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Introduction:

The ARMS SOP is designed to supplement the ARMS Guide.  The SOP gives the ARMS Team Leader and the members of the team a guide to follow when conducting an ARMS survey of Federal agency aviation operations.

Initial Contact:

The ARMS Guide provides that the following procedures will be followed when requesting an ARMS:

An ARMS request may be verbal or written and shall be made directly to the Chairperson, Safety Standards and Training Subcommittee (SSTS) or to the subcommittee facilitator at GSA.  The initial notification will contain, as a minimum; the desired dates of the survey, an alternate start date, identification of the organization to be surveyed (the agency), the point of contact to including name and phone number of the point of contact.

Following an initial  request (usually verbal by telephone), a formal letter of request will be sent to the ICAP Chairperson, confirming the information of the initial request.  The letter of request will also include both staffing and survey requirements, as well as, any applicable restrictions.  (See Appendix A for sample ARMS REQUEST LETTER format and in the ARMS Guide).
Once the formal letter of request is received by the ICAP Chairperson, the request will be approved or disapproved and forwarded to the SSTS Chairperson to begin the ARMS survey process.

The ARMS facilitator at GSA must receive the approved ARMS request by the ICAP Chairperson prior to initiating the ARMS survey planning.

Initial Planning:

In accordance with the ARMS Guide Requesting Procedures:

After receipt of the formal request, the SSTS Chairperson will coordinate a meeting with the requester soon as possible.  The meeting will address survey specifics, budgeting procedures, and identification of team members.  This meeting can be accomplished by telephone.  The following shall be addressed during the meeting:

· location(s) to be surveyed,

· type of aircraft that are involved,

· the scope of the ARMS and what areas will be addressed during the ARMS such as management, training, maintenance, etc. (see ARMS Guide, Scope).

· length of time anticipated for the ARMS, (normally 1 to 2 weeks)
· number of people anticipated for the ARMS, (normally 4 to 5)
· types of backgrounds required for the ARMS members i.e., pilot with B-727 experience, mechanic with UH-1 experience, attorney with knowledge of public aircraft operations, etc.

· The ARMS Team Leader will request copies of all pertinent manuals (operations manual, safety manual, maintenance manual, etc.) for distribution to the ARMS team members. 

ARMS Team Development:

Once the extent of the ARMS survey has been determined, the facilitator shall nominate an ARMS Team Leader.  The ARMS Team Leader should have experience as either an ARMS Team Leader or ARMS team member and have the requisite knowledge and experience to lead the ARMS team.  For example, if the ARMS is a survey of an aviation program comprised exclusively of helicopters, the ARMS Team Leader should be rotorcraft qualified or rotorcraft operations experience.
Pursuant to the ARMS Guide "Team Manning":

An ARMS shall be conducted by a team of (normally) four to five ARMS team members having the requisite knowledge and experience for a particular operation.  ARMS personnel shall be drawn from within ICAP member departments or agencies.  Under no circumstances shall personnel from the requesting Federal agency be used in other than an agency facilitator or coordinator capacity.  If such personnel are required, they should be detailed from within the organization undergoing the survey. Auditors, Inspectors General and internal affairs personnel shall not be used as agency facilitators or coordinators."

The SSTS Chairperson (through the GSA facilitator) will provide the requesting agency with team member resumes, team member agencies, and respective areas of expertise.  The requesting agency will approve each team member's participation in the ARMS.  Nominated members not acceptable to the requesting agency will be replaced.  Validation of team members must be conducted at least two weeks prior to the survey start date.

Once the team has been approved, the requesting agency will send a Detail Letter (see sample REQUEST FOR DETAIL LETTER in Appendix B and in the ARMS Guide) to the supervisor of each team member.  A copy of the letter will be provided to the SSTS Chairperson.  The team's logistical requirements will be provided to the requesting agency.  The facilitator will work in conjunction with the ARMS Team Leader in assembling the ARMS team and keep the SSTS Chair and the requesting agency representative informed.

Pre-briefings:

The ARMS Team Leader, through the facilitator, will provide the requesting agency representative with the information listed on the ARMS Team Questionnaire no later than one week prior to the start date. (See ARMS Team Questionnaire, Appendix B)

And, the ARMS Team member must furnish a biographical background  (a one page MSWord document) emailed to the facilitator).
In addition, the GSA facilitator will provide the ARMS team members with a package (3 ring binder and disk) that includes, as a minimum, the following:

· Complete list of ARMS team members information

· ARMS Guide

· Sample ARMS reports (evaluative and factual)

· ARMS Desktop SOP

· Computer disk containing all above information and guides

· Agency manuals

· Maps, hotel information, pay information, etc.

Additional pre-briefings shall be conducted at the discretion of the ARMS Team Leader, the requesting agency representative, and/or the facilitator.  Pre-briefings may be conducted as meetings or via telephone as questions arise during the planning process.

In-briefings:

The in-briefing will be conducted by both the ARMS Team Leader and a representative of the requesting agency at the survey site the first day of the ARMS.  The ARMS Team Leader In-brief will include, as a minimum:

· ARMS team member introductions

· ARMS survey scope

· Assignment of survey areas

· Survey documentation

· Survey reports development and description

· Survey reports control and distribution

· Conformation of logistical requirements

Any member of the ARMS team can be called upon to assist with the briefings especially in the area of survey documentation, reports, logistical requirements, etc.  This area is normally covered by the GSA facilitator.

