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I. Log of Revisions 

Revision Level Page Numbers Revision 
Description 

FAA Approval 
Date 

N/C All Initial Release  
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II. List of Effective Pages 
 

Insert the revised pages into this manual and delete the obsolete pages. The letter “R” 
indicates a revised page, “A” is for added pages, and “D” is for deleted pages. 
Remove superseded and deleted pages from the manual; keep them in a separate file.  
This list is a record of each page of subject revision and each previously issued page 
that is still current. Blank pages and pages that are no longer current do not appear on 
this list. If there is any question about the currency of the recipients manual, check 
each page in the manual against this list of effective pages. Remove any page that 
does not appear on the list of effective pages. 

Page Number Revision Number Revision Date FAA Approval 
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III. Manual Control 
This ODA procedures manual is a controlled document, available to the ODA Unit 
Members through the company intranet and to OMT members. Revision level is 
indicated in the Log of Revisions and at the top of each page. Manual control is 
subject to FAA approval and is the responsibility of the ODA Administrator. 
a. Changes Requiring FAA Approval: 

FAA approval will be required for changes to the manual except those that are 
identified below.  

1. Clarification changes to wording of procedures that do not change the 
procedure and minor typographical errors. 

b. Wencor Control: 
1. Revision Responsibility 

i. The ODA administrator is responsible for manual revisions and 
distribution.  

ii. A latest revision, master copy of the Procedures manual will be 
stored on the Wencor intranet, any copy printed off this site will be 
considered uncontrolled. 

iii. A review of the procedures manual is made at least annually as 
part of the self-audit. 

iv. Necessary changes are made during the revision process. 
Depending on the types of revision described below, all revisions 
are recorded in the Log of Revisions and List of Effective Pages. 

v. When revisions need FAA approval, the revision is submitted to 
the OMT with the Log of Revisions and List of Effective Pages. 
Affected pages are replaced with the updated pages and copies of 
the newest revision are sent to the OMT and posted to the Wencor 
intranet. The FAA indicates approval of the revisions by signing 
and dating the Log of Revisions in the FAA approval column. The 
OMT then returns the signed pages and a copy of the revised pages 
to the ODA Administrator for incorporation and distribution. 

vi. When revisions do not need FAA approval as described above, the 
change is incorporated and documented only on the List of 
Effective pages and each page that is revised is given an new date. 
The revision level of the FAA approved document foes not change, 
and affected pages are replaced with updated pages and copies are 
posted to the company intranet. 
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2. Manual Recipients 
The OMT lead will receive copies of the current FAA approved ODA 
manual. Electronic copies of the latest revision will be available internally 
to unit members via the Wencor company intranet.  
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1.0 Preface & Introduction 
1.1. Scope 

This procedures manual establishes the responsibilities and procedures that 
are followed by the Wencor ODA Holder when performing functions 
authorized by the FAA under the ODA procedures of 14 CFR part 183 subpart 
D. 

1.2. Communicating with OMT Lead Office 

All official communications (email, phone, and letter) from the Wencor ODA 
Unit with the FAA will be through the ODA Administrator: 
Kent Whitmer 
ODA Administrator 
1625 North 1100 West 
Springville, Utah 84663 
(801) 489-2117 
kwhitmer@wencor.com 

2.0 Authorized Functions and Limitations 
Wencor is authorized to perform the following functions under 14 CFR part 183, 
subpart D and Order 8100.15: 

Function Code Function Limitations 

13010 E Approve technical data and find 
compliance to airworthiness 
requirements 

 

13031 M Issue and revise PMA 
supplements based on test and 
computations (14 CFR § 
21.303) 

 

13040 E Approve operational or repair 
information 

 

13063 M Issue airworthiness approvals Issuance of airworthiness 
approval tags for parts produced 
by Wencor West Inc, production 
approval intended for domestic 
shipments only 
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Function Code Function Limitations 

13064 M Issue export airworthiness 
approvals 

Only for those parts produced 
under Wencor West Inc, 
production approval 

13070 E & M Establish conformity inspection 
requirements 

Only for those parts produced 
under Wencor West Inc, 
production approval  

13080 M Determine conformity of parts, 
test articles 

Only for those parts produced 
under Wencor West Inc, 
production approval 

13090 M Determine conformity of test 
setup 

Only for those parts produced 
under Wencor West Inc, 
production approval 

13110 E 
Perform compliance inspections 

Only for those parts produced 
under Wencor West Inc, 
production approval 

2.1. Limitations 

The ODA Unit will obtain FAA concurrence before accomplishing an 
alteration that affects any AD requirements or airworthiness limitations, and 
for projects that affect aircraft noise or fuel venting and exhaust emissions.  

2.1.1 The ODA is limited to approval of parts to be installed on Class I 
products. 

2.1.2 Prototype PMA Testing will be accomplished at an FAA 
authorized facility. 

3.0 Organizational Structure and Responsibilities 
3.1. Executive Management 

3.1.1 Wencor executive management provides full support of the ODA 
unit in the form of facilities, budget, training (internal and FAA), 
resources, personnel, audit resources, and more. They are 
committed to maintaining an ODA unit within Wencor that 
conforms to the standards and requirements set forth by the FAA.  

3.1.2 The ODA unit is allowed to perform its functions independently 
and without interference from executive management.  
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3.2. Organizational Structure 

3.2.1 Appendix B contains an Organizational Chart that depicts the 
relationship of the ODA unit to the executive management within 
Wencor. 

3.2.2 The Wencor ODA Unit acts independently of Wencor and 
represents the FAA in fulfilling its functions. 

3.2.3 Administrator 

The administrator coordinates activities with the OMT lead. ODA 
unit members report to the administrator as they perform their 
ODA functions. 

3.2.4 Unit Members 

When performing their ODA functions, all ODA Unit Members 
report to the Administrator and act independently of Wencor. 

4.0 ODA Administrator and ODA Unit Duties and 
Responsibilities 
The ODA holder and Unit must follow the FAA regulations, directives, policies, 
guidance, and procedures as applicable to the authorized functions. The responsibility 
for finding compliance to these FAA materials lies with the ODA holder and Unit. 
The ODA holder is responsible for the activity of the ODA unit and Administrator. 

4.1. ODA Administrator’s Responsibilities 

The ODA administrator is the focal point for the Wencor ODA Unit. The 
Administrator’s responsibilities include: 

4.1.1 Participate on the Evaluation Panel for evaluation of potential Unit 
Members 

4.1.2 Responsibility and authority for assuring compliance with FAA 
regulations, policy, guidance, and directives 

4.1.3 The maintenance of this procedures manual, including the 
maintenance of the UM listing 

4.1.4 The storage and maintenance of all records according to the 
standards set in Section 16, including the record of activities for 
each engineering UM (form 8100-9) 

4.1.5 Issuance of PMA supplements as approved by ODA UM 

4.1.6 Ensures that the ODA unit remains independent from the company 
in the performance of its FAA delegated functions 
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4.1.7 Supervise ODA UM to ensure that procedures set forth in this 
manual are being followed 

4.1.8 Ensure that all processes comply with applicable FAA regulations 
and policy 

4.1.9 ODA administrator responsibilities include the management of all 
authorized functions, and the incorporation of corrective action for 
all deficiencies identified by OMT 

4.1.10 Ensures that the ODA organization has adequate qualified 
personnel to accomplish the ODA functions 

4.1.11 All correspondence with the FAA is directed through the ODA 
administrator 

4.1.12 Responsible for remaining current on all FAA orders, circulars, 
regulations, and other materials pertinent to the ODA functions  

4.1.13 Annually review UM’s training to access needs of additional 
training 

4.2. ODA Unit Member Responsibilities 

Unit members may be assigned responsibility for approving substantiation 
data and reports, determining conformity, issuing airworthiness certificates, 
and performing other FAA authorized functions. Certain statements, forms, 
and certificates are signed by the ODA administrator or appointed ODA unit 
members.  

4.2.1 Engineering UM 

Engineering Unit members have the authority to make findings on 
the behalf of the FAA, and therefore, must follow the policies and 
guidance provided by the FAA. 

