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	Chapter 0
	Administration And Control Of Operations Manual


	0.1
	Introduction:
	AMC3 ORO.MLR.100
	
	☐
	☐
	
	

	(a)
	A statement that the manual complies with all applicable regulations and with the terms and conditions of the applicable air operator certificate (AOC).
	
	
	☐
	☐
	
	

	(b)
	A statement that the manual contains operational instructions that are to be complied with by the relevant personnel.
	
	
	☐
	☐
	
	

	(c)
	A list and brief description of the various parts, their contents, applicability and use.
	
	
	☐
	☐
	
	

	(d)
	Explanations and definitions of terms and words needed for the use of the manual.
	
	
	☐
	☐
	
	

	0.2
	System of amendment and revision:
	
	
	☐
	☐
	
	

	(a)
	Details of the person(s) responsible for the issuance and insertion of amendments and revisions.
	
	
	☐
	☐
	
	

	(b)
	A record of amendments and revisions with insertion dates and effective dates.
	
	
	☐
	☐
	
	

	(c)
	A statement that handwritten amendments and revisions are not permitted, except in situations requiring immediate amendment or revision in the interest of safety.
	
	
	☐
	☐
	
	

	(d)
	A description of the system for the annotation of pages or paragraphs and their effective dates.
	
	
	☐
	☐
	
	

	(e)
	A list of effective pages or paragraphs.
	
	
	☐
	☐
	
	

	(f)
	Annotation of changes (in the text and, as far as practicable, on charts and diagrams).
	
	
	☐
	☐
	
	

	(g)
	Temporary revisions.
	
	
	☐
	☐
	
	

	(h)
	A description of the distribution system for the manuals, amendments and revisions.
	
	
	☐
	☐
	
	

	
	Additional Operator procedure;
	
	
	
	
	
	

	
	
	
	
	☐
	☐
	
	

	
	
	
	
	☐
	☐
	
	

	
	
	
	
	☐
	☐
	
	

	Chapter 1
	Organization And Responsibilities

	1.1
	Organizational structure. A description of the organizational structure, including the general organogram and operations departments’ organograms. The organogram should depict the relationship between the operations departments and the other departments of the operator. In particular, the subordination and reporting lines of all divisions, departments, etc., which pertain to the safety of flight operations, should be shown.
	AMC3 ORO.MLR.100
	
	☐
	☐
	
	

	1.2
	Nominated persons. The name of each nominated person responsible for flight operations, crew training and ground operations, as prescribed in ORO.AOC.135. A description of their function and responsibilities should be included.
	
	
	☐
	☐
	
	

	1.3
	Responsibilities and duties of operations management personnel. A description of the duties, responsibilities and authority of operations management personnel pertaining to the safety of flight operations and the compliance with the applicable regulations.
	
	
	☐
	☐
	
	

	1.4
	Authority, duties and responsibilities of the pilot-in-command/commander. A statement defining the authority, duties and responsibilities of the pilot-in-command/commander.
	
	
	☐
	☐
	
	

	1.5
	Duties and responsibilities of crew members other than the pilot-in-command/commander.
	
	
	☐
	☐
	
	

	
	Additional Operator procedure;
	
	
	
	
	
	

	
	
	
	
	☐
	☐
	
	

	
	
	
	
	☐
	☐
	
	

	
	
	
	
	☐
	☐
	
	

	
	
	
	
	☐
	☐
	
	

	
	
	
	
	☐
	☐
	
	

	
	
	
	
	☐
	☐
	
	

	Chapter 2
	Operational Control And Supervision

	2.1
	Supervision of the operation by the operator. A description of the system for supervision of the operation by the operator (see ORO.GEN.110(c)). This should show how the safety of flight operations and the qualifications of personnel are supervised. In particular, the procedures related to the following items should be described:

	AMC3 ORO.MLR.100
	
	☐
	☐
	
	

	(a)
	licence and qualification validity,
	
	
	☐
	☐
	
	

	(b)
	competence of operations personnel,
	
	
	☐
	☐
	
	

	(c)
	control, analysis and storage of the required records.
	