The requesting agency in-brief shall include as a minimum:

· Appropriate personnel introductions, duty and job descriptions

· When appropriate personnel will be available to the ARTMS team for interviews

· Description of the agency mission, aviation operations and related support activities

· Identification of know/perceived problem areas

· Ongoing corrective actions

· Duty hours

· Logistical support availability

· Logistical/site information

The ARMS Guide "In-Brief Procedures" provides the following:

“The survey (ARMS) team leader will be responsible for contacting the organization being surveyed.  The survey (ARMS) team leader will coordinate the survey team's arrival date and time, and inform the requesting organization of the required in-briefings which will include areas to be covered, as well as location of the briefings.”
Survey Report Development:

The ARMS Report is the responsibility of the ARMS Team Leader.  In order to develop the report, the team members must have the complete cooperation of the requesting agency in conducting interviews with agency personnel.  As stated in the ARMS Guide under "Survey Documentation":

"For the accomplishment of the survey task, team members must be given the widest latitude to assess all facets of the organization to be surveyed.  Unsafe acts or conditions will be brought to the attention of organizational management for immediate action and resolution.  A record of such actions will be included only in the final Evaluative Report (see SURVEY REPORT) as appropriate, as will records of non-safety related deficiencies corrected by the organization or recommended for correction by the team.  “
The words "finding" or "unsatisfactory" will not be used to identify or describe an area considered less than satisfactory or unsafe".  

The ARMS Guide also states, " The words "finding" or "unsatisfactory" will not be used to identify or describe an area considered less than satisfactory or unsafe.  The word "observation" will be used to identify such areas, which in the opinion of the ARMS Team, should be addressed by the requesting agency.  Positive and beneficial efforts and activities as well as outstanding personnel efforts should also be noted.  All noteworthy items will be termed “observations”.
The ARMS Report has been under development since the ARMS was instituted in 1989 and formalized on May 10, 1994.  The ARMS Report samples that are included (see Appendix E&F) have been proven to be the most informative and beneficial to the requesting agency as well as the ARMS program.  The factual report need only be a statement of facts in the format outlined.  The evaluative report, following the Executive Summary should use the method of: (1.) quoting a particular section from the ARMS Checklist, (2.) stating an observation (this can be either positive or negative) and, (3) stating a recommendation (see report samples).   However, the ARMS Team Leader can modify the sample format as deemed necessary.

By following the sample format and using the recommended procedures the ARMS Report can be standardized allowing each subsequent ARMS Team Leader and team member a smooth transition.

Out-briefing:

The ARMS Guide under "Out-Briefing Requirement" states:

“At the conclusion of the survey, the team leader will provide the surveyed organization with an out-brief which will include, as a minimum, the following areas:


(  Areas surveyed;


(  Statement addressing the general health of the aviation 
program organization;


(  Observations identified;


(  Observations addressed during the survey; 


(  Meritorious observations developed;


(  Functional area summaries; and


(  Concluding remarks.

The ARMS Team Leader will conduct the out-brief.  It is recommended that the ARMS Team Leader begin with the Overview and Executive Summary and then call upon  each ARMS team member who will brief their respective area.  The ARMS Team Leader can then summarize.

Survey Report:

ARMS team members should refer to the ARMS Guide under "Survey Report" for a more definitive description of the ARMS Report, legal ramifications and, testimony of ARMS team members.  The ARMS Team Leader does not have to follow the exact format of the sample reports.  In fact, each ARMS is different and each agency’s “checklist” may be different.  The ARMS Reports must be structured to each ARMS.  The samples are suggestions and may be modified in accordance with the requirements of the survey. 
Travel Arrangements and Reimbursements:

Travel Orders:

Each agency has different methods of arranging travel/per diem for the ARMS team members.  It should be kept in mind that each team member is "on detail" to the requesting agency for the purposes of the ARMS.  You will be assigned to the requesting agency, traveling for the requesting agency, and be reimbursed as per the requesting agency's travel regulations.  There is no travel or per diem cost to you or your agency.  However, you will need to be under your agency’s (no cost) travel order in order to travel.  Most ARMS team members have “annual travel orders”, which allows them to travel.  If a member does not have “annual travel orders” then a travel order from your agency must be issued which states “no cost” and that the requesting agency will pay the travel and per diem cost.

ARMS team members should have:

· A travel (no cost or annual) order from their agency in order to travel away from their home office and/or,

· A travel order from the requesting agency with a fund cite for reimbursement.

The travel order from your agency is for travel purposes.  The travel order from the requesting agency is for reimbursement purposes.  

Airline Tickets:

The ARMS team member must have an airline ticket.  This can either be purchased by


The ARMS Team member on their on the member’s government credit card; 

Paid for and mailed to the ARMS Team member from the requesting agency, 

An electronic ticket that is arranged by the requesting agency can be waiting at the airline ticket counter, 

It can be purchased through the member’s travel agency as long as the travel agency is aware that the cost of the ticket will be reimbursed through the requesting agency.  
Usually the ticket is purchased with the member’s government credit card and reimbursed when the member receives the reimbursement from the requesting agency.

Hotel/Rental Car

Travel arrangements  for the hotel and rental car are usually arranged by the GSA facilitator and the information is passed to the ARMS Team members.  Normally, the GSA facilitator will make the hotel reservations in his name and the ARMS Team members will check in and change the billing information to themselves.  Rental cars arrangements are made the same way.  

 .  Reimbursement procedures are arranged through the requesting agency.  The member will work with the requesting agency to make the reimbursement arrangements.

Thank You Letters:

At the conclusion of the ARMS, the ARMS Team Leader will be responsible for issuing “thank you” letters to all members of the ARMS team.  Normally the GSA facilitator will write and mail the letters.  Since the ARMS is an ICAP function and the ARMS Team Leader is acting on behalf of the ICAP, the “thank you” letters will be on GSA letterhead and signed by the ARMS Team Leader.  If the ARMS Team Leader is not available to sign, the GSA facilitator will sigh for the ARMS Tam Leader.
See Appendix E for sample THANK YOU LETTERS.

Appendix A
SAMPLE AGENCY REQUEST FOR AN ARMS

Deputy Associate Administrator (currently Becky Rhodes)


Office of Travel, Transportation, and Asset Management

General Services Administration

1800 F Street, NW, Room 1221 B

Washington, DC  20405

Dear Mr./Ms. Rhodes:

We have requested that the Interagency Committee for Aviation Policy (ICAP), through its Safety Standards and Training Subcommittee, facilitate an Aviation Resource Management Survey (ARMS) of our aviation operations.  

