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CL: O-OPS 028A  
ALLIED SERVICES PROVIDERS STANDARD OPERATING PROCEDURES (SOP)  

MANUAL EVALUATION CHECKLIST 
 

Record ID: Protocol # Tracking # Activity # 

Date Accomplished Action Taken Inspector Type of Operation: 

Air Operator/Organization Aircraft Make/Model: Location #  

Title of Manual reviewed: 

 
Instructions for Use: 

1. Check `S’ column if you reviewed the record, procedure or event and it is `Satisfactory’. 
2. Check `U’ column if you reviewed the record, procedure or event and it is `Unsatisfactory’. 
3. Check NS (not seen) column if you did not review the record, procedure or event 

or you do not have adequate information to make a valid comment. 
4. Check NA (not applicable) column, if the line item is not required in this particular situation. 
5. ’Enter any notes on reverse side regarding a ‘U’ answer for transfer to the Safety Issues 

Resolution Report. 
6. For later reference, precede any notes with the appropriate question number. 

 

 CURSORY REVIEW S U NS NA 

0.  COMPLETE CHECKLIST O-OPS 020B     

 Organization and Management S U NS NA 

1.  Organizational Chart adequate for size and scope of operations?     

2.  Manager responsible for general Operations and/or Cargo     

3.  Manager responsible for Quality management     

4.  Manager responsible for Security management     

5.  Operations / Cargo and Logistics personnel     

6.  Security personnel     

7.   Quality Control & Audit personnel     

8.   Administrative and Accounting management     

9.    Job descriptions     

10.    Management / job continuity     

 General Policies and Procedures S U NS NA 

11.  Definitions and Abbreviations     

12.  Cargo acceptance policy and procedure adequate?     

13.  Cargo Handling policy and procedure adequate?     

14.  Dangerous Goods carriage and handling policy and procedure      

15.  Storage policy and procedure adequate?     

16.  Policy and procedure on management of External service providers.      

17.  General Rules and Regulations     

18.  Communication systems and policy     

19.  Drug and psychoactive substance policy     
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20.  Contracts and Agreements Policy and Documentation     

21.  General Records Retention policy     

 Training S U NS NA 

22.  Training program policy and process     

23.  Training methodologies     

24.  Initial, Recurrent and Refresher trainings on:     

 a) Cargo Acceptance and Handling     

 b) Passenger and Baggage Handling     

 c) Dangerous Goods Regulations     

 d) Safety Management System     

 e) Aviation Security Training     

 f) Weight & Balance / Load Control     

 g) Ticketing and Reservations     

 h) Training of service providers’ staff     

 i) Other trainings required by the Authority     

25.  Training records keeping system adequate?     

26.    Training records retained in accordance with the Regulations     

 Acceptability of Goods for Carriage S U NS NA 

27.  Packing and marking of cargo     

28.  Conditions of acceptance     

29.  Conditions of delivery     

30.  Shipper’s responsibility and liability     

31.   Carrier’s responsibility and liability     

32.  Proper Documentation     

33.  Disposal of perishables     

 Documentation S U NS NA 

34.  Cargo transport documents and their descriptions:     

 a) Airway Bill     

 b) Shipper’s Letter of Instruction (SLI)     

 c) Cargo Manifest     

 d) Other accompanying documents     

 Cargo Handling S U NS NA 

35.  Shipments Acceptance     

36.  Cargo identification, marking and labelling     

37.  Weighing of cargo     

38.  Loading of cargo     

39.  Cargo irregularities     

40.  Cargo deliveries     

41.  Handling of special shipments      

42.  Handling of other regulated materials     
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43.  Handling of damaged cargo or spillage     

44.  Storage and Stowage of Cargo     

 Quality Assurance S U NS NA 

45.  Policies and responsibilities     

46.  Audit process     

47.  Monitoring and corrective action     

48.  Management review     

49.  Quality audit training     

 Safety and Security S U NS NA 

50.  Safety Management     

51.  Security Management     

52.  Incident / Accident Reporting     

53.  Emergency procedure and documentation     

 Sample Forms S U NS NA 

54.  Cargo Manifest     

55.  Cargo Uplift     

56.  Cargo Acceptance Checklist     

57.  Air Waybill     

58.  Shipper’s Letter of Instruction     

59.  Notification to Captain (NOTOC)     

60.  Ground Incident/Accident/ Damage Report Form     

61.  Indemnity Agreement     

62.  Cargo Identification Tag     

63.  Property Irregularity Report     

64.  Cargo Logbook     

65.  Sample Dangerous Goods Posters     
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 YES NO (Reasons cited below) 

________________________________________ 
INSPECTOR SIGNATURE: 

REMARKS & OBSERVATIONS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
______________________________ 

INSPECTOR SIGNATURE 

Additional comments attached  □ => 


