for signature approval and incorporation in the Master Data File 
(within 10 days). 
(5) 8100-1s are to be included in the final report along with the Weight and 
Balance Report, a copy of Special Airworthiness Certificates, FAA Form 8130-7 
and Limitations, FAA Forms, 8120-10, 8130-9, 8130-3 and 8100-9 when 
applicable. 

 
8.0 FORMS: (appendix E) 
 

a. FORM 8100-1 Conformity Inspection record 
b. FORM 8100-9 Statement of Compliance with Airworthiness Standards 
c. FORM 8110-1 Type Inspection Authorization 
d. FORM 8110-26 Supplemental Type Inspection Report 
e. FORM 8120-10 Request for Conformity 
f.  FORM 8130-3 Authorized Release Certificate/Airworthiness Approval Tag 
g. FORM 8130-7 Special Airworthiness Certificate 
h. FORM 8130-9 Statement of Conformity 
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Procedure Number: S015 
 
Function Code,  11061M 
 
Procedure Title:  Issuing Standard Airworthiness Certificates 
 

 
1.0 PURPOSE: To establish procedures necessary to execute Function Code 11061M 
requirements in accordance with FAA Order 8100.15 to identify the appropriate method and 
process for the issuance of Standard Airworthiness Certificates. 
 
2.0 GENERAL: Section 21.183(d) prescribes the basic requirements for issuance of standard 
airworthiness certificates for used aircraft. 
 

• New Certificate Issuance 
a. Upon completion of a STC project, the ODA inspection unit member will issue a new 

Standard Airworthiness Certificate in accordance with the procedures outlined in FAA 
Order 8130.2, Airworthiness Certification of Aircraft and Related Products , Chapter 3 
Section 3, and processes specified in this manual. 

 

• Reissue Certificate 
b.  Upon completion of a STC project, the ODA inspection unit member will reinstate the 

original Standard Airworthiness Certificate, held in suspense for TIA flight-testing, as 
currently provided for in FAA Order 8130.2. 
 
NOTE: Documents other than the original will be stamped COPY 

 
3.0 DEFINITIONS: Refer to Section IV of this manual. 
 
4.0 ACRONYMS: Refer to Section IV of this manual. 
 
5.0 REFERENCES: 
 

A. A FAA Order 8130.2, Airworthiness Certification of Aircraft and Related Products 
B. 14 CFR Part 21 

 
6.0 RESPONSIBILITY: ODA administrator, ODA inspection members as applicable. The unit 
members will coordinate as required and each member will provide support within their 
delegated discipline and within limitations as specified in individual “ODA Unit Member List” 
document number ODAA07U1109-x and capabilities charts located in appendix D. 
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7.0 PROCEDURES:  
 
PREPARATION FOR ISSUING A NEW STANDARD AIRWORTHINESS CERTIFICATE 
 

A. The ODA Unit will comply with the requirements of 14 CFR part 21.183 and 
21.29 that prescribe the basic requirements for issuance of standard airworthiness 
certificates for aircraft.  

 
B. Record Inspection - The ODA Unit will review records and documentation for 
compliance to requirements provided in FAA Order 8130.2, Chapter 3, Standard 
Airworthiness Certification. The Inspection  ODA Unit Member will complete the 
following record inspections as applicable:  

1. Obtain from S-TEC a properly completed FAA Form 8130-6, Application 
for U.S. Airworthiness Certificate, completed in accordance with FAA Advisory 
Circular 21-12, and any other documents required for certification.  S-TEC must 
have the form completed and the appropriate sections signed before submitting 
it to the ODA administrator or his designee. (Note: The application may not be 
signed by the ODA Unit Member responsible for issuing the certificate.) 
2. Contact AFS-750, Flight Services Regulatory Support Division, to 
determine that an application for airworthiness certification has not previously 
been denied.  If it was denied, the reasons stated in the denial letter must be 
rectified before issuing an airworthiness certificate.  
3. Arrange with the applicant to make the aircraft, aircraft records, and any 
other data necessary to establish conformity to its type design available for 
inspection and review.  
4. Determine that the aircraft is properly registered in accordance with 14 
CFR Part 47, and marked in accordance with 14 CFR Part 45. 
5. As applicable, ensure compliance with the noise standards of 14 CFR 
part 21.93(b), 14 CFR part 21.183(e), 14 CFR part 36, Standards:  Aircraft Type 
and Airworthiness Certification, or 14 CFR part 91.  
6. Determine the ICA has been accepted prior to issuance. 
7. Review aircraft records to determine if any required maintenance, 
inspections, etc. have been accomplished. 
8. Review the aircraft’s weight and balance data for accuracy and currency 
for the aircraft submitted. 
9. Determine that all relevant ADs have been complied with. 
10. Establish that all required documentation and records have been 
provided for the aircraft, (i.e., an up-to-date approved flight manual or draft flight 
test plan documentation, equipment list, and maintenance records and manuals 
as required). 
11. Determine that the aircraft has been flight tested.  
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C.  Aircraft Inspection - Inspect the aircraft for compliance to requirements 
provided in FAA Order 8130.2 Chapter 3, Standard Airworthiness Certification.  The 
inspection includes, but is not limited to, the following:  

1. The aircraft is eligible by make and model using the TCDS, aircraft 
specification, or aircraft listing, as applicable. 
2. The aircraft data plate meets the requirements of 14 CFR Part 45.11, as 
applicable. 
3. The information on the aircraft data plate is correct, matches the 
information on FAA Form 8130-6, and is in accordance with 14 CFR Part 45.13, 
as applicable. 
4. The aircraft nationality and registration marks are in accordance with 14 
CFR Part 45. 
5. The flight control system operates properly. 
6. The engine(s), propeller(s), and associated instruments operate in 
accordance with the manufacturer’s instructions. 
7. The pitot static system and associated instruments operate properly. 
8. Verify that the altimeter has been tested per 14 CFR Part 91.411 and 14 
CFR Part 43, Appendix E. 
9. Verify that the transponder has been tested 14 CFR Part 91.413 and 14 
CFR Part 43, Appendix F. 

 
D. Issuance of Standard Airworthiness Certificate 

 

E. If it is determined that the aircraft meets the requirements for the certification 
requested, the appropriate ODA Unit Member should complete the following:  

1. Complete sections V and VIII of FAA Form 8130-6, Application for U.S. 
Airworthiness Certificate, as appropriate. 
2. Issue FAA Form 8100-2 Standard Airworthiness Certificate. 
3. Make an aircraft logbook entry. 
4. Examine, review, and route the certification package to the administrator 
or his designee. 

 
F. The administrator or his designee will send the airworthiness certification 
package (including the original application, supporting documentation and a duplicate 
airworthiness certificate designated as “copy”) to the MIDO. The ODA Unit will retain 
the original 8100-1 and a copy of the certificate and the application along with any 
other pertinent information. 

 
G.  The ODA Unit Member should advise the applicant that the Airworthiness 
Certificate must be displayed in the aircraft in accordance with 14 CFR Part 91.203(b).  
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H. If the aircraft does not meet the requirements for the certification requested and 
the airworthiness certificate is denied, the administrator will forward a denial letter to 
the applicant, stating the reason(s) for denial.  A copy of the denial letter will be 
attached to the application and will be made part of the aircraft record.  A copy of the 
denial letter and application file will be routed to the FAA OMT. 

 
Note: Only Form 8100-2 (Government Printing Office pad only) will be used for all 
certification of aircraft. 

 
Note:  A completed FAA Form 8130-6, Application for U.S. Airworthiness Certificate 
signed by either the aircraft registered owner or an authorized agent. If an authorized 
agent signs the 8130-6 a notarized agent letter is required.  

 
Note: Copies of the above items shall be retained for the STC Master Data file. 

 
REINSTATING THE ORIGINAL STANDARD AIRWORTHINESS CERTIFICATE 

 
A. After flight testing has been completed and either the aircraft has been returned 
to its original configuration or the ODA approves the change in type design in writing 
via supplemental type certificate (STC), the ODA Inspection Unit Member will reinstate 
the suspended standard airworthiness certificate.  The ODA Inspection Unit Member 
will do the following: 

 
B. The application is then forwarded to the MIDO for submittal to AFS-750 with the 
special airworthiness certificate and operating limitations attached. 

 
C. Makes a signed and dated entry in the aircraft maintenance records (logbook) 
fully explaining what has occurred, and includes the following statements as 
applicable: 

 
1. Show compliance flight tests. “I find this aircraft meets the requirements for 

the reinstatement of the current standard airworthiness certificate and the 
inspection was performed based on all installations and modifications 
related to (insert STC number), performed from (insert date the 
modification(s) was first installed) to (insert current date).” 

2. R&D flight tests. “I find this aircraft meets the requirements for the 
reinstatement of the current standard airworthiness certificate, following 
completion of R&D flight testing, based on an inspection confirming 
reconfiguration of the aircraft to the approved type design.” 

3. This certification process does not replace or change the dates or times of 
scheduled inspection requirements (for example, annual or 100-hour 
inspections). The next inspection is due (insert date or time as applicable).” 
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4. If required, ensures copies of all airworthiness certificate is attached to the 
completed type inspection report and forwards that type inspection report to 
the MIDO.    

 
D.  DISPOSITION OF FORMS AND RECORDS 

 
1. Within fifteen calendar days after the Standard Airworthiness Certificate has 

been issued or reissued, the ODA inspection unit member will submit the 
following to the MIDO, as applicable: 
 

a) One copy of the original Standard Airworthiness Certificate FAA 
Form 8100-2.  

b) The original of the terminated Special Airworthiness Certificate 
FAA Form 8130-7 (Experimental Research and Development) and 
its operating limitations attachments. 

c) The original Application for U.S. Airworthiness Certificate FAA 
Form 8130-6 (Experimental Show Compliance). 

d) The original of the terminated Special Airworthiness Certificate 
FAA Form 8130-7 (Experimental Show Compliance) and its 
operating limitations attachments. 

e) The original Application for U.S. Airworthiness Certificate FAA 
Form 8130-6 (Standard). 

f) One copy of original Standard Airworthiness Certificate FAA Form 
8100-2 and any operating limitations attachments. 

g) A copy of all items above and a copy of the Aircraft Logbook entry 
and the FAA Form 337 will be submitted to the ODA administrator 
and be kept in the ODA STC project file. 

 
Note: A copy of the airworthiness package MIDO submittal correspondence 
shall be provided to the Assistant to the ODA administrator for the ODA project 
file. 

 
8.0 FORMS 

 
a. FAA Form 8100-1 Conformity Inspection Record 
b. FAA Form 8100-2 Standard Airworthiness Certificate 
c. FAA Form 8130-9 Statement of Conformity 
d. FAA Form 8130-7 Special Airworthiness Certificate 
e. FAA Form 8130-6 Application for U.S. Airworthiness Certificate 
f.  FAA Form 337 Major Repair and Alteration 
g. ODA Form 403 Experimental Operating Limitations 
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Procedure Number: S016 
 
Function Code  11062M 
 
Procedure Title:  Issuing/Amending Special Airworthiness Certificates 
 

 
1.0 PURPOSE: To establish procedures necessary to execute Function Code 11062M 

requirements in accordance with FAA Order 8100.15 to identify the appropriate method 
and process for the issuance of Special Airworthiness Certificates.  

 
2.0 GENERAL:  
 

A. A Special Airworthiness Certificate, Experimental, Research and Development is to 
be issued prior to company flight testing by S-TEC. 

 
B. A Special Airworthiness Certificate, Experimental, Showing Compliance with 

Regulations, is to be issued prior to ODA flight testing. 
 
C. The issuance of each Special Airworthiness Certificate is to be accomplished in 

accordance with 14 CFR Part 21, Subpart H, and procedures in this manual. 
 
NOTE: (Function Code 11062M), the appropriate designated Inspection ODA unit 
member is authorized to issue a Special Airworthiness Certificate for the purpose of 
operating the aircraft experimental category for Research & Development and Show 
Compliance. Prior to certificate issuance the ODA Inspection unit member will 
coordinate with the MIDO identified with the OMT to gain acceptance of the aircraft 
operating limitations until such time as this requirement is removed by the FAA. 
 
3.0 DEFINITIONS: Refer to Section IV of this manual 
 
4.0 ACROMYMS: Refer to Section IV of this manual 
 
5.0 REFERENCES: 
 

A. 14 CFR Part 21 Subpart H 
B. FAA Order 8130.2, Airworthiness Certification of Aircraft and Related Products 

 
6.0 RESPONSIBILITY: ODA administrator, ODA inspection members as required. The unit 

members will coordinate as required and each member will provide input within their 
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delegated discipline and within limitations as specified in individual “ODA Unit Member 
List” document number ODAA07U1109-x and capabilities charts located in appendix D. 
 

7.0 PROCEDURES:  
 

A. Preparation for Issuance of a Special Airworthiness Certificate, Experimental for 
Research & Development and Show Compliance. 

1. Within the limits of its authority, the ODA Unit is authorized to issue 
original Special Airworthiness Certificates and related approvals in accordance 
with the requirements of 14 CFR Part 21, related to airworthiness certificates, 
and FAA Orders 8130.2.  
 
2. The ODA Unit is responsible for determining that the products or parts 
submitted to them conform to the approved type design, are in a condition for 
safe operation, and meet any other specified requirements. In no case may any 
TIA operations be conducted unless there is an appropriate airworthiness 
certificate issued to that aircraft.  

 
B. Record Inspection - Review records and documentation for compliance to 
requirements provided in FAA Order 8130.2 Chapter 4, Special Airworthiness 
Certification.  The assigned ODA Inspection  Unit Member will complete the following 
record inspections:  

1. Obtain from S-TEC a properly completed FAA Form 8130-6, Application 
for U.S. Airworthiness Certificate, completed in accordance with FAA Advisory 
Circular 21-12, and any other documents required for certification. S-TEC must 
have the form completed and the appropriate sections signed before submitting 
it to the administrator or his designee.  
2. For experimental certification, obtain from S-TEC a Program Letter that 
identifies the aircraft, purpose of the certificate, area over which the operations 
are to be conducted, duration of the program, recommended operating 
limitations and conditions appropriate in accordance with FAA Order 8130.2, 
flight test areas if necessary, and three-view dimensional drawings or 
photographs of the aircraft (Refer to 14 CFR Part 21.193 for additional 
information). 
3. If required, obtain MIDO approval of any operating limitations and 
conditions and flight test areas the FAA considers necessary for safety. 
4. Determine that the aircraft has been ground run, if required, and all 
company quality documentation requirements have been complied with.  If the 
aircraft has not been flight tested, issue FAA Form 8130-7, Special 
Airworthiness Certificate, for showing compliance with airworthiness regulations 
14 CFR Part 21.189 (a)(2), 21.185 (d), and 91.319 (b).  Record the flight test in 
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the aircraft records and verify and certify that the requirements of 14 CFR Part 
91.319 (b) have been met.  
5. Complete all other applicable record inspection reviews. 

 
C. Aircraft Inspection - Inspect the aircraft for compliance to requirements provided 
in FAA Order 8130.2, Chapter 4, Special Airworthiness Certification. The assigned 
ODA Inspection  Unit Member will arrange with S-TEC to complete an aircraft 
inspection to determine that it meets inspection criteria provided in the following:  

1. The aircraft is eligible by make and model using the TCDS, aircraft 
specification, or aircraft listing, as applicable. 
2. The ID plate meets the requirements of 14 CFR Part 45.11, as 
applicable. 
3. The information on the ID plate is correct, matches the information on 
FAA Form 8130-6, Application for U.S. Airworthiness Certificate, and is in 
accordance with 14 CFR Part 45.13, as applicable. 
4. The aircraft nationality and registration marks are in accordance with 14 
CFR Part 45. 
5. For Experimental Airworthiness Certificates, the word “Experimental” is 
displayed in accordance with 14 CFR Part 45.23. 
6. Verify that a Passenger Warning placard is displayed inside the aircraft 
per FAA Order 8130.2, Section 11 Paragraph 165 d. (3) (e). 
7. Verify that the flight control system operates properly. 
8. The engine(s), propeller(s), and associated instruments operate in 
accordance with the manufacturer’s instructions. 
9. Verify that the pitot static system and associated instruments operate 
properly. 
10. Verify that the altimeter has been tested per 14 CFR Part 91.411 and 
14 CFR Part 43, Appendix E. 
11. Verify that the transponder has been tested per 14 CFR Part 91.413 
and 14 CFR Part 43, Appendix F. 

 
D. Issuance of Special Airworthiness Certificate - If it is determined that the aircraft 
meets the requirements for the special certification requested, the assigned ODA 
Inspection Unit Member should complete the following and submit it to the ODA 
administrator or his designee:  

1. Complete sections V and VIII of FAA Form 8130-6, Application for U.S. 
Airworthiness Certificate, as appropriate. 
2. Issue FAA Form 8130-7, Special Airworthiness Certificate and 
Operating Limitations. 
3. Make an aircraft logbook entry. 
4. Examine, review, and route the certification file. 
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5. The ODA administrator or his designee must send the certification 
package to the FAA MIDO.  
 
Note:  The assigned ODA Inspection Unit Member should advise S-TEC that 
the Airworthiness Certificate and attached operating limitations must be 
displayed in the aircraft in accordance with 14 CFR part 91.203(b).  

 
Note: If the aircraft does not meet the requirements for the certification 
requested and the airworthiness certificate is denied, the administrator or his 
designee will forward a denial letter to S-TEC, stating the reason(s) for denial.  
A copy of the denial letter will be attached to the application and will be made 
part of the aircraft record.  A copy of the denial letter and application file will be 
routed to the FAA OMT. 

 
E. Establish Operational Limitations 

1. The ODA flight test and engineering unit members will review the project 
test plan(s) and establish the requirements to be satisfied. 

2. The ODA flight test and engineering unit members will then review FAA 
Order 8130.2 current revision to develop limitations appropriate to the 
required flight. This listing will be complete and include any additional 
limitations deemed necessary.  

3. The ODA Flight Test unit member will review each imposed operating 
limitation with the ODA engineering unit to ensure that the operating 
limitations are understood. 

4. The specified listing of limitations will be provided to the inspection ODA unit 
member who will enter specified limitations on the 8130-7 (or attached 
sheet). 

5. The inspection ODA unit member will forward the proposed limitations to the 
ODA administrator for review and approval prior to any airworthiness 
certificate issuance (under ODA function codes) 

6.  The ODA administrator will also add any limitations he feels are necessary 
to insure safe operation. 

7. After ODA administrator approval the inspection ODA unit member will 
forward the proposed limitations to MIDO for approval prior to any flight. 

8. MIDO approval document or e-mail will be included in ODA project file. 
9. Inspection ODA unit member will issue Airworthiness Certificate including 

specified limitations (Per ODA function code Processes). 
 

F. After thorough review the ODA inspection unit member will submit to the MIDO: 
1. S-TEC’s Program Letter that contains: 

a) Description of the purpose of the experiment 
b) Aircraft configuration 
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c) Program objectives 
d) Estimated duration of program 
e) Estimated number of flights required 
f) Sufficient detail over which geographic areas the flight tests will be 
conducted 
g) The letter must be detailed enough to permit the ODA inspection 
unit member to review the conditions and limitations necessary to ensure 
safe operation of the aircraft 
 

2. FAA Form 8130-6, Application for U.S. Airworthiness Certificate 
 
3. Proposed experimental operating limitations will be developed per FAA 
Order 8130.2, Chapter 4, Section 11, paragraph 4128. 

 
4. Upon receiving Form No. 403 showing approval from the MIDO, the ODA 
inspection unit member issues a FAA Form 8130-7, Special Airworthiness 
Certificate, Experimental, Research and Development, or show compliance 
including attaching “Limitations” sheet developed per instructions below. 

 
Note: After completing the issuance of the special airworthiness certificate, the 
documentation package related to the issuance of the certificate is to be sent to 
the MIDO for processing. 
 
Note: A copy of the airworthiness package MIDO submittal correspondence 
shall be provided to the Assistant to the ODA administrator for the ODA project 
file. 
 

8.0 FORMS: 
 
a. FAA Form 8100-1 Conformity Inspection Record 
b. FAA Form 8130-7 Special Airworthiness Certificate 
c. FAA Form 8130-6 Application for U.S. Airworthiness Certificate 
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Procedure Number: S017  
 
Function Code  110610M  
 
Procedure Title:  Issue Replacement for Lost, Stolen, or Mutilated Standard or 

Special Airworthiness Certificate  
 

 
1.0 PURPOSE: To establish procedures necessary to execute Function Code 110610M 
requirements in accordance with FAA Order 8100.15 when replacing airworthiness 
certificates. 
 
2.0 GENERAL:  
 
The ODA may issue a replacement airworthiness certificate originally issued by the ODA 
when a certificate is declared lost, has been mutilated, or is no longer legible. 
 
3.0 DEFINITIONS: Refer to Section IV of this manual. 
 
4.0 ACRONYMS: Refer to Section IV of this manual. 
 
5.0 REFERENCES:  
 

A. FAA Order 8130.2 Airworthiness Certification of Aircraft and Related products. 
B.  

 
6.0 RESPONSIBILITY: ODA administrator, ODA Inspection members as applicable. The unit 
members will coordinate as required and each member will provide input within their 
delegated discipline and within limitations as specified in individual “ODA Unit Member List” 
document number ODAA07U1109-x and capabilities charts located in appendix D. 
 
7.0 PROCEDURES: 
 

A. Replacement  for a Lost, Stolen or Mutilated Standard or Special Airworthiness 
Certificate.  

1. The ODA Unit may issue a replacement airworthiness certificate when a 
certificate is declared lost, has been mutilated, or is no longer legible, in 
accordance with the requirements of FAA Order 8130.2.  
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2. The replacement airworthiness certificate must carry the original issue 
date of the certificate being replaced, preceded by a capital “R” in the date 
block of the certificate.   
3. Replacement certificates also will be issued when the aircraft registration 
number has been changed. In these cases a new application for airworthiness 
certification is not required. The request will be made by a letter. 

 
4. Written Request for a Replacement Certificate - The request will be 
made to the ODA Unit by the registered owner, certificate operator or 
authorized agent with a copy of his authorized agent letter.  The request will 
include a signed statement certifying the following information: 

a) Aircraft registration number 
b) Serial number 
c) Make and model of the aircraft 
d) Reason the replacement certificate is needed 

 
Note: In the case of a request for N-number change, the registered owner must also 
forward a copy of FAA form 8050-64 authorizing the registration number change. 

 
B. Issuance of Replacement Certificate by ODA Unit - A replacement certificate 
may be issued without supporting documentation by the ODA Unit if the date of 
issuance and the airworthiness classification and/or category of the lost or mutilated 
certificate can be positively established from the aircraft records, or from the remains 
of the certificate. 

 
1. If there is insufficient data on which to base issuance of the replacement 
certificate, the ODA administrator or his designee will request copies of the 
appropriate data, such as the application form or previously issued 
airworthiness certificate (Blue Ribbon Package on the aircraft registration 
number), from the FAA Oklahoma City Registry Office (AFS-750). 

 
2. Before issuing a replacement certificate, the ODA administrator must 
review the aircraft records and, if necessary, inspect the aircraft to ensure that 
the request is justified and the aircraft is eligible for the airworthiness certificate 
requested. 

 
3. The replacement certificate will be issued on the applicable FAA Form:  

a) 8100-2, Standard Airworthiness Certificate, or  
b) 8130-7, Special Airworthiness Certificate. 

 
Note: A copy of the replacement certificate will be forwarded to the FAA OMT. 
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C. Records including copies of the applicable FAA Forms 8100-2, Standard 
Airworthiness Certificate or 8130-7, Special Airworthiness Certificate and the applicant 
request with signed statement will be maintained in accordance with this manual. 
D. A copy of the replacement certificate must be forwarded to the MIDO. 

