
NOTICE U.S. DEPARTMENT OF TRANSPORTATION

FEDERAL AVIATION ADMINISTRATION

Air Traffic Organization Policy

CancellationDate:

9/16/2008

SUBJ: Useof CertificationTrackingSystemCTS Version1.0

1. Purposeof This Notice. TheCertificationTrackingSystemCTS modulewithin the
ComprehensiveManagementResourceInformation SystemCMRIS hasbeenupdatedto a new
softwareenvironment,CTS Version1.0. This Notice establishesthepoliciesthat will allow theuseof
CTS Version1.0 andreplacessomeofthe policy in FAA Order3400.3H, Airway Facilities
MaintenancePersonnelCertificationProgram.

2. Audience. This noticeis distributedto TechnicalOperationsdivision level in Washington
headquarters,to branchlevel at the FAA Academy,to branchlevel in the regionalTechnical
Operationsdivisions, andto all TechnicalOperationsfield offices with a maximumdistribution.

3. WhereCan I Find This Notice. You canfind this noticeon theDirectivesManagementSystem
DMS website: https://eniployees.faa.gov/toolsresources/ordersnotices/.

4. Background.Theexisting CTS, calledlegacyCTS, is a 10 yearold automatedprocessthat results
in printeddocumentsthat are thensignedandfiled. The softwareprogramis outdatedandcannottake
advantageof thehardwareimprovementsofthepastdecade.Additionally, useof the legacyCTS is not
mandatoryso accurateandeasilyobtainablenationalreportingon certification is unavailable. To move
thecertification trackingsystemto a morepaperlessprocess,useup-to-datesoftware,andmandatethe
useof one automatedsystemfor trackingandreporting,CTS Version 1.0 was established.It hasbeen
tested,training was conducted,andthe systemis readyfor implementation.

5. Action. This Noticerequirestheuseof CTS version 1.0 for all technicalpersonnelrequiring
personnelcertificationauthorityper FAA Order3400.3Handthis Notice. Authority is given to apply
the informationin the following pagesto the maintenancepersonnelcertificationprogram. Fromthe
effectivedateofthis Notice, all newcertificationauthoritiesmustbe enteredinto CMRIS. Theuseof
thepaperFAA Form 3400-311-01or otherautomatedsystemsis no longerauthorized.

6. CertificationProcessGeneral Replaces3400.3H,paragraph 30.

a. Personnelcertificationrequirementsarederivedfrom the systems,subsystems,and services
requiringcertification. Acronymsfor documentingpersonnelcertificationsare listed in the latest
versionof FAA Order6000.15,GeneralMaintenanceHandbookfor NAS Facilities,Appendix 3,
Systems,Subsystems,and ServicesRequiringCertification. Thetheory-of-operationstraining,
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OJT/EnhancedHands-OnTraining, anddemonstrationof proficiency/performanceexamination
requirementsare identifiedin Appendix5, ATO PersonnelCertificationRequirements.In somecases,
the acronymsof FAA Order6000.15,Appendix 3 maybe combinedinto onegeneralacronymin
Appendix5, i.e. RCAG, RCO, RTR, BUEC, andECS maybeconsolidatedinto COMM.

b. The certificationauthorityprocessmeasuresthe technicalspecialist’sability andknowledgeof
sytstemtheory-of-operationsandrequiresadministrationof OJTor EnhancedHands-OnTraining anda
practicaldemonstrationof skills throughthe administrationof a demonstrationof
proficiency/performanceexaminationby anappointedexaminer. This ensuresthat technicalspecialists
possesstheminimumskills necessaryto certify a given-typeof system,subsystem,or service.
Certificationauthoritymustbe documentedon FAA Form 3400-3,in CMRIS, by the last four
digits/charactersof theFacility IdentificationCodeFIC or facility/servicetype for thosewithout a FIC.
Theentrieson FAA Form 3400-3must follow the listing for that FICs or acronymin Appendix 5.
FAA Form 3400-3documentationenablesthetechnicalspecialistto exercisehis/hercertification
authorityfor all facilities of theFICs or type for thosewithout a FIC. Theofficial FAA Form 3400-3
residesin theCMRIS database

7. Individuals RequiringCertificationAuthority Replaces3400.3H,paragraph 31. Individuals
requiredto hold certificationauthorityfor systems,subsystems,or servicesare:

a. All FAA technicalspecialiststhat certify systems,subsystems,or services.

b. Performanceexaminersin theworkplaceandin theTOHTC program.

c. DemonstrationofProficiencyexaminersat the FAA Academyorvendorlocations.

d. OJT instructorsin theworkplaceproviding instructionfor OJTpackagesthat leadto
certificationauthority.

e. OtherFAA personnelas requiredby dutiesor administrativedeterminations.

