Annual internal review checklist: declared training organisation (Part-DTO)
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 this once a calendar year. Check every item and write down how you checked it (records, interview, aircraft check).
2. Write the review report from the Result column. Raise a finding for each non-compliance and track it in the Findings log.
3. Fill in the annual activity report section, then submit both reports by the date your authority sets.
Result: C = Compliant, F = Finding, O = Observation, N/A = not applicable. Tick one box.
	Area
	Item to check
	Rule reference
	How checked (evidence)
	Date checked
	Checked by
	Result
	Comments / NCR No.

	Representative and head of training (DTO.GEN.210)
	A representative is named. The representative ensures compliance, develops the safety policy, promotes safety and ensures sufficient resources.
	DTO.GEN.210(a)
	
	
	
	☐ C   ☐ F
☐ O   ☐ N/A
	

	
	A head of training is named and meets the requirements. One person may be both representative and head of training.
	DTO.GEN.210
	
	
	
	☐ C   ☐ F
☐ O   ☐ N/A
	

	Annual internal review items
	Sufficient resources are available.
	AMC1 DTO.GEN.270(a), point (a)
	
	
	
	☐ C   ☐ F
☐ O   ☐ N/A
	

	
	Training is conducted in accordance with Part-FCL, Part-DTO, the training programme and the safety policy.
	AMC1 DTO.GEN.270(a), point (b)
	
	
	
	☐ C   ☐ F
☐ O   ☐ N/A
	

	
	Random checks of training records and course completion certificates were done.
	AMC1 DTO.GEN.270(a), point (c)
	
	
	
	☐ C   ☐ F
☐ O   ☐ N/A
	

	
	The training programme(s) are adequate and current.
	AMC1 DTO.GEN.270(a), point (d)
	
	
	
	☐ C   ☐ F
☐ O   ☐ N/A
	

	
	Training aircraft: documents and maintenance records checked.
	AMC1 DTO.GEN.270(a), point (e)
	
	
	
	☐ C   ☐ F
☐ O   ☐ N/A
	

	
	Aerodromes and operating sites, with their facilities, checked.
	AMC1 DTO.GEN.270(a), point (f)
	
	
	
	☐ C   ☐ F
☐ O   ☐ N/A
	

	
	Follow-up, corrective and, as applicable, remedial action taken after non-compliances evaluated for both adequacy and effectiveness.
	AMC1 DTO.GEN.270(a), point (g)
	
	
	
	☐ C   ☐ F
☐ O   ☐ N/A
	

	
	Safety policy, means and methods checked for adequacy and currency.
	AMC1 DTO.GEN.270(a), point (h)
	
	
	
	☐ C   ☐ F
☐ O   ☐ N/A
	

	
	Mitigation measures evaluated for effectiveness.
	AMC1 DTO.GEN.270(a), point (i)
	
	
	
	☐ C   ☐ F
☐ O   ☐ N/A
	

	Findings (DTO.GEN.150)
	For each finding from the authority or from this review: root cause found and corrective action taken.
	DTO.GEN.150
	
	
	
	☐ C   ☐ F
☐ O   ☐ N/A
	

	
	The authority was informed within the time it sets.
	DTO.GEN.150
	
	
	
	☐ C   ☐ F
☐ O   ☐ N/A
	

	
	Checked whether your authority sets its own short deadline for reporting non-conformities found in the review.
	Your authority's guidance
	
	
	
	☐ C   ☐ F
☐ O   ☐ N/A
	

	Occurrence reporting (Reg. (EU) No 376/2014)
	The safety policy includes the procedures for occurrence reporting under Regulation (EU) No 376/2014. DTOs have no DTO.GEN.160: reporting applies through 376/2014.
	AMC1 DTO.GEN.210(a)(1)(ii)
	
	
	
	☐ C   ☐ F
☐ O   ☐ N/A
	

	
	Mandatory occurrences are reported to the authority as soon as possible and no later than 72 hours after becoming aware.
	Reg. (EU) No 376/2014 Art. 4(8)
	
	
	
	☐ C   ☐ F
☐ O   ☐ N/A
	

	
	A voluntary reporting channel exists and staff and students know it.
	Reg. (EU) No 376/2014 Art. 5
	
	
	
	☐ C   ☐ F
☐ O   ☐ N/A
	

	
	Named person(s) handle reports. Internal just culture rules were adopted after consulting staff representatives.
	Reg. (EU) No 376/2014 Art. 6(1), Art. 16(11)
	
	
	
	☐ C   ☐ F
☐ O   ☐ N/A
	

	
	All occurrences, accidents and incidents during the training courses are listed in the activity report.
	AMC1 DTO.GEN.270(b)
	
	
	
	☐ C   ☐ F
☐ O   ☐ N/A
	

	Records (DTO.GEN.220)
	Student records are kept for three years after completion of the last training session.
	DTO.GEN.220
	
	
	
	☐ C   ☐ F
☐ O   ☐ N/A
	

	
	The annual review report and the annual activity report are kept for three years.
	DTO.GEN.220
	
	
	
	☐ C   ☐ F
☐ O   ☐ N/A
	

	
	Training programmes are kept for three years after the last course.
	DTO.GEN.220
	
	
	
	☐ C   ☐ F
☐ O   ☐ N/A
	

	Entitlement
	The DTO has given training within the last 36 consecutive months. The entitlement lapses after 36 consecutive months without training.
	DTO.GEN.135
	
	
	
	☐ C   ☐ F
☐ O   ☐ N/A
	

	Reports and submission (DTO.GEN.270)
	The annual internal review is done and a report on it is written.
	DTO.GEN.270(a)
	
	
	
	☐ C   ☐ F
☐ O   ☐ N/A
	

	
	The annual activity report is written (see the activity report section).
	DTO.GEN.270(b)
	
	
	
	☐ C   ☐ F
☐ O   ☐ N/A
	

	
	Both reports are submitted by the date the authority sets. GM1 suggests the first quarter of the year.
	DTO.GEN.270(c); AMC1 and GM1 DTO.GEN.270(c)
	
	
	
	☐ C   ☐ F
☐ O   ☐ N/A
	


Sign-off
	Representative (name and date)
	

	Head of training (name and date)
	

	Reviewer (name and date)
	

	Reports submitted to the authority (date)
	




Annual activity report (DTO.GEN.270(b)): for the past calendar year
Fill in for the past calendar year. AMC1 DTO.GEN.270(b) lists what the report covers at least. Your authority may have its own form. Submit by the date it sets (DTO.GEN.270(c)).
1 and 3. Courses and refresher training provided, and number of students per course
	Course or refresher training
	Number of students
	Notes

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


2. Instructors involved (flight, synthetic flight and theoretical knowledge)
	Instructor name
	Type of instruction
	Aerodromes or operating sites mainly used

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


4. Training aircraft and FSTDs used
	Registration mark or FSTD qualification code
	Courses it was used for
	Aerodromes where mainly used

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


5. Occurrences, accidents and incidents during the training courses
	Date
	What happened and what was done
	Report reference

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


6. Any other relevant information
	Information
	
	

	
	
	

	
	
	

	
	
	


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




