
Front-end Guidance Notes (for Organizations)
1. The Air Traffic Management Equipment Approved Organization (AAOS) Exposition defines:
· The organization’s scope of AAOS activities.
· How compliance with the Military Aviation Authority (MAA) Regulatory Publications is achieved.
· How those activities are controlled and assured.
2. The AOE forms the basis of AAOS approval. Activities not defined within this Exposition fall outside the approved AAOS scope. 
3. This template is structured to support organizations in producing a clear, complete, and robust Exposition. Each section of this framework may contain one or more guiding elements.
Prompts
4. Prompts are provided to help you shape your response and indicate:
· The key information you are expected to include.
· The aspects of your organization that must be explained.
· How to move beyond simple description into demonstrating how your organization operates.
5. Use each prompt as a starting point for your content. Ensure your response answers the intent of the prompt, not just the wording. Combine prompts where appropriate to produce a clear and coherent narrative.
Expected Evidence
6. This identifies the types of supporting material that should underpin your statements and evidence may include:
· Procedures.
· Plans.
· Records and reports.
· Organizational documents.
7. Reference supporting documents clearly within your text. Ensure evidence is current and relevant. Avoid broad statements without identifiable supporting material.
Good Practice
8. Good Practice highlights characteristics typically seen in strong submissions. These examples indicate the level of detail expected, show how effective organizations demonstrate control and assurance and hint at what “credible and convincing” looks like in practice.
9. Use as a benchmark when drafting your content and consider whether your arrangements meet or exceed these examples. Tailor your response to reflect your organization, not simply replicate wording. 
MAA Areas of Concern
10. Areas of concern identify common weaknesses that may result in clarification or delay. These typically include:
· Vague or generic statements.
· Lack of evidence or traceability.
· Description of intent without demonstration of implementation.
11. Check your content against these points before submission to ensure your Exposition avoids these common pitfalls.
Drafting Principles 
12. When completing this Exposition:
· Describe what you do.
· Explain how you do it.
· Demonstrate how you know it works.
· Show how it is reviewed and improved.
13. The Exposition should reflect the scale and complexity of your organization, demonstrate compliance with the MRP and show proportionate and effective Safety Management.
14. Writing Style. Use clear, concise language and avoid unnecessary narrative. Reference documents directly rather than repeating content and ensure consistency across all sections.
What Good Looks Like
15. A high-quality Exposition will:
· Clearly define scope and Responsibilities.
· Demonstrate functioning management systems.
· Provide traceable links between statements and evidence.
· Show how compliance is maintained over time.
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16. Key Principle. The Exposition should describe a working system, not a set of intentions.
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Part 1 Organization Management
To demonstrate clear accountability, governance and control of AAOS activities.
1.0 Accountable Manager Statement
(Reference: RA 3100(3) 21.a.(1), RA 3102)
	Organization Guidance
Provide a signed statement confirming:
· Compliance with the MRP
· Ownership of this Exposition
· Responsibility for maintaining compliance
Prompts
· How does the Accountable Manager (AM) ensure compliance is achieved and maintained?
· How does the AM provide oversight of Safety and Quality?
· How are risks to life identified and communicated?
Expected Evidence
· Signed statement
· When the AM is not the Chief Executive Officer of the Organization, a Letter of delegation
Good Practice
· Demonstrates active oversight of Safety Management System (SMS), Quality Management System (QMS) and reporting systems
· Clear link between AM Responsibilities and organizational outputs
MAA Areas of Concern
· Generic wording with no explanation of oversight
· No evidence of authority or delegation



1.1 Organization Description
(Reference: RA 3100(3) 21.a.(2))
	Prompts
· What is the organization’s role within MOD support?
· What services are provided?
· What is the operating context?
Expected Evidence
· Organization details and addresses
· Contractual context
Good Practice
· Clear link to MOD activities
MAA Areas of Concern
· Vague or generic description





1.2 Management Personnel and Suitably Qualified and Experienced person (SQEP)
(Reference: RA 3100(3) 21.a.(3), RA 3102)
	Prompts
· Who are the key personnel responsible for AAOS activities (AM, Safety Manager, Quality Manager, Project Manager etc)?
· What are their Responsibilities?
· What qualifications and experience do they hold?
· How is competence assessed and maintained?
Expected Evidence
· Role descriptions
· Competence framework
· Training and competence records
Good Practice
· Role-based competence framework
· Ongoing competence Assurance linked to training and review
MAA Areas of Concern
· Names and CVs only
· No demonstration of ongoing competence Assurance



1.3 Organization Structure
(Reference: RA 3100(3) 21.a.(4))
	Prompts
· What are the reporting lines?
· How is accountability structured?
Expected Evidence
· Organization chart



1.4 Organization Scale
(Reference: RA 3100(3) 21.a.(5))

	Prompts
· What is the organizational size and distribution?
· How does scale influence operations?
Expected Evidence
· A list or statement detailing scale of the organization including associated staff numbers at each AAOS site.





