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RA 3104 - AAOS Maintenance Records

Rationale To maintain an audit trail of maintenance activities carried out, it is necessary to have 
a formal method of recording all maintenance activities. A suitable retention policy is 
also required.  This provides an aid to engineering investigations.

Contents 3104(1): Recording of Maintenance Work 

3104(2): Retention of Maintenance Records

Regulation 

3104(1)

Recording of Maintenance Work 

3104(1) The organization shall record details of all maintenance work 
carried out.

Acceptable 
Means of 
Compliance 

3104(1)

Recording of Maintenance Work 

1. Records should contain basic details of all serialized components installed to 
ensure traceability. 

2. Maintenance records pertinent to the equipment or services should refer to the 
revision status of the documentation used.

3. The maintenance record can be either a paper or computer system or any 
combination of both.

a. Paper systems should use robust material which can withstand normal 
handling and filing.  The record should remain legible throughout the required 
retention period. 

b. Computer systems used for maintenance should have at least one 
backup system, which should be updated within 24 hours of any maintenance.  
Each terminal should contain programme safeguards against the ability of 
unauthorized personnel to alter the database.

Guidance 
Material 

3104(1)

Recording of Maintenance Work 

4. Properly executed and retained records provide information essential in 
controlling unscheduled and scheduled maintenance and trouble shooting to 
eliminate the need for re-inspection and rework.  The prime objective is to have 
secure and easily retrievable records with comprehensive and legible contents.

Regulation 

3104(2)

Retention of Maintenance Records (AAOS) 

3104(2) The organization shall retain a copy of all detailed 
maintenance records and any associated maintenance 
documentation as instructed by the MAA: 

a. Records shall be stored in a safe way with 
regard to fire, flood and theft. 

b. Computer backup disks, tapes etc. shall be 
stored in a different location from that containing 
the working discs, tapes etc., in an environment 
that ensures they remain in good condition. 

c. When an AAOS approved organization 
terminates its operation, all retained 
maintenance records shall be returned to the 
MOD.



Regulatory Article 3104 UNCONTROLLED COPY WHEN PRINTED

Page 2 of 2 UNCONTROLLED COPY WHEN PRINTED RA 3104 Initial Issue Jul 13

Acceptable 
Means of 
Compliance 

3104(2)

Retention of Maintenance Records (AAOS) 

5. To maintain an audit trail for maintenance activities certain records should be 
maintained as described below.

6. The period for which these documents should be retained is dependent on the 
category of the document: 

a. Category A.  Documents that contain information that is required to 
maintain an audit trail of key events that could affect the air safety of the 
equipment through its life. The documents should be retained for the life of the 
equipment in MOD service plus 5 years. 

b. Category B.  Documents that contain information that is required to 
maintain an audit trail of key events for the period that the documented work 
could affect the air safety of the equipment. The document should be retained 
until the work it records has been invalidated by documented work subsequently 
carried out.

c. Category C.  These documents contain no air safety information required 
to maintain an audit tail, but may be required for later reference.  These 
documents should be retained for a minimum of 12 months and then at the 
discretion of the authority level CK1 of the parent Stn/Ship/Unit.

Guidance 
Material 

3104(2)

Retention of Maintenance Records (AAOS) 

7. ‘Associated maintenance documentation’ is specific information such as repair 
and modification documentation.  

8. Reconstruction of lost or destroyed records can be done by reference to other 
records which reflect the time in service, research of records maintained by repair 
facilities and reference to records maintained by individual technicians (e.g. training 
records), etc.  When these things have been done and the record is still incomplete, 
the PT/DT may make a statement in the new record describing the loss and 
establishing the time in service based on the research and the best estimate of time in 
service.

1 AP600 chapter 3.9