4.2.1.1 Participate on the Evaluation Panel for evaluation of 
potential Unit Members, as assigned by the ODA 
Administrator 

4.2.1.2 Participate in the candidacy program, established to 
prepare potential UM for the responsibilities of being 
an ODA unit member, as assigned by the ODA 
Administrator  

4.2.1.3 Comply with procedures in this manual 

4.2.1.4 Cooperate with the FAA when the FAA oversees the 
ODA holder 
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4.2.1.5 Ensure separation of duties between Wencor and 
ODA responsibilities 

4.2.1.6 Find direct compliance with 14 CFR Parts 23, 25, 27, 
29, and 33, according to each individual member’s 
respective chart authority found in the Unit Listing 

4.2.1.7 Witness tests 

4.2.1.8 Approve repairs and alterations data within their 
designated authority (must be requested on 
application and given via chart authority) 

4.2.1.9 Coordinate with their ACO counterpart on questions 
regarding technical regulatory issues 

4.2.1.10 Coordinate program issues and questions with the 
ODA administration staff 

4.2.1.11 Responsible for the definition of, and requests for, 
compliance test article and test set-up conformity, 
including specific engineering needs such as 
minimum tolerances and rigging or flow rates. The 
engineering UM must identify items of special 
interest, if any, in the test article definition 

4.2.1.12 Documents and records analysis and substantiations 
for each 8100-9 approval 

4.2.1.13 Responsible for remaining current on all FAA orders, 
circulars, regulations, and other materials pertinent to 
the ODA functions 

4.2.2 Manufacturing UM 

Manufacturing Unit Members have the authority and responsibility 
to decided if a product meets the applicable regulations, conforms 
to the type design, and is in a condition for safe operation.  

4.2.2.1 Comply with procedures in this manual 

4.2.2.2 Complying with all provisions of this FAA-approved 
procedures manual and ensuring that all authorized 
functions are performed within the limits of authority 
on the ODA. 

4.2.2.3 Cooperate with the FAA when the FAA oversees the 
ODA holder 
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4.2.2.4 Ensure separation of duties between Wencor and 
ODA responsibilities 

4.2.2.5 Participate on the Evaluation Panel for evaluation of 
potential Unit Members, as assigned by the ODA 
Administrator 

4.2.2.6 Participate in the mentoring program, established to 
prepare potential UM for the responsibilities of being 
an ODA unit member, as assigned by the ODA 
Administrator 

4.2.2.7 Each Manufacturing UM must submit monthly 
activity reports to the ODA Administrator. The ODA 
Administrator will submit a quarterly activity report 
to the OMT Lead (Reference Form XXXXX) 

4.2.2.8 Airworthiness certificates/approvals and related 
documents will indicate the ODA’s assigned number, 
printed or typed name, and signature of the authorized 
individual under the ODA designation.  

4.2.2.9 Ensuring all conformity inspections conducted are 
recorded on Form 8100-1. These forms may also be 
used as worksheets to supplement the official records 

5.0 Required Capabilities and ODA Unit Positions 
The chart below presents the Wencor ODA Unit required capabilities for Engineering 
Unit Members. See Appendix H for charts describing what each function code 
represents. 

 14 CFR 
Part 23 

(Commuter 
Airplanes) 

14 CFR 
Part 25 

(Transport 
Airplanes) 

14 CFR 
Part 27 
(Normal 

Rotorcraft) 

14 CFR 
Part 29 

(Transport 
Rotorcraft) 

14 CFR 
Part 33 

(Engines) 

Structural 1E 
2E 
3E 
4E, 4O 
6E, 6O 
10I, 10J 
11L 

1E 
2E 
3E 
4E, 4O 
6E, 6O 
10I, 10J 
11L 
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 14 CFR 
Part 23 

(Commuter 
Airplanes) 

14 CFR 
Part 25 

(Transport 
Airplanes) 

14 CFR 
Part 27 
(Normal 

Rotorcraft) 

14 CFR 
Part 29 

(Transport 
Rotorcraft) 

14 CFR 
Part 33 

(Engines) 

Power Plant 
Installations 

1A, 1B, 1E 
2A, 2B, 2E 
4A 
 

1A, 1B, 1E 
2A, 2B, 2E 
4A 

1C 
2C 

1C 
2C 

 

Mechanical 
Systems and 
Equipment 

5I 5I    

Electrical 
Systems and 
Equipment 

1A, 1B, 1E, 
1G 
2A, 2B, 2E, 
2G 
3A, 3B, 3C, 
3D, 3E, 3F, 
3G 3H 
4A, 4B, 4E, 
4G 
5A, 5B, 5E, 
5G 
6A, 6B, 6E, 
6G 

1A, 1B, 1E, 
1G 
2A, 2B, 2E, 
2G 
3A, 3B, 3C, 
3D, 3E, 3F, 
3G 3H, 3J, 3K 
4A, 4B, 4E, 
4G 
5A, 5B, 5E, 
5G 
6A, 6B, 6E, 
6G 

1A, 1B, 1E, 
1G 
2A, 2B, 2E, 
2G 
3A, 3B, 3C, 
3D, 3E, 3F, 
3G 3H, 3J, 3K 
4A, 4B, 4E, 
4G 
5A, 5B, 5E, 
5G 
6A, 6B, 6E, 
6G 

1A, 1B, 1E, 
1G 
2A, 2B, 2E, 
2G 
3A, 3B, 3C, 
3D, 3E, 3F, 
3G 3H, 3J, 3K 
4A, 4B, 4E, 
4G 
5A, 5B, 5E, 
5G 
6A, 6B, 6E, 
6G 
7A, 7B 

 

Engines     1A, 1B, 1C 
2A, 2C 
3A, 3C 
4A, 4C 
5A, 5B,  5C 
6A, 6B, 6C 
7A, 7B, 7C 
8A, 8C 
10A, 10C 
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The chart below presents the Wencor ODA Unit required capabilities for 
Manufacturing Unit Members.  

 Function Codes 

Airworthiness 08—Issue original standard airworthiness certificates for  U.S.-registered aircraft and 
original airworthiness approvals for engines, propellers, parts and appliances that 
conform to the approved design requirements and are in a condition for safe 
operation. 
20—Issue original export airworthiness approval for class III products that are 
manufactured and located in the United States in accordance with 14 CFR part 21, 
subpart L. When this function is delegated to an individual ODA UM, its application 
is limited to exporting of class III products only when employed by an applicant who 
is the production approval holder of the product being exported. 
21—Make conformity determinations on aircraft, engines, propellers, and parts 
thereof to be used for design evaluation programs, for example, TC and supplemental 
type certification (STC) programs, and complete all necessary reports. 
22— Make conformity certifications on behalf of the Civil Aviation Authority 
(CAA) for components manufactured by U.S. suppliers for non-U.S. product 
manufacturers. Determinations of conformity to the design, test and quality 
requirements may be accomplished by a DAR only after the FAA has received 
notification from the CAA of the country in which the product is located.  

Wencor ensures that the ODA unit is staffed with personnel authorized and qualified 
to perform the functions of the organization as described in the ODA Unit Listing. 
Each function described in the Authorized Functions and Limitations section (2.0) 
correlates to at least one ODA unit member’s authority as defined on the Unit Listing.  
The ODA administrator will notify the OMT lead at any time the ODA unit is not 
capable of performing a function described in the ODA Unit Listing. ODA unit 
members meet the requirements found in Section 7.0.  

6.0 ODA Unit Listing 
As a supplement to this procedural manual, Wencor maintains a current list of ODA 
unit members. This document contains the unit organization chart and all authorized 
members of the Unit, their signatures, and their functions. 

6.1. The ODA Administrator will keep the ODA unit member list 
current 

The Unit Listing is a current representation of the ODA Unit. The Wencor 
ODA Unit maintains qualified members that have the knowledge and 
capability to fulfill their responsibility as representatives of the FAA within 
Wencor. 
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6.2. Upon a change within the ODA unit Wencor will make the 
appropriate alterations within this procedures manual. 
Corrections will need to be made in the following section: 

6.2.1 Appendix B. When changes are made to the ODA Unit, the 
Organizational Chart found in Appendix B, will be updated to 
reflect the change as necessary. 