8. Certification Authority Replaces3400.3H,paragraph 32. Acquisition of certificationauthority
is a four stepprocessthat requiresthesatisfactorycompletionof theory-of-operationstraining, OJTor
EnhancedHands-OnTraining, a demonstrationofproficiencyor performanceexamination,endorsement
by thefirst level supervisor/managerand a review anddeterminationby the District secondlevel
manager/OCCManager/AMA-400Managerthat all procedureshavebeenproperlyfollowed. The
individual requirementsfor attaining certificationauthorityon a specific type of system,subsystem,or
servicearecontainedin Appendix5, ATO PersonnelCertificationRequirements.Certificationauthority
mustbedocumentedon FAA Form 3400-3in CMRIS. Individuals attendingtheory-of-operations
courseswith theintentionof attainingcertificationauthorityshouldattain theauthoritywithin 180 days
of thecompletionof thetheorycourse.

a. Theory-of-Operations Requirement. The theory-of-operationsrequirementis thefirst stepof
thepersonnelcertificationauthorityprocessandconfirmsthat the individual possessessatisfactory
knowledgeof systemor subsystemtheory-of-operationsor the integrationof componentsthat comprise
a service. This canbe accomplishedby the following list ofmethods.Within the requirementsof
Appendix5, theDistrict secondlevel/OCCManager/AMA-400Managerandtheemployee’s
supervisor/managerwill determinethemethodused. This training mustbe applicableto thetype of
system,subsystem,or servicefor which the certificationauthorityis required. Completionof theory-of
operationstraining mustbe documentedin eLMS.

1 Residenttrainingis training conductedat the FAA Academyby an FAA instructor,a
designatedout-ofagencytrainer, or via ComputerBasedInstructionCBI with an FAA Academy
laboratory.
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2 Trainingconductedunderthe new conceptthat includesenhancedhands-ontraining may
bedoneat theFAA Academyor at an out-of-agencylocation. In additionto thenormal theorycontent,
it will containinstructionin theuseof theapplicablemaintenancehandbooks,maintenancerequirements
includingscheduling,useof TechnicalPerformanceRecords,and certificationproceduresincluding
intervals,exceptions,andlog statements.Laboratoryexerciseswill be conductedusing themaintenance
handbookswherepossible. Thecourseswill includea troubleshootingprocessandwill containgraded
troubleshootingexercises.Thecourseswill also containenhancedhands-ontraining as describedin
paragraph8b3.

3 Theory-of-operationsexaminationis a TechnicalOperationsTrainingandDevelopment
Group/FAAAcademyapprovedwrittenexaminationthatmeasuresthe level of knowledgerequiredfor a
specifictype of system,subsystem,or service. Foradditionalguidanceon theory-of-operations
examinationsseePar14.

4 DistanceLearningDL is a training methodwherean instructoris not requiredto be
collocatedwith thestudent. DL is a TechnicalOperationsTrainingandDevelopmentGroup/FAA
Academyapprovedmethodandincludes,but is not limited to correspondencestudy, CBI, and
InteractiveVideo TeletrainingIVT.

5 Equivalenttraining is training obtainedfrom sourcesotherthanthe FAA that theTechnical
OperationsTrainingandDevelopmentGroup/FAAAcademydeemto be equivalentto FAA-sponsored
residenttraining. Equivalencyrequestsshouldbeprocessedin accordancewith the currentversionof
FAA Order3000.10. Appendix3 of this Noticecontainscurrentandpreviousconceptsand/ortheory-
of-operationsexaminationsandequivalenttraining and/orexaminations.

6 WhentheTechnicalOperationsTrainingandDevelopmentGrouphasadvisedthat no
theory-of-operationsmethodslisted in paragraph8al - 5 areavailablei.e. for older/uniquesystems,
employeeswho havesuccessfullycompleteddocumentedinformal theory-of-operationstraining can
satisfythe requirement.Informal theory-of-operationstrainingis training conductedat the ServiceArea
or field levelby anothertechnicalspecialist,a manufacturer’srepresentative,or anothercourse
previouslytakenon similar systems. The informal methodusedmustbe approvedin advanceby the
District training staffanddocumentedon FAA Form 3400-3in CMRIS.

b. OJT Requirements/EnhancedHands-On Training. The secondstepof thepersonnel
certificationauthorityprocesscanbe either:

1 OJT. A bridgefrom theory-of-operationsof system,subsystem,or servicetraining to
developingrequisiteskills andknowledgein preparationfor taking a nationalor locally developed
performanceexaminationto acquirecertificationauthority. OJTcanbe eithernationallydeveloped
coursesor, whenthereis no nationalcourse,locally developedcourses.FAA Form 3400-16,available
in CMRIS mustbeusedto documentthe instructionandcompletionof OJTrequirements.SeeFigures
4, 4-1 and4-2 in Appendix 1. Following completionof OJT,the first level supervisor/managerwill
forwardtheFAA Form 3400-16to a training specialistorother individual at an office designatedby the
ServiceArea Directorfor entry into eLMS. A list ofnationallydevelopedOJT coursesis providedin
Appendix4, Figure 1. Specific nationalcoursesarelisted in Appendix 5, ATO PersonnelCertification
Requirements.TheUtilization ofnationallydevelopedOJT coursesis mandatory.A locally developed
OJT courseis usedwhena nationalOJTcoursehasnot beenpublished.Thelocal OJT coursemustbe
developedusing theguidanceof paragraph24.

2 OJT for the TOHTC initiative. The taskscontainedin the nationalOJT packagesthat can
beperformedat theFAA Academywill be administeredas hands-ontraining exercisesduring the
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theory-of-operationstraining. Thosetasksthat aresite specificsuchaswiring, notification,
coordination,etc.will be containedin a locally developedOJTfield packageto be completedwhenthe
technicalspecialistarrivesat his/herduty location. Failureto passthe theory-of-operationsandhands-
on training exercisesat theFAA Academyfor probationaryemployeesare groundsfor removalor
separationfrom theFAA.

3 Enhanced Hands-On Training. EHOT is an integralpartofsomeresidenttraining
requiredin paragraph8a2. Partof the theory-of-operationscourseit is thebridge from system,
subsystem,or servicetraining to developingrequisiteskills andknowledgein preparationfor taking a
DemonstrationofProficiencyExaminationto acquirecertificationauthority. It includesall key
performanceparametersand certificationparametersfor the system,subsystem,or service. Thekey
performanceandcertificationparametersthatare not individually testedin theDemonstrationof
Proficiencywill be testedin gradedlaboratoryexercisesduringthe course. Coursesconductedwith
EHOT will containinstructionin theuseof the applicablemaintenancehandbooks,maintenance
requirements,standardsandtolerances,maintenanceintervals,etc.; useof TechnicalPerformance
Records;and certificationproceduresincluding intervals,exceptions,andlog statements.Laboratory
exerciseswill beconductedusing themaintenancehandbookswherepossible.Trainingsystemsused
for coursesconductedin this conceptmustreplicatefield systemsascloselyaspossible.

4 Additional guidance. Additional guidanceon OJT is providedin Paragraphs21 - 27.

c. Demonstration of PerformanceProficiency Requirements.Thethird stepof thepersonnel
certificationauthorityprocessrequiressuccessfuldemonstrationofproficiencyeitherin thefield or at
the FAA Academyas follows:

1 Field Level PerformanceRequirements.Measuredby passinga nationalperformance
examinationor a locally developedperformanceexaminationif no nationalexaminationis published.
Following administrationof eithertypeof performanceexamination,the examinerwill submitFAA
Form 3400-15,PerformanceExaminationCoverSheetto anoffice designatedby theServiceArea
Directorfor entryinto eLMS. Successfulcompletionconfirmsthetechnicalspecialist’sfamiliarity with
a specifictype of system,subsystem,or serviceaswell astheir knowledgeand ability to perform
necessarymeasurements,adjustments,andfault diagnosis,or to makesoftwarecorrectionswhere
applicable. This stepmust not occurbeforeconfirmationthat thetheory-of-operationsandOJT
requirementshavebeensuccessfullycompleted. Themethodsby which field levelperformance
proficiencymaybe accomplishedare:

a Performance Examinations.The technicalspecialistmust satisfactorilycompletea
TechnicalOperationsTraining andDevelopmentGroup approvedperformanceexaminationconducted
by an authorizedexaminer. Theexaminationmeasuresthe technicalspecialist’sability to makesystem,
subsystem,or equipmentadjustments,checkcritical parameters,andteststherequisitespecialized
knowledgeto adequatelyinvestigate,analyze,test,andcorrectsystem,subsystem,or service
deficienciesto restoreandensurecontinuousreliableoperation. A separateperformanceexaminationis
requiredon eachdifferent typeof system,subsystem,or servicefor which the individual needs
certificationauthorityexceptfor whenthesametheory-of-operationscourseandperformance
examinationapply to multiple equipmentsofthesametype. For example,all VASIs havethesame
theory-of-operationsandperformanceexaminationandcompletingtheperformanceexaminationfor one
equipmentleadsto certificationauthorityfor all equipmentsof that type. SeeAppendix5, ATO
PersonnelCertificationRequirementsfor otherexamples.Use FAA Form 3400-15,as illustratedin
Appendix 1, Figure2-ito documentthe nationalperformanceexamination.
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b Locally DevelopedPerformanceExaminations. When a nationalperformance
examinationhasnot beenpublished,the technical specialistmust satisfactorilycompletea locally
developedperformanceexaminationconductedby an authorizedexaminer. Theexaminationmeasures
thetechnicalspecialist’sability to makesystem,subsystem,or equipmentadjustments,checkcritical
parameters,andteststhe requisitespecializedknowledgeto adequatelyinvestigate,analyze,test,and
correctsystem,subsystemor servicedeficienciesto restoreor ensurecontinuousreliableoperation. A
separateperformanceexaminationis requiredon eachdifferent typeof system,subsystem,or servicefor
which the individual needscertificationauthority. Thelocally developedperformanceexamination
musttestthe technicalspecialist’sability to measurethecertificationandkeyperformanceparameters
for thesystemor subsystem.For a service,only the certificationparametersneedto betested. Use
FAA Form 3400-15,Appendix 1, Figure2-2 to documentthe locally developedperformance
examination. Thecertificationandkeyperformanceparameterstestedmustbe listedon thebackof the
form. Seeparagraph1 5g for additionalguidance

c Performance Examinations under theTOHTC Initiative. Theperformance
examinationfor the technicalspecialistsin theTOHTC hasbeendivided into two parts. Thefirst part is
administeredat the Academy. Thesecondpart is administeredin the field aftera locally developedOJT
packagehasbeencompleted.You mustuseFAA Form 3400-15a,Appendix 1, Figure3-1 to
documenttheperformanceexaminationcompletedat the FAA Academy,andFAA Form 3400-isto
documentthefield performanceexaminationassociatedwith theTOHTC.

d Demonstration of Proficiency Requirements.An examination,administeredat the
FAA Academyor out-of-agencylocation,designedto testthe technicalspecialist’sproficiencyin
measuring,evaluating,testing, anddeterminingthe accuracy,suitability, andoperationalstatusof a
particulartypeof system,subsystem,or service. Thedemonstrationis given following successful
completionof a residenttheory-of-operationstraining containingEnhancedHands-OnTraining. The
demonstrationis givenby a FAA employeeholdingcertificationauthorityandconsistsof oneor more
troubleshootingproblems,a difficult maintenancetaskor morethanoneif nonearedifficult, anda
writtencomponentcoveringthe standardsandtolerances,preventativemaintenancerequirements,
certificationrequirementsandcertificationexceptions.The FAA Academywill documentcompletion
andenterit into eLMS.

2 Additional guidance.Additional guidanceon PerformanceExaminationsand
Demonstrationsof Proficiencyis providedin paragraphs15 and 16.

d. Endorsementand Review.The fourth stepin thepersonnelcertificationauthorityprocessis
accomplishedby an endorsementfrom thefirst level supervisor/manageranda review and
determinationby theDistrict secondlevel manager/OCC/ServiceArea TSOG/ServiceArea
PSOG/AMA-400Managerthat all procedureshavebeenproperlyfollowed. Theprocessis as follows:

1 Thefirst level supervisor/managermust endorsea technicalspecialistfor certification
authorityafterdeterminingtheir site familiarity and capabilityto performwork practices. Examplesof
site familiarity andwork practicesthat maybe consideredarecontainedin Appendix 2, Examplesof
Work Practices.Thefirst level supervisor/managerwill endorsethe capabilityon FAA Form 3400-3in
CMRIS.

2 TheDistrict secondlevel manager/OCC/ServiceArea TSOG/ServiceArea PSOG/AMA-400
Managerreviewstheinformationprovidedon the FAA Form 3400-3in CMRIS anddeterminesthat
certificationauthoritycanbe grantedandwhat typeof certificationto grantaslistedin paragraph9..
The District secondlevel manager/OCC/ServiceArea TSOG/ServiceArea PSOG/AMA-400Manager
grantscertificationauthorityon FAA Form 3400-3 in CMRIS.
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9. Certification Authority Types,EmergencyGranting, Conversionof Former Interims Replaces
3400.3H,paragraphs33 & 34.

a. The three types of Certification Authority are:

1 Regular Certification Authority. Regularcertificationauthorityon a system,subsystem,or
servicemaybegrantedto a technicalspecialistby theDistrict secondlevel manager/OCC/ServiceArea
TSOG/ServiceArea PSOG/AMA-400Manageraftersatisfyingtheapprovedtheory-of-operations,
OJT/EnhancedHands-OnTraining, anddemonstrationof proficiency/performancerequirements
identifiedin Appendix5, ATO PersonnelCertificationRequirements.The0CC Managermaygrant
regularcertificationauthorityto 0CC technicalspecialistsfor only those0CC facilities identified in
their costcenter’sFSEP. Note: MandatoryCertificationDateMCD is no longerused.

