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Py S— Publications
AN Standard Operating Procedure

» | obtained a copy of an old Evergreen Helicopters Standard Operating
Procedure manual from Erickson Air Crane which bought Evergreen out
in 2008.

» The original document was 31 pages long and forwarded to me in .pdf
format.

» | found it easier to convert the document to Microsoft Word and edit it
from there.

» | edited the document for spelling, consistent formatting and clarity.




Overall, spelling and formatting errors were few. | found an
inconsistency in the use of short vs. long dashes, semi colons vs.
colons, improperly capitalized words and inconsistent formatting.

In this section, the author put text boxes around With text boxes around each company listed, it is
some entries but not others, making the page easier for the reader to scan the page to find a
more difficult to read. particular entry.
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-Select the Commercial Publications arrow,
-Select the Model Type:

-Example: 205A1, 206A/B, 206BJRIL, 206L3, 212, 214ST

*The examples listed are all EHA model-types
Note: If you are looking for BELL ALL Models, look at the bottom of each model type under
miscellaneous.
Note: Double check with Bell to verify the website is current, they say they update the website once a
month- towards the end of the month. They have not always updated the website in a timely manner.

Any questions contact: Marion Zinn Phone# 817-280-2584 or Fax# 817-280-6466
Email: mzinn@bellhelicopters.com

BEGOODRICH AEROSPACE
WEBSITE: http://images.goodrich.com/pdf_archive/html/gr_a.html
On the left of screen there are options of search, Example: Ref. D t#, ATA Number

CASA does not have a website to verify manuals are current in revision status. They mail a Revision Status list
when they update their manuals.




| also edited the document for clarity. This presented some problems.
| read through the document first to understand the content. The
headings in the table of contents did not always match the headings in
the body. The presentation of ideas was murky in some areas and
repetitive in others. Many terms were used interchangeably which added

to the confusion.

In the table of contents it was listed as In the body of the document is was listed
“Revision Record” as “Manual Revision Record Sheet”
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The SOP attempted to document the process for keeping track of revisions to the many

company technical publications, manuals and documents. | had to read the SOP several
times to understand there were two separate procedures: one for technical publications
provided by outside manufacturers, and one for manuals and documents produced by

Evergreen.

BEFORE: Example of the Biannual and
Annual Audit Process
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0 5.1 Biannual (6 Month Revision Status Check):
Each technical manual that is controlied has a revision number and date distributed by ) Crose POF
é the manufacturer. Each time there are changes made to the manual, the manufacturer o
@ updates this information in a new revision. This is the purpose of revisions. We are Sakoof
required to verify our manuals are current Revision Status. A Biannual label will be B seonpos
added to the inside cover of the manual with the month and year it was completed. This 24
Biannual (Revision Status) Check is to be completed six months following an annual Comment
inspection. All other manuals (company produced documents) do not require Biannual o
checks unless required by the manual author. i} Organia Puges

5 thincesans
5.1.0 Current Revision Status
Current Revision Status can be verified by internet, email, or fax to the

by the EHA ications D Library. A Revision Status
report of all company manuais will be presented to the Chief Inspector upon
request. This report is available to everyone 24 hours a day, 7 days a week via
the EHA Employee website;
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5.2 Annual (List of Effected Pages - LEP):

Each manual or “Company Produced" products that are controlied have an Index or List
of Effective Pages (LEP) that states which pages belong in the manual. The LEP for the
“Master” document (manual) will be signed by the president validating and giving the
manual its authority. The Index or LEP will also give a revision date for each page. An
Annual LEP Inspection is required for company produced manuals and will consist of
checking the most recent - current revision and comparing the manual content using the
LEP. An Annual label will be added to the inside cover of the manual with the month
and year it was completed. The Annual requirement will be on a flowing basis from the
last compliance per manual.
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If there are pages missing or a page is not current in revision status, we need to contact
the manufacturer or producer via phone, email or fax, They will then send the
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AFTER: Revised process for Biannual Audit
only for technical publications provided by
the manufacturer.

5.1 Manufacturers’ Technical Publications - Revision Process

Each technical publication distributed by the manufacturer has a revision number and
revision date. The original technical publication has a revision number “original”. The
manufacturer is responsible for distributing revisions to its technical publications to the
company. Publications will notify the assigned process owner, pilot or mechanic of
manufacturers' revisions in accordance with the Transmittal Sheet Process, Section 5.4
of this SOP.

5.1.0 Biannual Audit & Label

The assigned process owner, pilot or mechanic will conduct a Biannual Audit of the
manufacturers’ technical publication to verify that it is in Current Revision Status. The
responsible individual will affix a Biannual Label on the inside cover of the manufacturers’
technical publication within the month and year the Biannual Audit is completed. This
Biannual Audit must be completed six months following an Annual Audit. All other
manuals and documents do not require Biannual Audits unless required by the publication
author or issuing unit.