6.2.2 The ODA Unit Listing. When an individual’s responsibilities 
change, those changes are reflected in the document, listing the 
functions and limitations of each unit member. When a new 
member is added to the unit, a new section will be added to this 
listing with the functions, limitations, location, and signature of the 
new member. When an individual is removed from the unit, the 
sample signature page will be removed but kept on file for the 
duration of Wencor’s ODA status. 

6.3. Unit Changes 

6.3.1 When a member is removed from the ODA unit, the Administrator 
is responsible for evaluating the impact of the change on the Unit’s 
ability to perform its functions. 

6.3.1.1 When a UM is removed form the Unit, the evaluation 
panel will meet to review the Unit’s required 
capabilities chart (Section 5.0) and perform a gap 
analysis. 

6.3.1.2 If any inadequacies are found in the analysis the panel 
with address those inadequacies through suspension 
of functions, adding a UM who can fulfill the 
inadequacies, or removing the inadequacies. 

6.3.1.3 If, due to the removal of a UM, the Unit is no longer 
able to perform a function the FAA will be notified. 

6.3.2 When a member is added to the Unit, the procedures outlines in 
Section 7 will be followed to ensure that the new member is 
qualified and able to perform ODA functions. 

6.3.2.1 When adding a new UM the evaluation panel will 
evaluate the new member’s function capabilities in 
relation to the Required Capabilities chart in Section 
5.0.   

6.3.2.2 If adding new capabilities to the chart, the panel must 
ensure that there is sufficient objective evidence to 
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justify the new capabilities and will notify the FAA of 
the new capabilities and provide the evidence. 

6.3.3 The Administrator will notify the FAA within 48 hours of all 
changes to the ODA Unit. 

6.3.4 The Administrator will make applicable updates to the Unit Listing 
and this manual. 

7.0 ODA Unit Selection Procedures 
The Wencor ODA Unit will evaluate all proposed ODA unit members following the 
procedures given below. During the first two years of ODA delegation, the OMT will 
review all selections for ODA unit members. If, after the two years, Wencor has 
established the ability to appoint qualified members, future appointments will not 
have to be reviewed by the OMT.  

7.1. Selection of ODA Administrator 

7.1.1 Requirements 
Wencor will select the ODA Administrator based upon the 
following qualifications:  

7.1.1.1 Have at least five years working experience with the 
FAA on projects similar to those authorized by the 
ODA. This experience must include various levels of 
technical airworthiness responsibilities and 
experience and management experience over one or 
more technical disciplines, enabling the administrator 
to manage the entire ODA unit’s activities effectively. 

7.1.1.2 Have a comprehensive knowledge of FAA 
regulations, policies, and procedures applicable to the 
ODA functions. 

7.1.1.3 Have demonstrated sound judgment and integrity in 
working with the FAA in the past. 

7.1.1.4 Have sufficient technical knowledge, training, skill, 
and experience for PMA ODA.  

7.1.2 Selection Procedures 

7.1.2.1 Wencor executive management will evaluate and 
review the qualifications of an individual compared to 
the requirements set forth above. 
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7.1.2.2 When an individual is found to meet all qualifications 
above, executive management will submit the name 
to the OMT for approval. 

7.2. Selection of Engineering ODA Unit Members 

7.2.1 Requirements 
Engineering ODA unit members are chosen based upon the 
following qualifications: 

7.2.1.1 The applicant must have a thorough working 
knowledge of the pertinent regulations 

7.2.1.2 The applicant must have been in a responsible 
position in connection with the type of work for 
which he/she is to be designated, be cognizant of 
related technical requirements and problems related to 
civil aircraft approval, or otherwise demonstrated 
suitability for this designation 

7.2.1.3 The applicant must possess integrity, sound judgment, 
and a cooperative attitude 

7.2.1.4 The applicant must have a good command of the 
English language, both oral and written 

7.2.1.5 Have at least eight (8) years of progressively 
responsible aeronautical, mechanical, civil, electrical, 
or general engineering experience or satisfactory 
combinations thereof as appropriate to the 
designations being sought 

• If the applicant has an engineering degree, or 
equivalent, granted by a college or university of 
recognized standing, then each year of 
successfully completed coursework may be 
substituted year for year up to four years 
maximum credit, to meet the eight-year 
experience requirement. 

• An applicant who has not earned an engineering 
degree may substitute each 40-semester credit 
hours of successfully completed course work in 
an engineering or related curriculum for one 
year of experience, up to four years maximum 
credit, to meet the eight-year experience 
requirement. 
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7.2.1.6 The applicant must have significant experience in a 
direct working relationship with the ACO or ODA 
Unit. The applicant’s experience must be related to 
the processing of engineering data pertaining to FAA 
approval of the type for which the designee applicant 
is seeking appointment. The applicant’s range of 
activities in obtaining FAA approvals must have been 
adequate to enable the ODA Unit to determine that 
the applicant is cognizant of the technical and 
procedural requirements involved in obtaining such 
approvals, and that the applicant is well versed in all 
pertinent regulation(s). If the applicant’s 
qualifications are found to be acceptable, except for 
the requirement of significant experience in a direct 
working relationship with the ACO or ODA Unit, the 
applicant may be identified as an ODA candidate. 

• The experience in direct contact with the ACO, 
which may be part of the eight-year 
requirement, should have occurred during the 
last three years prior to the application for ODA 
unit membership. 

• The applicant’s experience in obtaining ACO 
approvals must have been such as to enable the 
ODA Unit to determine that the applicant is 
cognizant of the technical requirements that the 
ODA Unit imposes for obtaining such approvals 
and is well versed in all pertinent regulations. 

• The applicant’s experience must also 
demonstrate to the ODA Unit that the applicant 
is technically competent to successfully solve 
engineering problems within the scope of the 
designation requested. Enough variety of work 
must be possessed during the period the 
applicant worked with the FAA for the ODA 
Unit to be able to evaluate the applicant’s efforts 
in all areas for which approval is being sought. 

• The requirement to have direct working 
experience with the FAA may be satisfied by 
having direct working experience within a 
delegated organization such as ODA. 

7.2.2 Selection Procedures 
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7.2.2.1 The ODA unit will form an evaluation panel to 
evaluate a candidate for inclusion into the ODA unit 

7.2.2.2 The evaluation panel will be made up of the 
following: 

• Three to five individuals 

• Two members of the panel must be current 
ODA unit members, and one of those must be 
the ODA Administrator 

• At least one of the panel members must share 
the same or similar functions for which the 
candidate is applying 

7.2.2.3 The potential UM will submit a resume, fill out the 
application and take the written test found in 
Appendix H. 

7.2.2.4 One member of the panel will be assigned to prepare 
the applicants file, which will contain resume, 
references, chart, test results, technical evaluation 
criteria, ect 

7.2.2.5 These materials will be thoroughly evaluated by the 
panel and compared to the requirements in Section 
7.2.1 

7.2.2.6 Candidates will be interviewed by the panel 

7.2.2.7 All references will be questioned to determine the 
candidates skill, knowledge, experience, judgment 
and integrity 

7.2.2.8 The Panel will deliberate after review all materials 
and interviewing candidate and either approve or 
deny the application 

7.2.2.9 If approved the UM will enter into a probationary 
period as designated by the evaluation panel. 

7.3. Selection of Manufacturing ODA Unit Members 

7.3.1 Requirements 
The ODA Administrator is responsible for ensuring individual 
authorized representatives identified in this ODA procedures 
manual. . Therefore, the individuals within an ODA designation 
need only the skill and ability necessary to make the required 
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determination consistent with the type and complexity of 
authorized functions to be performed.  

Manufacturing ODA unit members will be chosen based upon the 
following qualifications:  

7.3.1.1 Manufacturing UMs must possess current technical 
knowledge and meet experience requirements in 
connection with the production or inspection of 
products or parts of the same type and complexity for 
the functions sought. Including: 

• First article, in-process, and final assembly 
inspections. 