	
	☐
	☐
	
	

	2.2
	System and responsibility for promulgation of additional operational instructions and information. A description of any system for promulgating information which may be of an operational nature, but which is supplementary to that in the OM. The applicability of this information and the responsibilities for its promulgation should be included.
	
	
	☐
	☐
	
	

	2.3
	Operational control. A description of the procedures and responsibilities necessary to exercise operational control with respect to flight safety.
	
	
	☐
	☐
	
	

	2.4
	Powers of the authority. A description of the powers of the competent authority and guidance to staff on how to facilitate inspections by authority personnel.
	
	
	☐
	☐
	
	

	
	Additional Operator procedure;
	
	
	
	
	
	

	
	
	
	
	☐
	☐
	
	

	
	
	
	
	☐
	☐
	
	

	
	
	
	
	☐
	☐
	
	

	
	
	
	
	☐
	☐
	
	

	
	
	
	
	☐
	☐
	
	

	Chapter 3
	Management System

	EVALUATED BY MANAGEMENT SYSTEM AND COMLIANCE MONITORING SYSTEM ISNPECTOR
	
	A description of the management system, including at least the following:
	AMC3 ORO.MLR.100
	
	☐
	☐
	
	

	
	(a)
	safety policy;
	
	
	☐
	☐
	
	

	
	(b)
	the process for identifying safety hazards and for evaluating and managing the associated risks;
	
	
	☐
	☐
	
	

	
	(c)
	compliance monitoring system;
	
	
	☐
	☐
	
	

	
	(d)
	allocation of duties and responsibilities;
	
	
	☐
	☐
	
	

	
	(e)
	documentation of all key management system processes.
	
	
	☐
	☐
	
	

	
	
	Additional Operator procedure;
	
	
	
	
	
	

	
	
	
	
	
	☐
	☐
	
	

	
	
	
	
	
	☐
	☐
	
	

	Chapter 4
	Crew Composition

	4.1
	Crew composition. An explanation of the method for determining crew compositions, taking account of the following:
	AMC3 ORO.MLR.100
	
	☐
	☐
	
	

	(a)
	the type of aircraft being used;
	
	
	☐
	☐
	
	

	(b)
	the area and type of operation being undertaken;
	
	
	☐
	☐
	
	

	(c)
	the phase of the flight;
	
	
	☐
	☐
	
	

	(d)
	the minimum crew requirement and flight duty period planned;
	
	
	☐
	☐
	
	

	(e)
	experience (total and on type), recency and qualification of the crew members;
	
	
	☐
	☐
	
	

	(f)
	the designation of the pilot-in-command/commander and, if necessitated by the duration of the flight, the procedures for the relief of the pilot-in-command/commander or other members of the flight crew (see ORO.FC.105);
	
	
	☐
	☐
	
	

	(g)
	The designation of the senior cabin crew member and, if necessitated by the duration of the flight, the procedures for the relief of the senior cabin crew member and any other member of the cabin crew.
	
	
	☐
	☐
	
	

	4.2
	Designation of the pilot-in-command/commander. The rules applicable to the designation of the pilot-in-command/commander.
	
	
	☐
	☐
	
	

	4.3
	Flight crew incapacitation. Instructions on the succession of command in the event of flight crew incapacitation.
	
	
	☐
	☐
	
	

	4.4
	Operation on more than one type. A statement indicating which aircraft are considered as one type for the purpose of:
	
	
	☐
	☐
	
	

	(a)
	flight crew scheduling; and
	
	
	☐
	☐
	
	

	(b)
	cabin crew scheduling.
	