1.5 External Interfaces and Subcontractors
(Reference: RA 3100(3) 21.a.(6), RA 3100(5))
	Prompts
· What activities are subcontracted?
· Table / list of the Subcontracted Organizations together with statement of their suitability
· How are subcontractors assured as competent?
· How are interfaces managed?
Expected Evidence
· Contracts or agreements
· Assurance records
· Interface documentation
Good Practice
· Active assurance of subcontractor competence
· Defined SMS and operational interfaces
MAA Areas of Concern
· Reliance on accreditation alone
· No evidence of ongoing Assurance



1.6 AOE Control and Change Management
(Reference: RA 3100(2), RA 3100(3) 21.a.(7))
	Prompts
· How is the Exposition controlled and reviewed?
· How are changes identified, assessed and approved?
· How is the MAA informed of changes?
Expected Evidence
· Change control procedure
· Review procedure and periodicity
· Amendment log
Good Practice
· Structured and auditable change process
MAA Areas of Concern
· Informal or unclear arrangements



1.7 Applicable Regulatory Articles
(Reference: RA 3100(3) 21.a.(8), RA 3100(4))
	Prompts
· Which RAs apply?
· How is compliance achieved?
Expected Evidence
· Compliance Matrix completed with references to evidence




Part 2 – Scope of Contracted Activities
(Reference: RA 3100(3) 21.b)
To clearly define the organization’s approved scope.
	Prompts
· What equipment and technologies are supported?
· What services are provided?
· Where are activities conducted (all locations)?
Expected Evidence
· Equipment list
· Site list
· Contract scope
Good Practice
· Clearly defined and bounded scope
MAA Areas of Concern
· Ambiguous or incomplete scope




Part 3 – Safety Management
(Reference: RA 3100(3) 21.c, RA 1200, RA 1027)
To clearly define the Organization's SMS and associated policies.
	Prompts
· Safety Policy covering the AAOS scope
· How are Hazards identified and Risks managed?
· How is Safety performance monitored?
· How is Safety culture promoted?
Expected Evidence
· SMS documentation
· Risk registers
· Safety performance data
Good Practice
· Active Hazard management
· Use of performance indicators
MAA Areas of Concern
· Policy-only statements
· No evidence of monitoring






Part 4 – Quality Management
(Reference: RA 3100(3) 21.d, RA 1027)
To clearly define the Organization's QMS and associated policies.
	Prompts
· How is Quality managed and assured?
· What Audit processes exist?
· How are non-conformities managed?
Expected Evidence
· Audit plans
· Audit reports
· Corrective action records
Good Practice
· Independent Assurance
· Evidence of improvement
MAA Areas of Concern
· Reliance solely on certification
· Lack of Audit output




Part 5 – Maintenance and Operations
(Reference: RA 3100(3) 21.e)
To clearly define the Organization's Maintenance policies, procedures and activities including details of testing procedures and processes appropriate to the type of equipment and its application, including but not limited to, environmental, ground and flight checking.
	Prompts
· How are Maintenance activities controlled?
· How is Technical Information managed?
· How are records maintained?
· How is equipment testing performed and recorded?
Expected Evidence
· Maintenance procedures
· Records and logs
· Technical Information
· Testing documentation
Good Practice
· Traceable, controlled Maintenance system
MAA Areas of Concern
· Lack of record traceability
· Uncontrolled procedures
· No details of testing carried out





Part 6 – Occurrence Reporting
(Reference: RA 3100(3) 21.f, RA 3108, RA 1410)
To clearly define Occurrence reporting procedures, unsafe condition reporting and error management procedures. 
	Prompts
· How are Occurrences reported?
· How are Unsafe Conditions reported? 
· How are they investigated?
· How are lessons learned identified and shared?
Expected Evidence
· Reporting procedures
· Investigation records
· Trend analysis
Good Practice
· Active learning and trend analysis
MAA Areas of Concern
· Reporting process exists but no evidence of use




Part 7 – Personnel and Training
(Reference: RA 3100(3) 21.g, RA 1440)
To clearly define the Organizations staff training plan, competency records and Human Factors training content and periodicity.  
	Prompts
· How is training planned and delivered?
· How is competence assessed and maintained?
· How is Human Factors training delivered?
· What is the content of Human Factors training?
· What is the periodicity of Human Factors training?
Expected Evidence
· Training plans
· Competence records
Good Practice
· Role-based training system
· Ongoing competence validation
MAA Areas of Concern
· Records only with no evidence of effectiveness





Part 8 – Security Management
(Reference: RA 3100(3) 22)
To define the details of the Organization’s security procedures to be applied to ensure that the integrity of the ATM Equipment is not compromised.
	Prompts
· How is ATM Equipment protected?
· What physical and cyber controls are in place?
· How are security Risks identified and managed?
Expected Evidence
· Security policies
· Risk Assessments
· Exercise reports
Good Practice
· Integrated security arrangements
MAA Areas of Concern
· High-level statements without detail



Part 9 – Appendices
Include:
· Completed AAOS Compliance Matrix – Ensure RA Issue numbers are correct and up to date. 
· Quality Audit plans
· Contracts and agreements
· Supporting procedures
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