• Quality Assurance provisions of special 
processes (e.g., heat treating, brazing, welding, 
carbonizing, plating etc.)  

• Destructive and non-destructive inspections  

• Manufacturing processes 

• Airworthiness assurance  

• Developing and implementing quality control 
systems and procedures 

• Testing procedures  

• Use of FAA approved type design data 

7.3.1.2 Three verifiable technical references are required to 
substantiate that the applicant possesses the required 
technical expertise.  

7.3.1.3 Manufacturing UMs shall be familiar with the 
facility, procedures, manufacturing practices, and 
inspection techniques as appropriate.  

7.3.1.4 Manufacturing UMs need the skills and abilities 
necessary to make the required determination 
consistent with the type and complexity of authorized 
functions to be performed.   

7.3.1.5 Manufacturing UMs must be employees of Wencor 
West Inc.  

7.3.1.6 Candidates must have a good command of the 
English language, both oral and written, sufficient to 
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allow them to perform the functions for which they 
seek delegation.   

7.3.1.7 Three verifiable character references are required to 
substantiate the applicant process integrity and sound 
judgment. These persons may be the same persons 
used for technical references. Manufacturing UM 
applicants must include a letter of recommendation 
attesting to these attributes: this may be considered 
one of the required character references.  

7.3.1.8 The candidate must possess unquestionable integrity, 
sound judgment and a cooperative attitude. Also, the 
candidate must satisfactorily demonstrate this to the 
ODA Administrator prior to appointment.   

7.3.1.9 The candidate must have the ability to maintain the 
highest degree of objectivity while performing 
authorized functions on behalf of the ODA Unit. 

7.3.1.10 Specialized Experience Required for Individual AR 
Appointment. 

• For the issuance of original airworthiness 
approvals for parts that conform to the approved 
design requirements and are in a condition for 
safe operation, the Organization must have a 
person in its employ with at least five years 
experience in the actual issuance of, or having 
the responsibility for managing programs 
leading to the issuance of original airworthiness 
approvals for class III products of the same type 
and complexity as those for which authorization 
is sought.     

• For the issuance of export airworthiness 
approvals for Class III products, Manufacturing 
UMs must have at least one (1) year experience 
as a company inspector.   

• To make conformity determinations on aircraft 
and parts thereof (including those submitted for 
FAA tests) prior to the issuance of a FAA type 
design approval, Manufacturing UMs must have 
at least five (5) years experience in a quality 
position. 



Wencor West, Inc  Revision Number: N/C 

ODA Procedures Manual  Date: August 2007 

16 

 

• The requirement to have direct working 
experience with the FAA may be satisfied by 
having direct working experience within a 
delegated organization. 

7.3.2 Selection Procedures 

7.3.2.1 The ODA unit will form an evaluation panel to 
evaluate a candidate for inclusion into the ODA unit 

7.3.2.2 The evaluation panel will be made up of the 
following: 

• Three to five individuals 

• Two members of the panel must be current 
ODA unit members, and one of those must be 
the ODA Administrator 

• At least one of the panel members must share 
the same or similar functions for which the 
candidate is applying 

7.3.2.3 The potential UM will submit a resume, fill out the 
application and take the written test found in 
Appendix I 

7.3.2.4 One member of the panel will be assigned to prepare 
the applicants file, which will contain resume, 
references, chart, test results, technical evaluation 
criteria, ect. 

7.3.2.5 These materials will be thoroughly evaluated by the 
panel and compared to the requirements set forth in 
Section 7.3.1 

7.3.2.6 Candidates will be interviewed by the panel 

7.3.2.7 All references will be questioned to determine the 
candidates skill, knowledge, experience, judgment 
and integrity. 

7.3.2.8 The Panel will deliberate after review all materials 
and interviewing candidate and either approve or 
deny the application 

7.3.2.9 If approved the UM will enter into a probationary 
period as designated by the evaluation panel. 
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8.0 Training 
The ODA administrator and unit personnel will receive in-house training and FAA 
training In-house training material is available for FAA review. An example of the 
training matrix for individual Unit Members can be found in Appendix K. 

8.1. In-house Recurrent Training 

• Wencor conducts in-house training for ODA unit members at least 
annually. 

• The designated training coordinator will develop in-house training 
material. 

• Records of all training will be kept by the ODA Administrator and are 
subject to internal self-audits. 

• The ODA Administrator shall review each UM’s training records, at a 
minimum, annually. The ODA Administrator will provide specialized 
training to all UMs on an as needed basis. 

• The FAA is allowed to review training materials at any time and is 
allowed to attend any training meeting. Wencor will incorporate any FAA 
suggested changes into its training curriculum.   

• When a new revision is made to the procedures manual the ODA 
Administrator will determine if the revision necessitates additional 
training. 

8.1.1 Engineering UM 

8.1.1.1 Engineering UMs will receive in-house training in the 
pertinent section from the following FAA guidance 
materials: 

• FAA Order 8100.15 

• FAA Order 8100.8 

• FAA Order 8100.37 

8.1.1.2 Engineering UMs will receive training to this 
procedures manual according to their functions and 
responsibilities within the ODA Unit 

8.1.2 Manufacturing UM 

8.1.2.1 Manufacturing UMs will receive in-house training in 
the pertinent section from the following FAA 
guidance materials: 

• FAA Order 8100.15 
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• Title 14 CFR, Part 21, Certification Procedures 
for Products and Parts 

• Airworthiness Certification of Class II and III 
Products 

• Responsibilities of ODA UMs when acting as 
representatives of the FAA Administrator 

• FAA procedures for completion of use of FAA 
Form 8130-3, Authorized Release Certificate 
Tag, when used by UMs for export 
airworthiness approval of Class II and Class III 
products manufactured by the ODAR   

• Completion and use of FAA Form 8100-1, 
Conformity Inspection Record 

• FAA record retention practices and 
requirements for FAA documents generated by 
the ODA UMs during performance of his/her 
authorized function 

• FAA procedures for completing and using FAA 
Form 8130-9, Statement of Conformity 

8.1.2.2 Manufacturing UMs will receive training to this 
procedures manual according to their functions and 
responsibilities within the ODA Unit 

8.1.2.3 Manufacturing UMs are required to demonstrate on-
the job proficiency. The ODA Administrator will 
evaluate the performance of the UMs by observation 
of UM conformity inspections and reviewing 
documentation. When UM performance is below 
expectation, the training will be offered in the areas 
determined to be deficient. 

8.1.3 Insert/create a training matrix, differentiate training of 
Manufacturing UM and Engineering UM, and general training 

8.2. In-House New Member Training 

8.2.1 New members of the ODA unit must attend FAA standardization 
training related to the assigned functions prior to beginning work 
as a UM 

8.2.2 A new member to the ODA unit will receive training on this 
procedures manual before exercising any functions 
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8.2.3 The new UM will also receive training specific to the functions 
and responsibilities assigned 

8.2.3.1 This training will specifically address the procedures 
taken in exercising functions and authority, FAA 
Orders and guidance related to the functions, and 
acting as a representative of the FAA 

8.3. In-House Candidacy Program 

8.3.1 When a potential UM meets all the requirements for inclusion into 
the ODA Unit except the requirement for direct working 
experience with the FAA or ODA the member may be placed into 
the candidacy program  

8.3.2 This program allows the candidate to gain experience working 
directly with the ODA unit and strengthens the candidates 
knowledge of FAA regulations 

8.3.3 The candidate will be assigned a mentor by the evaluation panel 
who is a current UM 

8.3.4 The candidate will work closely with the mentor on ODA tasks to 
gain experience and understanding of FAA regulations 

8.3.5 At the culmination of the candidacy program the candidate must 
have objective materials that demonstrate competence in the 
function areas 

8.3.6 Then the candidate will be evaluated for inclusion in the ODA Unit 

8.4. FAA Training 

8.4.1 ODA members will attend any FAA sponsored recurrent training. 

8.4.2 ODA administrators will attend a delegation workshop at least 
every two years 

8.4.3 ODA unit members will attend FAA training seminars, which 
address topics within their authorized functions. 

8.4.4 When required or requested by the OMT, unit members will attend 
FAA standardization workshops. These workshops are subject-
specific and are developed and presented by FAA personnel as 
needed. 
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9.0 Self-Audit Responsibilities 
9.1. Wencor Self Audit Program 

9.1.1 Wencor has an established a self-audit program organized through 
the ODA Auditor/QS Manager.  

9.1.2 Self-audits are performed at least annually to evaluate the 
personnel, procedures, and records used to perform authorized 
functions and all administrative procedures followed by Wencor. 
Self-audit of personnel will follow the general guidelines and 
documentation prescribed for FAA designee oversight in Order 
8100.8. 