	
	☐
	☐
	
	

	
	Additional Operator procedure;
	
	
	
	
	
	

	
	
	
	
	☐
	☐
	
	

	
	
	
	
	☐
	☐
	
	

	
	
	
	
	☐
	☐
	
	

	NOTE: 

Item 4.1 (g) is evaluated by cabin crew inspector



	Chapter 5
	Qualification Requirements

	5.1
	A description of the required licence, rating(s), qualification/competency (e.g. for routes and aerodromes), experience, training, checking and recency for operations personnel to conduct their duties. Consideration should be given to the aircraft type, kind of operation and composition of the crew.
	AMC3 ORO.MLR.100


	
	☐
	☐
	
	

	EVALUATED BY CONTROL PİLOT
	5.2
	Flight crew:
	
	
	☐
	☐
	
	

	
	(a)
	pilot-in-command/commander,
	
	
	☐
	☐
	
	

	
	(b)
	pilot relieving the pilot-in-command/commander,
	
	
	☐
	☐
	
	

	
	(c)
	co-pilot,
	
	
	☐
	☐
	
	

	
	(d)
	pilot relieving the co-pilot,
	
	
	☐
	☐
	
	

	
	(e)
	pilot under supervision,
	
	
	☐
	☐
	
	

	
	(f)
	system panel operator,
	
	
	☐
	☐
	
	

	
	(g)
	operation on more than one type or variant.
	
	
	☐
	☐
	
	

	EVALUATED BY CABİN CREW INSPECTOR
	5.3
	Cabin crew:
	
	
	☐
	☐
	
	

	
	(a)
	senior cabin crew member,
	
	
	☐
	☐
	
	

	
	(b)
	cabin crew member:
	
	
	☐
	☐
	
	

	
	(b)(i)
	required cabin crew member,
	
	
	☐
	☐
	
	

	
	(b)(ii)
	additional cabin crew member and cabin crew member during familiarisation flights,

	
	
	☐
	☐
	
	

	
	(c)
	operation on more than one type or variant.
	
	
	☐
	☐
	
	

	EVALUATED BY FCT AND CCT INSPECYOR
	5.4
	Training, checking and supervision personnel:
	
	
	☐
	☐
	
	

	
	(a)
	for flight crew; and
	
	
	☐
	☐
	
	

	
	(b)
	for cabin crew.
	
	
	☐
	☐
	
	

	5.5
	Other operations personnel (including technical crew and crew members other than flight, cabin and technical crew).
	
	
	☐
	☐
	
	

	
	Additional Operator procedure;
	
	
	
	
	
	

	
	
	
	
	☐
	☐
	
	

	
	
	
	
	☐
	☐
	
	

	
	
	
	
	☐
	☐
	
	

	NOTE: 

· Item 5.2 (a)…(g) are evaluated by control pilot

· Item 5.3 (a)…(c) are evaluated by cabin crew inspector
· Item 5.4 (a) is evaluated by flight crew training inspector

· Item 5.4 (b) is evaluated by cabin crew training inspector


	Chapter 6
	Crew Health Precautions

	6.1
	Crew health precautions. The relevant regulations and guidance to crew members concerning health, including the following:
	 Part-MED
SHT-MED

SHT-APAM

AMC3 ORO.MLR.100

AMC4 ORO.MLR.100


	
	☐
	☐
	
	

	(a)
	alcohol and other intoxicating liquids,
	
	
	☐
	☐
	
	

	(b)
	narcotics,
	
	
	☐
	☐
	
	

	(c)
	drugs,
	
	
	☐
	☐
	
	

	(d)
	sleeping tablets,
	
	
	☐
	☐
	
	

	(e)
	anti-depressants,
	
	
	☐
	☐
	
	

	(f)
	pharmaceutical preparations,
	
	
	☐
	☐
	
	

	(g)
	immunisation,
	
	
	☐
	☐
	
	

	(h)
	deep-sea diving,
	
	
	☐
	☐
	
	

	(i)
	blood/bone marrow donation,
	
	
	☐
	☐
	
	

	(j)
	meal precautions prior to and during flight,
	
	
	☐
	☐
	
	

	(k)
	sleep and rest,
	
	
	☐
	☐
	
	

	(l)
	surgical operations.
	