The purpose of the survey is to discover and recommend for correction possible deficiencies in the operations, training, and facilities of the agency aviation program at the (location).  The date(s) of the ARMS is the (time frame).  The (agency) is requesting (number) individuals for a (number) day period to accomplish the survey.  Individuals with the requisite knowledge of maintenance, safety training and operations of fixed wing aircraft is required.  All travel, lodging, and associated survey expenses will be paid by (agency).

Thank you for your support of this ICAP safety initiative.  Please contact 

Mr. XXXX of (agency), who will provide the necessary coordination.

Sincerely,

XXXX

Agency

Chief, Aviation Program

Appendix B
SAMPLE AGENCY REQUEST FOR DETAIL LETTER

The Detail Letter defines the survey scope of work to the team member and his/her agency.  Being “detailed” to the requesting agency ensures that the final reports are owned by the requesting agency and not the General Services Administration or other assisting agency.  It is recommended that the requesting agency use the following format:

"We have requested that the Interagency Committee for Aviation Policy (ICAP), through the Safety Standards and Training Subcommittee, facilitate an Aviation Resources Management Survey (ARMS).  The subcommittee has indicated that (cite name), of your agency, is available to serve as a member of a team being established to conduct the ARMS.  We request that (cite name) be detailed to (cite requesting agency) during the period (dates) in order to participate in this survey.

The purpose of the survey is to review the (agency’s) aviation program as requested.  The survey will require each individual to work as part of a team to conduct an independent and unbiased survey of all aspects of our (departments/agency's) aviation operations, personnel, and facilities.  

As a member of the survey team, (cite name) will participate in survey related activities which will include, as a minimum: providing a survey in-brief, conducting the actual survey, providing a survey out-brief, and developing and distributing an end of survey report.  All team members will return to their normal duty locations at the conclusion of this survey.    As the requesting agency, we will pay (cite name) travel and per diem, as applicable.

We thank you for making (cite name) available to participate in this important interagency safety program.  If you have any questions please contact me on (cite telephone number)."

Appendix C
ARMS TEAM INFORMATION QUESTIONAIR
NAME: __________________________________________________________

AGENCY: _______________________________________________________

SSN: __________________
DOB: ________________________________

POSITION: ___________________________
GRADE: ___________________

WORK ADDRESS: ________________________________________________

CITY: _____________________
STATE: __________ ZIP: ________________

WORK PHONE: _____________CELL: ______________ 
FAX:____________

E-MAIL: _________________________________________________________

PASSPORT NUMBER: __________________
ISSUE DATE: _______________

SECURITY CLEARANCE/Type/Agency________________________________

________________________________________________________________

HOME ADDRESS: ________________________________________________

CITY: _____________________
STATE: __________ZIP: ________________

HOME TELEPHONE: ______________________________________________

EMERGENCY NOTIFICATION POC: __________________________________

EMERGENCY TELEPHONE: ________________________________________

SUPERVISOR ____________________________________________________

POSITION: ______________________________________________________

STREET ADDRESS: _______________________________________________

CITY: _____________________
STATE: __________  ZIP: _______________

TELEPHONE: ____________________________________________________
This information will be distributed to team members and host agencies on a need to know only.  Please attach a current biographical summary and return to;  General Services Administration, Aircraft Management Division (MTA), 1800 F ST NW, Room G-241, Washington DC 20405 or Fax (202) 501-2149.

Appendix D
SAMPLE DETAIL LETTER

The Detail Letter defines the survey scope of work to the team member and his/her agency.  It is therefore, recommended that the requesting agency to use the following format exactly:

"We have requested that the Interagency Committee for Aviation Policy (ICAP), through the Safety Standards and Training Subcommittee, facilitate an Aviation Resources Management Survey (ARMS).  The subcommittee has indicated that (cite name), of your agency, is available to serve as a member of a team being established to conduct the ARMS.  We request that (cite name) be detailed to (cite requesting agency) in order to participate in this survey.

The purpose of this survey is to review the agency aviation program as requested.  The survey will require each individual to work as part of a team to conduct an independent and unbiased survey of all aspects of our department's/agency's aviation operations, personnel, and facilities.  

As a member of the survey team, (cite name) will participate in survey related activities which will include, as a minimum, providing a survey in-brief; conducting the actual survey; providing a survey out-brief; and developing and distributing an end of survey report.  All team members will return to their normal duty locations at the conclusion of this survey.  We expect this survey to begin on or about (cite date), and conclude 5 working days later.  As the requesting agency, we will pay (cite name) travel and per diem, if applicable.

We thank you for making (cite name) available to participate in this important interagency safety program.  If you have any questions please contact me on (cite telephone number)."

Appendix E
THANK YOU LETTER

From the Aircraft Management Policy Division of GSA to the supervisor of the ARMS team member.

Name

Agency

Address

City, State  Zip

Dear Mr. XXX:

On behalf of the Interagency Committee for Aviation Policy (ICAP), I wish to thank you for allowing Mr. XXX to participate in (and lead) an Aviation Resource Management Survey (ARMS) Team.  As you know, the ARMS is the cornerstone of the ICAP Safety Program.

The ICAP is an interagency group dedicated to the safe and efficient use of Government (public) aviation assets.  Several subcommittees operate under ICAP, including the Subcommittee for Safety Standards and Training.  This subcommittee is responsible for the composition of teams of aviation experts used to conduct evaluations of policies, procedures, and safety philosophies of Government agencies operating aviation assets.

The survey team, (led by Mr. XXX), conducted its evaluation consistent with this concept and achieved excellent results.  The team's hard work, leadership, and skilled observations made the ARMS a complete success resulting in many meaningful recommendations for change within the evaluated Federal agency.

Thank you for permitting Mr. XXX to make this significant contribution to aviation safety and I hope that you will pass our thanks and appreciation to him personally.

Sincerely,

ICAP Chair
Appendix F
The contents of the Factual Report may be used in a court of law.  Do not include any opinions, only facts (see ARMS Guide).

