NAS Change Proposal (NCP) Form (FAA FORM 1800-2) Instructions
The case file/NCP prepared on FAA Form 1800-2 is used to propose changes to or establish baselines of NAS systems/subsystems and their associated documentation.

General Instructions
All pages of the case file/NAS Change Proposal (NCP) should be numbered and clearly marked page (A) of (B), where (A) is the actual page number and (B) is the total number of pages. The case file number should also be clearly marked on each page. Blocks 1 through 22 are to be completed by the originator, using additional sheets if necessary. If a block is not applicable, designate with "N/A". Use of an automated version of the 1800-2 form in MICROSOFT WORD is recommended.  Copies of this application are available upon request from ASD-220.

Detailed Instructions
1. Case File Number 

This should be a discrete identification number (alphanumeric format, e.g., STLAF-CD -001) issued by the originating organization:

a. First 5 alphanumeric characters identify originating organization (e.g., AL462; STLAF; ZLAAT; TR230, etc.)

b. The center group is a maximum of five characters and represents the acronym for the subsystem the case file is affecting (for baselined systems this acronym is found in NAS-MD-001 otherwise this will correspond to the Facility, Service and Equipment Profile (FSEP) acronym for the subsystem, (e.g., CD, AFSS , EARTS, etc.).

c. Last group of three digits denotes consecutive number assigned by the originator's organization for the specific subsystem identified in the center group (e.g., 001, 002, ….., 999)

Note: Numbers are assigned consecutively for the life of the system and do not start over again at the beginning of the calendar year. 

d. Capital letter added at the end of a case file number denotes an amendment to that case file (e.g. A, B, C, etc.)

2. For CM Use 

A block for CM Organization Use to identify: 

a. Case file received date.

b. NCP Issuance date

c. NCP Number

As appropriate

3. Scope of Change

a. Local - Case file applies to one or more identified sites, as indicated in block 17, and dependent upon the change proposed, may be either approved at the Headquarters or the Regional Configuration Control Board level.

b. Test - Case file applies to one or more identified sites and is approved at the Headquarters Configuration Control Board level for a limited duration specified in the CCD.

c. National - Case file is applicable to all items of a type specified and is approved at the Headquarters Configuration Control Board level.

4. Reason for change 

The reason for generating change shall be selected.  If “Other” is selected, provide an explanation of “other”.

a. Safety- Correction of a deficiency which is required primarily to eliminate an unsafe condition.

b. Technical Upgrade- a proposal to incorporate advanced technology into an existing system, piece of equipment, etc., either hardware or software.

c. Systems Interface- a proposal dealing with system hardware and/or software and documents that are considered the “go between” enabling different systems to interact.  This includes communications, power, etc.

d. Requirements Change- a proposal to add a new requirement or change an existing requirement to a system, piece of equipment, etc.

e. Design Error- a condition caused directly by human engineering error or design shortcomings. (Do not confuse with obsolete, antiquated or non designed items or fixes)

f. Parts Unavailability- A proposal to incorporate a new component/part into an existing system, piece of equipment, to replace a part no longer being manufactured.

g. Baselining- documenting a specific configuration including hardware, software, firmware, test equipment, power and facility space.  This includes the documentation to define the configuration of specifications, plans, drawings, manuals, etc.

h. Other- a change that does not fit into any of the previous categories

5. Priority 

Select appropriate priority and provide justification as necessary in block 6

a. Normal - Classification for case files that do not meet criteria of urgent or time critical.

b. Time-Critical - Classification restricted to changes requiring expeditious processing (e.g. need CCD by certain date, to support schedule of other projects, budget related, etc.) Reason and required date must be specified in block 6.

c. Urgent - Classification for changes which will prevent a prolonged outage or catastrophic failure to operational systems or correct unsafe conditions (usually to document a fix already made for safety reasons). Include explanation under justification in block 6.

6. Justification of Time Critical/Urgent Priority

If block 5 is marked Time Critical or Urgent Priority, justification must be provided in this block.

7. Supplemental Change Form 

Used to identify initiating change documentation, such as Engineering Change Request (ECR), Engineering Change Proposal (ECP), Technical  Employee Suggestion (TES).  A copy of the change form used to initiate the case file must be attached. If not applicable, this block is marked N/A.

a. Supplemental Change No. - If either ECR/ECP or TES is checked in the upper portion of block 7 then the corresponding ECR/ECP or TES change number must be supplied.

b. Supplemental Change Initiation Date - The date of initiation of either the ECR/ECP or TES change is entered in this block.

8. Case File Originator 

Case file originator's full name must be printed in this block.

9. Originator Organization 

The organization of the originator identified in block 8 must be entered in this block.

10. Telephone Number  

The telephone number, including area code, of the originator identified in block 8 must be entered in this block.