	
	☐
	☐
	
	

	6.2
	The relevant regulations and guidance to crew members concerning dangerous goods used for specialised tasks (pesticides and chemicals, etc.).
	
	
	☐
	☐
	
	

	
	Additional Operator procedure;
	
	
	
	
	
	

	
	
	
	
	☐
	☐
	
	

	
	
	
	
	☐
	☐
	
	

	
	
	
	
	☐
	☐
	
	

	Chapter 7
	Flight Time Limitations

	EVALUATED BY FTL INSPECTOR
	7.1
	Flight and duty time limitations and rest requirements.
	AMC3 ORO.MLR.100

SHT-FTL/HG
	
	☐
	☐
	
	

	
	7.2
	Exceedance of flight and duty time limitations and/or reductions of rest periods. Conditions under which flight and duty time may be exceeded or rest periods may be reduced, and the procedures used to report these modifications.
	
	
	☐
	☐
	
	

	
	Additional Operator procedure;
	
	
	
	
	
	

	
	
	
	
	☐
	☐
	
	

	
	
	
	
	☐
	☐
	
	

	Chapter 8
	Operating Procedures

	EVALUATED BY CONTROL PİLOT
	8.1
	Flight preparation instructions. 
As applicable to the operation:
	AMC4 ORO.MLR.100
	
	☐
	☐
	
	

	
	8.1.1
	General Procedures;
	
	
	☐
	☐
	
	

	
	8.1.2
	Minimum flight altitudes. A description of the method of determination and application of minimum altitudes including a procedure to establish the minimum altitudes/flight levels;


	
	
	☐
	☐
	
	

	
	8.1.3
	Criteria and responsibilities for determining the adequacy of aerodromes/operating sites to be used.

	
	
	☐
	☐
	
	

	
	8.1.4
	Interpretation of meteorological information. Explanatory material on

the decoding of MET forecasts and MET reports relevant to the area of operations, including the interpretation of conditional expressions;.
	
	
	☐
	☐
	
	

	
	8.1.5
	Determination of the quantities of fuel, oil and water methanol carried. The methods by which the quantities of fuel, oil and water methanol to be carried are determined and monitored in-flight. The

system for maintaining fuel and oil records should also be described;
	
	
	☐
	☐
	
	

	
	8.1.6
	Procedure for the determination of the mass of loads, the calculation of performance margins and the centre of gravity;
	
	
	☐
	☐
	
	

	
	8.1.7
	Emergency procedures, e.g. load, fuel or chemical jettison (to include the actions of all personnel);
	
	
	☐
	☐
	
	

	
	8.1.8
	System for supply of NOTAMS, meteorological and other safetycritical

İnformation both at base and in field

locations;


	
	
	☐
	☐
	
	

	
	8.1.9
	Mandatory equipment for specific tasks (mirror, cargo sling, load cell, special radio equipment, radar altimeters, etc.);
	
	
	☐
	☐
	
	

	
	8.1.10
	Guidance on the CDL and MEL;


	
	
	☐
	☐
	
	

	
	8.1.11
	Policy on completion and carriage of documents including operator’s 
aircraft technical log and journey log, or equivalent;


	
	
	☐
	☐
	
	

	
	8.1.12
	Any task-specific standard operating procedures not covered above.
	
	
	☐
	☐
	
	

	EVALUATED BY GROUND OPERATIONS INSPECTOR
	8.2
	Ground handling instructions. As applicable to the operation:
	AMC4 ORO.MLR.100
	
	☐
	☐
	
	

	
	8.2.1
	Briefing requirements for in-flight and ground task specialists;
	
	
	☐
	☐
	
	

	
	8.2.2
	Decontamination procedures;


	
	
	☐
	☐
	
	

	
	8.2.3
	Fuelling procedures, including safety precautions during refuelling 
and defuelling including quality checks required in the field location,

precautions against spillage and environmental damage; 

	
	
	☐
	☐
	
	

	
	8.2.4
	De-icing and anti-icing on the ground. A description of the de-icing and

anti-icing policy and procedures for aircraft on the ground.
	