 
Amendment / Replacement 

 
1. A standard or special airworthiness certificate may be amended when there is; 

a. A modification to the aircraft, such as one that has been approved by 
an STC or amended TC, that changes the category of the aircraft 
specified in block No. 4 of the standard airworthiness certificate. 

b. A change to the exceptions specified in block No. 5 of the standard 
airworthiness certificate. 

c. A change in the aircraft model specified in block No. 2 of the standard 
airworthiness certificate. 

d. A change in the operating limitations for an aircraft with a special 
airworthiness certificate. 

e. A ODA may amend a standard airworthiness certificate under 14 CFR 
21.451(b)(3). 

f.   When a certificate is amended, the issuance date will be the current 
date; also, the capital letter “A” will be typed in front of the date. 

g. Any amendment of an airworthiness certificate will require submission 
of FAA Form 8130-6, Application for U.S. Airworthiness Certificate. An 
appropriate record entry, in accordance with chapter 8 of order 8130.2, 
will be made in the aircraft records documenting the issuance of the 
amended certificate. 

 

8.0 FORMS:  
 

a. Form 8130-6 Application for U.S. Airworthiness Certificate 
b. Form 8100-2 Standard Airworthiness Certificate 
c. Form 8130-7 Special Airworthiness Certificate 
d. 8050-64  Assignment of Special Registration Number (Owner Operator) 
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Procedure Number: S018 

 
Function Code   N/A 
 
Procedure Title:  Off Site STC Procedures 

  
 

 
1.0 PURPOSE: To establish procedures necessary to execute off site STC procedure 
requirements in accordance with FAA Order 8100.15. 
 
2.0 GENERAL:  
 
A. Off-site STC facilities will be re-evaluated every two years by the ODA unit. 
B. One ODA inspection unit member with one ODA engineering unit member or the ODA 
administrator will conduct the evaluation of the off-site facility and personnel using ODA Form 
209 to conduct and document the evaluation.  An on-site physical inspection is required as 
part of the assessment for facilities that are not FAA certificated. 
C. A copy of the off-site facility evaluation and recurring evaluation when necessary will be 
maintained in each STC Project records file. 
 
3.0 DEFINITIONS: Refer to Section IV of this manual. 
 
4.0 ACRONYMS: Refer to Section IV of this manual. 
 
5.0 REFERENCES:  
 

A. None  
 

6.0 RESPONSIBILITY: ODA administrator, ODA engineering and Inspection members as 
applicable. The unit members will coordinate as required and each member will provide input 
within their delegated discipline and within limitations as specified in individual “ODA Unit 
Member List” document number ODAA07U1109-x and capabilities charts located in appendix 
D. 
 
7.0 PROCEDURES: 
 

a. ODA prototype installations may be conducted at any location by any entity 
determined by the ODA holder’s evaluation as having the appropriate skills and 
equipment needed to ensure the conformity of the prototype installation.  This 
may include repair stations operating under the authority of 14 CFR 145.203. 
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 NOTE 1:  If the prototype aircraft is being approved for return to service, 

the ODA holder must ensure the prototype installation is conducted in 
accordance with the applicable regulations or requirements of the 
airworthiness authority of the State of Registry or other entity responsible 
for the airworthiness of the product. 

 
NOTE 2:  Any prototype installation that requires on-site FAA 
participation as part of the project or for ODA supervision or any other 
reason is subject to the availability of FAA funding and resourses. 

 
 NOTE 3:  Any prototype installations on projects classified as significant 

pursuant to 14 CFR 21.101 must be accomplished at FAA-certified 
facilities. 

 
1. The ODA administrator will evaluate and document the acceptability off-

site entity and facility using the STC Project Off-site Evaluation Checklist, 
ODA Form 209 (Appendix E). The evaluation will determine at minimum 
the following: 

 
a. The off-site entity has experience performing similar types of 
alterations on the make and model product being altered; 
 
b. Decisions about workmanship, quality, conformity, deviations, and 
safety are made without undue influence or pressure; and  
 
c. Documentation generated at off-site locations complies with the 
ODA procedures manual. 
 
d. For installations at CAA certificated facilities, the ODA holder must 
have oversight of personnel at the facility and remain directly in 
charge of the prototype alteration work performed at the facility. 

 
2. Inspection ODA unit members will follow the same inspection procedures 

as those defined for a STC Project – Original or Amendment, except 
where the PSCP and/or CIP provide defined deviations as concurred 
with by the OMT. 

 
3. An Inspection ODA unit member will be present at the off-site facility 

during the fabrication, installation, modification, or alteration portion of 
the off-site project, except where the PSCP and/or CIP provide defined 
deviations as concurred with by the OMT. Additionally, if the project 
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aircraft undergoes other repairs or alterations simultaneously during the 
project, the Inspection ODA unit member must be present if the other 
activity could affect any portion of the prototype STC installation, 
modification, or alteration. 

 
4. Engineering ODA unit members will follow the same data approval and 

deviation approval procedures as those defined for a STC Project – 
Original or Amendment, except where the PSCP and/or CIP provide 
defined deviations as concurred with by the OMT. 

 
5. All ODA unit members must be able to provide advisory and technical 

assistance to support a project at an off-site location. 
 

6. The off-site entity: 
 

a. Will be responsible for the installation, modification, and alteration 
efforts; 

 
b. Will be responsible for documenting the effort in the aircraft or product 
records. 

7. All ODA unit members and the OMT will have access to the off-site 
location to perform any inspection they deem necessary. 

 
b. The processes, tooling, and equipment used at the off-site facility will be: 

 
1. Equivalent to those at the S-TEC ODA primary facility; 
 
2. Appropriate for the alteration; and  
 
3. Able to produce articles and products conforming to the type design. 

 
c. To prevent the use of nonconforming or unsafe articles obtained by the off-site 
entity from outside sources, the S-TEC ODA will evaluate the off-site entity’s 
purchasing and receiving inspection system and ensure that: 

 
1. Purchase orders and contracts contain sufficient detailed specifications 

(such as control drawings), design data, inspection, tests, and FAA 
requirements to ensure purchased articles and services meet the 
requirements of the type design data. 

 
2. Conformity of processes and raw materials to design data is 

independently verified through any as required, witness, inspection, test, 
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and analysis by the Inspection ODA unit members (An ODA unit member 
will not accept materials solely upon review of a certificate of 
conformance from the supplier). 

 
3. S-TEC manages and maintains configuration control and final design 

change approvals for all items, including supplier-designed parts (S-TEC 
ODA will not delegate these responsibilities to off-site entities). 

 
4. Data must clearly identify which method or process is to be used when 

industry or military process specifications offer alternate methods of 
operation or special processes. 

 
5. The off-site entity receives prototype articles or parts only from S-TEC 

ODA -approved suppliers. 
 

6. Incoming articles and material conform to the type design data before 
acceptance and installation. 

 
7. Articles obtained from sub-tier suppliers will be subject to the same 

degree of control by S-TEC ODA. 
 
d. The ODA administrator will coordinate with the OMT lead during preparation of the 
PSCP and PNL of plans for a prototype installation to be completed at an off-site 
facility. The PSCP will include the following information: 
 
NOTE:  For projects at non-FAA certificated facilities, the ODA administrator will 

submit preliminary information to the OMT identifying the facility, description 
of alteration, planned installation dates and any other information requested 
by its OMT at least 60 days prior to any installation activity or planned 
assessment site visit. 

 
1. Location of the off-site facility. 
 
2. Ratings and limitations of the off-site entity, including the entities certificate 

number and the name of the entities FSDO principal inspector or 
responsible CAA personnel 

 
3. Documentation of the evaluation of the off-site entity and facility. 
 
4. A list of the ODA unit members, including their disciplines, who will perform 

functions at the off-site facility. 
 



            

           ODA 

S-TEC Corporation, ODA # ODA-700096-SW 
ODA Procedures Manual 
ODAA07P0915 
Revision 5.1 

 
 

Page                       124 of 414 
 
Date  17 May 2023 
Control File  ODAA07P0915 

 

All reports, analyses, drawings, documents, or other data provided to the FAA by S-TEC are confidential/proprietary and are only to be 
used by FAA employees in conjunction with S-TEC certification projects, Supplemental Type Certificates (STC), Parts Manufacturing 
Approvals (PMA), or Technical Standard Orders (TSO).  Release of this information or data in any form to any other party without prior 
written consent of S-TEC Corporation is prohibited. 

 

5. Pertinent details of the project, including the off-site entity’s involvement in 
engineering data development, conformity inspections, and any certification 
testing. 

 
The PSCP will be revised and submitted to the OMT lead anytime a change 
occurs to the above. 

 
6. The S-TEC ODA will not start any off-site STC project until the ODA 
administrator has received concurrence of the off-site entity and facility from the 
OMT. 
 

e. The S-TEC ODA will notify the MIDO with responsibility for the off-site entity’s 
geographic area, of plans to perform authorized functions at the off-site location, when 
outside of the managing MIDO’s geographic area. 
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Procedure Number: S019 

 
Function Code   N/A 
 
Procedure Title:  STC Amendment / Revision Procedures 

  
 

 
1.0 PURPOSE: To establish procedures necessary to execute an STC amendment or 
revision in accordance with FAA Order 8100.15. 
 
2.0 GENERAL:  
 
A. The ODA unit is responsible for amending or revising its issued STC (s) when determined 
to be necessary. 
 
 
3.0 DEFINITIONS: Refer to Section IV of this manual. 
 
4.0 ACRONYMS: Refer to Section IV of this manual. 
 
5.0 REFERENCES:  
 

B. None  
 

6.0 RESPONSIBILITY: ODA administrator, ODA engineering and administrative members as 
applicable. The unit members will coordinate as required and each member will provide input 
within their delegated discipline and within limitations as specified in individual “ODA Unit 
Member List” document number ODAA07U1109-x and capabilities charts located in appendix 
D. 
 
7.0 PROCEDURES: 
 

A. The ODA unit is responsible for amending its issued STC(s) when determined 
necessary. 
1. STC amendment procedures are the same as a new STC project as 
outlined in this Section, procedures S001 through S016 as applicable, although 
depending on the extent and degree of the original design impact, not all of the 
procedure steps will be required. The ODA administrator will determine and 
document the deviations and appropriate amendment process in the PSCP for 



            

           ODA 

S-TEC Corporation, ODA # ODA-700096-SW 
ODA Procedures Manual 
ODAA07P0915 
Revision 5.1 

 
 

Page                       126 of 414 
 
Date  17 May 2023 
Control File  ODAA07P0915 

 

All reports, analyses, drawings, documents, or other data provided to the FAA by S-TEC are confidential/proprietary and are only to be 
used by FAA employees in conjunction with S-TEC certification projects, Supplemental Type Certificates (STC), Parts Manufacturing 
Approvals (PMA), or Technical Standard Orders (TSO).  Release of this information or data in any form to any other party without prior 
written consent of S-TEC Corporation is prohibited. 

 

the project. Coordination with the OMT Lead will be consistent with that of a 
normal STC project. 
2. Upon completion of the amended certification process an amended STC 
FAA Form 8110-2 (Ref S002) will be issued with an amendment date. The 
amendment process must be such that the data and STC retains all 
configurations that remain in service. 
3. When duly authorized by the OMT to amend an STC originally issued by 
the FAA, the ODA unit will include the “-D” designation in the STC number. 
 

B. STC DATA REVISION 
1. The ODA unit has the authority to revise its own issued STC’s when 
determined necessary. 
2. The STC data revision will encompass changes that do not significantly 
change the design or airworthiness criteria of the STC including correcting 
typographical errors, drawing corrections, revisions to clarify system operation 
or minor changes that provide for product improvement and increased system 
safety.  Changes or revisions not meeting this criteria would be addressed as 
STC Amendment as noted above. 
3. The STC data revision will require revision of the data tree documents up 
to and including the MDL. 
4. “Original” revised data will be approved and documented on FAA Form 
8100-9 by the appropriate discipline ODA unit members and maintained in the 
STC project files. 
5. The STC data revision does not require re-issuing the STC. 
 

C. STC RE-ISSUE 
1. The STC Certificate will be re-issued by the ODA administrator when 
there is a need to replace a lost or destroyed certificate. 
 

D. STC TRANSFER 

Only the FAA can transfer an ODA or DAS issued STC. The ODA unit will not 
transfer an STC by reissuing it in another party’s name. If the ODA holder 
wishes to transfer an STC to another party it will follow the standard procedures 
for transfer of a type certificate as defined in 14CFR part 21.47 and FAA Order 
8110.4, paragraph 4-19,n. 
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Procedure Number: S020 

 
Function Code  11180A 
 
Procedure Title:  Perform Review and Acceptance of Instructions for Continued 

Airworthiness (ICA) 
 

 
1.0 PURPOSE: To establish procedures necessary to execute Function Code 11180A 
requirements in accordance with FAA Order 8100.15 to specify process used for review and 
acceptance of ICA. 
 
2.0 GENERAL:   Process specifies the details for review and acceptance of ICA. 
 
3.0 DEFINITIONS: Refer to Section IV of this manual. 
 
4.0 ACRONYMS: Refer to Section IV of this manual. 
 
5.0 REFERENCES:   FAA Order 8110.54 

 
6.0 RESPONSIBILITY: ODA administrator will sign/approve. 
 
7.0 PROCEDURES: 
 

A.  The S-TEC Certification Department will prepare and submit an ICA that addresses 
the continued airworthiness requirements of the aircraft modification, alteration 
and/or installation.  The ICA will be formatted to follow ODA Form 212 (Appendix E). 

 
The content of the document will be consistent with 14 CFR part 23.1529, 27.1529, or 
29.1529 as appropriate, and FAA Order 8110.54.  Additional guidance regarding ICA 
development is provided in Procedure Number:  S001 Section 7.0, A.,7. 
 
NOTE:  Prior to preparing an ICA, the assigned engineering personnel will be responsible 
for reviewing the applicable ICA regulation as identified on the project compliance 
checklist.  The assigned personnel will also be responsible for checking the current 
revision of FAA Order 8110.54 and any applicable Advisory Circulars or Policy 
Memorandum.  A review of the aircraft model(s) Airworthiness Directives will also be 
conducted to determine any ICA applicability.  The above review will be conducted 
utilizing the FAA website Regulatory and Guidance Library.  For assistance, contact an 
ODA Unit Member or the Assistance to the ODA administrator. 
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B.  The ICA will be developed utilizing the current STC project installation and design 
data such as installation drawings, component drawings, wiring diagrams and 
installation instructions.  Final review and acceptance of the ICA will be completed 
after the installation drawings to be included in the ICA Appendix have been 
released.  The final review will include a reconciliation of the ICA with the released 
design data.  As required in Procedure S004, Issue Supplemental Type Certificate 
and/or Amendments (Project Completion), and the ODA Form 210 Instructions, a 
copy of the ICA will be provided to each discipline unit member for final review. 

 
C.  Any ICA Airworthiness Limitations require ODA administrator approval under function 

code 11050E, as delineated in Procedure Number:  S007, 
 
D.  Validation of the ICA will be conducted during installation of the system and during 

the company ground and flight testing phases of the STC project when the various 
components are removed, adjusted, calibrated, etc. and re-installed. 

 
NOTE:  The Certification Department will coordinate with the Flight Test Operation a 
division of the Customer Support Department for the validation actions.  Any 
disagreements between the departments will be brought to the department heads for 
resolution. 
 
NOTE:  Maintenance tasks that are consistent with standard practices or that have been 
utilized previously with the same system on similar aircraft installations do not require 
validation. 
 
E.  The ICA will include the following information regarding distribution and revsion:   
 
 

ICA’s are provided with each STC kit sold.  Any airworthiness or flight safety revisions 
will be immediately made available to all affected dealers.  Aircraft operators or 
maintenance personnel may contact S-TEC Corporation at 1-800-USA-STEC to verify 
that they have the latest revision, or to request a copy of the current ICA. 

 
A Log of Revisions section is included in the ICA and will be utilized to document all 
changes.  Change recommendations should be submitted to: 

 
S-TEC Corporation 
One S-TEC Way 
Mineral Wells, Texas  76067 
Toll Free:  800-872-7832 
flysafe@s-tec.com, fly-safe@s-tec.com, info@s-tec.com 

 

mailto:fly-safe@s-tec.com
mailto:infor@s-tec.com
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F.  Any ICA related Voluntary Disclosures will be accomplished in accordance with AC 

00-68. 
 
G.  ICA Acceptance.   
 
NOTE:  ICA may not be accepted for: 
 

(1)  Security-related projects (military/homeland security, etc.). 
 

(2)  Changes associated with ADs, including alternative methods of compliance 
(AMOC). 
 
(3)  Projects using a maintenance review board (MRB) or maintenance type board 
(MTB) process. 

 
Prior to acceptance of the ICA, the Lead ODA administrator will perform a review of the 
document to ensure all FAA Order requirements have been met.  Refer to ODA Form 
112. 
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16. RECORDS 
 
S-TEC will ensure records are maintained as required by 14 CFR part 183.61 in a secured 
document vault under direction of the ODA administrator.  Records will be arranged and/or 
organized by project number and will be compatible with FAA records control system as 
described in FAA Order 1350.14. 
 
Records will be available for FAA review upon request. Records normally kept at other 
locations will be made available at the S-TEC facility as requested for inspections and 
oversight. These records will be provided within five business days of formal written request 
from the OMT Lead.  
 
All records will be submitted to the OMT lead upon surrender or termination of the ODA. 
 
A. Content of records 
 

1. The ODA holder will retain the following data and information for the duration of the 
authorization:  

 
a. General Records 
 

1. Any records generated and maintained under the prior DAS 
authorization. 

 
2. For approvals and certificates under the ODA: 

 
(a). The application and data required to be submitted by the regulations. 

 
(b). The data and records documenting the ODA unit’s approval, 

determination of compliance, or review. 
 

(c).       A list of the products, components, parts, or appliances for which 
ODA unit members have issued a certificate or approval, P/N 8707 
Subpart A and B 

 
(d). The names, responsibilities, qualifications, and example signature of 

the individuals who perform, or have performed, functions of the ODA 
unit. (Including historical records). 

 
(e). A copy of each Installation Instructions or System Operating manual 

approved by the ODA unit. 
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(f).      All other records required by the approved ODA procedures manual. 
 

(g). Any correspondence between the ODA holder and the OMT related 
to functions or activity performed with the authorization. 

 
(h). The FAA approved ODA Procedures manual and all revisions. 

 
b. STC Project Records 
 

1.       The PNL and associated FAA response and correspondence 
 

2.  Application for Supplemental Type Certificate, FAA Form 8110-12 
 

3. Minutes of any Review Board meetings held by the ODA unit 
 

4. PSCP including all revisions, ODA Form 201 
 

5. CCL including all revisions, ODA Form 202 
 

6. CIP including all revisions, ODA Form 203 
 

7. Equivalent Level of Safety findings 
 

8. Special Conditions findings 
 

9. Exemptions 
 

10. Findings of Compliance, FAA Form 8100-9 
 

11. Applicant Compliance Statement Per FAR 21.20 
 

12. AED data submittals, concurrences, and correspondence 
 

(a). evaluation of operational suitability,  
 

(b). changes to MMEL,  
 

(c).  FCOM,  
 

(d). Crew qualifications,  
 

(e). Emergency evacuation procedures, 
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13. ICA and acceptance memorandum. 
14. FAA issued specific approval of test and analysis reports when required 

by the PSCP as additional defined requirement of the OMT. 
15. AFMS/RFMS 
16. Requests for Conformity, FAA Form 8120-10 
17. Statements of Conformity, FAA Form 8130-9 
18. Conformity Inspection Records, FAA Form 8100-1 
19. Authorized Release Certificate/Airworthiness Approval Tags, FAA Form 

8130-3, when issued for conformity 
20. Flight Test Risk Assessment / Alleviation, ODA Form 400 
21. TIA, FAA Form 8110-1 when used 
22. TIR, FAA Form 8110-31 
23. STIR, FAA Form 8110-26 
24. Applications for U.S. Airworthiness Certificate, FAA Form 8130-6 
25. Airworthiness Condition Checklist, ODA Form 301 
26. Standard Airworthiness Certificate, FAA Form 8100-2 
27. Special Airworthiness Certificate, FAA Form 8130-7 and Operating 

Limitations 
28. TCDS (either at time period of project or time period of certification basis) 
29. STC Project Master Data File Checklist, ODA Form 200 
30. STC Project Master Data List 
31. STC Data Package (drawings and documents that provide complete 

definition of the Supplemental Type Design as listed on the MDL) 
32.  STC Project Offsite Evaluation, ODA , when applicable 
33. STC Project Statement of Final Review, ODA Form 210 
34. STC, FAA Form 8110-2 with original approval signature 
35. ODA Statement of Completion, FAA Form 8100-11 
36. Compliance Report 
 

Training Records 
 
All training records for both ODA and FAA training attended by the ODA unit members. 
 

Service Difficulty Records 
 

Service difficulty paper copy records and electronic database file.   
 

2. The ODA holder will retain the following data and information for five years after 
issuance:  

 

a. Records of the ODA holder’s self-audits and implementation of corrective 
actions. 
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b. Records of any reported service difficulties associated with any design approval 

or certificate (STC) issued under the ODA.  
 

3. The ODA holder will maintain a list of STC projects completed. The list will include 
make, model, manufacturer’s serial number and registration number of the products 
altered to substantiate the STCs issued by the ODA unit. 

 
B.  Location of records 

 
 Records will be maintained and secured in the ODA unit record vault located in the 

hangar at: 
S-TEC Corporation 
One S-TEC Way 
Mineral Wells, TX 76067 

 
C. Submittal of Records 

 
The ODA administrator will within thirty calendar days of the STC issuance or 
amendment, submit the following to the FAA DSCO: 

 
1. The ODA Statement of Completion, FAA Form 8100-11 

 
2. A paper copy of the signed STC, FAA Form 8110-2 

 
3. An electronic copy of the signed STC, FAA Form 8110-2 

 
4. An electronic copy of the approved AFMS/RFMS 

 
5. Any other data identified in the OMT’s response to the PNL  

 
6. Applicant Compliance Statement 

 
7. Compliance Report 
 

D. Coordination of Approvals in Support of TC ODA Holder: 
 Reserved 
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17. CORRECTIVE ACTION 
 
S-TEC will implement corrective action to resolve any problems with the ODA holder 
procedures or personnel as requested by the FAA in accordance with Order 2150.3.  
 

A. The ODA administrator upon notification by FAA or by S-TEC that corrective action is 
required, will initiate a requirement for the ODA unit to generate a Corrective Action 
Requests (ODA Form 108) to require an evaluation which will include the following 
“top level” actions: 

 
1. Determine the cause of the condition. 
2. Determine whether the problem is systematic or isolated in nature. 
3. Review the procedures that led to the approval and determine if the 
procedures are adequate and if qualified ODA unit members performed them. 
4. Develop any proposed corrective or remedial action. 
5. Submit its determination of the cause of the condition and proposed 
remedial action within 30 calendar days. 
6. Evaluate the cause of the condition and proposed remedial action in 
conjunction with the ODA holder as warranted. 
7. Verify that appropriate corrective or remedial action is implemented. 

 
Note: It is the responsibility of the ODA unit members to take timely and effective 
corrective action to resolve problems and unfavorable trends in functions for which 
they are responsible. Major findings that are considered serious in nature will require 
immediate action for containment of the issue; however, a more comprehensive action 
is still required to be outlined in the response. In addition, the corrective action 
affectivity and completion date must be stated. 

 
B. Upon notification of a non-compliance, the following procedure will be implemented: 

 
1. A CAR will be initiated by an ODA unit member and issued to the ODA 

administrator to determine the root cause of the noncompliance. Results of the 
investigation will be recorded on the CAR.  