9.2. ODA self-audits includes: 

9.2.1 Personnel will be audited according to the requirements set forth in 
Section 4.0 and 7.0. This audit also includes a review of individual 
ODA member’s work for accuracy. This audit includes all ODA 
members at all locations. 

9.2.2 Procedural audits evaluate the procedures used to perform all ODA 
functions, ODA unit appointment, training, service difficulty 
reporting, and all other requirements for ODA authorization. 

9.2.3 The self-audit evaluates whether Wencor complies with this 
procedures manual. It also reviews the procedures and makes any 
recommendations for changes. 

9.2.4 Records of the self-audit are kept for the duration of the ODA and 
copies are submitted to the OMT within 14 calendar days of 
completion.   

9.2.5 When the self-audit results in a finding of non-compliance Wencor 
will create proposed corrective actions—according to the 
procedures in Section 17.0—and review them before submittal to 
the FAA. 

9.3. The self-audit report consists of:  

9.3.1 An audit report listing any non-conformances together with 
objective evidences. 

9.3.2 Reference to any corrective actions issued. 
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9.4. Follow-up of audit corrective actions are performed as specified 
in the self-audit report. 

10.0 Guidance Material 
10.1. Wencor will obtain and maintain FAA regulations, policy, and 

guidance related to the authorized functions. 

10.1.1 The latest revision of any FAA Orders, Regulations, Directives or 
Advisories are available to each UM via the FAA website. 

10.1.2 It is the responsibility of the individual unit member to remain 
current on the latest FAA guidance. 

10.1.3 Any hard copy made of FAA guidance material is considered 
uncontrolled 

11.0 Duration of Authorization 
Wencor’s ODA, issued under 14 CFR § 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 14 CFR § 183.67. 

12.0 Maintenance of Eligibility 
Wencor will continually meet the requirements of this authorization or they will 
notify the FAA Administrator within 48 hours of any change that could affect 
Wencor’s ability to meet the requirements of 14 CFR part 183. A notification due on 
Saturday, Sunday, or a holiday may be delivered the next working day. 

13.0 Right of Access 
Upon request, Wencor must allow the FAA to inspect the facilities, products, and 
records related to the functions performed under this authorization. 

14.0 Service Difficulties 
Wencor has established a Continued Operational Safety program that ensures 
timely addressing of any service difficulties of PMA parts. 
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15.0 Procedures 
15.1 General Procedure Outline 

The following flow chart identifies the Wencor ODA Unit process for reviewing 
and approving PMA parts.  

 

15.3 
Development of the project 

according Procedures 

15.2.1 
If a critical or life limited 

part, PNL created and 
submitted to the OMT lead 
to determine involvement 

15.5 
ODA Administrator fills out 
FAA form 8100-11 and signs 

and issues the supplement 

15.3.1 
Determine if the project 
involves a critical or life 

limited part 

15.3.5 
Project package checked by 

technical document specialist 
and reviewed by the 

appropriate ODA UM 

15.5.1 
Collection of projects 

grouped, draft supplement and 
PNL created by engineering 

assistant 

15.5.3.1 
The PNL, conformity inspection 

report, and signed PMA 
supplement are submitted to 

MIDO within 14 days 

15.5.3.2 
Signed copy of 8100-11 is 
sent to the OMT within 14 

days 

15.5.1.3 
Technical documents 

specialist checks PNL and 
draft supplement for accuracy 
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15.1. Program Notification Letter 

15.1.1 PNL Preparation 

15.1.1.1 PMA project packages are developed according to 
Section 15.3.  

15.1.1.2 Wencor will access the part according to 15.3.1 to 
determine if the part is a critical or life limited part. If 
found to be critical or life-limited, the ODA Unit will 
write and submit a PNL to the FAA before the final 
submission, who will review it to determine the level 
of their involvement. 

15.1.1.3 The PNL is prepared for a group of projects that have 
previously been reviewed by the appropriate ODA 
UM. 

15.1.1.4 See Appendix F for an example PNL. 

15.1.2 PNL Content 

15.1.2.1 The PNL is written by a engineering assistant. If the 
project is deemed critical or life-limited, the PNL is 
submitted to the OMT before review by the ODA. 
The letter is composed as described below.  

15.1.2.2 The PNL is submitted to the FAA as groups of 
projects are accumulated. 

15.1.2.3 The following information is included in a 
spreadsheet form for each PMA part:  

• Part Name 

• Part Number 

• OEM 

• Certification basis (PMA Method) 

• Identification of part eligibility  

• Assessment of part criticality 

• Compliance checklist containing applicable 
airworthiness standards and methods of 
compliance 

• Service history 

• Conformity plan (if necessary) 
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• Fabrication Inspection System changes required 
for part production (if necessary) 

15.1.3 PNL Submittal 

15.1.3.1 When a part is found to be critical or life-limited the 
PNL will be written and submitted to the FAA for 
review prior to approval by the ODA. 

15.1.3.2 When a sufficient number of projects have been 
approved and certified by the appropriate UM and the 
Administrator has issued a supplement, the PNL will 
be sent to the OMT with the conformity report and 
supplement. 

15.1.4 PNL Review 
If a part is found to be critical or life limited, or if testing is 
necessary, the PNL will be submitted, before the project is 
complete, to the OMT for review. Once the lead OMT receives the 
PNL it is reviewed by the FAA to determine the level of FAA 
involvement in the project. The OMT will assess the following for 
project approval. 

15.2. Development and Content of the Data Package 

15.2.1 Critical or Life-Limited Determination 
Determination of part criticality will be made by an ODA 
Engineering Unit Member and shown in the Safety Criticality 
Analysis Report. Parts determined to be Critical or Life-Limited 
must be coordinated with the OMT through a PNL.  
Criticality determinations must be made in accordance with the 
guidance and definitions found in FAA Order 8110.42. 
Specifically, FAA Order 8110.42 “Parts Manufacturer Approval 
Procedures,” Appendix 19 Definitions and Terms state that 
criticality will be determined against the “airworthiness of the 
product,” where the product is the type-certificated article such as 
engine, aircraft, or propeller. 

When a project is determined to be critical or life-limited, a PNL is 
submitted to the OMT and a Certification Plan will need to be 
developed and coordinated with the OMT. 

15.2.2 Determine Eligibility, Service Experiences and AD History of 
OEM part 

Wencor will evaluate these aspects in accordance with FAA Order 
8110.42 and document the findings. 
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15.2.3 Substantiation Method 

Wencor will use the following four methods for developing 
substantiation data: 

• Identicality 

• Test & Computation  

• Test & Computation – Similar  

• Test & Computation – Simple 

15.2.3.1 Identicality 

Wencor will evaluate data for basis of identicality in 
accordance with FAA Order 8110.42 with respect to 
PMA applications by the Identicality Method. 
Wencor will include in the package a comparison 
report against existing FAA approved or acceptable 
data with the Wencor design. 

15.2.3.2 Test and Computation 

Develop Certification Compliance Report: Wencor 
will identify compliance requirements for each 
eligible part with the appropriate ODA UM. 
Determine needed tests & analyses: Wencor will use 
their procedure for developing substantiating data and 
certification testing. This will be documented in the 
Certification & Endurance Test Plan. Test plans will 
include, at a minimum, the regulations for which 
compliance is being demonstrated and identification 
of the conformity requirements, the test witness, and 
the ODA UM who will approve the results of the test. 
An ODA UM will approve the test plans. 