	
	☐
	☐
	
	

	EVALUATED BY CONROL PİLOT


	8.3
	Flight Procedures:
	AMC4 ORO.MLR.100
	
	☐
	☐
	
	

	
	8.3.1
	Procedures relevant to the aircraft type, specific task and area;


	
	
	☐
	☐
	
	

	
	8.3.2
	Altimeter setting procedures;


	
	
	☐
	☐
	
	

	
	8.3.3
	Actions following alerts from audio warning devices;


	
	
	☐
	☐
	
	

	
	8.3.4
	GPWS/TAWS for aeroplanes. Procedures and instructions required for 
the avoidance of controlled flight into terrain, including limitations on high rate of descent near the surface (the related training requirements are covered in OM-D 2.1);
	
	
	☐
	☐
	
	

	
	8.3.5
	Policy and procedures for the use of TCAS/ACAS for aeroplanes and,

when applicable, for helicopters;
	
	
	☐
	☐
	
	

	
	8.3.6
	Policy and procedures for in-flight fuel management;


	
	
	☐
	☐
	
	

	
	8.3.7
	Procedures for operating in adverse and potentially hazardous  atmospheric conditions;

	
	
	☐
	☐
	
	

	
	8.3.8
	Wake turbulence and rotor downwash for helicopters;


	
	
	☐
	☐
	
	

	
	8.3.9
	Use of restraint devices;


	
	
	☐
	☐
	
	

	
	8.3.10
	Policy on use of vacant seats;


	
	
	☐
	☐
	
	

	
	8.3.11
	Cabin safety requirements including smoking.
	
	
	☐
	☐
	
	

	
	8.4
	Task-specific weather limitations.


	AMC4 ORO.MLR.100
	
	☐
	☐
	
	

	
	8.5
	Use of the minimum equipment and configuration deviation list(s).


	AMC4 ORO.MLR.100
	
	☐
	☐
	
	

	
	8.6
	Oxygen requirements. An explanation of the conditions under which oxygen  should be provided and used (altitude, exposure times, night etc.).

	AMC4 ORO.MLR.100
	
	☐
	☐
	
	

	
	*Additional Operator procedure;
	
	
	
	
	
	

	
	
	
	
	☐
	☐
	
	

	
	
	
	
	☐
	☐
	
	

	
	
	
	
	☐
	☐
	
	

	
	
	
	
	☐
	☐
	
	

	
	
	
	
	☐
	☐
	
	

	NOTE: 

· Item 8.3.9 and 8.3.10 are evaluated by control pilot and cabin crew inspector
· Item 8.3.11 is evaluated by cabin crew inspector


	Chapter 9
	Dangerous Goods And Weapons

	EVALUATED BY DGR INSPECTOR


	9.1
	Information, instruction and general guidance on the transport of dangerous

goods as internal or external loads, including: 
	AMC4 ORO.MLR.100
	
	☐
	☐
	
	

	
	9.1.1
	The operator's policy on the transport of dangerous goods;


	
	
	☐
	☐
	
	

	
	9.1.2
	Guidance on the requirements for acceptance, labelling, handling,  stowage, and segregation of dangerous goods;

	
	
	☐
	☐
	
	

	
	9.1.3
	Procedures for responding to emergency situations involving dangerous goods;

	
	
	☐
	☐
	
	

	
	9.1.4
	Duties of all personnel involved; and


	
	
	☐
	☐
	
	

	
	9.1.5
	Instructions on carriage of the operator’s personnel on cargo aircraft  when dangerous goods are being carried.
	
	
	☐
	☐
	
	

	
	9.2
	The conditions under which weapons, munitions of war and sporting

weapons may be carried.
	
