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	Date Completed:
	


Company Information Worksheet

The following is the Company Information Data Collection worksheets. This is the worksheet that we will need to setup your account and generate your manuals. It must be filled out completely and as accurately as possible. If there are items that you do not know, DO NOT GUESS. Leave it blank. Putting incorrect or inaccurate information on this worksheet could cause significant delays.
This worksheet MUST be completed and sent back to you The RVSM Company before work can begin.

The Last Page (Page 10) MUST be signed and returned back to The RVSM Company using one of the following methods:

Fax: 
702-973-2400
Mail:

The RVSM Company, LLC.


9448 Vista Ridge Avenue


Las Vegas, NV, 89129

Email (Must be signed and scanned): justin.naekel@thervsmcompany.com
For Questions about filling out this worksheet, please do not hesitate to give one of our team members a call at 303-719-RVSM (7876), or drop us an email to justin.naekel@thervsmcompany.com.

Worksheet Sections

Part 1) Basic Information

This section collects the very basic company information that we need to get started on the manuals. This includes job contact information, as well as operator and shipping information.
Part 2) FAA Office Information

This section deals with FAA information such as which FSDO / IFO you will be working with, who your inspectors are and details about any contact you have had with them so far. This is where we need as much information as possible. We understand that obtaining all of this information may be difficult or not possible at this time but do the best that you can. This will help to speed up the process.

Part 3) Key Personnel and Positions

List your key management personnel information here. We will need names, positions and contact information including email addresses and phone numbers for each member listed.
Part 4) Crew Training Information

This section summarizes the training credentials for the crew. Give as much detail as possible and include any supporting documentation. Keep all of this information on hand for the FAA to review.
Part 5) Documentation Checklist
Use this section to ensure that you have the correct documentation. Check off each item as you get it on the checklist so that we know that you have the documentation and have read through it.
Part 6) Notes or Comments
Use this section to add additional notes or comments or anything else that we may need to know.
Part 7) Terms & Conditions / Contract Agreement
This is the basic Contract for Services. This document MUST be signed and sent back (email, fax, post) before any work can begin. If you are filling this worksheet out on your computer, you will need to print out the last page and sign that and send it back.
Part 1) Basic Information

	Job Contact Information

	Name
	Phone
	Email

	
	
	

	Company 
(If Different from Operator)
	

	

	Aircraft Information

	Aircraft Make / Model
	Registration
	Serial Number
	Aircraft Ops Base

	
	
	
	


	Operator Information

	Aircraft Operator Name:
	

	Company Address:
	

	Suite/Unit/Hangar:
	

	City:
	
	State:
	
	Zip:
	

	Company Phone:
	
	FAR Part:  91 or 135
(Select One)

	Company Fax:
	
	


	Shipping Information (If Different)

	Ship ATTN to:
	

	Ship to Company:
	

	Address:
	

	Suite/Unit/Hangar/Apt:
	

	City:
	
	State:
	
	Zip:
	

	Shipping Phone:
	
	

	Residential Address?
	
	


Part 2) FAA Office Information
	FAA FSDO / IFO Office

	What FAA Office:
	

	FSDO / IFO Address:
	

	Suite/Unit:
	

	City:
	
	State:
	
	Zip:
	

	Phone:
	
	NOTE: This section will need to be filled out COMPLETELY to avoid any delays.

	Fax:
	
	

	FAA Inspector(s) Names:
(If known)
	


	Pre-Submission Information

	Have You Notified the FAA:
	

	Have you Filed an Application:
	
	If So, When:
	

	Has the FAA Given You an Estimate of Time Frame:
	
	If So, How Long:
	

	Any Other Information / Notes that we Need to Know:
	


Part 3) Key Personnel and Positions
	Operations Management Information

	Name:
	

	Phone:
	
	Email:
	

	Title:
	

	NOTE: This can be the Director of Operations, Chief Pilot, Flight Department Manager, Director of Aviation, Ect. It must be a person from ops and must be management.


