Change checklist (management of change)
Template by Folvan, https://folvan.com   |   Version 1, October 2026
Built from the public EASA Easy Access Rules text. Check every item against the current rule text and your own approved procedures. Not legal advice.
How to use
1. Use one checklist per change, from the first idea to the review after it.
2. Answer every line Yes, No or N/A. A No in part A tells you which route the change takes; a No in parts B to D is an open action.
3. Keep the finished checklist with the risk assessment and the authority's reply.
 
	Change
	
	Change no.
	

	Owner
	
	Planned date
	


Organisation:  ☐ AOC   ☐ Declared operator   ☐ ATO   ☐ DTO
Kind of change:  ☐ Prior approval   ☐ Notify under our procedure   ☐ Internal only
	
	Check (tick when done, or write N/A)
	Reference
	Notes

	A. Classify the change

	☐
	Does it affect the scope of the certificate, the operations specifications or the terms of approval? Then prior approval.
	ORO.GEN.130(a)(1), ORA.GEN.130(a)(1)
	

	☐
	Does it affect responsibilities, accountabilities or the safety policy? Then prior approval.
	ORO.GEN.130(a)(2), ORA.GEN.130(a)(2)
	

	☐
	New accountable manager, name, legal entity, main place of business, location or facilities?
	GM1 ORO.GEN.130(a), GM1 ORA.GEN.130(a)
	

	☐
	On the prior approval list (for example MEL, leasing, Part-SPA approval, training programmes)?
	GM1 ORO.GEN.130(b)
	

	☐
	New nominated person or safety manager: authority told 20 days ahead (AOC) or 10 days (ATO)?
	AMC1 ORO.GEN.130(b), AMC1 ORA.GEN.130(b)
	

	☐
	Anything else: managed and notified as your approved procedure says.
	ORO.GEN.130(c), ORA.GEN.130(c)
	

	☐
	Declared operator or DTO: amended declaration or notice sent without delay.
	ORO.DEC.100(d), DTO.GEN.116
	

	B. Assess the safety risk

	☐
	Hazards the change brings or removes identified, internal and external.
	AMC1 ORO.GEN.200(a)(1);(2);(3);(5)
	

	☐
	Risks assessed with your usual risk assessment method.
	AMC1 ORO.GEN.200(a)(1);(2);(3);(5)
	

	☐
	Mitigations agreed, each with an owner and a due date.
	ORO.GEN.200(a)(3)
	

	☐
	Safety risk assessment kept, ready for the authority on request.
	AMC1 ORO.GEN.130(b)
	

	☐
	Accountable manager informed and agrees.
	ORO.GEN.210(a), ORA.GEN.210(a)
	

	C. Prepare and tell the authority

	☐
	Manuals and procedures amended (note documents and revisions).
	ORO.MLR.100, ORA.ATO.230
	

	☐
	Staff trained or briefed on what changes.
	ORO.GEN.200(a)(4), ORA.GEN.200(a)(4)
	

	☐
	Contracts and contracted providers updated.
	ORO.GEN.205, ORA.GEN.205
	

	☐
	Application or notice sent (note date); 30 days ahead for a certificate amendment.
	AMC1 ORO.GEN.130(a), AMC1 ORA.GEN.130(a)
	

	☐
	Prior approval changes: formal approval received before the change goes live.
	ORO.GEN.130(b), ORA.GEN.130(b)
	

	☐
	Conditions set by the authority during the change noted and followed.
	ORO.GEN.130(b), ORA.GEN.130(b)
	

	D. After the change

	☐
	Change made on the planned date, or the new date recorded.
	
	

	☐
	Mitigations done, and a review date set to check they work.
	ORO.GEN.200(a)(3)
	

	☐
	Changed area added to the compliance monitoring programme.
	AMC1 ORO.GEN.200(a)(6)
	

	☐
	Record kept: this checklist, the risk assessment and the authority's reply.
	ORO.GEN.220, ORA.GEN.220
	


Sign-off
	Change closed by (name, role)
	
	Date
	

	Accountable manager, where needed
	
	Date
	


Free to use and adapt. Folvan runs this checklist for you, with reminders and evidence: https://app.folvan.com/start