 
2. The ODA administrator will track all CARs by number and maintain a listing of 

all CARs. The listing will include: 
 

a. CAR number 
 

b. CAR issue date 
 

c. CAR close date 
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d. CAR non-compliance or discrepancy description 
 

e. Affected STC project number 
 

f. Affected ODA unit member(s) 
 

g. Description 
 

3. The CAR will establish the need for an evaluation panel and generate an 
investigation of the non-compliance relating to the product, process, or 
procedure. The 8-D method of problem solving listed below will be utilized as 
defined on ODA Problem Solving Worksheet, ODA Form 109. The following 
evaluation and investigation steps at minimum will be followed: 

 
“D-1” – Establish the team. Establish a small group of people with the process/ 
product knowledge, allocated time, authority and skill in the required technical 
disciplines to solve the problem and implement corrective actions.  
 
“D-2” – Problem Definition. This step provides the starting point for solving the 
problem or non-conformance issue. There needs to be a “correct” problem 
description to identify causes. Use terms that are understood by all.  
 
“D-3” – Developing Interim Containment Actions. List temporary actions to 
contain the problem and “fix” until permanent correction is in place. Document 
actions in the Action Item Table.  
 
“D-4” – Identifying and Verifying Root Cause. Analyze for the “root cause” of the 
problem. Identify and verify the Escape Point.  
 
“D-5” - Identify Permanent Corrective Actions. Solutions that address and 
correct the root cause. Solutions determined to be the best of all the 
alternatives. Document and verify the Permanent Corrective Action in the Action 
Item Table.  
 
“D-6” – Implementing and Validating the PCA. Implement and validate to ensure 
that corrective action does “what it is supposed to do.” Detect any undesirable 
side effects. Document this on the Action Item Table. Return to root cause 
analysis, if necessary.  
 
“D-7” – Preventing recurrence. Determine what improvements in the system 
and processes would prevent the problem from recurring. Ensure that corrective 
action remains in place and is successful.  
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4. Resulting comprehensive corrective action will be taken by the ODA unit to 
eliminate the root cause of the non-compliances identified on each CAR. The 
cognizant ODA unit member(s) will be issued the CAR for disposition of “Action 
Required” when appropriate. 

 
5. Upon completion of the “Action Required” by the ODA unit member(s) as 

described on the CAR, the ODA unit member(s) will complete the CAR 
Response section of the CAR form and issue the completed form to the ODA 
administrator. 

 
6. Upon performance completion of the open CAR the item will be closed by the 

ODA administrator. 
 

7. Every CAR issued will be audited by the ODA holder to ensure that the 
corrective action has been taken and that it is effective. 

 
8. The ODA administrator will forward a final report to the OMT within the 

prescribed time based on severity (24-48 hours as applicable). 
 
C. Corrective actions developed must be comprehensive in order to prevent recurrence of 

the finding and shall address the following: 
 

1. What was the immediate action taken to fix the problem; 
 

2. What was done to identify the root cause and prevent recurrence; 
 

3. Does this finding affect product certification, and 
 

4. Does this finding affect aircraft safety of operation. 
 

D. Comprehensive corrective action and preventive action will be implemented to the 
degree necessary to eliminate recurring or potential non-compliances. 

 

E. Procedures and processes will be revised and those changes documented as a result 
of corrective action as applicable. 

 

F. Voluntary Disclosure in accordance with AC 00-68 will be accomplished when 
necessary.  
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18. MANUFACTURING ACTIVITY REPORTING 
 
ODA will submit manufacturing summary information reports for manufacturing/airworthiness 
work performed by the organization. The reports will be submitted to, Manager of ASW MIDO 
quarterly on ODA Form 309.   
 
19. SUPPLIER CONTROL 
 
Upon request, S-TEC will allow the FAA access to all suppliers for the purpose of inspecting 
the facilities, product/articles and records related to the functions performed under this 
authorization, as applicable. 
 
20. FAA NOTIFICATIONS 
 
For any approvals, authorizations, certificates issued or acceptance of instructions for 
continued airworthiness (ICA) under an ODA, the ODA holder shall notify the OMT lead of 
any item it identifies that: 
 
(1)  Might result in an unsafe condition. 
 
(2)  Requires corrective action. 
 
(3)  Does not meet the airworthiness standards. 
 
(4)  Is an error made when issuing an operational approval. 
 
(5)  Does not meet applicable operational certification requirements. 
 
NOTE:  Potentially unsafe conditions require 24 hour notification.  All others require 72 hour 
notification.  A notification due on Saturday, Sunday, or holiday may be delivered on the next 
working day. 
 
21. INVESTIGATING SAFETY CONCERNS 
 
(1)  The ODA holder shall investigate potentially unsafe, or non-compliant conditions in any 
product, article, authorization, or certificate, as required by the FAA.  As part of this 
investigation, the ODA holder shall: 
 
 a.  Determine the cause of the condition. 
 

b.  Determine whether the problem is systemic or isolated. 
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c.  Review the procedures that led to the approval and determine if the procedures are 
adequate and if qualified ODA unit members performed them. 

 
d.  Develop and propose corrective action per Section 17. 
 

(2)  The ODA holder shall submit its determination of the cause of the condition and proposed 
corrective action within 30 calendar days from FAA notification, or as required by the OMT.  
The ODA holder shall submit any information it has to support FAA corrective action if further 
action is necessary to ensure the safe operation of the product. 
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APPENDIX A - Page 1 of 3 
 

Memorandum of Understanding 
Between 

Federal Aviation Administration 
And 

S-TEC Corporation 
 

Organization Designation Authorization (ODA-700096-SW) 
 

This Memorandum of Understanding is effective upon the parties whose signatures are 
below. The Federal Aviation Administration will not institute changes without giving prior 
notification to S-TEC Corporation. S-TEC Corporation will not deviate from this MOU without 
prior coordination and approval from the Delegation Systems Certification Office, AIR-7J0. 
Whenever the authorization holder's signatories change, this memorandum must be re-
issued and signed by all parties. 
 
 ______________________________________________  _______________________  
Paul Stoelting, General Manager      Date 
S-TEC Corporation 
 
 ______________________________________________  _______________________  
Ben Morrow, Lead ODA administrator      Date 
S-TEC Corporation 
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APPENDIX A - Page 2 of 3 
 
Basis and Requirements for Designation of Authority 
 
Title 49 of the U.S. Code is the legislative instrument governing U.S. aviation.  
 
Section 44701(a) establishes the FAA Administrator's responsibility to prescribe minimum 
standards and regulations governing the design, manufacture, maintenance and operation of 
aviation products. 
 
To fulfill these responsibilities, the FAA Administrator has various resources to do this, 
including the authority to delegate to others. Section 44702(d), Delegation, describes this 
authority: 
 

1. Subject to regulations, supervision, and review the FAA Administrator may prescribe, 
the Administrator may delegate to a qualified private person, or to an employee under the 
supervision of that person, a matter related to: 

a. The examination, testing, and inspection necessary to the issuance of a certificate 
under this chapter; and 
.b. Issuing the certificate. 

2. The FAA Administrator may rescind a designation under this subsection at any time for 
any reason which the Administrator considers appropriate. 

 
Authorization and Role of a FAA Designation 
 
Order 8100.15 sets out policy, procedures, and conditions under which an organization 
granted an Organization Designation Authorization. 
 
The ODA holder and ODA unit must comply with the same standards, procedures, and 
interpretations applicable to FAA employees accomplishing similar tasks. The ODA holder is 
also required to observe all conditions and limitations imposed by the Administrator on the 
authority delegated. 
 
We understand that the Organization Designation Authorization is a privilege, not a right, and 
that our authorization may be terminated at any time, for any reason, at the discretion of the 
FAA Administrator. 
 
Statement of Acceptance of Responsibilities and Obligations 
 
S-TEC General Manager Paul Stoelting and Lead ODA administrator understand and accept 
on behalf of S-TEC Corporation,  
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APPENDIX A - Page 3 of 3 
 
the responsibilities and obligations, as detailed in our Letter of Designation and Orders 
1350.14, 2150.3, 4040.26, 8100.8, 8100.15, 8110.4, 8110.37, 8130.2, 8130.21, 8110.54 
associated with those functions authorized by the Administrator. 
 
As senior management of the ODA holder, we will protect ODA UMs from actions that 
constitute interference, including reprisal for reporting suspected interference. We understand 
that changing the employment status, pay, duties, work location, or retention status may be 
investigated by the FAA. 
 
As an authorized Supplemental Type Certification ODA holder, we will: 
 

a. Function in accordance with the responsibilities, privileges, and limitations in the 
relevant regulations and orders; 
 
b. Comply with the requirements of our procedures manual; 
 
c. Dedicate the required resources for the effective performance of the authorized 
functions; 
 
d. Remain knowledgeable in STC standards, policies, and procedures and the applicable 
airworthiness standards; 
 
e. Consider the products type design as well as the aircraft manufacturer's type design 
philosophy, principles, and operational assumptions when making findings of compliance; 
 
f. Consider the actual operator procedures employed by the operator of the product and 
the impact of any alterations previously made to the product;  
 
g. Ensure personnel attend FAA-sponsored and in-house training as required; 
 
h. Cooperate with the FAA during oversight activities and while exercising this authority; 
 
i. Allow FAA review or participation on any projects as requested by the Organization 
Management Team; 
 
j. Provide the ODA administrator(s) the authority to manage the ODA's functions without 
influence from others; 
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k. Ensure the ODA unit members are free from any conflicting restraints while performing 
the delegated functions and have sufficient authority and independence to enable the 
ODA unit to administer the pertinent regulation(s) effectively; 
 
l. Notify the FAA if we violate the terms of this memorandum. 

 
-------------------------------------------- END OF MEMORANDUM --------------------------- 
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APPENDIX B 
 
ODA Holder and Unit Organizational Chart 
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Organizational Chart Detail ODA 
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 (Refer to S-TEC document control number ODAA07U1109-x for the current complete listing 
of ODA unit members.) 
 
Note: All Unit Members when assigned to a project are “dotted line” to the General Manager. 
UM’s have direct access to top management if required. 
 
Note: During STC projects all assigned Unit Members are dedicated ODA personnel and will 
not “share ODA UM duties” with any other department or individual. 
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APPENDIX C 
 
ODA Facilities 
 

S-TEC has a long-term lease on a 28,000 square-foot hangar for, Certification and Product 
Support on the Mineral Wells, Texas (MWL) airport where in the ODA is administered.  
Additional facilities include a 57,000 square-foot building for S-TEC product line 
administration, engineering, and manufacturing adjacent to the Mineral Wells Airport. 
 

Office and Hangar Space 
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ODA Holder Ratings 
 

S-TEC, in addition to the ODA holds the following FAA certificates/ratings: 
 
FAA Certificated Repair Station - Air Agency Certificate No. FF2R818K 
 
Parts Manufacturing Authorization – PQ0445SW 
 
Technical Standard Order Authorization –PT0445SW for C3b, C3d, C4c, C6d, C9c, C34e, 
C36e, C40c, C43c, C44b, C47, C49b, C52a, C52d, C55, C71, C88a, C106, C113, C198. 
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APPENDIX D 
 
Required ODA Unit Capabilities and Positions 
 
A. ODA Unit 
 
The ODA unit consists of individuals with unique and specialized expertise in various areas of 
aircraft certification, engineering administration, and engineering disciplines. The ODA unit 
members combined under the direction of the ODA administrator comprises the ODA unit. 
 
B. ODA Unit Members 
 
Each ODA unit member will be aware of and avoid potential conflicts of interest between 
responsibilities to the FAA and the role as the ODA holder's employee.  
 
 

(1) The ODA group administration will provide the functions listed in below charts. 
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 ODA administrator Required Function Capabilities 
  

 Number of administrator(s) required: STC:      1 

ODA Function  Description 
11010E  Approve Technical Data and Find Compliance to the Airworthiness Standards 

11020E  Issue STCs and/or Amendments 

11040E  Approve Operational and Repair Information 

11050E  Approve Airworthiness Limitations Information 

11070E  Establish Conformity Inspection Requirements 

11080M  Determine Conformity of Parts and Test Articles 

11090M  Determine Conformity of Test Setup 

11100M  Determine Conformity of Installations, including TIA Inspections on a Project 

11110E  Perform Compliance Inspections 

11061M  Issue/Amend Standard Airworthiness Certificates 

11062M  Issue/Amend Special Airworthiness Certificates 

110610M  Issue replacement for a lost, stolen, or mutilated standard or special airworthiness 
certificate 

11180A  Perform Review and Acceptance of Instructions for Continued Airworthiness 

 E= Aircraft Certification Office, M= Manufacturing, O= Flight Standards District Office,  A=AED 

 Authorized Areas  

 FAA Communication/Coordination O,M,A 

 ODA unit member list O,M 

 ODA Procedures Manual – Major Revisions O,M 

 ODA Procedures Manual – Minor Revisions O,M,A 

 Program Notification Letters (PNL) O,M 

 Program Specific Certification Plans (PSCP) O,M 

 Certification Compliance Checklist (CCL) O,M 

 Conformity Inspection Plan (CIP) O,M 

 Request for Conformity (RFC) O,M,A 

 Type Inspection Authorization (TIA) O,M,A 

 Master Data List (MDL) O,M,A 

 Type Inspection and Supplemental Type Reports (TIR/STIR) O,M,A 

 Flight Manual Supplements O,M,A 

 Supplemental Type Certificates O,M,A 

 STC Project Meeting/Agenda minutes O,M,A 

 ODA unit Meeting/Agenda minutes O,M,A 

 ODA unit member records O,M,A 

 STC Project records O,M,A 

 Service Difficulty Reports O,M,A 

 Corrective Action Request/Response O,M,A 

   

 Legend:   M = Manage  O = Organize administrate  A = Approve  R = Recommend Approval  A1 = Accept 
  



            

           ODA 

S-TEC Corporation, ODA # ODA-700096-SW 
ODA Procedures Manual 
ODAA07P0915 
Revision 5.1 

 
 

Page                       150 of 414 
 
Date  17 May 2023 
Control File  ODAA07P0915 

 

All reports, analyses, drawings, documents, or other data provided to the FAA by S-TEC are confidential/proprietary and are only to be 
used by FAA employees in conjunction with S-TEC certification projects, Supplemental Type Certificates (STC), Parts Manufacturing 
Approvals (PMA), or Technical Standard Orders (TSO).  Release of this information or data in any form to any other party without prior 
written consent of S-TEC Corporation is prohibited. 

 

 Notes and Additional Requirements: 
An ODA administrator will have technical experience with the functions performed under the ODA and a 
broad range of management experience. This experience will enable management of the entire ODA 
unit activities. The ODA administrator will meet these minimum requirements: 

[1] At least five years of working experience with the FAA on projects similar to those authorized 
under the ODA. This experience must include various levels of technical airworthiness 
responsibilities and experience (for example, compliance engineer, quality assurance inspector, 
manufacturing inspector, or airworthiness inspector), and management experience in one or more 
technical disciplines (such as, engineering, manufacturing, airworthiness, maintenance, or quality 
assurance). 
[2] Comprehensive knowledge of FAA regulations, policies, and procedures applicable to the ODA 
functions. 
[3] Demonstrated sound judgment and integrity. 
[4] Sufficient technical knowledge, training, skill, and experience for the type of ODA held. 
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Engineering and Flight Test ODA unit members will provide the following minimum 
Function capabilities to the ODA unit: 
 

  Electrical Systems and Equipment ODA unit Required Function Capabilities 
   

  Number of Unit Members Required:     1 

ODA Function   Description 
11010E   Approve Technical Data and Find Compliance to the Airworthiness Standards 

11040E   Approve Operational and Repair Information 

11050E   Approve Airworthiness Limitations Information 

11070E   Establish Conformity Inspection Requirements 

11110E   Perform Compliance Inspections 

  E= Aircraft Certification Office, M= Manufacturing, O= Flight Standards District Office 

  Authorized Areas (Ref 8110.37)  

  Detail Design and Installation (1A, 1B, 1C, 1D, 1E, 1F, 1G, 1H) A 

  Equipment Qualification Tests (2A, 2B, 2C, 2D, 2E, 2F, 2G, 2H) A 

  Software (3A, 3B, 3C, 3D, 3E, 3F, 3G, 3H) (2) A,R 

  Service Documents (4A, 4B, 4C, 4D, 4E, 4F, 4G, 4H) A 

  Electrical Load Analysis (5A, 5B, 5C, 5D, 5E, 5F, 5G, 5H) A 

  Safety Analysis (6A, 6B, 6C, 6D, 6E, 6F, 6G, 6H) A 

  Lightning/HIRF Protection (7A, 7B, 7C, 7D, 7E, 7F, 7G, 7H) A 

  Project Specific Certification Plan (PSCP) C 

  Certification Compliance Checklist (CCL) C 

  Conformity Inspection Plan (CIP) C 

  Request for Conformity (RFC) O 

  Type Inspection Authorization (TIA) C 

  Witness Tests and Compliance Inspections (1) A 

  Test Reports A 

  STC Data Review as required on specific documents C 

    

  Legend:   M = Manage  O = Organize administrate  A = Approve  R = Recommend Approval  C = Concur 
   

  Notes and Additional Requirements: 
(1) Specific tests, inspections, and reports as specified in the PSCP. 
(2) Software approvals limited to Part 23/A-E and Part 27 Levels C-E.  Recommend Approvals for Part 27 or 29 
Levels A and B. 
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  Mechanical Systems and Equipment ODA unit Required Function Capabilities 
   

  Number of Unit Members Required:     1 

ODA Function   Description 
11010E   Approve Technical Data and Find Compliance to the Airworthiness Standards 

11040E   Approve Operational and Repair Information 

11050E   Approve Airworthiness Limitations Information 

11070E   Establish Conformity Inspection Requirements 

11110E   Perform Compliance Inspections 

  E= Aircraft Certification Office, M= Manufacturing, O= Flight Standards District Office 

  Authorized Areas (Ref 8110.37)  

  Detail Design and Installation (1A, 1B, 1C, 1D, 1F, 1H, 1I, 1J, 1K) A 

  Equipment Qualification Tests (2A, 2B, 2C, 2D, 2F, 2I, 2J, 2K) A 

  Safety Analysis (4A, 4B, 4C, 4D, 4F, 4G, 4H, 4I, 4J, 4K) A 

  Flammability (5I, 5K) A 

  Lightning/HIRF Protection (6A, 6B, 6F, 6G, 6H, 6I, 6J, 6K) A 

  Service Documents (7A, 7B, 7C, 7D, 7F, 7G, 7H, 7I, 7J, 7K) A 

  Project Specific Certification Plan (PSCP) C 

  Certification Compliance Checklist (CCL) C 

  Conformity Inspection Plan (CIP) C 

  Request for Conformity (RFC) O 

  Type Inspection Authorization (TIA) C 

  Witness Tests and Compliance Inspections (1) A 

  Test Reports A 

  STC Data Review as required on specific documents C 

    

  Legend:   M = Manage  O = Organize administrate  A = Approve  R = Recommend Approval  C = Concur 
   

  Notes and Additional Requirements: 
(1) Specific tests, inspections, and reports as specified in the PSCP. 
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  Structural ODA unit Required Function Capabilities 
   

  Number of Unit Members Required:     1 

ODA Function   Description 
11010E   Approve Technical Data and Find Compliance to the Airworthiness Standards 

11040E   Approve Operational and Repair Information 

11050E   Approve Airworthiness Limitations Information 

11070E   Establish Conformity Inspection Requirements 

11110E   Perform Compliance Inspections 

  E= Aircraft Certification Office, M= Manufacturing, O= Flight Standards District Office 

  Authorized Areas (Ref 8110.37)  

  Static Analysis (1A, 1B, 1C, 1D, 1F, 1I, 1J) A 

  Dynamic Analysis (2A) A 

  Fatigue Analysis (3A, 3B, 3C, 3D) A 

  Design and Construction (4A, 4B, 4C, 4D, 4F) A 

  Flutter/Ground Vibration (5A) A 

  Safety Analysis (6A) A 

  Service Documents (9A) A 

  Material & Process Spec. (10I2, 10J3) A 

  Damage Tolerance Evaluations (12A) A 

  Project Specific Certification Plan (PSCP) C 

  Certification Compliance Checklist (CCL) C 

  Conformity Inspection Plan (CIP) C 

  Request for Conformity (RFC) O 

  Type Inspection Authorization (TIA) C 

  Witness Tests and Compliance Inspections (1) A 

  Test Reports A 

  STC Data Review as required on specific documents C 

    

  Legend:   M = Manage  O = Organize administrate  A = Approve  R = Recommend Approval  C = Concur 
   

  Notes and Additional Requirements: 
(1) Specific tests, inspections, and reports as specified in the PSCP. 
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  Powerplant ODA unit Required Function Capabilities 
   

  Number of Unit Members Required:     1 For DAU Projects 

ODA Function   Description 
11010E   Approve Technical Data and Find Compliance to the Airworthiness Standards 

11040E   Approve Operational and Repair Information 

11050E   Approve Airworthiness Limitations Information 

11070E   Establish Conformity Inspection Requirements 

11110E   Perform Compliance Inspections 

  E= Aircraft Certification Office, M= Manufacturing, O= Flight Standards District Office 

  Authorized Areas (Ref 8110.37)  

  Indicating Systems (9A, 9B, 9C, 9D) A 

  Lightning/HIRF Protection (10A, 10B, 10C, 10D) A 

  Safety Analysis (19A, 19B, 19C, 19D) A 

  Service Documents (20A, 20B, 20C, 20D) A 

  Material & Process Spec. (10I2, 10J3) A 

  Damage Tolerance Evaluations (12A) A 

  Project Specific Certification Plan (PSCP) C 

  Certification Compliance Checklist (CCL) C 

  Conformity Inspection Plan (CIP) C 

  Request for Conformity (RFC) O 

  Type Inspection Authorization (TIA) C 

  Witness Tests and Compliance Inspections (1) A 

  Test Reports A 

  STC Data Review as required on specific documents C 

    

  Legend:   M = Manage  O = Organize administrate  A = Approve  R = Recommend Approval  C = Concur 
   

  Notes and Additional Requirements: 
(1) Specific tests, inspections, and reports as specified in the PSCP. 

FAA Forms Authorized for Signature S-TEC ODA Forms Authorized for Signature 
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  Flight Analyst ODA unit Required Function Capabilities 
   

  Number of Unit Members Required:     0 

ODA Function   Description 
11010E   Approve Technical Data and Find Compliance to the Airworthiness Standards 

11040E   Recommend Approve Operational and Repair Information 

11050E   Approve Airworthiness Limitations Information 

11110E   Perform Compliance Inspections 

  E= Aircraft Certification Office, M= Manufacturing, O= Flight Standards District Office 

  Authorized Areas (Ref 8110.37)  

  Flight Test Plans (1D, 1F, 1G,1I,) A 

  Flight Test Instrumentation (2D, 2F, 2G, 2I) A 

  Weight and Balance Surveillance (3F, 3I) A 

  Flight Test Data Recording (4D, 4F, 4G, 4I) A 

  Flight Test Data Reduction/Analysis (5D, 5F, 5G, 5I) A 

  Flight Test Data Expansion (Code 6) Not Delegated N/A 

  Compile Flight Test Reports (7D, 7F, 7G, 7I) A 

  Compile Performance Substantiation Reports (Code 8) Not delegated N/A 

  Compile Type Inspection Reports (9D, 9F, 9G, 9I) A 

  Aircraft Flight Manual (10D, 10F, 10G, 10I) A 

  Project Specific Certification Plan (PSCP) C 

  Certification Compliance Checklist (CCL) C 

  Conformity Inspection Plan (CIP) C 

  Request for Conformity (RFC) O 

  Type Inspection Authorization (TIA) C 

  Witness Tests and Compliance Inspections (1) A 

  Test Reports A 

  STC Data Review as required on specific documents C 

    

  Legend:   M = Manage  O = Organize administrate  A = Approve  R = Recommend Approval  C = Concur 
   

  Notes and Additional Requirements: 
(1) Specific tests, inspections, and reports as specified in the PSCP. 