11. Case File Initiation Date  

The date of initiation of the case file is entered in this block. (Month/day/year-xx/xx/xxxx)

12. Type of Document Affected  

At least one baseline document type must be identified. Multiple selections can be made only if multiple types of baseline documents are being changed by a case file.

CPFS- Computer Program Functional Specification

SPEC – Specification

MTBK - Maintenance Technical Handbook

TI - Technical Instruction Book

DWG- Drawing

IRD/ICD - Interface Requirements Document /Interface Control Document

13. Baseline Document Number(s)
The document number of each baseline document listed in block 12 must be provided. Case files to change a configuration item cannot be processed without identified documentation.

14. CI Subsystem Designator

a. For operational support phase, intended to capture the specific model of the designated subsystem (e.g. ARSR-4, ASDE-3, ASR-9). The case file number should only reflect the generic identifier (e.g. ARSR, ASDE, ASR).  If a specific model is not applicable, use the subsystem designator identified in the center of the case file number (e.g. UA460-ITWS-XXX).

b. For acquisition phase, the FAA project is the CI designator (e.g. FBWTG) acronym.

c. For changes that apply to the top level NAS documents, the CI designator “NAS” is used, as well as the specific subsystem designators affected (e.g. ITWS, WAAS, WARP).

d. The designator “BLD” is used for changes affecting ARTCC-as built facility drawings.  “ACF” is used for changes affecting both the standard and site-specific end state facility space drawings.  

15. FA Type Number 

Should be provided from NAS-MD-001; otherwise N/A

16. CI Component Designator 

When this kind of equipment or software module is affected by a proposed change, its CI designator should be cited in this block on the case file exactly as it appears in NAS-MD-001.

17. Facility Identifier (FACID)  

For Local and Test case files pertaining to hardware facilities. (Format: AABBBBBCCCC) This is an eleven character field (i.e. WPARSR_BAM_) with the first two characters “WP” representing the Region, the next five characters “ARSR_” representing the Facility and the last four characters “BAM_” representing the Location per the FSEP.  Each character has a place and if there is no character for a given place then an underscore “_” is the proper character.  Enter “N/A” for National case files. 

18. Facility Code (FACCODE) 
For Local and Test case files pertaining to hardware facilities. This is a five digit code which breaks the facility down to its lowest unit as per FAA Order 1375.4.  Enter  "N/A" for National case files. (ASDE-2 would be entered 45512).

19. Cost Center Code  

5 character alphanumeric code indicating cost center which change implementation is to be charged against. This should be provided for Local and Test case files.  e.g., 12345

20. System Software Version 

When making a change to software the specific software version of the software being proposed for change is to be provided (i.e., Version 4.2). 

21. Title  

Indicate the subject of the change, being as descriptive as possible. For waivers to installation and siting criteria, include location and runway if applicable.

22. Description  

Complete information pertaining to items a through h should be provided. Attach additional pages if necessary.

a. identification of problem - provide complete information identifying nature of problem, length of time it has existed, etc. 

b. proposed change - identify proposed solution(s) to the problem in as much detail as possible.

c. interface impact - identify any known interface impacts involved with the proposed change.

d. cost estimate – Supply estimated cost and basis of estimate.

e. funding source- Identify organization providing funding for change, if known.

f. benefits/risks - state the benefits of this change or the impact of not making the change

g. schedule - provide a schedule for the change to be implemented whenever possible.

h. other (e.g., logistics, quality, companion Case Files/NCPs, etc.)- Identify the logistics, quality, etc. impacts in as much detail as possible.  Additionally, this block shall also identify by title and number all companion Case Files/NCPs associated with this change.

23. Name and title of originator’s immediate supervisor  

Required. Title and name must be typed or printed clearly in the first section of this block. The supervisor's legal signature goes in the second section of the block and the date signed goes in the third section.

24. Facility/SMO Review (AT/AF) 

Facility/SMO coordination is required for all case files originating from a facility or SMO. The SMO and/or Air Traffic Manager needs to sign the block(s) at the bottom of Block 24.

25. Regional Review 
Regional coordination is required for all case files originating from a facility/region. The signature of the individual responsible for regional case file coordination (Configuration Manager, NCP Coordinator or Regional Executive Secretary) is required.

26. Prescreening Review Organization Comments 

This block is completed by the Prescreening Office and not the originator of the case file/NCP.  Prescreening review must be indicated for those case files requiring review by a prescreening organization.  The prescreening office will accomplish the review, recommend approval or disapproval of the case file, identify if this is a new requirement and list the recommended must evaluators for the review.  If disapproved, the prescreening office will return the case file with comments to the originator (through Regional CM for those case files originated at or below the regional level) and send a copy to ASD-220. 

27. Configuration Management Use Only 

For internal Configuration Management use only.
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