INTERAGENCY COMMITTEE FOR AVIATION POLICY

AVIATION RESOURCE MANAGEMENT SURVEY TEAM

ARMS REPORT

FACTUAL

OF THE

(Agency)

CONDUCTED

(Insert Date)

DATED

(Date)

PREPARED BY:

Full Name, ARMS Team Leader

Mr. Peter Pilot, Department of Government

___________________________________________________________

ARMS Team Member

Full Name

___________________________________________________________

ARMS Team Member

Full Name

___________________________________________________________

ARMS Team Member

Full Name

___________________________________________________________

Cover page should include the ARMS Team member's signatures.
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I.
OVERVIEW

Note:  The ARMS Team Leader, following the below format, should develop this portion, I. Overview.  It is included in both the evaluative and factual reports.  Chronological notes must be kept from the first phone call requesting an ARMS to the final report.
A.
INITIAL MEETING(S)

(Include all "formal" meetings with the requesting agency and/or the members of the ARMS team.  The meetings may have been in person or by telephone).

SAMPLE

The ICAP was requested by the Agency to conduct an ARMS through a formal letter signed by _____________ of Agency and dated __________.

On (Date), members of the Aviation Resource Management Survey (ARMS) Team met at the direction of the Interagency Committee for Aviation Policy (ICAP), in (state location).  Present at the meeting were:
(Full Name), Agency 

(Full Name), Agency 

(Full Name), Agency 

The ARMS Team was requested by the Agency to review the following areas from the ARMS GUIDE:

1.
Management and Administration

2.
Training

3.
Safety Management/Administration

4.
Operating Procedures, Manuals, and Directives

5.
Operations Records

6.
Flight Operations

7.
Maintenance Management

8.
Refueling Facilities and Operations

9.
Aviation Life Support Equipment

10.
Physical Security

11.
Aviation Accident Response Plan

12.
Gold Standard Verification

 (Note any areas that are not to be surveyed, if any.)

SAMPLE

The Agency specifically requested that the ARMS Team not survey, 8. Refueling Facilities and Operations.

In addition, the ARMS team was asked to determine if Agency was in compliance with ( example, Public Law 105-137) and to make any necessary recommendations concerning this issue.

B.
TEAM MEMBERS

SAMPLE

The ARMS Team consisted of the following individuals:

Mr. (Full Name), Agency, (Title), (City, State). Interagency Committee for Aviation Policy (ICAP) ARMS Team Leader

Mr. (Full Name), Agency, (Title), (City, State). Interagency Committee for Aviation Policy (ICAP) ARMS Team Member

Mr. (Full Name), Agency, (Title), (City, State). Interagency Committee for Aviation Policy (ICAP) ARMS Team Member

C.
IN-BRIEFING

SAMPLE

On (date) at __________ hours, (Full Name) and the ARMS team conducted the formal in-brief at the (location).  Present were:

(Insert names of persons present)

Mr. ____, ARMS Team Leader, introduced the ARMS team and discussed the purpose of the ARMS and the Agency sites to be surveyed.  It was agreed that______ would be part of the survey.  Following the in-brief to the above personnel the following were asked to join the briefing:

(Insert additional names as appropriate)

All in attendance briefed their respective areas of responsibility in order to give the ARMS team a better understanding of the Agency operation.

D.
REVIEW PROCESS

SAMPLE

The review and evaluation was conducted at designated Agency locations.  The method of the evaluation was accomplished by:

Reviewing available management and operations procedures manuals, reviewing training records, reviewing maintenance records and procedures, reviewing safety procedures and procedures, and interviewing personnel to include; Agency management, pilots, enforcement officers, schedulers, maintenance, and contractors.

A total of __________ of assigned personnel including management located in __________ and satellite locations were interviewed.  XX persons were interviewed at __________.  All persons interviewed demonstrated complete candor and willingness to cooperate.  The hospitality extended by all Agency locations was outstanding.  Comments from interviewees were based on their individual perceptions.  The ARMS Team acknowledges the premise that perceptions can be distorted at times.  Never the less, these same perceptions influence the habit and thought patterns of those selected individuals interviewed.  The comments and recommendations of the ARMS Team made in this report are opinions based on observations and interviews.  Standard industry management/efficiency evaluation methodology was employed in this survey.  

E.
OUT-BRIEFING

SAMPLE

The formal out-briefing was conducted at __________, hours, (date), at the __________ location.  In attendance were:

(Insert names of persons present)

A formal out-briefing was/was not accomplished at Agency Headquarters.

The purpose of the out-briefing is to allow all persons including management interested in the survey the opportunity to question the team as a whole and individually.  As stated earlier, the survey comments are based on opinions and observations.  Once the out-brief is accomplished, the survey report is finalized and submitted to the agency.  The ARMS Team does not have any further interest in the ARMS Report once it is completed.  If the opportunity for rebuttal is not taken advantage of during the out-brief the report cannot be easily altered.  

The ARMS Report is for the exclusive use of the requesting agency who must consider if implementation of recommendations is appropriate.  The ARMS Report is not an Inspector General type report.  Comments, justifications, rebuttals or specifics to the report is not required or necessary.

II.
EXECUTIVE SUMMARY

Note:  The ARMS Team Leader, following the below sample format, should develop this portion, II. Executive Summary, in both the evaluative and factual reports.  The II. Executive Summary in the factual report must contain only factual information.  Opinions must be removed from the factual report.  All ARMS team member's notes will be destroyed following presentation of the final reports.  The II. Executive Summary should summarize all the areas surveyed, then each area should contain its own brief summary.
SAMPLE

The Agency incorporates oversight for both ground and air __________.  The Agency manages flight operations out of __________.  Although satellite flight operations are based at the aforementioned locations all scheduling is coordinated at the __________.

Agency operates a variety of aircraft.  When demand exceeds availability of resources, Agency will lease aircraft on a temporary basis.

The following is a general summary of the areas that the ARMS Team evaluated pertaining to the mission of the Agency:

A.
MANAGEMENT AND ADMINISTRATION:

SAMPLE

There is a significant lack of automation to facilitate the expeditious and accurate exchange of information between all satellites and parties in the decision making process.  Although there is some computer programs in place they are inadequate and cannot be easily modified at nominal costs.  Existing system does not interface with maintenance, operations, training, scheduling, and budget.  The absence of a user friendly automation system results in non-cost effective operations.  It also impacts the scheduling of aircrews resulting is exceeding regulatory crew rest limitations.  