FAA Forms Authorized for Signature S-TEC ODA Forms Authorized for Signature 
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  Flight Test Pilot ODA unit Required Function Capabilities 
   

  Number of Unit Members Required:     1 

ODA Function   Description 
11010E   Approve Technical Data and Find Compliance to the Airworthiness Standards 

11040E   Recommend Approve Operational and Repair Information 

11050E   Approve Airworthiness Limitations Information 

11110E   Perform Compliance Inspections 

  E= Aircraft Certification Office, M= Manufacturing, O= Flight Standards District Office 

  Authorized Areas (Ref 8110.37)  

  Flight Test Plans (1B, 1D, 1F, 1G, 1I) A 

  Conduct Ground Tests and Evaluations (2B, 2D, 2F, 2G, 2I) A 

  Conduct Flight Tests and Evaluations (3B, 3D, 3F, 3G, 3I) A 

  Compile Test Reports (4B, 4D, 4F, 4G, 4I) A 

  Type Inspection Report (5B, 5D, 5F, 5G, 5I) A 

  Aircraft Flight Manual (6B, 6D, 6F, 6G, 6I) A 

  Project Specific Certification Plan (PSCP) C 

  Certification Compliance Checklist (CCL) C 

  Conformity Inspection Plan (CIP) C 

  Request for Conformity (RFC) O 

  Type Inspection Authorization (TIA) C 

  Witness Tests and Compliance Inspections (1) A 

  Test Reports A 

  STC Data Review as required on specific documents C 

    

  Legend:   M = Manage  O = Organize administrate  A = Approve  R = Recommend Approval  C = Concur 
   

  Notes and Additional Requirements: 
(1) Specific tests, inspections, and reports as specified in the PSCP. 

FAA Forms Authorized for Signature S-TEC ODA Forms Authorized for Signature 
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Inspection/Airworthiness ODA unit Required Function Capabilities  
 

Number of Unit Members Required:     1 

ODA Function Description 
11080M Determine Conformity of Parts and Test Articles 

11090M Determine Conformity of Test Setup 

11100M Determine Conformity of Installations, including TIA Inspections on a Project 

11061M Issue/Amend Standard Airworthiness Certificates 

11062M Issue/Amend Special Airworthiness Certificates 

110610M Issue replacement for a lost, stolen, or mutilated standard or special airworthiness 
certificate 

  

  

Notes and Additional Requirements: 
 

 

 

 

 

 

FAA Forms Authorized for Signature S-TEC ODA Forms Authorized for Signature 
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APPENDIX E  
 
Sample Forms (Includes FAA and ODA Forms) 
 
Sample forms are shown below, the ODA administrator or assistant will provide the actual 
form to be used in completion of the subject. 
 
Project Electronic Document Management ------------------------------------------------------------ 159 

Administrative Electronic Document Management --------------------------------------------------- 161 

FAA Forms 

8100-1 Conformity Inspection Record ------------------------------------------------------------------- 162 

8100-2 Standard Airworthiness Certificate ------------------------------------------------------------- 165 

8100-9 Statement of Compliance with Airworthiness Standards --------------------------------- 167 

8100-11 ODA Statement of Completion ---------------------------------------------------------------- 171 

8110-1 Type Inspection Authorization ------------------------------------------------------------------- 173 

8110-2 Supplemental Type Certificate ------------------------------------------------------------------ 182 

8110-12 Application for STC ------------------------------------------------------------------------------- 189 

8110-26 Supplemental Type Inspection Report ------------------------------------------------------ 191 

8110-31 Type Inspection Report -------------------------------------------------------------------------- 200 

8120-10 Request for Conformity -------------------------------------------------------------------------- 208 

8130-3 Authorized Release Certificate/Airworthiness Approval Tag ---------------------------- 213 

8130-6 Application for U.S. Airworthiness Certificate ----------------------------------------------- 215 

8130-7 Special Airworthiness Certificate --------------------------------------------------------------- 223 

8130-9 Statement of Conformity -------------------------------------------------------------------------- 226 

8130-13 Designee Geographic Expansion Authorization ------------------------------------------ 228 
 
ODA Forms 
100 - ODA Memorandum Template ---------------------------------------------------------------------- 230 

101 - ODA Correspondence Letterhead Template --------------------------------------------------- 232 

102 - ODA Self Evaluation Checklist --------------------------------------------------------------------- 234 

103 - Service Difficulty Report ----------------------------------------------------------------------------- 275 

104 - Document Review & Comment Tracking ------------------------------------------------------- 277 
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105 - ODA Unit Member Statement of Qualification & Evaluation Panel Report ------------- 280 

106 - ODA Inspection Unit Member Performance Evaluation ------------------------------------- 284 

107 - ODA Unit Member Training Certificate ---------------------------------------------------------- 286 

108 - ODA Corrective Action Request/Plan/Response --------------------------------------------- 288 

109 - ODA Problem Solving Worksheet ----------------------------------------------------------------- 291 

110 - ODA UM Interaction Tracking ---------------------------------------------------------------------- 298 

111 - ODA UM Performance Evaluation ---------------------------------------------------------------- 302 

112 – Instructions for Continued Airworthiness Change Impact Assessment ---------------- 305 

200 - STC Project Master Data File Checklist  -------------------------------------------------------- 316 

201 - Project Specific Certification Plan ----------------------------------------------------------------- 321 

202 - Compliance Check List ------------------------------------------------------------------------------ 329 

203 - Conformity Inspection Plan  ------------------------------------------------------------------------ 333 

204 - STC Project Technical Review Board Agenda / Minutes  ---------------------------------- 338 

205 - TIA/Safety Review Board Agenda / Minutes  -------------------------------------------------- 341 

206 - Conformity Tracking Log ---------------------------------------------------------------------------- 344 

208 - STC Project Feasibility/Planning Review ------------------------------------------------------- 346 

209 - STC Project Off Site Facility Evaluation  -------------------------------------------------------- 350 

210 - STC Project Statement of Final Review  -------------------------------------------------------- 355 

211 – Airplane or Rotorcraft Flight Manual Supplement -------------------------------------------- 357 

212 – Instructions for Continued Airworthiness ------------------------------------------------------- 369 

301 - Airworthiness Condition Checklist ---------------------------------------------------------------- 376 

309 - STC Projects Manufacturing Activity Report  -------------------------------------------------- 380 

310 – Inspection Unit Member Management Report  ----------------------------------------------- 382 

400 - Flight Test Risk Assessment and Alleviation  -------------------------------------------------- 385 

401 - Flight Test Pre-Flight Briefing Checklist  -------------------------------------------------------- 390 

403 – Experimental Operating Limitations  ------------------------------------------------------------- 395 

501 – Annual Anonymous Questionnaire --------------------------------------------------------------- 396 

502 – Interference Report ----------------------------------------------------------------------------------- 397 

503 – Interference Investigation Report ----------------------------------------------------------------- 398 
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Project Electronic Document Management 

Each completed document produced by the ODA unit in conjunction with a certification 
project will have a unique tracking number assigned by the ODA administrator or authorized 
assistant and will be maintained in a controlled access folder on a secure server at the         
S-TEC facility.  
 
The document number system description follows: 

ODAP07-01  A  070901 _  A or 01 or 200.2-01  (except FAA forms) 

  

 A    B    C       D 
 
A = ODA Project Number 
 
B = See chart below 
      
C= Date (yymmdd) 
 
D = See chart below 
 

  

B= Document Type 
 

D= 1) AR unit member number - Designee ID number + 2digit sequence, or 

       2) Sequence number - 2 digit Sequence number beginning with 01, or 
       3) Revision Letter (- is Initial Release) 
             Note: Letter p1 thru p9 is reserved for Preliminary Draft Releases 
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A STC Project Master Data File Checklist - ODA Form 200  X   

B Application for Supplemental Type Certificate – FAA Form 8110-12  X   

C Project Specific Certification Plan - ODA Form 201  X   

D Compliance Check List - ODA Form 202  X   

E Conformity Inspection Plan - ODA Form 203  X   

F Request for Conformity - FAA Form 8120-10   X  
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G Conformity Inspection Record - FAA Form 8100-1   X  

H Airworthiness Condition Checklist - ODA Form 301    X 

I Application for Airworthiness Certificate - FAA Form 8130-6 NA NA NA 

J Standard and Special Airworthiness Certificate - FAA Forms 8100-2 and 8130-7 NA NA NA 

K Conformity Tracking Log - ODA Form 206  X   

L Correspondence Letter - ODA Form 101   X  

M Reserved     

N Reserved    

O Offsite STC Project Evaluation - ODA Form 209 X   

P Reserved    

Q STC Project Technical Review Board Agenda/Minutes - ODA Form 204 X   

R Flight Test Risk Assessment/Alleviation - ODA Form 400 X   

S Safety Review Board Agenda/Minutes - ODA Form 205 X   

T Type Inspection Authorization - FAA Form 8110-1 X   

U Flight Test Checklist - ODA Form 401   X  

V Supplemental Type Inspection Report - FAA Form 8110-26 X   

W Type Inspection Report, TIA Part II - FAA Form 8110-31 X   

X Statement of Compliance with Airworthiness Standards – FAA Form 8100-9*   X 

Y STC Project Statement of Final Review - ODA Form 210 X   

Z ODA Statement of Completion - FAA Form 8100-11 X   

AA Designee Geographic Expansion Authorization 8130-13 
 

X   

AB Instructions for Continued Airworthiness Change Impact Assessment – ODA Form 
112 

  X 

AC Document Review & Comments Tracking (ODA Form 104)    X   

     

     

     

     

     

     

 

* Form tracking is specific to DER’s tracking numbers. 
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Administrative Electronic Document Management 

Each completed document produced by the ODA unit in conjunction with an administrative 
action or function will have a unique tracking number assigned by the ODA administrator or 
authorized assistant and will be maintained in a controlled access folder on a secure server 
at the S-TEC facility.  

The document number system description follows: 

ODAA07  A  0901 _  A or 01 or 200.2-01  

  

 A     B      C            D 
 
A = ODA Administrative Document - Year 
 
B = See chart below 
      
C= Date (mmdd) 
 
D = See chart below 
 

  

B= Document Type 
 

D= 1) AR unit member number - Designee ID number + 2digit sequence, or 

       2) Sequence number - 2 digit Sequence number beginning with 01, or 
       3) Revision Letter (- is Initial Release) 
             Note: Letter p1 thru p9 is reserved for Preliminary Draft Releases 
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C Document Review & Comments Tracking (ODA Form 104)  -  X  - 

L Letters (ODA Form 101)  -  -  X 

M Memorandum (ODA Form 100)  -  -  X 

P ODA Procedures Manual (This document)  X  -  - 

R  STC Projects Manufacturing Activity Report (ODA Form 309)   X  

S ODA Problem Solving Worksheet (ODA Form 109)   X 

T Training Records   -  -  X 

U ODA Unit Member List  X  -  - 
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FAA Form 8100-1 - Conformity Inspection Record 
 

Instructions   
 
1. List the FAA assigned project number along with date of TIA or Request for 
Conformity, as applicable. 
 
2. Self-explanatory. 
 
3. List S-TEC engineering or the manufacturer, or both.  (The manufacturer can be the 
party producing or responsible for the product). 
 
4. List the date the inspection began. 
 
5. List the date the inspection ended. 
 
6. If inspecting an aircraft, list the make, model, N-number, and serial number.  For an 
engine or propeller, list the make, model, and serial number. 
 
7. Aviation safety inspectors must type or print name, sign, and enter office 
identification.  Unit members must type or print name, sign, and list their unit member 
identification number. 
 
8. Assign consecutive numbers for each item inspected. 
 
9. List the name or description of the part, appliance, assembly, drawing, document, 
specification, or name of the process being evaluated. 
 
10. List the technical data that describes the item listed in Block 9. i.e., drawing 
number, document number, process specification number, etc. 
 
11. List the revision level and date of the technical data described in Block 10. 
 
12. List the number of items that were determined satisfactory or unsatisfactory.  Do 
not record individual characteristics. 
 
NOTE: (An item is a single article or unit containing one or more dimensional 
characteristics or features.) 
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13. Enter comments in this block that will support any information given in Blocks 8 
through 12.  i.e., unsatisfactory conditions, corrective actions taken, reference to other 
item numbers listed, serial numbers, type of inspection accomplished, destination of 
exported products, buyer furnished equipment, parts processed through 
manufacturer’s maintenance facility, part new or newly overhauled, condition of part or 
assembly, etc. 
 
14. To be used for supplementing items 1-13. 
 
NOTE:  Unsatisfactory conditions are corrected in one of two ways: 
 
Method 1: If action is presented to correct an unsatisfactory condition, the action is 
entered in Block 13 and the number in the UNSAT column of Block 12 is lined through 
and initialed.  The number of items now determined satisfactory is entered in the SAT 
column next to the corrective action entry. 
 
Method 2: If corrective action is not presented, the inspector will continue the 
inspection by entering the next item inspected.  When corrective action to the 
unsatisfactory condition is eventually presented, assign the item a new number and 
record the number in Block 8.  Complete Blocks 9 and 10, enter a new revision and 
date if data has changed, and enter the number of items determined satisfactory in 
Block 12.  Record both the corrective action taken and the item number of the 
unsatisfactory condition in Block 13.  Place the item number in parenthesis.  Next, line 
through and initial the number in the UNSAT column located next to Block 13 
containing the unsatisfactory condition.  Record the corrective action entry item 
number along with the unsatisfactory condition statement and place the number in 
parenthesis.  
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Form Example (Reduced size) 

 

 

(Form Backside) 
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FAA Form 8100-2 - Standard Airworthiness Certificate 

 
Instructions   
 
The blocks on Form 8100-2 must be completed using the information obtained from a 
FAA Form 8130-6 completed and signed by S-TEC engineering. 
 
1. Enter the capital letter “N” followed by the registration number assigned to the aircraft. 
 
2. Self explanatory. 
 
3. Self explanatory. 
 
4. Enter the appropriate category of the aircraft.  
 
If there is no category, as in the case of aircraft certificated prior to adoption of the 
regulations that established categories, enter the aircraft specification, TCDS, or listing 
number as applicable. Example: “CAR 4a” for a Bellanca 14-13; “ATC 614” for an 
Aeronca LC. 
 
5. Under Exceptions, enter the exemption number and a brief description of any 
exemptions from the applicable airworthiness standards (CAR 3, 4b, 5, 6, 7, or equivalent 
CFR) that have been granted for the aircraft (see aircraft specification or TCDS).  
 
If no exemptions exist, enter “None.” 
 
Date of Issuance - For an original or recurrent certificate, enter the date the certificate is 
issued.  
 
For a replacement or exchanged certificate, enter the date of the “original” certificate 
issuance and insert the letter “R” or “E,” respectively, before the date.  
 
When the certificate is being amended, insert the letter “A” before the new issuance date.  
 
FAA Representative - Insert the name and ODA unit member number of the authorized 
ODA unit member issuing the certificate under the signature. The signature must be in 
permanent ink on the original and copies. 
 
Designation Number - Insert the letters “ODA” followed by the ODA unit number. 
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Form Example (Reduced size) 
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FAA Form 8100-9 - Statement of Compliance with Airworthiness Standards 

 
Instructions   
 
FAA Project No. - Enter the ODA Project No. as assigned by the ODA administrator or NA 
if not for a specific project. 
 
Make - Enter the manufacturer of the part or component when the approval is for a part or 
component used on a STC project or product make as listed on the product’s type 
certificate data sheet when applicable. 
 
Model No. - Enter the model number or part number of the part or component when the 
approval is for that part or component used on a STC project or either the aircraft model 
series or the specific aircraft model number, as appropriate and as listed on the product’s 
type certificate data sheet when applicable. If the approval is applicable to multiple 
models, list them separately.  
 
Name of Applicant/Authorization No. - Enter the name S-TEC Engineering for the 
approval or authorization. This will always be “S-TEC Corp” followed by the ODA 
authorization number ODA-700096-SW.  

 
Identification - Enter the report, drawing, analysis, or document number, revision level, 
and date of the revision. 
 
Title - Enter the title of the report, drawing, analysis, or document. Below this enter the 
exact extent of the approval. An example would be Notes 1 thru 4 or similar statements in 
the following example.  
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Example: 
LIST OF DATA 

IDENTIFICATION  TITLE 

ABC Manual 1234 

Dated 10/20/03 

1000047 Revision A 

Dated 10/20/03 

1000048 Revision C 

Dated 10/20/03 

 

Converter Regulatory Installation Manual 

 

Drawing - Converter Regulator Cooling Mod. 

 

Drawing - Scoop Assy. - Converter Regulator Cooling 

 

NOTE:  

 

1) This approval addresses electrical design details only. 

 

2) This approval addresses mechanical design details only. 

 

3) All engineering aspects of the above listed data are approved 

herein. This approval is only for the engineering data to the extent 

the data listed above demonstrates compliance only with the 

regulations specified by paragraph and subparagraph listed below as 

“Applicable Requirements.” 

 

4) This form constitutes FAA approval of all the engineering data 

necessary for substantiation of compliance to necessary requirements 

for the entire alteration. 

 

 

 

 

 

 

 

Purpose of Data - Enter the type of project (i.e., In support of original STC, STC data 
revision, STC amendment, etc.).  Refer to the PSCP for a description of the project and 
the purpose of the data. 
 
Example: 

PURPOSE OF DATA 

In support of STC revision for the purpose of pitch servo design improvement. 
 

Or  
 

In support of STC amendment for the purpose of adding aircraft model listing. 

 
Applicable Requirements - Enter the exact regulation(s) paragraphs, subparagraphs, or 
other appropriate airworthiness requirements with which the data comply. This includes 
applicable amendment levels. If the list is too long, attach additional sheets. It is not 
sufficient for the ODA unit member to merely indicate "structural regulations" or other 
generalizations.  
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Examples: 
APPLICABLE REQUIREMENTS (List specific sections) 

14 CFR 25.1301(all), 25.1309(a), 25.1359(d)(3) 

 

CAR 6.200; .201; .202(a),(b); .260; .300; .301; .302; .303; .304(a),(b) 

 

In support of 14 CFR § 21.601(b)(2)and RTCA DO-178B 

 
Certification - Enter the number of additional sheets or enter N/A if there are none. Check 
the “Approve these data” block if the ODA unit member is approving the data or the 
“Recommend approval of these data” if the ODA unit member is recommending that the 
FAA approves the data. 
 
NOTE: “Recommend approval” will be used for those delegated functions identified in the 
PNL response letter from the OMT on projects where FAA participation and oversight is 
required. 
 
Signatures of Authorized Representative(s) - Enter the ODA unit member’s hand 
signature in “blue” ink in the Signature block, their typed or printed name(s) in the Name 
block, their ODA unit identification number(s) in the name block, discipline in the 
classification block, and the date of approval in the Date block. An ODA unit member’s 
signature constitutes approval or recommendation for approval of the technical data 
effective of the date as indicated on the form. 
 
 



            

           ODA 

S-TEC Corporation, ODA # ODA-700096-SW 
ODA Procedures Manual 
ODAA07P0915 
Revision 5.1 

 
 

Page                       171 of 414 
 
Date  17 May 2023 
Control File  ODAA07P0915 

 

All reports, analyses, drawings, documents, or other data provided to the FAA by S-TEC are confidential/proprietary and are only to be 
used by FAA employees in conjunction with S-TEC certification projects, Supplemental Type Certificates (STC), Parts Manufacturing 
Approvals (PMA), or Technical Standard Orders (TSO).  Release of this information or data in any form to any other party without prior 
written consent of S-TEC Corporation is prohibited. 

 

Form Example (Reduced size) 

 

U.S. DEPARTMENT OF TRANSPORTATION 
FEDERAL AVIATION ADMINISTRATION 

STATEMENT OF COMPLIANCE WITH AIRWORTHINESS STANDARDS 

FAA Project No. 

 

      

AIRCRAFT OR AIRCRAFT COMPONENT IDENTIFICATION 

  MAKE 

 

        
 

MODEL NO. 
 

        

TYPE (Aircraft, Engine, 
Propeller, etc.)   

 

      
 

NAME OF APPLICANT/AUTHORIZATION NO. 
 
S-TEC Corporation ODA-700096-SW  
One S-TEC Way,  
Mineral Wells TX 76067 

 
 

LIST OF DATA 

IDENTIFICATION TITLE 

 

 

 

 

 

      

 

 

 

 

NOTE:  This Data approval is in support of Organizational 

Designation Project and DOES NOT constitute DER approval of the data 

listed herein and is not valid for any other purpose or application. 

 

      

PURPOSE OF DATA 

      

APPLICABLE REQUIREMENTS (List specific sections) 

      

CERTIFICATION  -  As directed by the Administrator and in accordance with the conditions and limitations of authorization under 14 CFR, 
data listed above and on attached sheets numbered        have been examined in accordance with established procedures and found to 
comply with applicable requirements of the Airworthiness Standards listed. 

  Recommend approval of these data 

   
I (We) Therefore:   Approve these data                                                    

   SIGNATURE(S) OF AUTHORIZED REPRESENTATIVE(S) NAME CLASSIFICATION DATE 

  
      
           
 

            

 
      
      
 

            

 
      
                  

FAA Form 8100-9 (2-02)                                                          Electronic version (Adobe) 
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FAA Form 8100-11 - ODA Statement of Completion 
 

Instructions   
 
1. Enter the name of the ODA holder, normally this will be “S-TEC Corporation”. 
 
2. Enter the ODA authorization number, normally this will be “ODA-700096-SW”. 
 
3. Describe the STC Project. Include the information in the following order: 

a. STC number issued or amended. 
b. Project description exactly as it appears on the issued STC, FAA Form 8110-2.  
If an amendment project, include a brief statement to describe the purpose of the 
amendment. 
c. Project prototype aircraft N-number, Make, Model, and Serial Number. 

 
4. Select the type of project. 
 
5. No entry - Not applicable for STC projects. 
 
6. Enter a list of the approved data applicable to showing regulatory compliance. 
Note: It is acceptable to reference a document list as an attachment provided that 
document list is permanently affixed as an appendix to the FAA Form 8100-11. 
 
7. Enter date, name of the ODA administrator, and signature. 
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Form Example (Reduced size) 
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FAA Form 8110-1 - Type Inspection Authorization  
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FAA Form 8110-2 - Supplemental Type Certificate 
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Form Example (Reduced size) 
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FAA Form 8110-12 - Application for STC 

 
Instructions   
 
1. Enter the name of S-TEC Corporation, to whom the STC will be issued. The name will 
appear on the certificate exactly as it is entered here.  
 
2. Check the block for “Supplemental Type Certificate.”  
 
3. Check the product involved (aircraft, engine, or propeller).  
 
4. Self explanatory. 
 
Note: A post office box will not be accepted.  
 
5 and 6. Leave blank for STCs.  
 
7. The application will be dated and signed by S-TEC engineering manager or authorized 
agent as the certifying official. The certifying official must be the person duly authorized to 
sign for S-TEC Corporation.  
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Form Example (Reduced size) 
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FAA Form 8110-26 - Supplemental Type Inspection Report 

 
Instructions   
 
As the blocks on the form are not numbered, the individual blocks will be identified below 
by the identifiers in sequence as they appear in the blocks, followed by the instructions for 
each block. 
 
Project No. - Enter the Project number in this block. 
 