Conformity: Conformity will be required for parts and 
test set-up when a test is required for substantiation of 
certification requirements. Also, the ODA Unit may 
require Production Conformity Requests. The ODA 
Unit will generate these Production Conformity 
Requests. 

• Conformity requests will be submitted using a 
Wencor project number, in the form 
PM99999DE-T, where T is for Transport but 
can be replaced with E for engine parts. Once 
the conformity request has been coordinated 
with the ODA Unit, the part and/or test set-up 
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will be conformed using a manufacturing ODA 
UM.  

• Unsatisfactory findings - If an unsatisfactory is 
found during a part conformity inspection, the 
ODA UM identified on the FAA Form 8120-10 
(RFC) will disposition and document the 
corrective action. If a test article is shown to be 
unsatisfactory, an ODA Engineering UM must 
evaluate, disposition, and approve the corrective 
action to fix the condition. If testing is not 
effected by the unsatisfactory condition, the 
ODA UM must document the part used in the 
test report and justify why a non-conforming 
part was tested. 

• Conformity Inspection Plans - When a project is 
significant or requires multiple conformity 
actions a Conformity Inspection Plan will be 
provided. 

Perform Tests: All compliance tests will have an 
engineering ODA UM approved test plan and all 
required conformity actions completed prior to 
conducting the test. The ODA UM witness identified 
in the approved test plan will be present during the 
testing and will be required to confirm that the test 
plan is approved and conformity is complete. Test 
results approved by an ODA UM will be included in 
the project submittal. This process is only applicable 
to testing that occurs in the United States. Test sites 
located outside of the country are not eligible, and 
must be coordinated up-front with the OMT. The 
ODA UMs are only allowed to witness the tests for 
the test plans they have approved. The ODA UM is 
not permitted to delegate this authority to another 
party.   

Test Results: Test results will be documented and 
approved by the ODA UM identified by the approved 
test plan. The results will also include a copy of any 
required calibration information, conformity records, 
and Form 8110-3. 

15.2.3.3 Test & Computation – Similar 

Similar Part Determination: Compliance testing may 
be mitigated for parts where Wencor has 
demonstrated design expertise and/or tested 
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previously for similar parts. Similar parts are those 
that are consistent in design and/or used in like 
applications.  
Wencor will validate their design to be similar by 
providing comparison and reference data to 
previously approved parts. An example would be a 
gearbox face seal that can be used in different 
assemblies but perform similar functions. 

15.2.3.4 Test & Computation – Simple 

Simple Part Justification: Compliance testing for parts 
that are simple in design or function may be mitigated 
where Wencor is able to provide sufficient data on 
material, dimensions and other manufacturing 
processes to show the design is equal or better than 
the part being replaced (but not identical).  
Additional compliance testing should not be required 
to identify features of the part. An example would be 
a bolt or fastener that is easy to obtain characteristics 
for through simple processes. 

15.2.4 Develop Data Package 

Wencor will develop a complete PMA application package 
(contents outlined below). This package will include the “FAA-
PMA Project Summary” that is shown in Appendix F, and will 
have the Wencor ODA Administrator’s signature that the package 
meets all applicable requirements and the intent of this agreement. 
Wencor will be responsible to assure that the packages will be 
uniform in general content and where possible in format. 

ODA Unit Members will approve all substantiation required, using 
FAA Form 8110-3, to gain FAA design approval for an eligible 
part. This will include, but is not limited to, the Engineering 
Design Analysis Report and Safety Report. Engineering ODA Unit 
Members should be prepared to verify basis of all approvals. 

15.2.4.1 Content of Data Package 

A PNL (for the collection of projects on the same 
supplement, or individually for critical and life-
limited parts) 
Project Summary—This document outlines the vital 
characteristics of an application, including progress 
milestone dates and a compliance verification 
statement made by the applicant. For applications 
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made under the terms of this agreement the Project 
Summary becomes the Certification Plan.           

Introduction of Part Application  
Pictures, Diagrams, Schematics, etc. 

Un-numbered Supplement 
Engineering Reports: 

• Safety Criticality Report 

• Engineering Design Analysis 

• Certification & Endurance Test Plan 

• Appendices:  Applicable Systems Schematics, 
Diagrams, etc. 

• Appendices:  Physical/Chemical Analysis, 
Special Processes 

• Appendices: Test Data, Test Data Sheets, Test 
Setup Diagrams/Pictures, Final Results 

Supporting documentation annex: 

• Type Certificate Data Sheets, Technical 
Standard Orders, etc. 

• Certification Basis & Compliance to Applicable 
FAR’s 

• Eligibility Information 

• Matrix 

• System IPC’s, Component CMM’s/OHM’s & 
IPL’s 

• PMA Supplement (un-numbered) 

• Airworthiness Directives Search Results 

• Service Difficulty Reporting Search Results 

• Applicable Specifications.  

• Statement regarding compliance with the 
Instructions for Continued Airworthiness. 

Forms: 

• Request for Conformity; 8120-10 

• Conformity Inspection Record; 8100-1 

• Statement of Conformity; 8130-9 
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• Airworthiness Approval Form; 8130-3 

• Statement of Compliance with the Federal 
Aviation Regulations; 8110-3 

15.2.5 Data Package Review 

15.2.5.1 After the data package has been prepared, the entire 
package will be subjected to review by the technical 
documents specialist 

15.2.5.2 The technical documents specialist will review the 
following: 

• Un-numbered supplement for eligibility proven 
by IPC or other acceptable data, for correct part 
name and number, that the eligibility matches 
TCDS, and that the drawing number, date and 
rev are correct 

• All written reports for typographical and 
formatting errors 

15.2.5.3 When the review is complete and the package is 
found acceptable the report coversheets will be signed 
by the appropriate individuals 

15.2.5.4 The data package is then given to the appropriate 
ODA UM for compliance review of the technical data 
according to the procedures outlined in the above 
sections 

15.2.6 Submit Data Package to Wencor-FAA Data Retention System 
The data package with proper approvals will be stored in 
accordance with Section 16.0. By signing this agreement, Wencor 
is accepting the responsibility of maintaining the FAA files for all 
of their approved products. 

15.3. Fabrication Inspection System 

Wencor has an established FAA accepted Fabrication Inspection System. The 
ODA Unit will refer to this manual to assure conformance of PMA products 
to FAA, Wencor and customer requirements.  

15.4. Issuing PMA Supplements  

15.4.1 Preparation of Supplement 
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15.4.1.1 The ODA unit will collect completed and approved 
projects 

15.4.1.2 When a group of 10 or more completed projects has 
been collected a draft supplement (Appendix F), and 
the PNL (Section 15.2) will be created by the 
engineering assistant according to the procedures 
outlined in section  

15.4.1.3 The PNL and draft supplement will be submitted to 
the technical documents specialist who will review 
the documents and check them thoroughly for 
accuracy  

15.4.2 Issuing PMA Supplement 

15.4.2.1 The ODA Administrator fills out FAA form 8100-11 
indicating that all engineering, manufacturing, and 
production activities—including specific findings—
are complete.   

15.4.2.2 The ODA administrator signs and issues the PMA 
supplement in the correct format (see template in 
Appendix F). 

15.4.3 Data Submittal 

15.4.3.1 A copy of the PNL, conformity inspection report, and 
PMA supplement are submitted to the geographic 
MIDO within 14 calendar days of the date of issuance 
of the PMA supplement. 

15.4.3.2 A copy of FAA form 8100-11 is submitted to the 
OMT lead within 14 calendar days of issuance of 
PMA supplement. 

15.4.3.3 The MIDO electronically transmits the PMA 
supplement to AIR-140 for inclusion in the PMA 
database. 

15.5. Issue Airworthiness Approvals and Export Airworthiness 
Approvals 

15.5.1 Export Airworthiness Approvals 
When exporting new class II or III products the ODA unit will 
ensure that the requirements of 14 CFR part 21, subpart L are met. 
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15.5.1.1 The PMA holder will fill out an application in 
accordance with subpart L, and turn the application 
over to the ODA unit. 

15.5.1.2 The ODA unit will review the application ensuring 
that it complies with the requirements set forth in 
FAA Order 8130.21, AC 21-2, and the special 
requirements of the importing country. Compliance to 
these standards is proven before issuing an Export 
Airworthiness Approval. 