	Maintenance Management Information (If Applicable)

	Name:
	

	Phone:
	
	Email:
	

	Title:
	

	NOTE 1: This can be either the Director of Maintenance (or similar title) or it can also be one of the ops personnel if you do not have a Maintenance management position.
NOTE 2: The Maintenance Management personnel do not have to be employed with your company. Often times this position is held by an employee of a contract or out-sourced maintenance facility.


	RVSM Liaison Information 

	Name:
	

	Phone:
	
	Email:
	

	NOTE: The RVSM Liaison does not have to be part of your company’s management. They must have a relationship with your company and must be willing to take on the responsibility.


	Person Responsible for Oceanic Crew Operations

	Name:
	

	Phone:
	
	Email:
	

	Title:
	

	NOTE: Usually Director of Operations or Chief Pilot or other ops management.


Part 4) Crew Training Information

With Regards to training, please provide us with any training certificates and/or course material (as applicable) so that we may incorporate that material into the manuals and avoid delays. See the checklist at the end of this document for further information on providing us with the materials.
	Crew Training

	Training Conducted By:
	

	Training Location:
	

	Training Completed For:
	RVSM:
	X
	MNPS / NAT:
	
	Other:
	

	If Other, Please Specify and Give Details:



	NOTE:
If training was conducted with a Part 142 Training Center, you will only need to provide the completion certificates. If training was conducted with a non-142 source, you may be asked to provide course syllabus and training material to the FAA to ensure that all required topics are covered.


Part 5) Documentation Checklist

Below is a list of all of the documentation that you will need to provide us In terms of Operations and Crew Members.

If you elect to not provide us, or cannot provide us with these documents at this time, it will be YOUR responsibility to include/insert the documents in the manuals once you receive them. There will be a pre-submission checklist included with your manuals that will contain details as to what documents and where to insert them into the manuals.

Please check off any documentation that you have included with this form. If you have not included any documentation, do not check any of the boxes.
	Aircraft/Operator Documentation

	RVSM Training
Completion Certificates
	
	This is REQUIRED. The FAA WILL NOT accept/approve your program without these training credentials. Please provide your most current training completion certificates.

For Part 135, you will need to show recurrent training every 24 months. For part 91, there is no requirement for recurrent training.

	RVSM Training
Courseware or Syllabus
	
	Rare but needed in some cases. For RVSM, there is no official guidance on where or how your crew is trained. If your crew is trained through a Part 142 school or a well-known online source such as King Schools, you will not need this. If training was done in-house or thorugh a lesser-known sources, you may be asked to provide this information. Have it ready.

	Service Bulletin
	
	Check this box if your aircraft was made RVSM compliant by Service Bulletin. Often times, this is the case where an airframe is RVSM compliant, however, the aircrafts original nav equipment was NOT RVSM compliant and later upgraded.

	Aircraft Service Change (ASC)
	
	The only aircraft that we know of that is compliant by ASC is the Gulfstream GIII and GIV. If this is your aircraft, please provide a copy of the ASC.

	Maintenance Logbook Entry
	
	Include a copy of your maintenance logbook entry pertaining to RVSM compliance if your aircraft was made compliant via STC, SB or ASC.

	RVSM Factory Letter:
	
	This is rare. Some aircraft manufactured between 1998 and 2003 came with a Factory RVSM Compliance Letter. This was due to the “Blanket” RVSM approvals many manufactures had prior to revising the TCDS to include RVSM compliance.


Part 6) Notes or Comments
Please indicate here is you have any additional information that we need to know.
	Notes / Comments:

	


Part 7) Terms & Conditions / Contract Agreement

The following is our Terms and Conditions and Agreement for Services. This agreement MUST be signed by a member of management and returned back to The RVSM Company, LLC. We cannot start any work until this signed agreement is received. It must be hand signed and mailed, faxed (702-973-2400) or scanned and emailed back to The RVSM Company, LLC. For the purposes of this document, The RVSM Company, LLC. will be shortened to “TRC.”