Present aircraft are sometimes unsuited for a mission.  There are no funds available to replace the unsuited aircraft.

Current operations are not in conflict with provisions of Public Law 105-137.

B.
TRAINING:

SAMPLE
A formalized training program has not been instituted.  A documented and realistic training program is needed for all crew members and maintenance persons.

C.
SAFETY MANAGEMENT/ADMINISTRATION:

SAMPLE

The Agency currently has an Aviation Safety Program in place.  Mr. __________ is a trained Aviation Safety Officer and has been recently assigned.  He reports to headquarters and is assigned to the ___________ location.

The survey indicates that each site does have a designated safety officer, in conformance with the Agency Aviation Safety Program.  The establishment of a more formalized aviation safety program, both Agency wide and at each site is now underway.

D.
OPERATING PROCEDURES, MANUALS, and DIRECTIVES:

SAMPLE

The Agency has a Flight Operations Procedures Manual (__________).

The manual serves as a base document and is currently under Agency review to include changes of the Federal Aviation Regulations and to incorporate Agency changes.

E.
OPERATIONS RECORDS:

SAMPLE

The pilots training records were being maintained in an orderly manner at all locations surveyed.  The records include pilot's names, certificates, medical certificates, and training completion records.  Take-off and landings are not being tracked and currency under FAR Part 61 can not be determined.  The Agency Aviation Safety Officer and the Standardization Committee has identified these issues and is working to correct the situation.

F.
FLIGHT OPERATIONS:

SAMPLE

Flight operations as a whole is well operated and organized.  Aircraft are being operated contrary to the Minimum Equipment List (MEL).  The General Maintenance Manual (page _____) allows deviations from the MEL under a properly Agency authorized special flight permit or other deviation authority granted by __________,the Agency Air Operation__________, which the Agency maintenance section is following.  However, this deviation is contrary to existing Federal Aviation Regulations 91.213.

G.
MAINTENANCE MANAGEMENT:

SAMPLE

The ARMS Team reviewed the established policies within the Agency General Maintenance Manual (GMM), Agency Support Service Contract Aircraft Maintenance Statement of Work (SOW); Title 14 Code of Federal Regulations (CFR), Chapter I (Federal Aviation Regulations (FARS), Title 49 CFR Part 830, Federal Aviation Administration (FAA) Orders, Policies, FAA Type Certificate Data Sheets (TCDS), and FAA Advisory Circular (AC) 00. 1-1, Public Aircraft Operations, for the basis of determining the effectiveness and regulatory compliance of the Agency Aviation Operations.  The survey included personal interviews with key Agency and contract maintenance personnel.

The Agency GMM policy and procedures are not fully implemented and do not reflect current work processes.  There is limited communications up and down the chain of command.  An evaluation of the facilities indicates a requirement for additional restrooms, break-rooms and ramp space.  Work space does not comply with applicable portions of Federal Aviation Regulations (FAR) Part 145. 

H.
REFUELING FACILITIES AND OPERATIONS:

SAMPLE

All operations do not have organic facility refueling.  Fueling is provided by commercial fueling contractors.

I.
AVIATION LIFE SUPPORT EQUIPMENT (ALSE):

SAMPLE

A review of the Agency facilities indicate, Aviation Life Support Equipment was limited to life vests, personal flotation equipment, oxygen equipment emergency egress equipment, life rafts and their required equipment.  All equipment is being maintained in accordance with scheduled maintenance as outlined in the aircraft maintenance program and included in the COMPS schedule.  There is no personal ALSE equipment carried by the pilots or the crew.

J.
PHYSICAL SECURITY:

SAMPLE

Physical security at all sites is adequate for the operation.  However, the hangar is not able to accommodate the aircraft and is required to be parked outside on the ramp.  All maintenance takes place on the ramp. 

K.
AVIATION ACCIDENT RESPONSE PLAN:

SAMPLE

The agency aviation accident response plan addresses all aspects of the guidance found in the NTSB Federal Plan for Aviation Accidents. 

Please refer to the ICAP ARMS Evaluative Report for further clarification.

L.
GOLD STANDARD VERIFICATION:

SAMPLE

The agency was found to be in compliance with all requirements for the Gold Standard Certificate..

Appendix G
The contents of the Evaluative Report may include any opinions and other observations not contained in the Factual Report (see ARMS Guide).

INTERAGENCY COMMITTEE FOR AVIATION POLICY
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I.
OVERVIEW

Note:  The ARMS Team Leader, following the below format, should develop this , I. Overview.  It is included in both the evaluative and factual reports.  Chronological notes must be kept from the first phone call requesting an ARMS to the final report.  Only include factual information, no opinions.
SAMPLE

The Interagency Committee for Aviation Policy (ICAP) sponsored by the General Services Administration (GSA) was requested by the ______ to conduct an :Aviation Resource Management Survey (ARMS) through a formal letter addressed to  (GSA)  and signed by  (agency)  dated _____.  A copy of the letter was forwarded to the SSTS chair.

The survey was to concentrate on ________ .
A.
INITIAL MEETING(S)

(Include all "formal" meetings with the requesting agency and/or the members of the ARMS team.  The meetings may have been in person or by telephone).

SAMPLE

Preliminary meetings were conducted by teleconference and by exchange of email during the month of December.  Several discussions between Mr. _____ of GSA and Mr. _____ of (agency) concerning the _____ were conducted.  Everyone involved agreed that the ARMS would take place on, during, in . . 

On (Date), members of the Aviation Resource Management Survey (ARMS) Team met at the direction of the Interagency Committee for Aviation Policy (ICAP), in (state location).  Present at the meeting were:
(Full Name), (Agency) 

(Full Name), (Agency) 

(Full Name), (Agency) 

(Full Name), (Agency) 

The ARMS Team was requested by the Agency to review the following areas from the ARMS GUIDE:

1.
Management and Administration

2.
Training

3.
Safety Management/Administration
4.
Operating Procedures, Manuals, and Directives
5.
Operations Records

6.
Flight Operations

7.
Maintenance Management

8.
Refueling Facilities and Operations

9.
Aviation Life Support Equipment

10.
Physical Security

11.
Aviation Accident Response Plan
12.
Gold Standard Verification
(Note the areas not to be surveyed, if any.)

From these discussions and meetings it was agreed that the ARMS Team would tailor the survey to include . . . .
The Agency specifically requested that the ARMS Team not survey, 8. Refueling Facilities and Operations.