Date - Enter the date of the TIA. 
 
Product - Enter the applicable product (i.e., aircraft, engine, etc.). 
 
Make - Enter the name of the product manufacturer. 
 
Model - Enter the model of the product. 
 
Identification and Serial No. - For an aircraft, enter the Registration number (N-number) 
and serial number. 
 
Serial Nos. Eligible - Enter the serial numbers eligible for the modification. For a multiple 
STC, enter “Multiple.” 
 
Product Specification or TC Data Sheet - Record the product specification or TC Data 
Sheet number. 
 
Rev. No. - Enter the revision number of the product specification or TC Data Sheet. 
 
Certification Basis (Part and Amendments) - Enter the applicable certification basis for the 
product.  For an aircraft, enter the applicable TC Data Sheet identifier. 
 
Applicant - Enter the name of S-TEC engineering. 
 
Address - Enter the address of S-TEC engineering. 
 
Modifier – Enter name of modifier. 
 
Address – Enter address of modifier. 
 
Description of Modification - Describe the modification being made to the product. 
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Attachments - List any and all attachments to the STIR. 
 
Inspection Conducted By - Identify the individuals conducting the inspection. 
 
Report Prepared By - Identify the individual preparing the report. The block must also be 
signed by the preparer.  
Date - Enter the date the report was prepared. 
 
Report Reviewed By - Identify the individual reviewing the report. The block must also be 
signed by the reviewer. 
Date - Enter the date that the report was reviewed. 
 
Report Approved By - Identify the individual approving the report.  The block must also be 
signed by the approving authority. 
Date - Enter the date that the report was approved. 
 
Administrative Data Section  
 
A. - Enter the dates of the inspection. 
 
B. - Enter the location where the inspection was conducted. 
 
C. - Self-explanatory 
 
D. - Self-explanatory 
 
E. - Self-explanatory 
 
F. - Self-explanatory 
 
G. - Self-explanatory 
 
H. - Self-explanatory 
 
Remarks - Enter any comments applicable to blocks A through H of the Administrative 
Data section. 
 
TIA Comments Section 
This section will list the actions taken by the inspector as a result of the issuance of the 
TIA, and the order and numbering of the entries in this block will correspond to the 
instructions as listed on the TIA. 
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1.1 - Enter “See attached weight and balance report dated XX/XX/XX” and ensure that the 
updated weight and balance report is incorporated as an attachment to the STIR. 
 
1.2 through 1.4 - Remain blank.  The appropriate information is to be included as part of 
the weight and balance report. 
 
2.1 - Self-explanatory. 
 
3.1 - Self-explanatory. 
 
3.2 - Self explanatory. 
 
3.3 - Self explanatory. 
 
4.1 - Self explanatory. 
 
5.1 - Self explanatory. 
 
5.2 - Self explanatory. 
 
6.1 - Self explanatory. 
 
7.1 - Self explanatory. 
 
8.1 - Self explanatory. 
 
8.2 - Self explanatory. 
 
8.3 - Self explanatory. 
 
8.4 - Self explanatory. 
 
8.5 - Self explanatory. 
 
9.1 - Self explanatory. 
 
9.2 - Self explanatory. 
 
Note: Attach all supporting data as listed in the “Attachments” section on Page 1 of the 
STIR. 
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Form Example (Reduced size) 
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FAA Form 8110-31 - Type Inspection Report 

 

Part II - Flight Test Report. Flight test personnel complete the required sections of the 
report. For the first page enter the following information: 

 

(1) Project Number:  

 

(2) Flight Tests Conducted by: Enter name(s) and roles (e.g.: Flight Test Pilot, Flight 
Test Engineer, etc.) of flight test personnel. If a designee, provide DER number. 

 

(3) Report Prepared by: 

 

(4) Report Approved by: Enter name, title, and date of manager reviewing and 
approving report. 

 

1.0 Administrative Information. Enter sufficient administrative or general flight test 
information to show compliance with 14 CFR Part 21 requirements. The information must 
include, but not be limited, to the following:  

 

1.1 Description of flight test item/modification. 

 

1.2 Flight test instrumentation description. 

 

1.3 Test Aircraft. Enter serial number and registration number of aircraft tested.  

 

1.4 Test Sites. Enter location and date of aircraft testing. It is required to specify the test 
locations if the location of the tests was a determining factor. The location must be 
included to avoid any discrepancies regarding the test site.  

 

1.5 Alterations made during FAA flight testing. Include a chronological list of all changes 
made to the prototype product during the test program and identified as “made by the 
applicant” or “required by the FAA as a result of type certification tests showing 
noncompliances.”  
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1.6 Flight test log (excluding function and reliability test) with total official FAA flight test 
time. Include information such as takeoff weight, takeoff center of gravity (c.g.), and flight 
number, if applicable. 

1.7 Total number of flight hours for function and reliability test (if required).  

 

1.8 Explanation for credit given to other than FAA flight time.  

 

1.9 Survival Equipment (life rafts, survival first aid kits, Emergency Locator Transmitter 
(ELT), survival tools, etc.)  

 

1.10 Personal Protective Equipment (oxygen bottles, oxygen masks, smoke hoods, 
firefighting gloves, fire extinguishers, Nomex flight suits, etc.)  

 

2.0 Certification Information. Sufficient certification information must indicate operating 
limitations to include: 

  

2.1 Category (normal, utility, acrobatic, etc.).  

 

2.2 Type of operations (visual flight rules, instrument flight rules, day, night, icing, etc.). 

 

2.3 Approved maneuvers may be presented, if appropriate.  

 

2.4 Equipment required for each type of operation. This entry must agree with the 
limitations section of the Airplane/Rotorcraft Flight Manual (AFM/RFM). 

 

2.5 Limitations for weight, center of gravity, airspeeds, power plant operations, and 
recommended airspeeds for climbs, auto-rotations, and approaches. 

 

 3.0 Applicable Requirements. Sufficient information must show compliance with TIA 
and 14 CFR requirements. For type certification divide the TIR into sections such as 
equipment and flight operation, power plant operation, performance, and handling 
qualities.  

 

4.0 Flight Test Results and Findings. Include information on the results and findings of 
the flight tests and inspections described in the TIA, Block (12)b. A brief description of 
each test and the results of the tests must be included. Reference to the flight cards 
contained in an appendix can be made if adequate data are included on the flight cards to 
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support completion of the TIA. Include a chronological list of all changes made to the 
prototype product during the test program and identified as “made by the applicant” or 
“required by the FAA as a result of type certification tests showing non-compliances. 

 

5.0 Operational evaluations identified by the Aircraft Evaluation Division (AED). 
Include information on the results and findings of operational evaluations identified and 
conducted by the AED.  

 

6.0 Appendices. Include additional information necessary to show compliance with TIA 
and 14 CFR requirements. Reference this information in the Table of Contents in the TIR. 
Additional information may include, but is not limited to: flight test data, approved flight 
test plan, applicant's flight test report, AFM/RFM or AFM/RFM supplements with dates of 
approvals, flight logs and flight cards, and the associated TIA. 
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Form Example (Reduced size) 
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FAA Form 8120-10 - Request for Conformity 

 
Instructions   
 
RFC Tracking Number - Enter the tracking control number issued by the ODA 
administrator or assistant. 
 
To - This will typically be the S-TEC ODA although in the event of FAA oversight the entry 
will be the FAA office that has ODA program oversight if requested in the PNL response. 
 
Project No. - Enter the ODA project number for the project. 
 
Date - Enter the request date. 
 
Part Conformity/Installation/Other - Check the applicable blocks. 
 
S-TEC engineering Name - Enter the name of S-TEC engineering as shown on the 
original project application. 
 
Company Name - Enter the name of the supplier, vendor, or test firm where the desired 
inspection will occur. 
 
Street/City/State/Zip - Enter the address of the company named above.  A post office box 
is not acceptable. 
 
Time/Date Available - If you know when the product, part, assembly, appliance, or test 
article will be ready, enter the expected date.  
 
Type Installation - Enter a brief descriptive statement, which includes the product, part, 
assembly, appliance, or test article to be inspected (for example, landing gear assembly, 
galley flammability test articles, wing spars, and so forth). 
 
Make/Model - Identify the end product being certificated or modified. 
Quantity - Enter the quantity of parts requiring inspection. 
 
Requesting document such as a purchase order (P.O.) and date - Reference S-TEC 
engineering’s letter or other correspondence identifying the pending certification test.   
 
Design Data - Identify the data to be used for the inspection, that is, drawings (including 
revision and date). 
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Special Instructions - Enter any special instructions, as necessary. 
 
S-TEC Engineering Contact - Enter the name, title (if known), and telephone number of 
the person to contact at either S-TEC engineering’s or the vendor organization to arrange 
the inspection. 
 
FAA Project Manager - Enter the name and telephone number of the ODA administrator. 
 
FAA Project Engineer - Enter the name and telephone number of the ODA unit member 
involved in the pending test.  In “Remarks,” (if applicable), enter:  
 
a. The name of the designated ODA engineering representative authorized to disposition 

unsatisfactory conditions found during conformity inspection.  
b. The name of the designated airworthiness representative requested by S-TEC 

engineering. 
 
MIO type certification management specialist (TCMS) - Leave blank.   
 
MIDO Project Principal Inspector - Enter the name and telephone number of the 
responsible Inspection ODA unit member. 
 
“Form Blocks” - Place a check mark in each applicable block: 
 
a. TIA Issued:  Check this block for requests to supplement a previously issued type 

inspection authorization (TIA). 
b. TIR Required:  Check this block to have related conformity inspection records placed 

in the pending type inspection report (TIR) or supplemental type inspection report 
(STIR) (when the FAA has issued a TIA). 

c. 8130-3 Tags Required:  Check this block when you will move or ship the inspection 
articles from the inspection site to a remote testing site, and want assurance that the 
article will be inspected.  FAA Form 8130-3 is the conformity inspection tag. 

d. FAA Form 8100-1 Required:  Check this block for every request.  FAA Form 8100-1 is 
the conformity inspection record. 

e. FAA Form 8130-9 Required:  Check this block for every request.  The FAA requires 
this form under 14 CFR Part 21.53. 

 
Reviewed By - Enter the name, title, and office symbol of FAA project engineer reviewing 
the FAA conformity document. 
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Continuation Sheet - Enter additional information on Design Data, Special Instructions, 
and Remarks, if necessary.
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Form Example (Reduced size) 
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FAA Form 8130-3 – Authorized Release Certificate / Airworthiness Approval Tag 

 
Instructions 184 
 

Procedures and authorized use of FAA Form 8130-3 are contained in FAA Order 8130.21, 
Procedures for completion and use of the Authorized Release Certificate, FAA Form 
8130-3 Airworthiness Approval Tag. Follow instructions of FAA Order 8130.21, Paragraph 
14, Block-by-Block Instructions for Completion of FAA Form 8130-3. 

 

For any special form interpretation, discuss with your local Manufacturing Inspection 
Office OMT representative. 
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Form Example (Reduced size) 
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FAA Form 8130-6 - Application for U.S. Airworthiness Certificate 

 
Instructions   
 
Section I. Aircraft Designation 
 
1. - Enter the U.S. nationality designator (the letter “N”) followed by the registration marks 
as shown on the aircraft registration certificate. 
 
2. - Enter the name of the builder or manufacturer as it appears on the aircraft ID plate in 
accordance with 14CFR part 45.13(a)(1). 
 
3. - Enter the model designation as shown on the aircraft ID plate in accordance with 
14CFR part 45.13(a)(2). Trade names must not be used. 
 
4. - Enter the year of manufacture if shown on the aircraft ID plate or as reflected in the 
aircraft’s records. 
 
5. - Enter the serial number as shown on the aircraft ID plate in accordance with 14CFR 
part 45.13(a)(3). 
 
6. - The engine make is the name of the manufacturer as it appears on the engine ID 
plate in accordance with 14CFR part 45.13(a)(1). Abbreviations can be used, for example, 
“P&W,” “GE,” “CMC,” etc. When no engines are installed, as in the case of the glider or 
balloon, enter “N/A.” 
 
7. - When engine(s) are installed, enter the complete designation as shown on the engine 
ID plate; for example, “O-320-A1B,” “PT6A-20A,” or “CFM-56-3C-1,” in accordance with 
14CFR part 45.13(a)(2). 
 

8. - When applicable, enter the number of engines installed on the aircraft. 
 
9. - Enter the name of the manufacturer as shown on the propeller identification marking. 
Enter “N/A” if propellers are not installed. (Reference 14CFR part 45.13(a)(1).) 
 
10. - When applicable, enter the model designation as shown on the propeller 
identification marking. 
 
11. - This block must not be checked by an ODA unit member. 
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Section II. Certification Requested 
 
A. - When applicable place a check in the appropriated box relating to this application.  
 
B. - When applicable place a check in the appropriated box relating to this application.  
 
Section III. Owner’s Certification 

 
NOTE: Do not complete this section when application is being made for a special flight 
permit. 
 
A. - Enter the name and address exactly as shown on the aircraft registration certificate.  
 
If Dealer, Check Here. This block must be checked ONLY if the aircraft is registered 
under a dealer’s aircraft registration certificate. 
 
B. - This section must be completed when application is being made for a standard, 
primary, light-sport, provisional, limited, restricted, or multiple airworthiness certificate. 
 

Aircraft Specification or Type Certificate Data Sheet 
 

(a) When application is being made for a multiple airworthiness certificate, enter 
the 
certification basis for each certificate being requested. 
 
(b) If the TCDS or specification for a new aircraft or model has been approved, but 
not yet published, enter the date of approval, the TC or specification number, and 
the word “Preliminary.” 
 
(c) When application is being made for an LSA airworthiness certificate, enter the 
applicable consensus standard and revision information from the statement of 
compliance. If no statement of compliance exists for the aircraft, enter “N/A.” 
 
(d) Enter “N/A” when the application is being made for an experimental certificate. 

 
Airworthiness Directives - This block must be completed to indicate compliance with 
all applicable ADs in accordance with 14CFR part 39 and 14CFR part 21.99, 
regardless of the type of airworthiness certificate being requested. 

 
(a) Enter the number of the last biweekly supplement to the summary of ADs available 

as of the date of application, for example, Biweekly 97-06, published on 
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March 24, 1997. When an LSA is equipped with certificated equipment or 
appliances, use the applicable ADs for the certificated equipment and/or 
appliances. 
 
(b) For LSA, enter all applicable service directives available as of the date of 
application. If there are not any service directives, enter “N/A.” 

 
Aircraft Listing - Enter “N/A.” 
 
Supplemental Type Certificate - This block is applicable to all standard airworthiness 
certifications and special airworthiness certifications in the restricted, limited, 
provisional, and primary categories for aircraft with one or more STCs installed, and 
must be filled out at the time of application. The STC number of each STC installed 
must be entered. If more space is required, an attachment will be used. 
 
NOTE: Enter “N/A” when the application is being made for an experimental certificate. 

 
C. - This section must be completed regardless of the type of airworthiness certificate 
being requested. 
 

Check If Records Are in Compliance With 14CFR part 91.417 - This block applies to 
all aircraft covered by this section and must be checked to indicate that the 
recordkeeping requirements of 14CFR part 91.417 have been met. For example, to 
comply with 14CFR part 91.417(a)(2)(i), the aircraft maintenance record must include 
the total time-in-service of the airframe, engines, propellers, and rotor; and to comply 
with 14CFR part 91.417(a)(2)(ii), the record must include the current status of the life-
limited parts of the airframe, engines, propellers, rotor, and appliances. All record 
entries must be in English. 
 
Total Airframe Hours - This block applies to all aircraft covered by this section. The 
total time-in-service of the aircraft, including production flight test time, will be entered. 
 
Experimental Only - When submitting an application for the renewal of an experimental 
certificate, when requesting a change back to a standard certificate, or when 
requesting a change back to LSA category certificate, the hours flown since the 
previous certificate was issued or renewed must be entered. If the application is for an 
original issuance of an experimental certificate, enter “0.” 
 

D. - This block applies to all aircraft covered by this section and must be completed. If the 
signature is by the owner’s agent, a notarized letter from the registered owner authorizing 
the agent to act on the owner’s behalf is required. 
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Section IV. Inspection Agency Verification  
 
This section must be completed only if application is being made for a standard 
airworthiness certificate in accordance with 14CFR part 21.183(d). This section must be 
left blank for all other certification actions. 
 
NOTE: 14CFR part 21.183(d)(2) states that an experimentally certificated aircraft that 
previously had been issued a different airworthiness certificate under 14CFR part 21.183, 
and is being returned to the standard airworthiness category, is exempt from the 100-hour 
inspection set forth in 14CFR part 43.15. 
 
Section V. FAA Representative Certification  
 
This section must be completed by the Inspection ODA unit member that inspects the 
aircraft and issues the certificate. 
 
A. - Check the applicable block. 
 
B. - Check the applicable block. 
 
Date - Enter the date the inspection was completed. 
 
District Office - The Inspection ODA unit member must enter the designation of the district 
office geographically responsible for monitoring their activities. 
 
Designee’s Signature and No - Enter the ODA unit number, preceded by “ODA” as 
applicable. The Inspection ODA unit member signature must be signed in ink above the 
typed or printed name and ODA unit member number on the original and copy(ies). The 
typed name and signature must be legible and must not obliterate preprinted information 
on Form 8130-6. 
 
FAA Inspector’s Signature - No entry in this blank - reserved for FAA inspector only. 
 
Section VI. Production Flight Testing  
 
No entry is required in this section. This section applies only to a manufacturer applying 
for a special flight permit for the purpose of flight testing production aircraft under the 
provisions of 14CFR part 21.197(a)(3).   
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Section VII. Special Flight Permit Purposes Other Than Production Flight Test 

 

A. - The entries in this section must be the same as the corresponding data recorded on 
the aircraft’s registration certificate and, as applicable, on the aircraft’s ID plate. 
 
B. - Enter the present location of the aircraft in the From box and the aircraft’s intended 
destination in the To box. 
 

Via - Entry must contain the name of an airport or city at some intermediate point 
in the flight to provide a general description of the route flown. For example, a flight 
from Kansas City, Missouri, to Dallas, Texas, may be via Wichita, Kansas, and 
Oklahoma City, Oklahoma, in accordance with 14CFR part 21.199(a)(2). 
 
Duration - Entry must reflect the overall duration of the special flight permit and need 
not be the same as the planned duration of the actual flight. Factors such as fueling 
stops, weather conditions, overnight stops, or any other reasonable condition must be 
given consideration when establishing the duration. 
 

C. - This entry must specifically detail the conditions in which the aircraft does not comply 
with the applicable airworthiness requirements in accordance with 14CFR part 
21.199(a)(4). 
 
D. - This entry must contain in detail the restrictions S-TEC engineering considers 
necessary for safe operation of the aircraft; for example, reduced airspeed or weight, 
turbulence avoidance, and flightcrew member limitations or qualifications. This item must 
be carefully reviewed by the ODA administrator to determine that the restriction would 
ensure safe operation of the aircraft. Any deficiencies must be resolved before issuance 
of the special flight permit. The ODA administrator also will prescribe additional conditions 
and limitations deemed necessary for safe operation. 
 
Section VIII. Airworthiness Documentation  
 
This section must be completed by the Inspection ODA unit member who inspects the 
aircraft and issues the airworthiness certificate. However, this section is not applicable 
when a special flight permit is being issued. 
 
A. - This block applies to all aircraft covered by this section. The Inspection ODA unit 
member will check this block when an FAA-approved aircraft flight manual, listing of 
operation limitation, placards, etc., as applicable to the category of certificate requested, 
are in the aircraft in accordance with 14CFR part 91.9. 
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B. - Check this block when operating limitations have been issued and a copy is attached 
for retention in the permanent record. (This applies to aircraft certificated in categories 
other than standard.) 
 
C.- Self-explanatory. 
 
D. - Self-explanatory. 
 
E. - Self-explanatory. 
 
F. - The following is considered a satisfactory statement for the aircraft record entry: “I find 
that the aircraft meets the requirements for the certification requested and have issued a 
(standard) (special) airworthiness certificate dated. The next inspection is due. Signed: 
John Smith, ODA (unit member number), ODA (unit number).” 
 
NOTE 1: The next inspection date is not necessary when the aircraft is under a 
continuous maintenance program. 
 
NOTE 2: In the case of aircraft that had a previous due date, the date entered is the 
same. The aircraft gains no additional time because it was not in the standard category. 
 
G. - Check the block to indicate Form 8130-9 or, when LSA, statement of compliance, 
Form 8130-15, and attach when required. 
 
H. - Do not check this block. 
 
I. - If applicable, enter the appropriate CFR or CAR under which the previous 
airworthiness certificate was issued, and check the block to indicate that the original of the 
certificate is attached. If the previously issued certificate is not available, the Inspection 
ODA unit member will state the reason on an attachment. 
 
J. - The applicable section of part 21, subpart H, must be entered. 
 
K. - Check the block to indicate that a completed applicable copy of the manufacturer’s 
statement of compliance, Form 8130-15, is attached for retention in the aircraft’s 
permanent record.  
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Form Example (Reduced size) 
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FAA Form 8130-7 - Special Airworthiness Certificate 

 
Instructions   
 
The blocks on Form 8130-7 must be completed using all applicable information obtained 
from completed Form 8130-6. 
 
A. - This section is applicable to all categories of special airworthiness certificates. 
 

Category/Designation - Enter the category of special airworthiness certificate being 
issued, for example, restricted, limited, light-sport, etc. For experimentally certificated 
gliders, the words “Glider” are to be put in parentheses after the word “Experimental” 
for the respective type of aircraft. For experimentally certificated LSA, put in 
“Experimental.”  

 
Purpose - Enter the operating purpose for which the special airworthiness certificate is 
being issued, as shown by the blocks checked by S-TEC engineering under section II, 
block B, on Form 8130-6. If the application is for a limited category airworthiness 
certificate, the Purpose entry must be “N/A.” For LSA category aircraft, enter one of 
the five classes of LSA: airplanes, gliders, powered parachutes, weight-shift-control 
aircraft, and lighter-than-air aircraft (balloons and airships). There are six classes of 
LSA experimental purposes: airplanes, gliders, powered parachutes, weight-shift-
control aircraft, lighter-than-air aircraft (balloons and airships), and gyroplanes. For 
example, an LSA glider will be listed in the purpose as “light-sport, glider.”  
 

B. - Enter the name and address of the manufacturer only if the application is for a 
special flight permit for the purpose of production flight testing. In all other cases, enter 
“N/A” in both spaces under this section. 
 
C. - This section is applicable for a special flight permit for purposes other than production 
flight testing. The Flight From and Flight To spaces must be the same as that shown on 
Form 8130-6, section VII, item B. When the aircraft is to be flown outside the United 
States, enter “Subject to D(2) on reverse side” in section C on the face side of the special 
airworthiness certificate. 
 
D. - This section is applicable to all categories and purposes except production flight 
testing. Information to complete the entries in this section would be contained in section I 
of the application for airworthiness certificate. 
 
E. - This section is applicable to all categories of special airworthiness certificates. 
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Date of Issuance - Enter the date the certificate is issued. However, in those cases 
where a certificate is being exchanged or replaced, enter the date of the original 
certificate and insert the letter “E” or “R.” 
 
Expiry - Enter the date of expiry if the application is for an experimental or special flight 
permit. An experimental certificate for R&D, showing compliance with regulations, 
crew training, or market surveys is effective for 1 year after the date of issue or 
renewal, unless a shorter period is deemed necessary. The duration of light-sport, 
amateur-built, exhibition, and air racing experimental certificates is unlimited unless 
good cause exists to establish a specific period. Additionally, LSA that 
have been grandfathered into LSA experimental purpose by rule exception and that 
have preexisting exemptions have an expiration date. For a provisional certificate, the 
entry will be in accordance with 14CFR part 21.217. 