5.1.1 Missing and/or Non-Current Revision Status

If there is a page missing or a page not in current revision status, the responsible
individual will contact the manufacturer via phone, email or fax to obtain the
missing or current page. Until the missing page is received, the responsible
individual will denote that it is missing by inserting a red sheet of paper in its
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The outlined process of revising documents and keeping track
with transmittal sheets had a lot of unnecessary repetition.
The process did not vary regardless of base of operation, so |

streamlined it.
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n Transmittal sheets vary because of differences between manufacturer and location,
various forms of transmittal sheets may be used as long as they meet the minimum ) creme p0F
& requirements set forth on this SOP. "“Company Produced Documents” strictly require the
@ use of the Evergreen forms contained herein. We receive our revisions for our Alaska 5 eaepor
aircrafts and bases from our Tech Pubs corporate office in McMinnville, Oregon. As of [ —
January 2006, the Tech Pubs Dept. in MMV sends revisions every Tuesday and we o
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sending the revisions to the correct location within Alaska. Any international revisions
are sent by McMinnville directly to the international location. MMV simultaneously sends
a copy to EHA Library for tracking and updating of EHA’s database. McMinnville will
send revisions aitached with a “transmittal sheet". This transmittal sheet will have the
following information:

+ Locatlon: This siates where the ransmittal sheet is going to: i.e. ANC, Nome,

ete.
~ Date: This is the date MMV wrote the transmittal shest
¥ List of Revisions: Shows # of copies (in the small box to the left),
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Transmittal sheets may vary in form because of differences between
manufacturers and bases of operation. Various forms of transmittal sheets may
be used if they conform to the minimum requirements set forth in this SOP.
Company controlled technical publications, manuals and documents must use
Manual Revision Transmittal Sheet Form EH-145 (Annex 5). Transmittal sheets
from manufacturers and remote bases of operation that are not on Form EH-
145 must include the following information:

+ Title - Transmittal Sheet

+ Origin — The location of the originating manufacturer, office or base.

+ Destination — The location of the end destination and name of the assigned
process owner, pilot or mechanic.

+ Date — The date the transmittal sheet is issued.

« Details of Revisions: Must include the name of the manufacturer, title of
the publication being revised, model, revision number and revision date, and
pages being revised.

+ Received by — An assigned space for the responsible individual to print and
sign once the revisions are complete.

+ Received Date — An assigned space for the responsible individual to date
the ittal sheet ance revisions are complete,

Publications keeps two binders to keep track of transmittal sheets: the
Pending Transmittal Sheet Binder and the Completed Transmittal Sheet
Binder. Regardless of origin, a copy of the original, unsigned transmittal sheet
must be sent to Publications to be inserted into ths ing Transmitta
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In addition to outlining the process for revising publications,
this SOP also covered corporate guidelines for company
produced documents. | streamlined these instructions and
presented them in an easier to read format.
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0 The Evergreen manual system includes (company produced
Controlled Documents & Manuals. As an aid to expanding Evergreens primary source 8 Crosse pOF
(4 of information of the GOM and GMM, they too will be a source of information on policy
g and for all and their work centers. The system 7 easepor
provides direction for quality and the safe and efficient conduct of operations. Overall, & oo
Evergreen Produced Documents will be designed / formatted to contain the minimum; b+ BportPOF
Comment
Cover Page (author design optional) i
Table of Contents 0 Orpmionvges

Manual Identification and Location EH-143 (for Publications Department)
List of Effected Pages

Revision Record Sheet EH-144

Required Header Content

Required Format

Required Fonts & Logo's

Required Manual Codification (when it can be tied to another manual)

The Evergreen produced documents will identify any policy direction that is mandated
by an agency outside such as Federal D of
Transportation directives, or other policy directed by Evergreens president. These
policies will be identified by references and content of the reference will not normally be
repeated. These documents / books will include compliance procedures.

Company produced documents will be written for the user. All manual material created
by the company will be stored and managed on electronic media. The user should be
reasonably assured that by following these procedures the following will be
accomplished.

« Provides for general and personal safety.
* Make outcomes be in compliance with all laws and regulations.
«  Provida far efficiancy of anaration
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6.2 General Format
Company produced manuals and documents will have the following design and format:

s Cover Page (author design optional)

+ Table of Contents

« Manual Identification and Location Form EH-143 (Copy to Publications)
« List of Effected Pages

* Manual Revision Record Sheet EH-144

* Required Header Content

+ Required Format

« Required Fonts & Logo's

* Required Manual Codification (when it can be tied to another manual)

The company produced and controlled manuals or documents will identify any policy
direction that is mandated by an agency outside the company, such as Federal
Regulations, Department of Transportation directives, or any other outside policy
directed by the company president. These policies will be identified by references
within the manuals or documents. Company produced, and controlled manuals or
documents will include compliance procedures.

Company produced, and controlled manuals and documents will be written for the end
user. All manuals and documents created by the company will be stored and managed
on electronic media. The end user should be reasonably assured that by following
these procedures the following will be accomplished.




SUMMARY

This corporate Standard Operating Procedure required a great
deal of technical editing. Regarding formatting, the page numbers in
every header were not always formatted properly requiring manual
entry, some headers in the table of contents did not match
corresponding headers in the body, and sample documents mentioned
in the body were missing from the “Annex”. With regard to content,
the process for revising technical publications, manuals and
documents was confusing and repetitive. | attempted to simplify and
streamline the instructions. Finally, it makes sense to split this SOP
into two separate procedures. The first SOP would outline corporate
standards for all company produced manuals and documents: font,
structure, format, etc. The second SOP would address the revision
policy which is complicated due to the number of publications
maintained and the outlying bases of operation.