General Terms and Conditions:

1.
You are entering into a business arrangement with TRC to produce custom RVSM manuals and/or International Operations manuals.

2.
Since the manuals that TRC produces are fully customized manuals, you consent to advance payment for products and services rendered from The RVSM Company, LLC. If no special/discount pricing was agreed to in advance, the cost will be the current price listed on TRC’s website (www.thervsmcompany.com) at the time of the order.

3.
You understand that once work has begun on your manuals, it is fully up to the discretion of TRC to issue a refund if requested by the customer. The RVSM Company may issue a refund if the following provisions are met:

a)
TRC fails to provide its products or services in a reasonable amount of time, or;

b)
TRC is unable to comply with or complete requests from the FAA, due to no fault of the customer or TRC. Under this condition, it is up to the discretion of TRC to issue a refund.

4.
You understand that that these manuals are NOT pre-approved. Each set of manuals is custom built for the customer and must go through the approval process with the FAA.

5.
Change requests from the FAA are included in the cost of the products/services within reason. We consider these included changes as “Standard.” Non-standard changes may be subject to additional fees. Please contact a TRC team member for more detail on what is considered standard or non-standard changes.

Responsibilities of the Customer:

1.
You are responsible for providing accurate information and supporting documentation to build the manuals.

a)
If you did not initially provide TRC with supporting documentation, than it is your responsibility to obtain and insert the appropriate documentation into the manual upon receipt of the manuals.

2.
You are responsible for review of the manuals for errors and accuracy prior to submission to the FAA.

3.
If errors or inaccuracies are found, you must notify TRC, in writing (this includes, letter, email or fax), of any errors or inaccurate information. TRC will correct any errors or inaccuracies within 5 business days.

4.
You are responsible for coordination and interface with the FAA. TRC will not submit manuals on the customers’ behalf. TRC will, however, assist when possible.

5.
If the FAA “rejects” the manuals for errors, inaccuracies or discrepancies, you MUST obtain, in writing, a list of the discrepancies and submit that list to TRC. TRC will not accept change requests over the phone.

a)
It is your responsibility to re-submit changes/adjustments back to the FAA once TRC makes the needed changes/adjustments.

6.
Once approval/acceptance is obtained, you must notify TRC and provide copies of your approvals to TRC. TRC will then verify the approvals for accuracy to ensure you received the correct approvals. At that point, TRC will ship the “Aircraft Copies” as well as any additional copies of the manuals.

Responsibilities of The RVSM Company, LLC:

1.
TRC will provide its products and services to the customer in a reasonable amount of time. This amount of time varies depending on the products and services requested and the complexities involved. TRC will inform the customer of an estimated completion date.

2.
TRC will make efforts to ensure all information is correct and that there are no errors. If an error exists, TRC will correct the error in a reasonable amount of time. 

A)
If the error was due to inaccurate information provided from the customer, TRC may choose to charge the customer actual printing and shipping costs for correction of the error. It is up to discretion of TRC to offer this fee at a discounted rate.

b)
If the error was the fault of TRC, the customer will not be charged additional printing or shipping fees. TRC will make efforts to correct the errors as quickly as possible.

3.
TRC guarantees approval/acceptance of all of their products. This, however, is not a guarantee that the manuals will be approved/accepted on the first submission. It is standard for manuals to be “rejected” due to needing changes. Each FSDO and FAA Inspector has different preferences and requirements.

4.
TRC will not share, sell or otherwise publish or distribute any customer information for any reason without the consent of the customer.
By signing below you agree to all of the above stated conditions. You also agree that you are a member of management, or that you have authorization to sign on behalf of your company or employer.
	Sign:
	Date:

	
	

	Print Name:

	Title:


**FAX: 702-973-2400**
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