 
Operating Limitations Dated ________ Are a Part of This Certificate - Enter the date of 
the operating limitations. Do not repeat or paraphrase limitations printed on the back of 
the certificate. Enter “N/A” if the limitations on the reverse side of the certificate are 
adequate for the purpose. 
 
Signature of FAA Representative - Type or print the Inspection ODA unit member 
name and sign above. 
 
Designation or Office No. - Enter the ODA unit number. 
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Form Example (Reduced size) 

 
UNITED STATES OF AMERICA DEPARTMENT OF TRANSPORTATION - FEDERAL AVIATION ADMINISTRATION 

SPECIAL AIRWORTHINESS CERTIFICATE 

A  
CATEGORY/DESIGNATION  

PURPOSE N/A  

B  
MANU-

FACTURER  

NAME N/A 

ADDRESS N/A  

C  FLIGHT  
FROM N/A 

TO N/A  

D  
N-7897T  SERIAL NO. 172A-001  

BUILDER Cessna Aircraft Corp.  MODEL 172A  

E  

DATE OF ISSUANCE 01/31/2001  EXPIRY Unlimited  

OPERATING LIMITATIONS DATED    ARE PART OF THIS CERTIFICATE  

SIGNATURE OF FAA REPRESENTATIVE Joe Mendez Joe 

Mendez  

DESIGNATION OR OFFICE NO. 
NW24  

Any alteration, reproduction or misuse of this certificate may be punishable by a fine not exceeding $1,000 or imprisonment not exceeding 3 years, or both. THIS 

CERTIFICATE MUST BE DISPLAYED IN THE AIRCRAFT IN ACCORDANCE WITH APPLICABLE TITLE 14, CODE OF FEDERAL REGULATIONS 

(CFR).  

FAA Form 8130-7 (07/04)                                     SEE REVERSE SIDE 

 

A  
This airworthiness certificate is issued under the authority of Public Law 104-6, 49 United States Code (USC) 44704 

and Title 14, Code of Federal Regulations (CFR).  

B  

The airworthiness certificate authorizes the manufacturer named on the reverse side to conduct production fight tests, 

and only production flight tests, of aircraft registered in his name. No person may conduct production flight tests 

under this certificate: (1) Carrying persons or property for compensation or hire: and/or (2) Carrying persons not 
essential to the purpose of the flight.  

C  This airworthiness certificate authorizes the flight specified on the reverse side for the purpose shown in Block A.  

D  

This airworthiness certificate certifies that as of the date of issuance, the aircraft to which issued has been inspected 

and found to meet the requirements of the applicable CFR. The aircraft does not meet the requirements of the 
applicable comprehensive and detailed airworthiness code as provided by Annex 8 to the Convention On 

International Civil Aviation. No person may operate the aircraft described on the reverse side: (1) except in 

accordance with the applicable CFR and in accordance with conditions and limitations which may be prescribed by 
the Administrator as part of this certificate; (2) over any foreign country without the special permission of that 

country.  

E  
Unless sooner surrendered, suspended, or revoked, this airworthiness certificate is effective for the duration and 
under the conditions prescribed in 14 CFR Part 21, Section 21.181 or 21.217.  
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FAA Form 8130-9 Statement of Conformity 

 
Instructions   
 
This form will be submitted to the ODA under the following circumstances:  

1. By S-TEC for a supplemental type certificate at the time he presents an aircraft or 
parts thereof to the ODA for tests and/or conformity.  

 
This form will be completed as follows:  
 
Section I. Aircraft. Complete the pertinent part of any of only this section when certification 
covers an aircraft or part thereof.  
 
Section II. Engine. N/A 
 
Section III. Propeller. N/A 
 
Section IV. Certification.  
 

Item A. Check this block when an aircraft or part thereof is presented for flight or 
ground tests and/or conformity during type certification or supplemental type 
certification.  

 
Item B. N/A Item C. N/A Item D. N/A 
The certification must be signed by an authorized person who holds a responsible 
position in the organization and has the necessary experience.  
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Form Example (Reduced size) 
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 FAA Form 8130-13 – Designee Geographic Expansion Authorization  
 

INSTRUCTIONS FOR COMPLETING 

THE DESIGNEE GEOGRAPHIC EXPANSION AUTHORIZATION FORM 

General:  

 

A. Type (or legibly print) all information except the signatures.  

B.  Item 1 and items 26 through 31 are to be completed by the designee’s Certificate Management Office.  

C. Items 2 through 25 are to be completed by the designee.  

Item Number:  

(1)    Enter the number assigned by the Certificate Management Office.  

(2)    Enter the name of the designee’s Certification Management Office.  

(3)    Enter the name of the Advisor assigned to the designee.  

(4)    Enter the date this form was initiated.  

(5)    Enter the complete mailing address of the designee’s Certification Management Office.  

(6a)    Enter the telephone number of the Certification Management Office or assigned Advisor.  

(6b)    Enter the FAX telephone number of the Certification Management Office.  

(7a)    Enter the abbreviation for the type of designation currently held (e.g. DMIR, DAR, ODAR, DOA, DAS).  

(7b)    Enter the name of the designee’s Certificate Management Office.  

(8) (When applicable) Enter the project number(s) assigned by the FAA.  

(9) (When applicable) Enter the date the FAA ACO/MIDO/FSDO office released the project for additional action.  

(10)  (When applicable) Enter the number assigned by the requesting office, as shown on the applicable FAA Forms,   e.g., 8110-1, 

8120-10, etc.  

(11)    List the functions that will be completed at the expanded location.  

(12)    Enter the name of the FAA office that has oversight responsibility at the expanded location.  

(13)    Enter the estimated date the project will start.  

(14)    Enter the estimated number of calendar days required to complete the project.  

(15)    Enter the location(s) where the inspections/functions will be conducted.  

(16)    Enter the full name of the applicant.  

(17)    Enter the mailing address of the applicant (either PO Box number or street address).  

(18)    Enter the mailing address city.  

(19)    Enter the two-letter abbreviation for the mailing address state.  

(20)    Enter the mailing address zip code.  

(21a) Enter the phone number of the applicant.  

(21b) Enter the FAX number of the applicant.  

(22)    Enter any additional information and/or remarks by the designee.  

(23)    Signature of designee that filled out the form.  

(24)    Enter the designee’s FAA assigned number.  

(25)    Enter the date of the request.  

(26)    Enter the name of the designee’s Certification Management Office.  

(27)    Enter all special instructions given to the designee.  

(28)    Enter the name of the FAA employee granting this request.  

(29)    Enter the date of the granted request.  

(30)    Enter the signature of the FAA employee granting this request.  

(31)    Enter the name of the FAA office granting this request.  

FAA Form 8130-13 (6-00) Supersedes Previous Edition 
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 U.S. Department of Transportation                                Designee Geographic Expansion  

Federal Aviation Administration                                                                   Authorization 

1. Control 

# 

 2. Office Name:  

3. ATTN:  4. Date:  

5. Address:  

City:       State:                    Zip Code:  

6a. Telephone Number: ( )  6b. Fax Number: (            )  

7. I hereby request authorization to perform the (Designee type)     7a._________________________________________  functions identified below   

outside the geographical boundaries of (FAA Office)        7b.__________________________________________________________________.      

The function(s) pertain to: _____________________________________________________________________________________________           
__________________________________________________________________________________________________________________.  

8. Project Number(s):  9. Project Date:  10. FAA Form 8120-10#:  

11. Authorized Function(s) will consist of:  

12. FAA geographic oversight office of activity:  

13. The activity is scheduled to begin on:  

14. The estimated time required to complete the function(s):  ______________    Calendar Days.  

15. Location(s) where the function(s) will be performed:  

16. Name of Applicant:  (Last, First, Middle) 

 17. Address: (either PO Box or Street) 

 18. City:                         19. State:                                             20. Zip Code:   

21a. Telephone Number: ( )  21b. Fax Number:  ( )  

22. Remarks:  (If needed, continue remarks on plain paper and attach it to this form.)  

 
23. Signature:  24. Designee Number:  25. Requested Date:  

26. The above identified designee is authorized to perform the requested functions outside the geographical area of the (FAA Office)               

________________________________________________ .               
All FAA documentation required as a result of the specific task(s) must be submitted to this office within seven (7) days of accomplishment.           

The above identified designee shall contact the cognizant FAA office within the area in which the authorized function(s) will be performed,  to advise 

them of her/his presence and activities.  
NOTE:  For any Designee Expansion Authorizations for activities to be undertaken in other countries, the cognizant Civil Aviation Authority must be 

notified in advance. A return notification authorizing permissibility for the designee’s work activities, from the cognizant Civil Aviation  Authority, is 

required prior to entry into the country.  

27. SPECIAL INSTRUCTIONS/REMARKS: (If needed, continue special instructions on plain paper and attach it to this form.) 

 
 28. Authorized By:  (Print Name)  29. Date:  

30. Signature: 

 31. Office Name:  

FAA Form 8130-13 (6-00) Supersedes Previous Edition                          See instructions on reverse side                                                           NSN: 0052-00-917-4001  
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ODA Form 100 - ODA Memorandum Template 
 

Instructions   
 
ADMINISTRATION 
 
Memo Date - Enter the date of Memo issuance. 
 
Memo Number - Enter the tracking control number issued by the ODA administration 
assistant or as determined by the either the “Project Electronic Document Management or 
Administrative Electronic Document Management” instructions at the beginning of 
Appendix E. 
 
To - Self explanatory. 
 
From - Self explanatory. 
 
Subject - Self explanatory. 
 
Project - Enter the ODA project number if applicable. Leave blank if no ODA project is 
associated with the memo. 
 
Response Requested - Self explanatory. 
 
Request Date - Enter the date of expected response. 
 
MESSAGE 
 
Enter the content of message conveyed. 
 
RESPONSE 
 
Enter the content of the response conveyed. 
 
Response From - Self explanatory. 
 
Response Date - Self explanatory. 
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ODA Form 101 - ODA Correspondence Letterhead Template 

 
Instructions   
 
Date - Enter the date of Correspondence issuance. 
 
Document Number - Enter the tracking control number issued by the ODA administration 
assistant or as determined by the either the “Project Electronic Document Management or 
Administrative Electronic Document Management” instructions at the beginning of 
Appendix E. 
 
To - Self explanatory. 
 
Subject - Self explanatory. 
 
Attention - Self explanatory. 
 
Dear - Insert the name of individual addressed in the correspondence. 
 
Insert Text - Insert the body of your correspondence text. 
 
Signature Name - Enter the correspondence originators name. 
 
Signature Title - Enter the correspondence originators title only if applicable. 
 
Cc - Enter individuals who are to be copied this correspondence. 
 
Enclosures - List any attachments to this correspondence. 
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ODA Form 102 - ODA Self Evaluation Checklist 

 
Instructions   
 
Date – Enter beginning date of the evaluation. 
 
Evaluators – Enter name(s) of each evaluator. 
 
Projects Evaluated – Enter each project as evaluated. 
 
Type of Evaluation – Check appropriate box. 
 
Section 1 – Organization and Responsibility section 1-1 through 1-13 check appropriate 
box. 
 
Section 2 – Project Management section 2-1 through 2-27 check appropriate box. 
 
Section 3 – Design Data Approval section 3-1 through 3-23 check appropriate box. 
 
Section 4 - Conformity Inspection and Records section 4-1 through 4-14 check 
appropriate box. 
 
Section 5 – Testing section 5-1 through 5-8 check appropriate box. 
 
Section 6 – Airworthiness Certification section 6-1 through 6-9 check appropriate box. 
 
Section 7 – Flight Testing section 7-1 through 7-4 check appropriate box. 
 
Section 8 – Continued Airworthiness section 8-1 through 8-12 check appropriate box. 
 
Section 9 – Production Approvals check appropriate box. 
 
Section 10 – Operations Certification check appropriate box. 
 
Date – Enter ending date of the evaluation. 
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ODA Form 103 – Service Difficulty Report 
 

Instructions   
SDR No. – The SDR number will be entered by the ODA administrator or assistant 
 
Date – Enter date the SDR was prepared by the submitter 
 
Submitter – Type or print name of person responsible for the SDR. 
 
Customer Service / Repair Station / Quality Control – Self explanatory. 
 
Specific Aircraft Affected  

Registration Number – Enter the aircraft registration number 
Manufacturer – Enter the name of the aircraft manufacturer 
Model/Series – Enter the model number (not model trade name) of the aircraft 
Serial Number – Enter the manufacturers serial number of the aircraft 
Time in Service – Enter the total time in service of the aircraft 

 
Specific Part Causing Problem 

Manufacturer – Select either S-TEC or Other and identify the manufacturer 
Part Number – Enter the part number of the specific part 
Serial Number – Enter the serial number if part is identified with one 
Time in Service – Enter the total time in service of the specific part 
PMA / TSO – Select appropriate and if TSO include TSO number on part 
Part Condition – Provide brief description of part condition (ex. New, Used, Modified) 

 
Specific Installation Information 

STC/TC/Other – Select the installation basis of the part, if Other list type (ex. 
Experimental, Field Approval, Foreign, etc.) 

STC Number – Enter the STC number if installed under STC 
Installation Bulletin and/or Drawing – List the data on which the part is listed 
Part Location – Enter the part location (ex. Roll, Pitch, Trim, Instrument panel, etc.) 
Installation Condition – Describe the installation workmanship, issues, etc. 
Installation Agency – List the entity or company that is responsible for the installation 

of the specific part 
 
Problem Description – Describe in as much detail as necessary the problem and 
associated conditions. Include pictures if necessary to provide a clear definition of the 
problem. 
 
Routing and Action – Self explanatory. 
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Form Example (Reduced size) 
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ODA Form 104 – Document Review & Comment Tracking 

 
Instructions   
 
Instructions provided on the form body. 
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Form Example (Reduced size) 
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ODA Form 105 - ODA Unit Member Statement of Qualification & Evaluation Panel 
Report 

 
Instructions   

 
Unit Member Name - Insert Unit Member Name 
 
Unit Member Social Security No. - Insert Unit Member Social Security No. 
 
Unit Member Address - Insert Unit Member Address 
 
Unit Member Date of Birth - Insert Unit Member Date of Birth 
 
Unit Member Telephone - Insert Unit Member Phone Number 
 
Unit Member Citizenship - Insert Unit Member Citizenship 
 
Unit Member Experience / Certifications / Education - Insert Unit Member Experience / 
Certifications / Education 
 
Unit Member Designation - Insert Unit Member Designation 
 
Recommendation - Insert Recommendation 
 
Unit Member Evaluation Panel Information - Insert Unit Member Evaluation Panel 
Information 
 
 
 
 



            

           ODA 

S-TEC Corporation, ODA # ODA-700096-SW 
ODA Procedures Manual 
ODAA07P0915 
Revision 5.1 

 
 

Page                       282 of 414 
 
Date  17 May 2023 
Control File  ODAA07P0915 

 

All reports, analyses, drawings, documents, or other data provided to the FAA by S-TEC are confidential/proprietary and are only to be 
used by FAA employees in conjunction with S-TEC certification projects, Supplemental Type Certificates (STC), Parts Manufacturing 
Approvals (PMA), or Technical Standard Orders (TSO).  Release of this information or data in any form to any other party without prior 
written consent of S-TEC Corporation is prohibited. 

 

Form Example (Reduced size) 
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ODA Form 106 – ODA Inspection Unit Member Performance Evaluation 

 
Instructions   
 
Self explanatory. 
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Form Example (Reduced size) 
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ODA Form 107 - ODA unit member Training Certificate 
 

Instructions   
 

Attendees Name - Enter the Attendees full legal name. 
 
Training Course Name - Enter the name of the course attended. 
 
Training Location - Enter the location the course was held. 
 
Date - Enter the date the course was held, if a multiple day course include all dates the 
course was conducted. 
 
ODA administrator - ODA administrator is to sign with full legal name and include the 
ODA designation number below the line. 
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ODA Form 108 - ODA Corrective Action Request/Plan/Response 

 
Instructions   
 
Section 1 – Management. 
 
CAR Number – Self explanatory. 
 
Issue Date – Self explanatory. 
 
Issued By – Check appropriate box. 
 
Assigned To – Name of person responsible for responding to the CAR. 
 
Closed By – Check appropriate box. 
 
Closed Date – Self explanatory. 
 
STC Affected – Check appropriate box (if yes, enter STC number). 
 
ODA Unit Member Affected – Check appropriate box (if yes, enter unit member number). 
 
Voluntary Disclosure – Check appropriate box (if yes, enter voluntary disclosure number). 
 
Immediate Action Required – Check appropriate box. 
 
Immediate Action Requirement – Enter explanation. 
 
 
Section II - Request 
 
Date or Request – Self explanatory. 
 
Requested By – Enter name. 
 
Source of Request – Check appropriate box (if other give a brief description). 
 
Type of Discrepancy – Check appropriate box (if other give a brief description). 
 
Discrepancy Description – Enter explanation. 
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Form Example (Reduced size) 

 



            

           ODA 

S-TEC Corporation, ODA # ODA-700096-SW 
ODA Procedures Manual 
ODAA07P0915 
Revision 5.1 

 
 

Page                       291 of 414 
 
Date  17 May 2023 
Control File  ODAA07P0915 

 

All reports, analyses, drawings, documents, or other data provided to the FAA by S-TEC are confidential/proprietary and are only to be 
used by FAA employees in conjunction with S-TEC certification projects, Supplemental Type Certificates (STC), Parts Manufacturing 
Approvals (PMA), or Technical Standard Orders (TSO).  Release of this information or data in any form to any other party without prior 
written consent of S-TEC Corporation is prohibited. 

 

 

 

 



            

           ODA 

S-TEC Corporation, ODA # ODA-700096-SW 
ODA Procedures Manual 
ODAA07P0915 
Revision 5.1 

 
 

Page                       292 of 414 
 
Date  17 May 2023 
Control File  ODAA07P0915 

 

All reports, analyses, drawings, documents, or other data provided to the FAA by S-TEC are confidential/proprietary and are only to be 
used by FAA employees in conjunction with S-TEC certification projects, Supplemental Type Certificates (STC), Parts Manufacturing 
Approvals (PMA), or Technical Standard Orders (TSO).  Release of this information or data in any form to any other party without prior 
written consent of S-TEC Corporation is prohibited. 

 

 ODA Form 109 - ODA Problem Solving Worksheet 

 
Instructions   
 
Tracking Number - The number will be determined as provided by in the document 
number explanation at the beginning of this section. 
 
Initiator - Name of the person conducting the process utilizing this form. 
 

Occurrence Date - Self explanatory 

 

Suspense Date - Date by which this process requires completion. 

 

Action Date - Date by which corrective or administrative action will occur. 

 

Emergency Response Action Required - Self explanatory 

 

The form contains self explanatory instructions to follow which provides for completion of 
the analysis process offered by use of the form. 
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ODA FORM (110), UM INTERACTION TRACKING 

 

UM/ODA/FAA INTERACTION TRACKING FORM 

 

NAME:______________________________ UM #_________________________________    

                  (PRINT:  Prefix, Last Name, First Name, Middle Name, Suffix) 

TEL. #:___________________________ FAX #:___________________________________ 

DESIGNATION(s):___________________________________________________________ 
(Structures, Systems, Propulsion, Adm., etc.) 

ACTIVITY: FROM_______________________ TO _________________________________  
ODA ADMINISTRATOR Name:________________________________ 
                                                                                         (PRINT) 

ODA #:______________________________________________________________ 

UM SIGNATURE: 
_______________________________________DATE:______________________________ 

PROVIDE A BRIEF SUMMARY OF YOUR ACTIVITIES, WHICH REQUIRED INTERACTION WITH ODA/ODA PERSONNEL IN THE 

FOLLOWING KEY AREAS.  INCLUDE PROJECT DESCRIPTIONS, PRODUCT MODELS (AIRCRAFT, ENGINES, PROPELLER, 

EQUIPMENT, ETC.) AND/OR ODA/ODA PROJECT NUMBERS, YOUR SPECIFIC CONTRIBUTIONS TO EACH APPLICABLE 

INTERACTION, AND YOUR PRIMARY INDIVIDUAL ODA ENGINEERING CONTACTS.  

 

1.  DEVELOPMENT OF CERTIFICATION PLANS/COMPLIANCE CHECKLISTS: 

 

2.  IDENTIFICATION AND RESOLUTION OF SIGNIFICANT TECHNICAL ISSUES (ISSUE PAPERS, EQUIVALENT 
SAFETY: (FINDINGS, SPECIAL CONDITIONS, EXEMPTIONS, ETC.) 

 

3.  REVIEW AND APPROVAL OF COMPLIANCE DATA: 

 

4.  INVOLVEMENT IN PROJECT MANAGEMENT/ADMINISTRATION: 
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5.  REVIEW AND APPROVAL OF REPAIR/ALTERATION DATA INCLUDING PROCESS SPECIFICATIONS:  

(ACTIVITIES IN SUPPORT OF ODA FORM 337, REPAIR STATIONS, ETC.) 

 

6.  INVESTIGATION AND RESOLUTION OF SIGNIFICANT SERVICE DIFFICULTIES: 

 

7.  PARTICIPATION IN TECHNICAL EXCHANGES:  (MEETINGS AND TELECONS ON GENERAL TECHNICAL 
SUBJECTS) 

 

8.  PARTICIPATION IN ODA TRAINING/SEMINARS: 

 

FOR ODA USE ONLY 

          ALL REQUIRED UM EVALUATION FORMS COMPLETED               UM DELEGATION RENEWED 

 ODA ADMINISTRATOR SIGNATURE: ___________________________________________ DATE: ______________________ 
 

ODA Form 110                                            

 SUBMITTAL OF THIS FORM IS MANDATORY FOR UM DELEGATION 

 

 

 

 

 

 



            

           ODA 

S-TEC Corporation, ODA # ODA-700096-SW 
ODA Procedures Manual 
ODAA07P0915 
Revision 5.1 

 
 

Page                       301 of 414 
 
Date  17 May 2023 
Control File  ODAA07P0915 

 

All reports, analyses, drawings, documents, or other data provided to the FAA by S-TEC are confidential/proprietary and are only to be 
used by FAA employees in conjunction with S-TEC certification projects, Supplemental Type Certificates (STC), Parts Manufacturing 
Approvals (PMA), or Technical Standard Orders (TSO).  Release of this information or data in any form to any other party without prior 
written consent of S-TEC Corporation is prohibited. 

 

ODA Form 110 Instructions 

 
PERFORMANCE ELEMENT DEFINITIONS 

 
1.  DEVELOPMENT OF CERTIFICATION PLANS/COMPLIANCE CHECKLISTS: 
Indicate projects where you have identified applicable regulations and methods of compliance for 
a design or design change.  Indicate programs that required you to provide program schedules, 
which identified critical milestones leading to ODA certification.  List ODA/FAA personnel, i.e., 
engineers, flight test pilots, inspectors, and other ODA/FAA designees where communications 
took place in the course of this activity.  Note:  Detail project information is not required. 
 
2.  IDENTIFICATION AND RESOLUTION OF SIGNIFICANT TECHNICAL ISSUES: 
For the certification projects in which you have participated, describe your work with the ODA 
in identifying certification related areas of new technology, areas where compliance 
methodology may have been new or controversial, or areas where existing regulations or 
policy were inadequate.  Identify Issue Papers that resulted from your efforts and your 
contribution to the resolution of those issues. 
 
3.  REVIEW AND APPROVAL OF COMPLIANCE DATA: 
Describe, in detail, your activities in reviewing and approving (or recommending for approval) 
compliance data.  Compliance data consists of both type design data and type certification data.  
Type design data includes drawings, specifications, and other data which defines the product.  
Type certification data includes test plans, test reports, analyses, or other data used to 
demonstrate compliance with the applicable FARs.  Note:  Do not describe design details that 
may be considered proprietary by the applicant. 
 