In addition, the ARMS team was asked to determine if Agency was in compliance with ( example, Public Law 105-137) and to make any necessary recommendations concerning this issue.

B.
TEAM MEMBERS

SAMPLE

The ARMS Team consisted of the following individuals:

Mr. (Full Name), (Agency), (Title), (City, State). Interagency Committee for Aviation Policy (ICAP) ARMS Team Leader

Mr. (Full Name), (Agency), (Title), (City, State). Interagency Committee for Aviation Policy (ICAP) ARMS Team Member

Mr. (Full Name), (Agency), (Title), (City, State). Interagency Committee for Aviation Policy (ICAP) ARMS Team Member

Mr. (Full Name), (Agency), (Title), (City, State). Interagency Committee for Aviation Policy (ICAP) ARMS Team Member

C.
IN-BRIEFING

SAMPLE

On (date) at __________ hours, (Full Name) and the ARMS team conducted the formal in-brief at the (location).  Present were:

(Insert names of persons present)

Mr. ____, ARMS Team Leader, introduced the ARMS team and discussed the purpose of the ARMS and the Agency sites to be surveyed.  It was agreed that______ would be part of the survey.  Following the in-brief to the above personnel the following were asked to join the briefing:

(Insert additional names as appropriate)

All in attendance briefed their respective areas of responsibility in order to give the ARMS team a better understanding of the Agency operation.

D.
REVIEW PROCESS

SAMPLE

The review and evaluation was conducted at designated Agency locations.  The method of the evaluation was accomplished by reviewing available management and operations concepts and procedures, reviewing available management infrastructure, reviewing organic maintenance capabilities, automation support, safety programs and procedures, and interviewing key personnel to include management, pilots, and maintenance personnel. and contractors.

A total of __________ of assigned personnel including management located in __________ and satellite locations were interviewed.  XX persons were interviewed at __________.  All persons interviewed demonstrated complete candor and willingness to cooperate.  The hospitality extended by all Agency locations was outstanding.  Comments from interviewees were based on their individual perceptions.  The ARMS Team acknowledges the premise that perceptions can be distorted at times.  Never the less, these same perceptions influence the habit and thought patterns of those selected individuals interviewed.  The comments and recommendations of the ARMS Team made in this report are opinions based on observations and interviews.  Standard industry management/efficiency evaluation methodology (interviews, reviews of agency records, and personal observations) was employed in this survey.  

E.
OUT-BRIEFING

SAMPLE

The formal out-briefing was conducted at __________, hours, (date), at the __________ location.  In attendance were:

(Insert names of persons present)

A formal out-briefing was/was not accomplished at Agency Headquarters.

The purpose of the out-briefing is to allow all persons including management interested in the survey the opportunity to question the team as a whole and individually.  As stated earlier, the survey comments are based on opinions and observations.  Once the out-brief is accomplished, the survey report is finalized and submitted to the agency.  The ARMS Team does not have any further interest in the ARMS Report once it is completed.  If the opportunity for rebuttal is not taken advantage of during the out-brief the report cannot be easily altered.  

The ARMS Report is for the exclusive use of the requesting agency who must consider if implementation of recommendations is appropriate.  The ARMS Report is not an Inspector General type report.  Comments, justifications, rebuttals or specifics to the report is not required or necessary.

II.
EXECUTIVE SUMMARY

Note:  The ARMS Team Leader, following the below sample format should develop the, II. Executive Summary, in both the evaluative and factual reports.  The  Executive Summary in the evaluative may contain opinions and recommendations not contained in the factual report.  Chronological notes must be kept from the first phone call requesting an ARMS to the final report.  All ARMS Team member's notes will be destroyed following presentation of the final reports.  The  Executive Summary should summarize all the areas surveyed, and then each area should contain its own brief summary to include observations, recommendations and opinions as appropriate.  The below does contain sample opinion statements.
SAMPLE
It is the opinion of the ARMS team that the AGENCY operates a safe and efficient aviation operation in accordance with applicable Federal Aviation Regulations, Public Law and the Code of Federal Regulations that pertain to an agency aviation mission.  (Start with the bottom line.  Tell the reader if the operation is safe and in compliance with the applicable regulations).  When reviewing the following report and considering operational changes, if any, the team’s observations and recommendations could be considered as one method to enhance future operations.

The following are highlights of the survey that are considered noteworthy:

(bullets should be used)

· The management structure is not clearly defined in the agency regulations

· The existing training program does not address  . . .

· The maintenance manager has not been replaced and a lack of guidance and leadership could affect maintenance operations and safety,
The team also found that the Agency incorporates oversight for both ground and air __________.  Agency personnel and contractors are enthusiastic about their operation and experienced in their respective fields of expertise.  The Agency manages flight operations out of __________.  Although satellite flight operations are based at the aforementioned locations, all scheduling is coordinated at the __________.

Agency operates a variety of aircraft.  When demand exceeds availability of resources, Agency will lease aircraft on a temporary basis.

Overall, there is a__________ impact on the overall efficiency of Agency.

The following is a general summary of the areas that the ARMS Team evaluated pertaining to the mission of the (Agency):

A.
MANAGEMENT AND ADMINISTRATION:

NOTE:  The ARMS Team Leader may decide to list the main areas of concern as ‘Observation 1 and Recommendation 2, etc.’ to allow the agency to address particular observations in each section and for easier reading.    
SAMPLE

It is the opinion of the ARMS Team that  . . . the management structure is not clearly defined and therefore negatively impacts the confidence of agency personnel.  (start with the bottom line up front.  Tell the reader where the strengths and weaknesses are immediately). There is a significant lack of automation to facilitate the expeditious and accurate exchange of information between all satellite locations and parties in the decision making process.  Although there are some computer programs in place they are inadequate and cannot be easily modified at nominal costs.  Existing system does not interface with maintenance, operations, training, scheduling, and budget.  The absence of a user friendly automation system results in non-cost effective operations.  It also impacts the scheduling of aircrews resulting is exceeding regulatory crew rest limitations.  Present aircraft are sometimes unsuited for a mission.  There are no funds available to replace the unsuited aircraft and make necessary updates to the present fleet.