2 Temporary Certification Authority.

a Temporarycertificationauthoritymaybe grantedby theDistrict secondlevel
manager/OCC/ServiceArea TSOG/ServiceArea PSOG/AMA-400Manageron a specifictypeof
system,subsystem,or servicebaseduponan administrativedeterminationofneed. The0CC Manager
maygranttemporarycertificationauthorityto technicalspecialistsfor only those0CC facilities
identified in their costcenter’sFSEP. Temporarycertificationauthorityshouldonly be grantedduring
UNUSUAL circumstances;i.e., whenthereis an immediateneedandthenormalprocesswould taketoo
long. This authoritymaybe grantedfor a minimumperiodof onemonthat a time andmustnot be
grantedto the sameindividual for morethan 6 monthswithin any 12-monthperiodon thesamesystem,
subsystem,or service. Thegrantingof suchtemporarycertificationauthoritymustbe formally andfully
documented.Therevocationdateshall be identified on FAA Form 3400-3at thetime theauthorityis
granted. TheDistrict secondlevel manager/OCC/ServiceArea TSOG/ServiceArea PSOG/AMA-400
Managermustbe satisfiedwith theproficiencyof the technicalspecialist. FAA Form 3400-3examples
are shownin Appendix 1, Figure 1-1, columns7 and8.

b Whengrantingtemporarycertificationauthorityto an individual who hasnot previously
met applicabletheory-of-operationsrequirements,training usedin lieu oftheory-of-operations
requirementsmustbe related,i.e., a technicalspecialistcertifiedon a FA-9639 DistanceMeasuring
EquipmentDME maybe grantedtemporarycertificationauthorityfor a FA-9783DME. On theother
hand,training on communicationssystemscannotbe consideredapplicableto DME.

c Temporarycertificationauthoritymustnot be grantedto technicalspecialistswho, on the
last attempt,failed eitherthe theory-of-operationsorperformanceexaminationfor thepertinentsystem,
subsystem,or service.

3 RemoteRegular Certification Authority. Remoteregularcertificationauthorityon a system,
subsystem,or servicemaybe grantedto technicalspecialistswho areresponsiblefor accomplishing
remotecertificationsthroughthe useof RMM equipmentandcapabilities. It is intendedfor ATO
ControlCenterpersonnel,althoughother technicalspecialistsmayalsobeissuedremoteregular
certificationauthoritieswhenrequiredby their position. In orderto gain remoteregularcertification
authority,the technicalspecialistmust satisfythe approvedremotetheory-of-operations,OJT/EHOT,
andproficiency/performancerequirementsas shownin Appendix5. Individualswho haveregular
certificationauthorityfor a system,subsystem,or servicethathasRMM capabilitiesarenot requiredto
attainremoteregularcertificationauthority, e.g., an ATSSwith Regularcertificationauthorityfor 2nd
GenVOR would not needremoteregularcertificationauthority. FAA Form 3400-3 exampleis shown
in Appendix i, Figure 1-1, column 9.
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b. Granting of Certification Authority in Emergencies. In an emergencysituationtheDistrict
secondlevel/OCCManagermaygrantoneofthe threecertificationauthoritytypesthroughthe most
expedientmeans,i.e., messenger,electronicmail, or telephone,providedthe requirementsof paragraphs

9ai -3 for the type of authoritygrantedaremet. This actionmustbe followed up in a timely manner
with the appropriatedocumentationin accordancewith thisNotice.

c. Converting Former Interim Certification Authorities. FAA Order3400.3Hcontaineda
processfor interim certificationauthority. All interim certificationsgrantedin accordancewith the
provisionsof FAA Order3400.3Hprior to the effectivedateofthis Noticecan andmustbe convertedto
RegularCertificationauthority. Thetechnicalspecialistmusthaveheld the interim certification for 12
monthswith satisfactoryperformance.The conversionmustbe endorsedby thefirst level
supervisor/managerandgrantedby the secondlevel manager. Interim certificationauthoritiesthat are
not convertedwithin 15 monthsfrom theeffectivedateofthis Noticeareto be consideredrevoked. An
exampleof a conversionentry is providedin Appendix i, Figure 1-1, column 15.