15.5.1.3 Once compliance to the standards has been found and 
to issue export airworthiness approval the ODA unit 
will complete FAA Form 8130-3  

15.5.2 Domestic Airworthiness Approvals 

Domestic airworthiness approvals may only be issued for new 
parts produced by the PMA holder that holds PMA ODA. 

15.5.2.1 The ODA unit will complete FAA Form 8130-3  

15.5.3 All export activity, FAA Form 8130-3 copies, shall be retained 
with corresponding FAA Form 8100-1, FAA 8130-9 (if applicable) 
along with appropriate forms and shipping documents. Reference 
CFR Part 21, Subpart L, FAA Order 8130.2, 8130.21, 9130.67 and 
AC21-2.   

15.5.4 Conformity documentation:  

15.5.4.1 Requests for Conformity FAA Form 8120-10 (RFC’s) 
shall be kept in a file until candidate part arrives.  

15.5.4.2 Upon receipt of candidate part, a company 
representative fills out FAA Form 8130-9 Statement 
of Conformity and presents it to the AR listed on 
RFC.  

15.5.4.3 The AR will then perform the Conformity Inspection 
and record the results on FAA Form 8100-1.    

15.5.4.4 After determination that the part conforms, the AR 
will then complete FAA form 8130-3.  

15.5.4.5 A cover letter and the original forms, excluding 8130-
3, will then be sent to the FAA. A photocopy of the 
8130-3 should be included. 

15.5.5 Non-Conforming Materials procedure:  



Wencor West, Inc  Revision Number: N/C 

ODA Procedures Manual  Date: August 2007 

32 

 

15.5.5.1 Prototype conformity: The ODAR authorized 
representative will document all prototype non-
conformances as described in the FAA Conformity 
Inspection Process, Forms and Records Guidance 
Manual.  

15.5.5.2 Production airworthiness conformity: A 
nonconformance previously accepted by the PAH 
MRB in accordance with procedures compliant with 
Title 14, Code of Federal Regulations, Part 21.143(a), 
21.303 (h) or 21.605 (a)(3) will be documented on 
FAA Form 8100-1, Conformity Inspection Record as 
a satisfactory condition. Non-conformances found 
which have not previously been accepted by an 
applicant MRB will be documented on FAA Form 
8100-1, Conformity Inspection Record, as 
unsatisfactory conditions and returned to the applicant 
for correction (including MRB) or replacement as 
prescribed in Wencor West Inc. procedures described 
above. FAA Project Engineer acceptance is not 
normally required in any case. 

15.5.6 The instructions for FAA forms and documents shall be in 
accordance with the instructions included with said form. 
Instruction clarification will be obtained from the ODAR 
Administrator if required. The ODAR administrator will 
coordinate training with FAA. 

15.6. Design Changes 

15.6.1 Minor Design Change Approval Delegation Authority. Wencor has 
already been delegated to approve minor design changes. These 
changes will be submitted in a list form every six months, but not 
to exceed one year. 

15.6.1.1 The following restrictions associated with the 
delegation of the minor design change approval 
authority are listed below. 

• Critical and Life-Limited parts. Design changes 
to parts classified as critical or life-limited are 
not delegated under this authority and shall be 
coordinated with the ACO for approval.   

• Instructions for Continued Airworthiness and 
Flight Manual Supplements. Any design 
changes that affect the Instructions for 
Continued Airworthiness or Flight Manual 
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Supplements must be submitted to the ACO for 
approval. 

15.6.2 Major Design Changes will require a new supplement and the 
process must start from the beginning. Previously approved data 
may be used if the substantiation is validated or shown to still be 
applicable. 

16.0 Records 
Wencor ensures that records are maintained as required by 14 CFR § 183.61. Records 
will be available for the FAA to review upon request. Records normally kept at other 
locations are made available at our facility as requested for inspections and oversight. 
These records will be provided within 72 hours. All records will be submitted to the 
OMT lead upon surrender or termination of the ODA. 

16.1. Conditions 

• Complete Data – Wencor must maintain a complete and current type 
design data file for each product approval held. They must have systems in 
place to archive and provide back up for all data so as to protect against 
loss. The FAA must be able to review all current and historical data. 

• Access Control – Wencor agrees to maintain the security of the records by 
controlling the data from unauthorized access.   

• FAA Access – The FAA, in its entirety, will have unrestricted access to 
the records as needed. FAA personnel must be allowed access to all data. 

• Requests for Data – Company agrees to provide the FAA with copies of 
any record upon request.  

• Updated Formats – Wencor is responsible for providing the FAA with all 
data in a format that is readable by the agency. If historical data becomes 
outdated, the company must provide the data in a format acceptable to the 
FAA. 

• Transfer of Files – The FAA files that are retained by Wencor under this 
agreement cannot be transferred to another entity. 

• Permanent Records – Wencor acknowledges that the FAA files are to be 
permanently maintained and cannot be destroyed or altered. 

• Electronic Records – Wencor has electronic backups of all records that are 
backed up at regular intervals and are stored off-site. 

• Hard Records – Wencor will also maintain hard copy records for the 
appropriate length of time as described in Section 16.2. 
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16.2. Content of Records 

The following records are maintained by Wencor for the duration of the ODA. 

16.2.1 Original PMA letter issued by the FAA 

16.2.2 PMA supplements issued by the ODA unit 

16.2.3 A comprehensive list of all products, components, parts, or 
appliances which ODA unit members have issued a certificate or 
approval for 

16.2.4 PMA application, design and substantiation data 

16.2.5 Program notification letters, FAA responses and other related 
project correspondence 

16.2.6 Instructions for continued airworthiness 

16.2.7 Documentation that the fabrication inspection system (FIS) has 
been evaluated and complies with 14 CFR § 21.303(h) 

16.2.8 Licensing agreements 

16.2.9 Training records for ODA unit members and the ODA 
administrator 

16.2.10 Names, responsibilities, qualifications, and example signatures of 
all individuals who perform, or have performed, functions for the 
ODA unit 

16.2.11 A copy of each manual approved by the ODA unit 

16.2.12 Any other records required by approved ODA procedures manual 

16.2.13 ODA Procedures Manual, including all revisions 

The following records are maintained by Wencor for a minimum of 5 years. 

16.2.14 Records of Wencor’s self-audits and any resulting corrective action 
implementation 

16.2.15 Records of any reported service difficulties associated with any 
design approval or certificate issued under the ODA 

16.3. Location of Records 

Records are maintained at: 

Wencor 
P.O. Box 514 
1625 North 1100 West 
Springville, Utah 84663 
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16.4. Submittal of Records 

Records are submitted to the OMT as requested.  

17.0 Corrective Action 
Wencor has an established process for corrective action. 

17.1. Wencor will implement corrective action to resolve any findings 
of non-conformance arising from internal self-audit of ODA 
procedures or personnel, part non-conformance, regulatory non-
compliance, or as otherwise directed by the FAA  

17.1.1 The Wencor ODA will take immediate action to eliminate the 
cause of nonconformities in order to prevent reoccurrence. 
Corrective actions shall be appropriate to the extent and effects of 
the nonconformities encountered  

17.1.2 Immediate containment and corrective action for internal audits 

17.1.3 The CAR process will take into account data and trends drawn 
from product nonconformities, customer complaints, or internal, 
customer, and third party audits. 

17.1.4 The CAR process will: 

• determine the causes of nonconformities 

• evaluate the need for action to ensure that nonconformities do 
not reoccur 

• determine and implement action needed 

• record the results of action taken 

• allow for follow-up review of corrective action taken and the 
effectiveness o f the action 

• if necessary, ensure the flow-down of corrective action to 
suppliers 

• allow for specific actions where timely corrective actions are 
not achieved. This may include elevation to senior 
management as appropriate. 

17.1.5 Responsibility for maintenance of the CAR process lies with the 
Quality System Manager, but all management is responsible for 
ensuring prompt and effective action is taken on any CAR issued 
in their area of ownership. 