Current operations do not appear to be in conflict with provisions of Public Law 105-137 (formally 103-411). 

Observation:  The management structure is not clearly defined in the agency regulations.  Interviews revealed that some personnel were not aware of who they actually answer to and who is in control of the maintenance section.

Recommendation:  The agency regulation should reflect the current management structure.  The regulation should be made available to all personnel and all personnel should be made aware of the supervisors duties and responsibilities.

: Although there is a structure in place, it is in need of adjustment.  The satellite operations have multiple managers.

: Redefine the management structure so that there is only "One" manager at each satellite operation.

Observation: The aircraft fleet is old and in desperate need of replacement.  Some present aircraft are unsuited for various missions.  This is due to incompatibility of aircraft capabilities verses mission requirements.

Recommendation: Evaluate the present and future needs of aircraft.  This should be accomplished by in house experts that are intimately conversant with missions and aircraft.  Identify those needs and facilitate budget requests to acquire appropriate aircraft.

B.
TRAINING:

SAMPLE

It is the opinion of the ARMS Team that  . . . the training program is doing an outstanding job.  All personnel interviewed were well trained and fully aware of their duties and responsibilities. (start with the bottom line up front.  Tell the reader where the strengths and weaknesses are immediately). 

A formalized training program is __________.  A documented and realistic training program is needed for all crew members and maintenance persons.  An airline type training program that addresses cabin, flight crew, and maintenance personnel would be a good example to emulate.

(Always include the OBSERVATIONS and RECOMMENDATIONS

Observation: There is training being conducted by outside vendors, i.e., Flight Safety.  However, there is no formal in house aviation training program.

Recommendation: The Agency needs to develop and formalize an in house aviation training program.  This training program should address all aspects of the Agency mission responsibilities, organization, and cross training with other Agency employees.  The program should be separated into initial training, recurrent training, upgrade training, and special mission training.

C.
SAFETY MANAGEMENT/ADMINISTRATION:

SAMPLE

It is the opinion of the ARMS Team that  . . . the agency safety program has not been staffed with a trained safety professional.  All personnel interviewed were unaware of who in in charge of safety related matters. (start with the bottom line up front.  Tell the reader where the strengths and weaknesses are immediately). 

(Always include the OBSERVATIONS and RECOMMENDATIONS

Observation: The Agency has not conducted aviation specific inspections on a scheduled basis.  The Aviation Safety Officer is aware of the requirement and is addressing the issue.

Recommendation: The Aviation Safety Officer should develop or adopt an existing aviation specific hazard inspection program, and conduct it on an annual basis as per the Agency Aviation Safety Program.

Observation: The Agency Safety Program also calls for aircraft accident investigation and aviation safety analysis.  The Agency has developed and implemented a pre-accident plan (Aircraft Emergency Response Plan, January 1997).  In addition, the plan calls for the formation of an internal Air Operations Division investigation team in case of an accident.  The plan outlines that Agency members will be on the team and that the investigation will parallel any National Transportation Safety Board (NTSB) investigation, not replace it.  However, the aviation safety analysis portion of the Safety Program does not appear to be fully developed at this time.

Recommendation: The Agency has pilots, and maintenance personnel who are school trained accident investigators should be used to form the team.  Safety analysis should be conducted by the Agency Aviation Safety Officer.

The survey indicates that each site does have a designated safety officer, in conformance with the Agency Aviation Safety Program.  The establishment of a more formalized aviation safety program, both Agency wide and at each site is now underway.

In summary, most elements for an outstanding aviation safety program are in place.  With the proper involvement of management, the Agency Safety Program could be the example all Federal aviation operations should emulate.

D.
OPERATING PROCEDURES, MANUALS, and DIRECTIVES:

SAMPLE

The Agency has a Flight Operations Standard Operations Procedures Manual.

The manual is an excellent base document and is currently under review to include changes of the Federal Aviation Regulations, and to incorporate changes required by the Agency.

Following the review by the Agency Aviation Safety Officer and the Agency Standardization Committee, and all necessary changes are incorporated, the Flight Operations Procedures Manual will become the basis for the Agency standardization program:

Observation: The Agency does have a Flight Operations Procedures Manual.  Each location has a copy of the manual and all flight crewmembers surveyed had a personal copy.  Additional copies were available for the maintenance and ground operations personnel.  The manual does not contain an organizational chart with names and phone numbers of current management personnel.  The survey revealed that the manual is an excellent base document and is currently under review to include changes in the Federal Aviation Regulations.


Recommendation: Continue review and updating of the existing manual.

E.
OPERATIONS RECORDS:

SAMPLE

The pilots training records were found to be maintained in an orderly manner at all locations surveyed.  The records included pilot's names, certificates, medical certificates, and training completion records.  The pilots records and folders at the ______location were outstanding and have been recommended for adoption by all Agency operations locations.  Take-off and landings are not being tracked and currency under FAR Part 61 is difficult to determine.  The Aviation Safety Officer and the Standardization Committee have already identified these issues and are working to correct the situation.

Observation: Crew flight time records are not available in one specific location to determine compliance with specified flight time limitations.  Pilots and other crewmember flight times are kept in personal logbooks and on a computer program for Agency at each site.  The computer program maintained by Agency is unable to track take-offs and landings.

Recommendation: A automated system in a central location could be developed for all flight records that would make it easy for review by operations, the chief pilot and individual pilots to ensure crew rest and currency requirements.

Observation:  Center of gravity (CG) is not being verified prior to each flight.  During a Safety Council Meeting on (date), the issue of CG was raised..  It was decided that handheld computers would be ordered for each aircraft to perform CG computations, and a logbook entry will be made.  In addition, the Agency SOP requires that the SIC compute weight and balance.  The survey revealed that the procedure is not being followed, and the CG issues raised during the safety council meeting (Date) have not been pursued.