10. Establishmentof Certification Authority for New Systems

When new systemsare installed there are two methodsto begin the processto attain certification
authority. Theyare:

a. Theuseof TemporaryCertificationAuthority, which maybe grantedto technicalspecialists
JAW paragraph9b. Thosetechnicalspecialiststhen administertheOJTandperformanceexaminations
to othertechnicalspecialists. The individuals with temporarycertificationauthorityattainregular
certificationauthorityby takingthe OJTandperformanceexaminationfrom individualswho theydid
not examine.

b. Thesecondmethodappliesonly to thosenewsystemsthathavea nationallyapprovedtheory-
of-operationscourse. Two technicalspecialistsin eachDistrict secondlevel manager’sorganization
maybe grantedregularcertificationauthorityif theyhavecompletedthenationallyapprovedcourseand
theyhavethreeor moreyearsof experienceas a certifiedtechnicalspecialiston a similar system. For
example,Mark 1F ILS would be similar to Mark 20 ILS, 2nd GenerationVOR would be similar to
GenerationVOR, andAWSS would be similar to AWOS. Thosetwo technicalspecialistswould then
administerthe OJTandperformanceexaminationsto othertechnicalspecialists.An exampleof an entry
is providedin Appendix 1, Figure i-i, column 16.

11. Review/Retention/RevocationofCertification Authority Replaces3400.3H,paragraphs35, 36
& 37

a. Retention of Certification Authority. When an individual acquirescertificationauthorityfor a
specifictypeof system,subsystem,or service,thecertificationauthorityis retainedunlessthereis a
changein status. The first-level supervisor/managerandthetechnicalspecialistmust ensureretentionof
proficiencyas long as the certificationauthorityremainsin effect.

b. First Level Review of Certification Authority. The first-level supervisor/managermust
reviewtheproficiencyof eachtechnicalspecialist.This reviewmaybe an examinationof ability to
performdesignatedproceduresand adjustments,or a reviewby observingon-the-jobperformance.The
reviewwill includesitevisits, casualobservations,restorations,AT reports,log reviews,or other
informationgatheredin thenormalexecutionofthesupervisor/manager’sduties. A proficiencyreview
mustbe accomplishedannuallyor whenevera questionarisesconcerningthe individual’s technical
proficiency,anddocumentedon the technicalspecialist’sFAA Form 3400-3in CMRIS. An exampleof
an annualreviewis shownin Appendix 1, Figure1-1, column 5.
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c. SecondLevel Review of Certification Authority. The District secondlevel
manager/OCC/ServiceArea TSOG/ServiceArea PSOG/AMA-400Managerconfirmsthe
supervisor/manager’sreview andrecommendation.This reviewmayinclude supportingdocuments
suchas certificationauthorityrecords. This review mustbe documentedon the technicalspecialist’s
FAA Form 3400-3in CMRIS. An exampleof an annualreview is shownin Appendix 1, Figure 1-1,
column 5.

d. Revocationof Certification Authority. Certificationauthoritymustbe revokedonly asa result
of oneofthefollowing circumstances:

1 When the enddateof thetemporarycertificationauthorityperiodis reached.For most
temporarycertifications,the revocationdatewas enteredwhentheauthoritywasgrantedandno further
actionto revokeit is needed.

2 . Whena RegularorRemoteRegularcertificationauthorityis grantedfor thesamesystem,
subsystem,or servicethat hasa temporarycertificationauthoritythe temporarycertificationmaybe
revokedor it maybe left andallowedto reachits normalrevocationdate.

3 Whenit is determinedby theDistrict secondlevel manager/OCC/ServiceArea
TSOG/ServiceArea PSOG/AMA-400Managerthat theproficiency performanceand/orknowledgeof
theoryof a technicalspecialisthasdeterioratedto a level suchthat continuedcertificationof a system,
subsystem,or servicemight renderit unusableor unsafefor use. The employeemust receivewritten
notification within 24 hoursof suchaction, andis requiredto promptlyacknowledgereceiptof the
actionto theoffice issuingthe revocationnotice. Copiesof thenotification andacknowledgementmust
be filed in theemployee’sOfficial CertificationRecordFile andtheentryon the 3400-3form mustbe
changedto reflect the revocation. Immediatelyuponrevocationofcertificationauthority,the
employeemustbe counseledanda written formal programdesignedto restoreproficiencybe initiated.
Useparagraphs20a andb for guidanceon written formal programs.The employeemustbegiven an
opportunityto reacquirecertificationauthorityin accordancewith theprocessdescribedin this order.