4.  INVOLVEMENT IN PROJECT MANAGEMENT/ADMINISTRATION: 
Describe your project management/administration activities.  Describe how you insured 
effective coordination between the applicant and the ODA, and how you facilitated certification 
program activities (e.g., the submittal of compliance data, and the scheduling of conformities, 
testing, compliance inspections, etc.). 
 
5.  REVIEW AND APPROVAL OF REPAIR/ALTERATION DATA INCLUDING PROCESS 
SPECIFICATIONS: 
Indicate your coordination activities with the ODA in approving repair or alteration data, 
especially on critical or life-limited parts.  Describe when the coordination occurred, how the 
appropriate regulations were identified to the ODA, and the nature of supporting substantiating 
data. 
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6.  INVESTIGATION AND RESOLUTION OF SIGNIFICANT SERVICE DIFFICULTIES: 
Describe your UM role in identifying and/or resolving specific significant service difficulties.  Be 
sure to identify key ODA contacts and any service information that resulted from your efforts. 
 
7.  PARTICIPATION IN TECHNICAL EXCHANGES: 
Please describe important UM/ODA technical exchanges in which you have participated, such 
as general technical meetings with ODA specialists or management, and discussions with 
ODA specialists concerning technical issues related to your delegation.  Note:  Do not 
describe design details that may be considered proprietary by the applicant. 
 
8.  PARTICIPATION IN ODA TRAINING AND/OR SEMINARS: 
Describe the ODA sponsored technical conferences, seminars, workshops, and 
presentations you have attended within this appointment period relating to your UM 
authorization. 
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Form Example (Reduced Size) 
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ODA Form 111 Instructions 
 
PERFORMANCE ELEMENT DEFINITIONS 
 
1.   ACTIVITY LEVEL:  The UM is actively utilizing the delegated authority.  Typical indication would 
be the submittal of completed ODA Form 8100-9 in the delegated area.  If 8100-9s are not submitted, 
the UM may be actively assisting the ODA in other ways such as witnessing testing or identifying and 
resolving certification issues, although the authority itself is not utilized. 
 
2.   DIRECT ODA CONTACT:  In the delegated area, the UM has direct contact with the ODA on 
technical and project issues.  The UM keeps the ODA informed of activities.  Indicators would be office 
visits, phone calls, attendance at project meetings, or attendance at Designee Conferences. 
 
3.  UM/ODA INTERACTION TRACKING FORM:  The UM submitted the required key interaction form.  
Indicator would be a complete, accurate, and timely interaction form. 
 
4. APPLICATION OF REGULATIONS, POLICY , AND GUIDANCE:  The UM properly applied 
airworthiness requirements and technical or administrative policy and guidance.  Indicators may 
include a showing of understanding and proper application of regulations etc. during the course of 
certification projects, including meetings with the ODA, and appropriate compliance findings. 
 
5.  ADHERENCE TO DER PROCEDURES:  The UM followed the DER handbook and other national 
or local directives in performing UM functions.  Indicators would be submittal of properly completed 
8100-9s, coordinating with ODA on unique and novel design features, receiving permission to witness 
or conduct tests, verification of conformity prior to witnessing tests, properly utilizing authority, etc.  UM 
procedures require coordination with ODA Engineering on unique or novel designs, generation of 
Certification Plans, appropriate and timely requests for conformity, generation of tests plans, 
verification of satisfactory conformity findings prior to witnessing certification tests when delegated by 
the ODA and approval of compliance data in a timely and correct sequential manner.  The UM should 
have a good understanding of when the UM may "Approve" vs. "Recommend Approval" for a 
compliance submittal (8100-9) and a clear understanding of the discrete areas of delegation that the 
UM may address. 
 
6.  SHOWS INTEGRITY, SOUND JUDGMENT AND COOPERATIVE ATTITUDE:  The UM was 
honest, complete, and forthcoming with information in all dealings with the ODA.  The UM exercised 
sound judgment in making technical and project decisions.  Conduct was professional, and the UM 
fully cooperated with the ODA in resolving technical and program issues.  Indicators may be direct 
experience with the UM, including participation in certification meetings, where the UM is forthcoming 
and cooperatively seeks resolution of issues.   
 
7.  SHOWS TECHNICAL COMPETENCE IN AREA OF APPOINTMENT:  The UM's technical work 
and interaction with the ODA, particularly on complex technical issues, shows the UM's competence in 
the delegated area.  Indicators of competence would include properly developed test plans, 
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appropriate compliance findings, and technically accurate and complete substantiation and test 
reports.   
 
8.  ATTENDANCE AT REQUIRED TRAINING:  The UM attended any training required by the Agency, 
including that which may be required by the administering ACOB.  Indicator would be attendance at 
required training, seminars, conferences, etc. 

 

9. ABILITY TO COMMUNICATE CLEARLY:  The UM communicated effectively, both orally and in 
writing, such that technical and administrative issues are clearly understood.  Indicators would be 
effective oral communications during certification meetings, telephone conversations, and other direct 
contacts with ODA employees.  Written reports, substantiation, and communications are complete 
and well organized.   

 
10.  QUALITY OF SUBMITTALS:  The UM's data submittals are complete, logically arranged, legible, 
accurate, and clearly establish compliance with the applicable airworthiness requirements such that 
review by the ODA may be minimal.  Indicators would be test plans, test reports, substantiation, 
drawings, etc. that meet the listed criteria.   
 
11.  TIMELY IDENTIFICATION OF SIGNIFICANT ISSUES:  As early as practical in the program, the 
UM identified to the ODA areas of new technology, unusual design features, or those areas requiring 
special guidance or direct ODA involvement.  Indicators would include timely informal contacts to alert 
the ODA to areas of concern and participation in certification meetings to identify significant technical 
issues for Issue Papers. 

 

12.  TIMELY SUBMITTAL OF DATA:  UM submittal of compliance data was in a time frame 
consistent with program schedule and required ODA review.  UM consistently avoids last minute "data 
dumps," thus allowing adequate time for ODA actions prior to critical program milestones.
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ODA Form 112 – Instructions for Continued Airworthiness Change Impact Assessment 
 
Instructions 

 

1.  Project Number – Self Explanatory 

 

2.  Aircraft type – Self Explanatory 

 

3.  STC Number – Self Explanatory 

 

4.  Completed by – Enter name. 

 

5.  Date – Self Explanatory 

 

6.  Change Determination – Enter explanation. 

 

7.  DOC # - The number will be determined as provided by in the document number 
explanation at the beginning of this section. 

 

8.  Page # - Self Explanatory 

 

9.  Requirements – Self Explanatory 
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Form Example (Reduced size) 

 

 



            

           ODA 

S-TEC Corporation, ODA # ODA-700096-SW 
ODA Procedures Manual 
ODAA07P0915 
Revision 5.1 

 
 

Page                       308 of 414 
 
Date  17 May 2023 
Control File  ODAA07P0915 

 

All reports, analyses, drawings, documents, or other data provided to the FAA by S-TEC are confidential/proprietary and are only to be 
used by FAA employees in conjunction with S-TEC certification projects, Supplemental Type Certificates (STC), Parts Manufacturing 
Approvals (PMA), or Technical Standard Orders (TSO).  Release of this information or data in any form to any other party without prior 
written consent of S-TEC Corporation is prohibited. 

 

 

 

 



            

           ODA 

S-TEC Corporation, ODA # ODA-700096-SW 
ODA Procedures Manual 
ODAA07P0915 
Revision 5.1 

 
 

Page                       309 of 414 
 
Date  17 May 2023 
Control File  ODAA07P0915 

 

All reports, analyses, drawings, documents, or other data provided to the FAA by S-TEC are confidential/proprietary and are only to be 
used by FAA employees in conjunction with S-TEC certification projects, Supplemental Type Certificates (STC), Parts Manufacturing 
Approvals (PMA), or Technical Standard Orders (TSO).  Release of this information or data in any form to any other party without prior 
written consent of S-TEC Corporation is prohibited. 

 

 
 

 



            

           ODA 

S-TEC Corporation, ODA # ODA-700096-SW 
ODA Procedures Manual 
ODAA07P0915 
Revision 5.1 

 
 

Page                       310 of 414 
 
Date  17 May 2023 
Control File  ODAA07P0915 

 

All reports, analyses, drawings, documents, or other data provided to the FAA by S-TEC are confidential/proprietary and are only to be 
used by FAA employees in conjunction with S-TEC certification projects, Supplemental Type Certificates (STC), Parts Manufacturing 
Approvals (PMA), or Technical Standard Orders (TSO).  Release of this information or data in any form to any other party without prior 
written consent of S-TEC Corporation is prohibited. 

 

 
 

 
 



            

           ODA 

S-TEC Corporation, ODA # ODA-700096-SW 
ODA Procedures Manual 
ODAA07P0915 
Revision 5.1 

 
 

Page                       311 of 414 
 
Date  17 May 2023 
Control File  ODAA07P0915 

 

All reports, analyses, drawings, documents, or other data provided to the FAA by S-TEC are confidential/proprietary and are only to be 
used by FAA employees in conjunction with S-TEC certification projects, Supplemental Type Certificates (STC), Parts Manufacturing 
Approvals (PMA), or Technical Standard Orders (TSO).  Release of this information or data in any form to any other party without prior 
written consent of S-TEC Corporation is prohibited. 

 

 

 
 



            

           ODA 

S-TEC Corporation, ODA # ODA-700096-SW 
ODA Procedures Manual 
ODAA07P0915 
Revision 5.1 

 
 

Page                       312 of 414 
 
Date  17 May 2023 
Control File  ODAA07P0915 

 

All reports, analyses, drawings, documents, or other data provided to the FAA by S-TEC are confidential/proprietary and are only to be 
used by FAA employees in conjunction with S-TEC certification projects, Supplemental Type Certificates (STC), Parts Manufacturing 
Approvals (PMA), or Technical Standard Orders (TSO).  Release of this information or data in any form to any other party without prior 
written consent of S-TEC Corporation is prohibited. 

 

 
 

 



            

           ODA 

S-TEC Corporation, ODA # ODA-700096-SW 
ODA Procedures Manual 
ODAA07P0915 
Revision 5.1 

 
 

Page                       313 of 414 
 
Date  17 May 2023 
Control File  ODAA07P0915 

 

All reports, analyses, drawings, documents, or other data provided to the FAA by S-TEC are confidential/proprietary and are only to be 
used by FAA employees in conjunction with S-TEC certification projects, Supplemental Type Certificates (STC), Parts Manufacturing 
Approvals (PMA), or Technical Standard Orders (TSO).  Release of this information or data in any form to any other party without prior 
written consent of S-TEC Corporation is prohibited. 

 

 

 

 



            

           ODA 

S-TEC Corporation, ODA # ODA-700096-SW 
ODA Procedures Manual 
ODAA07P0915 
Revision 5.1 

 
 

Page                       314 of 414 
 
Date  17 May 2023 
Control File  ODAA07P0915 

 

All reports, analyses, drawings, documents, or other data provided to the FAA by S-TEC are confidential/proprietary and are only to be 
used by FAA employees in conjunction with S-TEC certification projects, Supplemental Type Certificates (STC), Parts Manufacturing 
Approvals (PMA), or Technical Standard Orders (TSO).  Release of this information or data in any form to any other party without prior 
written consent of S-TEC Corporation is prohibited. 

 

 

 

 



            

           ODA 

S-TEC Corporation, ODA # ODA-700096-SW 
ODA Procedures Manual 
ODAA07P0915 
Revision 5.1 

 
 

Page                       315 of 414 
 
Date  17 May 2023 
Control File  ODAA07P0915 

 

All reports, analyses, drawings, documents, or other data provided to the FAA by S-TEC are confidential/proprietary and are only to be 
used by FAA employees in conjunction with S-TEC certification projects, Supplemental Type Certificates (STC), Parts Manufacturing 
Approvals (PMA), or Technical Standard Orders (TSO).  Release of this information or data in any form to any other party without prior 
written consent of S-TEC Corporation is prohibited. 

 

 

 

 



            

           ODA 

S-TEC Corporation, ODA # ODA-700096-SW 
ODA Procedures Manual 
ODAA07P0915 
Revision 5.1 

 
 

Page                       316 of 414 
 
Date  17 May 2023 
Control File  ODAA07P0915 

 

All reports, analyses, drawings, documents, or other data provided to the FAA by S-TEC are confidential/proprietary and are only to be 
used by FAA employees in conjunction with S-TEC certification projects, Supplemental Type Certificates (STC), Parts Manufacturing 
Approvals (PMA), or Technical Standard Orders (TSO).  Release of this information or data in any form to any other party without prior 
written consent of S-TEC Corporation is prohibited. 

 

 

 

 



            

           ODA 

S-TEC Corporation, ODA # ODA-700096-SW 
ODA Procedures Manual 
ODAA07P0915 
Revision 5.1 

 
 

Page                       317 of 414 
 
Date  17 May 2023 
Control File  ODAA07P0915 

 

All reports, analyses, drawings, documents, or other data provided to the FAA by S-TEC are confidential/proprietary and are only to be 
used by FAA employees in conjunction with S-TEC certification projects, Supplemental Type Certificates (STC), Parts Manufacturing 
Approvals (PMA), or Technical Standard Orders (TSO).  Release of this information or data in any form to any other party without prior 
written consent of S-TEC Corporation is prohibited. 

 

ODA Form 200 - STC Project Master Data File Checklist 

 
Instructions   
 
A. List Heading Information 

 
(1) List ODA Project Number 
 
(2) List Aircraft Make/Model 
 
(3) List Prototype Serial No. 
 
(4) List Project Description 
 

B. List the Following 15 Steps if item is not used indicate by using N/A in the space 
 
(1) List Application and date with referenced PNL letter 
 
(2) List Project Specific Certification Plan and date with referenced PNL letter 
 
(3) List Conformity Plan and date with referenced PNL letter 
 
(4) List Program Notification Letter (PNL) and date 
 

(5) STC Project Feasibility/Planning Review and date 
 
(6) List Correspondence from the FAA 

[a] List PNL Response date 
[b] List Equivalent level of safety findings 
[c] List FAA Special Conditions 
[d] List Exemptions 

 
(7) List Design Data 

[a] List Master Data List No. 
 
(8) List Substantiating Documents/Reports (as applicable) 

[a] List System Safety Assessment 
[b] List Structural Substantiation 
[c] List Weight and Balance  
[d] List Electrical Loads Statement 
[e] List Electrical Load Analysis 
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[f] List Ground Test Plan 
[g] List Ground Test Report 
[h] List Flight Test Plan  
[i] List Flight Test Report 
[j] List Hardover/Trim Runaway Test Plan 
[k[ List Hardover/Trim Runaway Test Report 
[l] List EMI/RFI Test Plan 
[m] List EMI/RFI Test Report 
[n] List Temperature Survey Plan 
[o] List Temperature Survey Report 
[p] List Installation Instructions 

 
(9) List Supporting Documentation (examples listed below) 

[a] List Ground Test Plan Air Data and Pitot Static System Procedure 
[b] List Ground Test Report Air Data and Pitot Static System Report  
[c] List ADAHRS Alignment Procedure 
[d] List ADAHRS Alignment Report 
[e] List Airspeed Configuration Data Report 
[f] List HIRF and Lightning Protection Certification Report 
[g] List Overbraid Installation Specifications 

 
(10)List Request for Conformity 8120-10 

[a] List Part 
[b] List Installation 

 
(11) List Statement of Compliance for Airworthiness Standards 8100-9 

[a] List Engineering AR-Structures. 
[b] List Engineering AR-Mechanical 
[c] List Engineering AR-Electrical 
[d] List Flight Test AR 
[e]List Compliance Checklist  

 
(12) List Pre-Flight Test 

[a] List STC Project Technical Review Board Agenda/Minutes ODA Form 204 
[b] List Flight Test Risk Assessment and Alleviation ODA Form 400 
[c] List TIA/Safety Review Board Report ODA Form 205 
 

(13) List Type Inspection Authorization 
[a] List Type Inspection Authorization FAA Form 8110-1 
[b] List STIR FAA Form 8110-26 and attachments 
[c] List Statement of Conformity FAA Form 8130-9 and attachments 
[d] List Conformity Insp. Records FAA Form 8100-1 
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[e] List Authorized Release Certificate FAA Form 8130-3 
[f] List Type Inspection Report FAA Form 8110-31 

 
(14) List Experimental Certificate/Standard Certificate 

[a] List Application for Experimental to Show compliance FAA Form 8130-6 
[b] List Experimental Certificate to Show compliance FAA Form 8130-7 
[c] List Experimental Operating Limitations FAA Form 
[d] List Application for Standard Airworthiness Certificate FAA Form 8130-6 
[e] List Standard Airworthiness Certificate FAA Form 8100-2 

 
(15) List Final Documentation 

[a] List AFMS/RFMS ODA Form 211 S-TEC No. 
[b] List Pilots Operating Manual(s) S-TEC No. 
[c] List Briefing Card ODA Form 401 
[d] List ICA and acceptance date 
[e] List STC Project Statement of Final Review ODA Form 210 
[f] Applicant Compliance Statement 
[g] List Compliance Report 
[h] List Supplemental Type Certificate FAA Form 8110-2 

 
(16) Post STC Documentation 

[a] Submittal to FAA 
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Form Example (Reduced size) 
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201 - Project Specific Certification Plan Template 

 
Instructions   
 
Project Title - Enter a summarization of the project. 
 
Aircraft Make & Model - Self explanatory 
 
ODA Project - Self explanatory 
 
Document No. - Self explanatory 
 
Rev - Self explanatory 
 
Date - Self explanatory 
 
Signature Block - Self explanatory 
 
This document template is to be used as a guide for preparation of a PSCP of the 
ODA unit. The detail and utilization will be predicated by the project complexity and 
type. 
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Form Example (Reduced size) 
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ODA Form 202 - Compliance Check List Template 

 
Instructions   
 
Project Title - Enter a summarization of the project. 
 
Aircraft Make & Model - Self explanatory 
 
Document No. - Self explanatory 
 
Rev - Self explanatory 
 
Date - Self explanatory 
 
Signature Block - Self explanatory 
 
This document template is to be used as a guide for preparation of a CCL of the ODA 
unit. The detail and utilization will be predicated by the project complexity and type. 
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ODA Form 203 - Conformity Inspection Plan Template 

 
Instructions   
 
Prepared By – Self-explanatory. 
 
Approved By Company Project Manager – Self-explanatory. 
 
Approved By ODA administrator – Self-explanatory. 
 
FAA Concurrence By – Self-explanatory. 
 
Unit Member Concurrence – Each unit member identified (by type) is to indicate their 
concurrence with the conformity plan by initialing in the block indicating their specific 
discipline. 

Part I – S-TEC engineering & Project Information 

 
Date – Enter the date upon which the conformity plan was created. 
 
Document No. – Enter the tracking control number issued by the ODA administration 
assistant or as determined by either the “Project Electronic Document Management or 
Administrative Electronic Document Management” instructions at the beginning of 
Appendix E. 
 
Plan Revision Level – Self-explanatory. 
 
Applicant name – Enter S-TEC Corporation. 
 
Project Number – Self-explanatory. 
 
Aircraft model(s) to be modified – Self-explanatory. 
 
General Description of project – Enter a brief description of the work being performed to 
the project aircraft. 

Part II – Names of Focal Points - Self-explanatory. 

 

Part III – General Information - Self-explanatory. 
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ODA Form 204 - STC Project Technical Review Board Agenda/Minutes 

 
Instructions   
 
This form is to be used as both the meeting announcement with agenda and record of 
the meeting attendees and minutes. 
 
Project No. - Self explanatory 
 
Project Description - Self explanatory 
 
Meeting Date -  Announcement - Enter the planned meeting date. 
   Minutes - Enter the actual meeting date. 
 
Meeting Time - Announcement - Enter the planned meeting time. 
   Minutes - Enter the actual meeting time. 
 
Location -  Announcement - Enter the planned meeting location. 
   Minutes - Enter the actual meeting location. 
 
Call in Number - Enter the telephone number to use for those at remote locations. 
 
Requested Attendees - Enter the names of the requested meeting attendees. 
 
Attended - Mark meeting attendance status. 
 
RSVP Requested - Self explanatory 
 
STATUS-COMMENTS - Meeting minutes only, record discussion on each of the 
topics. 
 
ACTION ITEMS - Self explanatory 
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Form Example (Reduced size) 
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ODA Form 205 - TIA/Safety Review Board Agenda/Minutes 

 
Instructions   
 
This form is to be used as both the meeting announcement with agenda and record of 
the meeting attendees and minutes. 
 
Project No. - Self explanatory 
 
Project Description - Self explanatory 
 
Meeting Date -  Announcement - Enter the planned meeting date. 
   Minutes - Enter the actual meeting date. 
 
Meeting Time - Announcement - Enter the planned meeting time. 
   Minutes - Enter the actual meeting time. 
 
Location -  Announcement - Enter the planned meeting location. 
   Minutes - Enter the actual meeting location. 
 
Call in Number - Enter the telephone number to use for those at remote locations. 
 
Requested Attendees - Enter the names of the requested meeting attendees. 
 
Attended - Mark meeting attendance status. 
 
RSVP Requested - Self explanatory 
 
STATUS-COMMENTS - Meeting minutes only, record discussion on each of the 
topics. 
 
ACTION ITEMS - Self explanatory 
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ODA Form 206 - Conformity Tracking Log 

 
Instructions   
 
Project Number – Insert ODA Project Number 
 
Project Description – Insert Project Description 
 
Comments – Enter any comments pertinent to the Conformity Log 
 
Conformity Log – Self explanatory 
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ODA Form 208 - STC Project Feasibility/Planning Review 
 

Instructions   
 

This form is to be used as both the meeting announcement with agenda and record of 
the meeting attendees and minutes. 
 
Project No. - Self explanatory 
 
Project Description - Self explanatory 
 
Meeting Date -  Announcement - Enter the planned meeting date. 
   Minutes - Enter the actual meeting date. 
 
Meeting Time - Announcement - Enter the planned meeting time. 
   Minutes - Enter the actual meeting time. 
 
Location -  Announcement - Enter the planned meeting location. 
   Minutes - Enter the actual meeting location. 
 
Call in Number - Enter the telephone number to use for those at remote locations. 
 
Requested Attendees - Enter the names of the requested meeting attendees. 
 
Attended - Mark meeting attendance status. 
 
RSVP Requested - Self explanatory 
 
STATUS-COMMENTS - Meeting minutes only, record discussion on each of the 
topics. 
 
ACTION ITEMS - Self explanatory 
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ODA Form 209 - STC Project Off-site Facility Evaluation 

 
Instructions   

 
ODA Project Number - Insert ODA Project Number 
 
Aircraft Make - Insert Make of Aircraft 
 
ODA STC No. - Insert ODA STC No. 
 
Model Aircraft - Insert Model of Aircraft 
 
Project Description - Insert Project Description 
 
Facility Information - Insert Facility Information 
 
Complete Evaluation check list 
 
Obtain Approval Signatures 
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ODA Form 210 - STC Project Statement of Final Review 

 
Instructions   
 
Make and Model - Insert Make and Model 
 
Project Description - Insert Project Description 
 
ODA Project Number - Insert ODA Project Number 
 
Acquire a PDF copy of ICA, AFMS/RFMS and proposed STC  
 
Send an email of PDF copies along with ODA Form 210 to each Discipline to review and 
acquire his/her signature  
 
Submit to the ODA administrator for Final Signature 
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size)
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ODA Form 211 – Airplane or Rotorcraft Flight Manual Supplement 

 
Instructions   
 
Make and Model - Insert Make and Model 
 
System Details - Insert applicable details in each section following format shown. 
 