Recommendation: CG should be verified for each flight.  A method to accomplish this should be developed.

F.
FLIGHT OPERATIONS:

Sample

Flight operations as a whole is well operated and organized.  Occasionally, aircraft are being operated contrary to the Minimum Equipment List (MEL).  The General Maintenance Manual (page _____) allows deviations from the MEL under an Agency authorized special flight permit or other deviation authority granted by __________, which the Agency maintenance section is following.  However, this deviation is contrary to existing Federal Aviation Regulations 91.213.  This issue has been identified by the maintenance section and is being addressed.

Observation: The Agency has been operating in conjunction with the Agency General Maintenance Manual procedure.  However, this is not in concert with the procedures and requirements of an aircraft holding a standard airworthiness certificate.  This is further discussed in the Maintenance Management Section.


Recommendation: See Maintenance Management Section.

G.
MAINTENANCE MANAGEMENT:

Sample

The ARMS Team reviewed the established policies within the Agency General Maintenance Manual (GMM), Agency Support Service Contract Aircraft Maintenance Statement of Work (SOW); Title 14 Code of Federal Regulations (CFR), Chapter I (Federal Aviation Regulations (FARS), Title 49 CFR Part 830, Federal Aviation Administration (FAA) Orders, Policies, FAA Type Certificate Data Sheets (TCDS), and FAA Advisory Circular (AC) 00. 1-1, Public Aircraft Operations, for the basis of determining the effectiveness and regulatory compliance of the Agency Aviation Operations.  The ARMS included personal interviews with key Agency and contract maintenance personnel to determine if the program is fully implemented and in compliance with the FARS and Agency GMM policy.

The Agency's maintenance policy and procedures are not fully implemented and do not reflect current work processes.  There is limited communications up and down the chain of command.  With the diverse backgrounds and experience within the Agency maintenance program, advice should be sought and recommendations considered by all the stakeholders in improving policy and procedures.  An evaluation of the facilities indicates the possible need for additional restrooms, break-rooms and ramp space.  Hangar and other work space indicate immediate action must be taken to correct this situation to comply with applicable portions of Federal Aviation Regulations (FAR) Part 145.  In addition to regulatory considerations, it is the professional aviation industry 

standard that detailed and protracted maintenance on aircraft exposed to the elements does indeed compromise safety. 

In summary, the Agency maintenance and inspection personnel need to review the work process and receive training on current regulations and advisory circulars, so Agency maintenance and inspection personnel can properly oversee contract maintenance.  A program should be established with representation from the maintenance contractor to seek advice and recommendations for implementing maintenance and inspection program improvements.  In addition a dialogue must be started between the Agency management and the FAA to bring the aircraft maintenance and inspection programs into compliance with the FARS or risk losing the airworthiness certificates of the aircraft.  The loss of these certificates would render otherwise valuable aircraft into nothing more than a collection of parts.

Observation: Key personnel are not following the Agency General Maintenance Manual (GMM) procedures.  Personnel in the key positions do not meet experience requirements in the GMM and procedures for aircraft maintenance and inspections are not in concert with the type of airworthiness certificate in the aircraft.

Recommendation: Revise the GMM to state current procedures, experience requirements or rewrite the document and identify it as a policies and procedures manual and submit inspections to the FAA for approval.  The placement of individuals in key maintenance positions, with additional duties in flight positions, should be closely monitored.  The current key personnel duty chart should be modified.

H.
REFUELING FACILITIES AND OPERATIONS:

Sample

All operations do not have organic facility refueling.  Fueling is provided by commercial fueling contractors.

Observation: All facilities do not have organic fueling capabilities.  Commercial contractor accomplishes all fueling.


Recommendation: None

I.
AVIATION LIFE SUPPORT EQUIPMENT (ALSE):

Sample

A review of the Agency facilities indicate, Aviation Life Support Equipment is limited to life vests, personal flotation equipment, oxygen equipment emergency egress equipment, life rafts and their required equipment.  All equipment is checked in accordance with scheduled maintenance as outlined in the aircraft maintenance program and included in the COMPS schedule.  There is no personal ALSE equipment carried by the pilots or the crew.

Observation: Review of the Agency facilities indicates, Aviation Life Support Equipment is limited to life vests, personal flotation equipment, oxygen equipment and emergency egress equipment.  All equipment is checked in accordance with scheduled maintenance as outlined in the aircraft maintenance program and included in the COMPS schedule.  Equipment is properly tagged and inspected by the Aft Cabin Crew prior to aircraft departures.


Recommendation: None

J.
PHYSICAL SECURITY:

Sample

Physical security at all sites is adequate for the operation.  The hangar is not able to accommodate the aircraft and is required to be parked outside on the ramp.  All maintenance takes place on the ramp. 

Observation: Physical Security is primarily accomplished by contractors.  The Agency implements the security plan.  The local airport police authorities are part of a response plan to each of the facilities in the event a breached security, fire, or a medical situation arises.  Periodic meetings with the local airport or police departments are taking place to discuss security issues.

Recommendation: The designated security officer should periodically perform a security survey (every six months is recommended), periodically meet with airport and local security authorities to discuss not only security issues but to formulate contingency plans such as prisoner/hostage situations and subsequent areas of responsibilities.  The security survey report should be submitted, with recommendations to the Director of Aviation Operations.

K.
AVIATION ACCIDENT RESPONSE PLAN:

Sample

The Agency has a limited Aging Aircraft Program in place.

Observation: The agency aviation accident response plan addresses all aspects of the guidance found in the NTSB Federal Plan for Aviation Accidents. 

Please refer to the ICAP ARMS Evaluative Report for further clarification.


Recommendation: None

L.
GOLD STANDARD VERIFICATION:

Sample

Major repair and alterations performed on Agency aircraft are accomplished in accordance with proper procedures.

Observation:  The agency was found to be in compliance with all requirements for the Gold Standard Certificate.


Recommendation: None
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