4 Whencertificationauthorityis discoveredto havebeenerroneouslygranted,theDistrict
secondlevel manager/OCC/ServiceArea TSOG/ServiceArea PSOG/AMA-400Managermustrevokeit
andnotify theemployeein writing. Copiesof the notificationmustbe filed in the employee’sOfficial
CertificationRecordFile andtheentryon the 3400-3 form mustbe changedto reflect the revocation.
Administrativeerrorsin documentingtraining or examinationsmaybecorrectedwithout revoking
certificationauthority. Correctionsareto be accomplishedperparagraph30.

e. Certification Authority Inactivity. After a periodof inactivity of 2 yearsor longer, the
proficiencyof thetechnicalspecialistwill be reviewedby the immediatesupervisor/managerprior to
assignment/reassignmentof workloadfor a particularsystem,subsystem,or service. Following the
review,the supervisor/managerwill forwardto the District secondlevel manager/OCC/ServiceArea
TSOG/ServiceArea PSOG/AMA-400Managera written assessmentor recommendationasto whether
the employee’scertificationauthorityshouldberetainedor revoked. This written assessmentor
recommendationmaybevia email. Theextentof this review mustbe baseduponthe
supervisor/manager’sjudgment. This reviewmayvary from observationof the employee’son-the-job
workperformanceto requiringthe employeeto retakethe theory-of-operationsand/orperformance
examinations.Inactivity mustnot bean automaticcausefor revocationof certificationauthorityfrom
a technicalspecialist.

f. Impact of Changesto Existing Certification Authorities. Unlessadvisedotherwiseby
TechnicalOperationsTraining andDevelopmentGroup,certificationauthoritypreviouslygrantedmust
not be affectedby later changesin examinationand/orcourseconfigurations.
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12. The Information in Paragraphs 12 Through 20 Replaces3400.3HChapters 4 and 6.

13. Theory of Operations, PerformanceExaminations and Demonstrationsof Proficiency,
General.

a. All examinationstheory-of-operations,performanceanddemonstrationofproficiency usedin
thecertificationprogrammustbe developedandvalidatedundertheadministrativecontrolof the
TechnicalOperationsTrainingandDevelopmentGroup. Whenmadeavailable,theseexaminations
mustbeusedto determinewhethertheexamineepossessesthetheoreticalknowledgeandpractical
techniquesrequiredto certify a system,subsystemor service. Equipmenttheory-of-operationsand
performanceexaminationsarecomprehensivein scope,coveringnot only theequipmentwithin a
system,but alsothe auxiliary equipmentconsideredto be partof thesystem. Softwareexaminations
coverutility, support,anddiagnosticprogramsas well as theprograms,subprograms,routines,and
subroutinesof a majorprogramsystem.

b. EachDistrict secondlevel manager/OCC/ServiceAreaTSOG/ServiceArea PSOG/AMA-400
Managerhasthe responsibilityfor selectingexaminers/proctorswho candemonstratequalitiesof
objectivity andfairnessin conducting/proctoringan examination.Examiners/proctorswill administer
pertinentexaminationsin both testingphasesof the certificationprocess;i.e., systemstheory-of-
operationsandsystemperformance.

14. Theory-of-Operations Examinations. In orderto providea methodleadingto certification
authority, otherthan throughresidenttraining, a theory-of-operationsexaminationmaybe used. The
scopeanddepthof a particularexaminationis representativeof theknowledgerequiredto perform
effectively on the job. Thosewho havehad prior trainingor experiencethat indicatestheattainmentof
this knowledgelevel qualify to takethe theory-of-operationsexaminations.Prerequisitesfor thetheory-
of-operationsexaminationsarethe sameasfor thecoursesto be bypassed.Whereresidenttraining is
not available,thetheory-of-operationsexaminationis theprinciplemeansofmeasuringthe
understandingof a system,subsystemor servicetheoryofoperation. All theory-of-operations
examinationsaregiven usingthe ExaminationControlCenter’sECC ExaminerOnline System
accessedthroughFIST. Appendix6 The ExaminerOnlinesystemallows for managingall areasof
the theory-of-operationsexaminationsincluding: managingproctors/requesters,submittingan
examinationrequest,checkingstatus,taking an examination,andproviding a list of available
examinationsandformula sheets

a. Manage Proctors/Requesters.Only authorizedserviceareatraining personnelhaveaccessto
this areain theExaminerprogram. It providestheserviceareatraining personneltheability to
electronicallyassignandmaintaina list ofauthorizedProctorsandRequesters.A Requesteris an
individual, typically ProgramSupportStaffpersonnel,who requestsa theory-of-operationsexamination
for an employee,providesthenameof an authorizedproctorwho canproctorthis employee,and
coordinatestheexaminationrequest.