ODA administrator - Insert ODA administrator name and ODA number. 
 
Submit to the ODA administrator for Final Signature 
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ODA Form 212 – Instructions for Continued Airworthiness 

 
Instructions   
 
Project Title - Enter a summarization of the project. 
 
Aircraft Make & Model - Self explanatory 
 
ODA Project - Self explanatory 
 
Document No. - Self explanatory 
 
Rev - Self explanatory 
 
Date - Self explanatory 
 
This document template is to be used as a guide for preparation of an ICA. The detail 
and utilization will be predicated by the modification complexity and type. 
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ODA Form 301 - Airworthiness Condition Checklist 

 
Instructions   
 
For each item listed as an inspection requirement, perform listed inspection and then 
initial and date in the block to the right of the inspection requirement.  Make any notes 
necessary in the block provided for each inspection requirement. 
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Form Example (Reduced size) 
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ODA Form 309 - STC Projects Manufacturing Activity Report    

 

Form Example (Reduced size) 
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ODA Form 310 – Inspection Unit Member Management Report 
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ODA Form 400 - Flight Test Risk Assessment and Alleviation 

 
Instructions   
 
Project Number - Insert Project Number 
 
Project Description - Insert Project Description 
 
Test Description – Insert Test Description 
 
Date – Insert Date of Flight Test Risk Assessment & Evaluation 
 
Highest Test Risk Category – Check Highest Applicable 
 
Concurrences - Discipline to review and acquire his/her initials 
 
Risk Assessment – Self Explanatory 
 
Test Hazard Analysis Worksheet Format – Self Explanatory 
 
Mitigation of Hazards – Self Explanatory 
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Form Example (Reduced size) 
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ODA Form 401 - Flight Test Pre-flight Briefing Checklist 

 
Instructions   
 
ODA Project Number - Insert ODA Project Number 
 
Date - Insert Date 
 
Flight No. - Insert Flight No. 
 
Test No. - Insert Test No. 
 
Aircraft Make - Insert Make  
 
Aircraft Model - Insert Model 
 
Aircraft Registration - Insert Aircraft Registration 
 
Aircraft Serial No. - Insert Aircraft Serial No. 
 
Purpose or Description of Flight Test - Insert Purpose or Description 
 
Acknowledgements - Discipline to review and acquire his/her signature and date 
 
Checklist Items - Check appropriate items 
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Form Example (Reduced size) 
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ODA Form 403 – Experimental Operating Limitations 

 

Form Example (Reduced size) 
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ODA Form 501 – Annual Anonymous Questionnaire 

 
Instructions   
 
Form is Self Explanatory 
 
Form Example (Reduced size) 
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ODA Form 502 – Interference Report 

 
Instructions   
 
Form is Self Explanatory 
 
Form Example (Reduced size) 
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ODA Form 503 – Interference Investigation Report 

 
Instructions   
 
Form is Self Explanatory 
 
Form Example (Reduced size) 
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APPENDIX F 
 
Project Specific Certification Plan  
 
The ODA STC Project Certification Plan will contain the following information at a minimum. 
 
1. Description of the type design change will be provided in the PSCP. 
2. Copy of FAA Form 8110-12, Application for STC. 
3. The airworthiness requirements including amendment levels that are considered to be 
applicable will be provided in the CCL. 
4. A compliance checklist showing proposed methods of compliance (laboratory testing, 
ground testing, flight testing, analysis, similarity, and so on) and the responsible staff member 
for each of the regulations will be provided in the CCL. 
 

NOTE:  The ODA administrator may substitute equally authorized and qualified unit 
members for those named without subsequent notification to the OMT. 

 
5. Identification of where and how the type design data and compliance substantiation data 
will be documented will be provided in the PSCP. 
6. State if any novel or unusual features are involved will be provided in the PSCP. 
7. State if ground and/or flight-testing is required will be provided in the PSCP. 
8. The proposed Airworthiness Certificate Category for Flight Testing will be provided in the 
PSCP. 
9. A proposed schedule of major events/milestones will be provided in the PSCP. 
10. State which Manuals (Maintenance, Wiring Diagram, Illustrated Parts Catalog, and so on) 
are planned to be issued or revised will be provided in the PSCP. 
11. State if a Flight Manual Supplement is required or will be revised will be provided in the 
PSCP. 
12. State how equipment is qualified. (For example, DO-160D, PMA, TSO, DO-178B and 
software level, and so on) will be provided in the PSCP. 
13. If activities will not be accomplished at the ODA facility, provide information on the facility 
where the activity will be accomplished will be provided in the PSCP. 
14. Proposed compliance methods will be provided in the PSCP, to demonstrate the 
operational aspects of: 

a. Testing to determine operational suitability and compliance with the operational 
regulatory requirements. 
b. Recommended aircraft maintenance manual and maintenance program changes for 
acceptable compliance with ICA requirements, if required. 
c. Proposed master minimum equipment lists, if required; Proposed Flight Crews 
Operating Manual Procedures, if required. 
d. Proposed flight crew training requirements, if required. 
e. Emergency Evacuation demonstrations, if necessary. 
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APPENDIX G 
 
ODA MAJOR vs. MINOR CHANGE DETERMINATION 

1.0  STC Configuration Control Board (CCB) Determination of Design Changes. 

A. Once a design change is proposed, the ODA administrator will convene an 
CCB including the ODA administrator, engineering Unit Members, inspection / 
certification Unit Members, and from S-TEC an manufacturing representative, 
quality representative, product support representative, customer service 
representative, data management representative, and repair service 
representative. 

B. This CCB will be required for proposed new aircraft modifications and changes 
to existing aircraft modifications (STCs). 

C. The CCB will evaluate the proposed change based on the following parameters 
and determine if the change is major or minor. 

2.0  Supplemental Type Certificates General 

A. Aircraft modifications can be subdivided into minor and major alterations (Ref 
FAR part 21.93 (a), 21.95, and 21.97 (a) (b)). 

3.0  Supplemental Type Certificates (STC) are required for most major alterations to 
existing Type Certificates (TC).  Before applying for an STC, the S-TEC ODA must 
determine if the alteration or modification is major or minor (STC’s are not required 
for minor alterations). The ODA engineering staff will make the determination in 
accordance with this guide and the ODA administrator must concur by signature 
with this determination prior to proceeding with a project. 

A. “Major Alteration” means an alteration to the listed aircraft, aircraft engine, or 
propeller specifications; 

1. That might appreciably affect weight, balance, structural strength, 
performance, powerplant operation, flight characteristics, or other qualities 
affecting airworthiness; or 

2. That is not done according to accepted practices or cannot be done by 
elementary operations.  All other changes are “major changes” (except as 
provided in paragraph 21.93 (b)). 

B. Knowing what the word “appreciably” means as used in the foregoing definition 
of a major alteration should help S-TEC ODA make the decision as to a major 
or minor alteration.  

1. “Appreciable” means: Enough to be perceived or estimated or noticed  
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C. In determining whether a particular alteration will appreciably affect weight, 
balance, structural strength, performance, powerplant operation, flight 
characteristics, or other qualities affecting airworthiness, an evaluation of the 
existing aircraft systems shall be performed in accordance with the original 
Type Certificate Data Sheet (TCDS), any added STC, Field Approval, or other 
change and the proposed system changes. 

D. In making the major vs. minor determination all existing systems (Ref paragraph 
4.0) and later modifications to the aircraft will be shown to be compatible. 

4.0  Initial Major vs. Minor Alteration Determination 

A. In accordance with this appendix G, S-TEC ODA will evaluate all proposed 
design changes during a scheduled Configuration Change Board (CCB) 
meeting (which includes certification, engineering, manufacturing, quality, 
product support, customer service, data management, and repair service 
personnel) and will evaluate each proposed change relative to current FAA 
rules and applicable guidance materials to allow the CCB to make a 
determination of major or minor. 

The ODA CCB will also consider: 

i. Scope of Proposed Design Change 

ii. Any Service Difficulties, Non-Compliances and Non-Conformance 

iii. System Human Factors impact 

iv. Operational or Performance Aspects impact 

v. Any impact on flight characteristics 

vi. Installation Limitations, including changes to environmental categories 

vii. Possible Quality Manual Revisions 

viii. Any Airworthiness Directives 

ix. STC Record Changes, number of outstanding ECO’s (Maximum of 5 
allowed but typically none accumulate as noted) 

x. Cumulative effect of previous changes via ECO 

xi. Possible changes to tests and Test Plans 

xii. Impact to Environmental Requirements Compliance 

xiii. Software Change Impact Analysis results (Ref Order 8110.49 Chap 11) 

xiv. Possible impact on type design product (aircraft) 

xv. Increase or decrease in weight and impact to aircraft CG 
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xvi. Structural strength impact to aircraft structure surrounding / involved in 
system installation 

xvii. Regarding changes to existing designs, If the “part” still meets “Fit- Form-
Function” and is “backward” compatible 

B. Major Design Change Determination  

1. As stated above, a change is considered major if it results in an appreciable 
effect on the aircraft approval basis, or if the change falls within the major 
change criteria of 14 CFR 21.93.  

2. Further, for a major change a data package significantly different from the 
one used with the previously approved installation would need to be 
developed and approved / submitted to show the “changed” aircraft 
complies with the original STC product approval basis. This would include 
assigning required part numbers changes for a “new” part as applicable.  

3. Testing conducted to substantiate a change does not automatically classify 
the change as major, as testing can also be used to substantiate minor 
changes. More important is the relative quantity of tests that must be run to 
verify performance and functionality. 

5.0 Typical Major Design Changes requiring an STC. 

Major design changes are typically limited to changes that affect the user or the 
aircrafts overall functionality. Examples include changes to: 

a. Operator interface or operation 

b. Flight “function” changes or new in-flight capabilities which might impact system 
safety 

c. Electrical components involving a complete redesign of or addition of “later” 
technology to circuits or circuit cards 

d. New configurations for structural parts where the part is no longer 
“interchangeable” 

e. Software for control of required functions 

f. Some examples of major alterations typical to S-TEC are: 

6. New installations of autopilot systems 

7. New installations of SV Electronic Flight Instrument Systems (EFIS) 
systems 

8. New installations of Air Data Attitude Heading Reference Systems 
(ADAHRS) 
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9. Any other new installation of Avionics systems affecting aircraft 
operation. 

10. There are additional guidelines in FAR 43, Appendix A 

NOTE:  If there are any questions whether the alteration or modification is major 
or minor, then S-TEC ODA will contact the ACOB (AIR-7J0). 

 

6.0 Minor Design Changes (Not requiring an STC) 

When the CCB determines the design change to be “Minor”, the change will be 
evaluated per this guidance for design aspects but also will consider the 
following: 

A. S-TEC ODA recognizes that minor changes have to be substantiated 
regardless of the significance of the design change. All design changes will be 
completely and properly substantiated to the regulatory requirements. 

B. S-TEC ODA also recognizes a series of minor changes can have a cumulative 
effect and that a series of design changes considered individually may not vary 
much from the previous change, but if considered in total they may constitute a 
major design change when compared to the original approval. The cumulative 
effect of multiple minor design changes will be evaluated. Previous relevant 
design changes of the product can cause a perceived “Minor” change to 
become a “Major” design change. When assessing the design change, either 
singularly or collectively, the cumulative effect of all previous relevant design 
changes must be considered. 

C. These design changes may have been incorporated through earlier changes in 
the type certificate, supplemental type certificate on areas related to the current 
proposed change and the associated areas, systems, components, equipment, 
or appliances. The collective result may be a product considerably different 
from the latest updated certification basis for the product or model.  

D. All existing systems and later modifications to the aircraft will be evaluated for 
proposed system impact on both installation and operational, continued 
airworthiness aspects. 

E. Also, a time may come when, after a series of minor design changes, the 
original data is not applicable to the aircraft undergoing the most recent change 
or is not “backward” compatible. At that point S-TEC ODA will process a major 
change. 

F. As noted, S-TEC ODA will not “accumulate” ECO’s, each ECO will cause a 
drawing change and the drawing change will be approved via appropriate ODA 
engineering unit members. 
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G. Minor design changes are typically limited to changes that affect the system 
such as: 

2. System maintenance functions 

3. Pre-flight, self-test functions 

4. Form and fit in a small way (Does not affect interchangeability) 

 

H. Upon determination of minor change: 

3. ECO will be generated detailing the change(s) 

4. ECO will define all data requiring change(s) 

5. ECO will include a “minor change” designation and will include 
requirement for minor change data submittal to FAA per approved 
Process and Procedures 

6. ECO will be routed 

7. ECO will be returned to Engineering for incorporation 

8. Drawings are revised and DER, AR approval is obtained as applicable 

9. Drawings are released to documentation control  

10. STC data file is updated 

 

7.0 These lists cover many changes that occur frequently to aircraft but they do not 
cover every possible change to an aircraft. Also, there are many changes that fall 
into the “undetermined” category and these will be evaluated on a “case-by-case” 
basis. Questions regarding the classification of these items will be brought to the 
ACOB for discussion and resolution. 

8.0 Note: Because of the “intended function” aspects of STEC products, relatively 
benign changes under the STC approval can have major consequence once 
installed in the aircraft. For example, although a small design change in the display 
parameters may have little or no effect on the aircrafts ability to perform it’s 
intended function, its installation and interface to critical systems could create a 
hazardous condition to airplane or rotorcraft operation. S-TEC will evaluate all 
intended functions and human factors aspects to ensure compliance. 
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APPENDIX H 
 
MEMORANDUM DOCUMENTING SUPPLEMENT TYPE CERTIFICATE TECHNICAL DATA 
RETENTION PROCEDURES 
 

Memorandum Documenting Supplement Type Certificate  

Technical Data Retention Procedures 

 

Between 

 

S-TEC Corporation 

And 

 

The Federal Aviation Administration 

Southwest Region 

Aircraft Certification Division 

 

 

I. Introduction 

 

This document outlines the procedures that S-TEC Corporation ODA-700096-SW and the 

Federal Aviation Administration (FAA) (hereinafter also collectively referred to as "parties" in 

the plural or "party" in the singular) will use in maintaining the written technical data supporting 

any S-TEC supplemental type certificates.  S-TEC specifically acknowledges and understands 

that these procedures in no way change, alter, or modify in any manner whatsoever S-TEC's 

requirement to comply with all FAA statutes and regulations, including, but not limited to, Title 

14, Code of Federal Regulations (14 CFR) section 21.49, that allows the FAA at any time, for 

any reason, upon request to examine the "type certificate" as that term is defined in 14 CFR 

section 21.41 and that includes the "type design" as defined in 14 CFR section 21.31.  

 

 

II. Purpose of the Agreement 

 

A. To establish a formalized process for the orderly and efficient identification, submission, 

maintenance, and return of descriptive and compliance or substantiating data submitted by 

S-TEC in support of a supplemental type certificate (STC).  Descriptive data defines the 

design of the modification, and compliance data substantiates that the design meets the 
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applicable regulations, reference AC 21-40A, Guide for Obtaining a Supplemental Type 

Certificate, Chap. 5, Para. 5-1b. 

 

B. Both parties recognize that S-TEC has a proprietary interest in its aircraft design and that 

the drawings, specifications, descriptions, and other technical data S-TEC submits to the 

FAA may be confidential and constitute trade secrets under the Federal Trade Secrets Act 

(FTSA) and the Freedom of Information Act (FOIA), Title 5, United States Code, section 

552.  Accordingly, the FAA will disclose records submitted by S-TEC only in accordance 

with applicable law, including the FTSA, FOIA, and the applicable Department of 

Transportation Regulations (49 CFR part 7). 

 

 

III. Submission of Data 

 

A. By means of a formal transmittal data package, S-TEC will submit to the FAA all 

descriptive and compliance data required determining and substantiating compliance with 

the Federal Aviation Regulations. Each formal data package will contain a cover sheet. All 

data that S-TEC considers proprietary will be submitted as attachments to the cover sheet. 

S-TEC may use the “Statement of Compliance with Airworthiness Standards”, FAA Form 

8100-9 as the cover sheet so long as there is an audit trail between that form and its 

attachments. The cover sheet for each transmittal data package must contain: 
 

(1) the title of the data, (Including STC number, project number, etc.) 

(2) specific identification of the data submitted (e.g., date or revision level), 
(3) a brief description of the data, 

(4) the unit or employee to receive the data, and  

(5) the airworthiness requirement(s) with which the data are intended to show compliance. 
 

B. The FAA will store all formal transmittal document cover sheets in a special publicly 

available file. 

C. When a supplemental type certificate (STC) is issued, the formally submitted descriptive 

data for that STC will, at FAA’s discretion, be retained, or returned to S-TEC on the 

condition that S-TEC must make available to the FAA, in identical form, all returned 

records:   
(1) upon request, 
(2) in the event these procedures are terminated, or either party will not agree to reasonable 

changes to these procedures, 
(3) if S-TEC is about to cease business, or 

(4) when the specific STC is surrendered, suspended, revoked, or terminated.  
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IV. Retention of Data 

 

A. It must be recognized that type design records, including all substantiating data, are 

permanent government records and must not be destroyed. For each of its STCs, S-TEC 

must maintain all records in paper format.  File folders for STCs must be labeled with file 

code and retention, in accordance with FAA IR-04-01A, Aircraft Certification Service 

Records Management Requirements Manual (see example 1, Appendix 1).  File cabinets 

containing STC files must be labeled in accordance with FAA Order 1350.14, Records 

Management., figure 5-14 (see example 2, Appendix 1).  S-TEC agrees to maintain the 

capability to identify the data described in paragraph III.A. of these procedures.  . 

B. S-TEC also agrees to provide reasonable entry to its facilities to allow FAA employees 

direct and unencumbered access to any STC data files maintained by S-TEC.  Files to be 

located at S-TEC Corporation, One S-TEC Way, Mineral Wells Municipal Airport, Mineral 

Wells, TX 76067.  S-TEC specifically acknowledges that access must be provided to the 

FAA, upon request, and without the FAA providing any justification for the requested access 

and regardless of the reason for the requested access to the data. 

C. S-TEC acknowledges that S-TEC's failure to maintain the integrity of the data in accordance 

with the Federal Aviation Regulations or these procedures, e.g. loss of drawings, reports, or 

other data, may result in termination of these procedures and, if otherwise appropriate, legal 

enforcement action. 

D. S-TEC also ensures that the storage facility used for housing STC records meets 
the requirements of 36 CFR, Subpart B, Chapter XII, Part 1234.10 through 1234.14, 
Facility Standards for Records, at http://www.archives.gov/about/regulations/part-
1234.html.  If S-TEC storage facility does not meet the requirements of the above 
subpart, a commercial storage facility may be used.  At least 45 days prior to storing 
STC records at a commercial records storage facility,  S-TEC agrees that it will 
provide the FAA and the National Archives and Records Administration (NARA) with 
documentation that the facility complies with the standards of 36 CFR, Part 1234, 
Facility Standards for Records (see 36 CFR 1234.30(e) for further information). 

 

V. FAA Order for Data Retention 

 

A. FAA Order 8110.4, Appendix 10, Data Retention, Figures 1, 2 and 3 provides that the FAA 

will retain certain data and that the STC holder will retain certain data. The following 

specifies the custodian for each STC record. 

 

B. The following Project Records WILL be retained by FAA for your Organization Delegation 

Authorization and the FAA: 

http://www.archives.gov/about/regulations/part-1234.html
http://www.archives.gov/about/regulations/part-1234.html
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• Project Notification Letter which includes: 

 Original STC application (8110-12), including all incorporated preliminary 

data/drawings  

 Conformity Inspection Plan 

 Certification Program Plan 

• Certification Program Notification (CPN)  

• Copy of supplemental TC (8110-2) with signature 

C. The following Type Design/Substantiating Data - Records WILL be retained by S-TEC for 

the FAA 

 

• S-TEC files, these files include DAS and ODA files labeled ST-001 through ST-1000 

and on. Aircraft Evaluation Group (AED) correspondence  

• Airworthiness approval tags (8130-3) issued for conformity  

• Application for Airworthiness Certificate (8130-6)  

• Approval letter for Airworthiness Limitations Section  

• Approval of referenced Master Data List  

• Certification Plan  

• Certification Program Plan  

• Completed compliance checklist  

• Original Conformity Inspection Record (8100-1)  

• Copy of STC application (8110-12) including all incorporated preliminary 

data/drawings and cover letter  

• Equivalent Level of Safety findings  

• Exemptions  

• FAA approval of test and analysis reports  

• Findings of compliance (Original 8110-3's or 8100-9’s) and approval letters  

• Flight manual approval page  

• Minutes of Type Certification Board (TCB) meetings (preliminary/interim/pre-

flight/final)  

• Original of all accepted manuals (ICA, engine or propeller installation)  

• Original of approved manuals (Flight manual), and all revisions  

• Project Notification response letter from the FAA 

• Requests for Conformity (8120-10) and Original Statements of Conformity  

(8130-9)  

• Service Bulletins (includes alerts, service letters, all operator letters etc)  

• Special Airworthiness Certificate and Operating Limitations  

• Special conditions  

• Supplemental TC (8110-2) with original signature 

• TC data sheet, may not be applicable for STC projects  
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• Test and analysis reports  

• Test plans (final approved version, and all approved revisions)  

• Type design data, drawings, processes, materials specifications, operations limitations  

• Original Type Inspection Authorization form (8110-1)  

• Original Type Inspection Report (8110-[ ]) and Supplemental Type Inspection 

Reports (8110-26)  

D. The following Working Papers may be retained by the FAA  as “Corporate Memory”:   

• Operational project data (e.g. milestones)  

• Correspondence not documenting an FAA action or position  

• Personal notes from technical meetings  

• Issue papers  

• Schedules  

• Downloaded data or drawings from manufacturer’s electronic data base  

• Photocopies of submitted data  

 

E. The following working papers will be retained by S-TEC: 

• Operational project data (e.g. milestones)  

• Correspondence not documenting an FAA action or position  

• Personal notes from technical meetings  

• Schedules  

• Downloaded data or drawings from manufacturer’s electronic data base  

• Photocopies of submitted data  

• S-TEC ODA Procedure Manual ODAA07P0915 (all revisions) 

• S-TEC ODA Unit Member Listing ODAA07U1109  (all revisions) 

• ODA Unit member files (including historical records) 

• FAA and ODA self audit files, including a list of all CAR’s 

• S-TEC Supplemental Type Certificate Directory document # 8707 Subpart A and B 

• List of STC Projects Completed, by year 

• List of Service Difficulty Records 

• All other records required by the approved ODA procedures manual 
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VI. Applicability 

 

These procedures are applicable to records already furnished to the FAA by S-TEC as well as 

those records that may be submitted in the future.  

 

VII. Term 

 

These procedures will remain in effect until terminated or changed in writing by mutual 

agreement of each party after reasonable notice.  

 

VIII. Termination 

 

Either party may terminate these procedures at will after reasonable notice.   

 

 

ACCEPTED AND AGREED TO THIS _________  DAY OF _______, 2010. 

 

S-TEC Corporation  Aircraft Certification Service 

Federal Aviation Administration  

Southwest Region 

By:  Paul Stoelting  By: 

General Manager 

 

 J R Holton, Manager, Airplane 

Certification Office 

  By: 

  Gwendolynee O’Connell, Manager 

Technical & Administrative Support 

Staff 
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Example 1 

At a minimum the files labels should have the following information, your organization can 

add additional information for your purposes. 

 
 

Example 2 

   
 

Major repairs and alterations (MRA) 

Supplemental type certificates (STC) 

Technical standard orders (TSO) 

Type Certificates (TC) 

Parts manufacturer authority (PMA) 