	
	☐
	☐
	
	

	
	*Additional Operator procedure;
	
	
	
	
	
	

	
	
	
	
	☐
	☐
	
	

	
	
	
	
	☐
	☐
	
	

	Chapter 10
	Security

	EVALUATED BY AVIATION SECURITY INSPECTOR
	
	Security instructions, guidance, procedures, training and responsibilities, taking  into account Regulation (EC) No 300/2008. Some parts of the security instructions and guidance may be kept confidential.
	AMC4 ORO.MLR.100
Regulation (EC) No 300/2008
	
	☐
	☐
	
	

	
	
	Additional Operator procedure;
	
	
	
	
	
	

	
	
	
	
	
	☐
	☐
	
	

	Chapter 11
	Handling, Notifying And Reporting Accidents, Incidents And Occurrences, And Using The CVR Recordings

	11
	Procedures for handling, notifying and reporting accidents, incidents and occurrences. This section should include:

	AMC4 ORO.MLR.100


	
	☐
	☐
	
	

	11.1
	Definitions of accidents and occurrences and responsibilities of all persons involved;

	
	
	☐
	☐
	
	

	11.2
	Reporting procedures (including any mandatory forms);


	
	
	☐
	☐
	
	

	11.3
	Special notification when dangerous goods are carried; and


	
	
	☐
	☐
	
	

	11.4
	Procedures for the preservation of recordings of the flight recorders in order 
to prevent inadvertent reactivation, repair or reinstallation of the Flight recorders following an accident or a serious incident or when thispreservation is directed by the investigating authority.
	
	
	☐
	☐
	
	

	
	Additional Operator procedure;
	
	
	
	
	
	

	
	
	
	
	☐
	☐
	
	

	
	
	
	
	☐
	☐
	
	

	Chapter 12
	Rules of the Air

	(a)
	Visual and instrument flight rules,
	AMC3 ORO.MLR.100

AMC4 ORO.MLR.100

ICAO Annex 2,

 Commission Implementing Regulation (EU) No 923/2012
	
	☐
	☐
	
	

	(b)
	Territorial application of the rules of the air,
	
	
	☐
	☐
	
	

	(c)
	Communication procedures, including communication-failure procedures,
	
	
	☐
	☐
	
	

	(d)
	Information and instructions relating to the interception of civil aircraft,
	
	
	☐
	☐
	
	

	(e)
	The circumstances in which a radio listening watch is to be maintained,
	
	
	☐
	☐
	
	

	(f)
	Signals,
	
	
	☐
	☐
	
	

	(g)
	Time system used in operation,
	
	
	☐
	☐
	
	

	(h)
	ATC clearances, adherence to flight plan and position reports,
	
	
	☐
	☐
	
	

	(i)
	Visual signals used to warn an unauthorised aircraft flying in or about to enter a restricted, prohibited or danger area,
	
	
	☐
	☐
	
	

	(j)
	Procedures for flight crew observing an accident or receiving a distress transmission,
	
	
	☐
	☐
	
	

	(k)
	The ground/air visual codes for use by survivors, and description and use of signal aids,
	
	
	☐
	☐
	
	

	(l)
	Distress and urgency signals.
	
	
	☐
	☐
	
	

	m)
	Territorial procedures for obtaining permissions and exemptions, e.g. for underslung loads and lowflying clearances.
	
	
	☐
	☐
	
	

	
	Additional Operator procedure;
	
	
	
	
	
	

	
	
	
	
	☐
	☐
	
	

	
	
	
	
	☐
	☐
	
	

	
	
	
	
	☐
	☐
	
	

	Chapter 13
	Leasing

	EVALUATED BY LEASING AND
 FINANCIAL AFFAIRS INSPECTOR
	A description of the operational arrangements for leasing and code-share, associated procedures and management responsibilities.
	AMC3 ORO.MLR.100
	
	☐
	☐
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