17.1.6 Records of corrective actions are maintained by the Q.S. Manager. 
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17.1.7 See Appendix J for the Corrective Action Form. 
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Appendix A. Memorandum of Understanding 
Memorandum of Understanding 

Between  

Federal Aviation Administration  

And  

Wencor West, Inc 

Organization Designation Authority 

Springville, Utah 

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 Wencor West, Inc. Wencor West, Inc will not deviate from this MOU without prior 
coordination and approval form the Denver Aircraft Certification Office. Whenever the 
authorization holder’s signatories change, this memorandum must be re-issued and signed by all 
parties. 

 
 

             
Wencor West        Date 

 
 

             
ODA Administrator       Date 

 
 

             
Denver ACO        Date 

 
 

             
Seattle MIDO        Date
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Basis and Requirements for Designation 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 an FAA Designation 

Oder 8100.15 sets out policy, procedures, and conditions under which an organization granted 
an Organization Designation Authorization. 
The ODA holder and the 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. 

Statement of Acceptance of Responsibilities and Obligations 

ODA holder and ODA Administrator understand and accept on behalf of Wencor West Inc, the 
responsibilities and obligations, as detailed in our Letter of Designation and Orders (8100.15, 
8100.8, 8110.4, 8110.42 and any others that apply) associated with those functions authorized 
by the Administrator. 
As and authorized PMA 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 
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(d) Remain knowledgeable in PMA standards, policies, and procedures and the 
applicable airworthiness standards 

(e) Consider the products type design as well as the aircraft manufacturers 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 preciously 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 OMT 
(j) Provide the ODA administrator the authority to manage the ODA’s functions without 

influence from others 
(k) Ensure the ODA unit members are free form any conflicting restraints while 

performing the delegated functions and have sufficient authority and independence to 
enable the ODA unit to administer the pertinent regulations effectively 

(l) Notify the FAA if we violate the terms of this memorandum. 



Wencor West, Inc  Revision Number: N/C 

ODA Procedures Manual  Date: August 2007 

c 

Appendix B. ODA Holder and Unit Organization Chart

ODA Administrator 
Kent Whitmer 

 

 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

Frank Fuller 
Manufacturing ODA UM 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Vince Zahornasky 
Engineering ODA UM 

 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

Bryan Wood 
Manufacturing ODA UM 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Randall Burton 
Manufacturing ODA UM 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Avner Weizer 
Engineering ODA UM 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Russ Adamson 
Wencor President 

Wayne Shade 
Engineering ODA UM 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Mark Powell 
Engineering ODA UM 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Wilbert Elizondo 
Manufacturing ODA UM 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ODA Auditor 
David Johnston 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ODA Support Staff 

ODA Training 
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Kent Whitmer 
V.P. Engineering 

 

 

 
 

 
 

 
 

 
 

 
 

 

Rich Ballantyne 
V.P. Operations 

 

 

 
 

 
 

 
 

 
 

 
 

 

Dave Ashton 
Engineering 

Manager 
 
 
 
 
 
 
 
 
 
 
 
 
 

Rick Ingraham 
Director QA & Continuous 
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Frank Fuller 
Distribution 
Warehouse 

Manager 
DAR 

 
 
 
 
 
 
 

David 
Johnston 

ISO Quality 
Systems 
Manager 

 
 
 
 
 
 
 
 

Bryan Graves 
Engineering 

Manager 
 
 
 
 
 
 
 
 
 
 
 
 
 

Kary Richardson 
Engineering 

Manager 
 
 
 
 
 
 
 
 
 
 
 
 
 

Open 
Manufacturing ODA UM 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Matt Wood 
Director Information 
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Greg Beeston 
V.P. Europe Sales 

 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

Steve Johnson 
V.P. Asia Sales 

 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

Jason Caldwell 
V.P. Americas 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Nate Dalton 
V.P. New Business 

Development 
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Appendix C. ODA Facilities 
All ODA functions will be performed at the following approved locations: 

Wencor Corporate Headquarters 
1625 North 1100 West 

Springville, Utah 84663 

Wencor 
3701 NW 66th Ave 

Miami, FL 33166 

Wencor 

560 Atlanta South Parkway, Suite 100 
Atlanta, Georgia 30349 

Vince Zahornasky 

155 Bodwell Road #38 
Manchester, New Hampshire 03109 

Avner Weizer 
9737 N.W. 41st Street #190 

Miami, Florida 33178 

Wayne Shade 
377 Taylors Mills Road 

Manalapan, New Jersey 07726 
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Appendix D. Required ODA Unit Capabilities and Positions 
Wencor’s ODA Unit consists of the following positions (please also see Wencor’s ODA Unit 
Listing): 

• ODA Administrator 

• Engineering Unit Member 

• Manufacturing Unit Member(s) 

• Support Staff: Auditor and Training Coordinator 
Individual UM capabilities charts are found on the signature pages contained in the ODA Unit 
Listing. 
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Appendix E. Forms 
FAA Form 8100-1 
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FAA Form 8100-9 
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FAA Form 8100-11 
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FAA Form 8120-10 
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FAA Form 8130-3 
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FAA Form 8130-9 
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Appendix F. Templates 
Example PNL 
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Example draft supplement 

 
 

Federal Aviation Administration - Parts Manufacturer Approval 
 

PMA No. PQ1370NM 
Supplement No. 

Wencor West, Incorporated 
1625 North 1100 West 
Springville, Utah   84663-0514 Date  
 
 
 
 
PART NAME 

 
 
 
PART NUMBER 

APPROVED 
REPLACEMENT 
FOR PART 
NUMBER  

 
 
APPROVAL BASIS AND 
APPROVED DESIGN DATA 

 
 
MAKE 
ELIGIBILITY 

 
 
 
MODEL ELIGIBILITY 

Part Name 12345678-9WE 12345678-9 Test and 
Computations per 14 
CFR § 21.303 
Drawing: 11110 
Rev: N/C 
Dated: 1/01/07, or 
later FAA approved 
revisions 

Airbus A310-200 & -300 series 

      
Part Name 98765432-1WE 98765432-1 Test and 

Computations per 14 
CFR § 21.303 
Drawing: 11110 
Rev: N/C 
Dated: 1/01/07, or 
later FAA approved 
revisions 

Airbus A310-200 & -300 series 

      
 
-------------------------------------------------END OF LISTING------------------------------- 
NOTE:  Provide minor design changes in a manner as determined by the ACO. Handle major design changes 
to drawings and specifications in the same manner as that for an original FAA-PMA. If TC holder’s ICA 
applies to these replacement parts, provide a statement noting such. If not, provide supplementary ICA per 14 
CFR §21.50. 
 
 

  

B. Kent Whitmer 
PMA ODA Administrator 
Wencor Inc. 
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Example PMA Project Summary 
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Appendix G. Acronyms 
ACO—Aircraft Certification Office 

CAR—Corrective Action Request 
CFR—Code of Federal Regulations 

COS—Continued Operational Safety 
FAA—Federal Aviation Administration 

FIS—Fabrication Inspection System 
MIDO—Manufacturing Inspection District Office 

MOU—Memorandum of Understanding 
ODA—Organization Designation Authorization 

ODAR—Organization Designated Airworthiness Representative 
OMT—Organization Management Team 

PMA—Parts Manufacturer Approval 
PNL—Program Notification Letter 

QA—Quality Assurance 
STC—Supplemental Type Certificate 

UM—Unit Member 
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Appendix H. Engineering UM Application and Test 
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Appendix I. Manufacturing UM Application and Test 
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Appendix J. Corrective Action Request Form 
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Appendix K. Training Record Matrix 
Draft ODA Engineering Unit Member Training Record 

Name: Position: 

ODA Function Codes: 

Training Subject Date Trainer Signature Trainee 
Initials 

Candidacy Program    
• Assigned Mentor    
• Provided objective proof of 

competency  
   

New UM Training    
• Procedures Manual    
• FAA Order 8100.15    
• FAA Order 8100.8    
• FAA Order 8100.37    
• Assigned Functions    

Recurrent In-house training    

    

    

    

FAA Training    

    

    

 
 