b. Request for Theory-of-Operations Examinations. All theory-of-operationsexaminationsare
takenonline. Writtentheory-of-operationsexaminationshavebeendiscontinued.ContacttheECC if
thereare specialexaminationconsiderations,the telephonenumbermaybe obtainedon FIST see
Appendix6. Theory-of-operationsexaminationsmaybetakenon any computerconnectedto theFAA
networkWAN in an acceptableexaminationenvironment. Specialsoftwaremayneedto be installed
on the computerprior to taking the theory-of-operationsexamination.For softwareinstallationcontact
the FIST SiteAdministrator, the telephonenumbermaybe obtainedon FIST seeAppendix6.

1 Theseexaminationsmustnot berequestedunlessthereis a reasonableexpectationthat they
will bepassed.Underno circumstancesmusta theory-of-operationsexaminationbeusedas a screening
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deviceto determinetheprobability of anytechnicalspecialistpassingthecorrespondingFAA Academy
course.

2 Only an authorized"Requester"mayrequesta theory-of-operationsexamination.

3 Theseexaminationswill be maintainedby the ECC at theFAA Academy.

4 Eachrequestmustincludetheexaminee’sname,eLMS studentidentificationnumber,
student’sphonenumber,proctor’sname,examnumberandstartdate. Theexaminationsmustbe started
within sevendaysof thestartdate.

5 Examinationgradeswill be enteredinto eLMS by the ECC.

c. Theory-of-Operations Examination Proctor Requisitesand Procedures.If not proctoredby
theProgramSupportStaff, all examinationswill be proctoredby a supervisor/managerormonitor
authorizedby theDistrict secondlevelmanager/OCCManager.Theindividual appointedto proctorthe
examination:

1 Will give instructionsandserveas timekeeper.

2 Mustbe an FAA employeeandmayrequirea technicalbackground.

3 Doesnot needto hold certificationauthorityas he/shewill only bemonitoring.

4 Mustunderstandandapplymandatorysecurehandlingrequirementsto protect the integrity
ofthe programparagraph41d.

5 Will not discussor disclosethecontentsof an examinationwith the examinee.

6 Will advisetheexamineeon the official natureofthedocumentsandpenaltiesinvolvedfor
disclosureof their contents.

7 Will preparean appropriateareafor the administrationoftheexamination,give the
examineeany requiredinstructionsor materials,controlandtime theexaminationasprescribed,and
processthecompletedexaminationasinstructed.

8 Will shredall scratchpaperandnotesat the endof the examination.

9 Will allow theexamineeaccessto only the referencematerialprovidedby theECC if the
examinationis designatedasclosedbook.

10 Will ensureno otherpersonis allowedin contactor in the immediatepresenceof the
examineeswhile theexaminationis in progress.Contactincludesall electronicdevices.

11 If a theory-of-operationsexaminationin progressis interrupted,the proctorshouldcontact
theECC immediately. Thenumbercanbe found on FIST, Appendix6.

d. Integrity of Theory-of-Operations Examinations. All segmentsof theagencyconcernedwith
the certificationprocessmust maintainsecurityin thehandlingofwritten examinations.Compromiseof
examinationsin any form is a seriousviolation of the rulesof conductanddiscipline. Violations in this
areamustrequireofficial disciplinaryactionby theappropriateofficial.

1 Securityof theory-of-operationsexaminationsincludes,but is not limited to, the following:

a Lockedand securedstoragecombinationlock or equivalent.

b All workingnotesareshreddedaftercompletingtheexamination.

c Examinationcontentsmustnot be discussedor otherwisecompromised.

d Absolutelyno reproductionor copyingof any partofthe examination.

10
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e Useonly thematerialsprovidedby theECC for a "closed-book"examination.

2 Any personhavingpersonalknowledgeof a compromiseon any segmentof thewritten
examinationmust immediatelyadvisetheDistrict secondlevel manager/OCCManageror theService
Area Directorof the incident. Anyonehavingknowledgeof a violation andfailing to reportit or take
appropriateactionmaybe subjectto the samepenaltyasthe individual guilty of theviolation.

e. Deviations from Theory-of-Operations Examinations. Normally, the theory-of-operations
examinationmustbe completedin its entiretyin orderto receivecredit on theexaminee’s training
recordandequivalency. Whenan intermix of equipmentresultsin a configurationwhereonly portions

of existingexaminationsareappropriate,the relevantportionsmaybeused,i.e., Mark20 localizer
LOC, andMark 20 Marker MM/OM. Thedeterminationof theportion to beusedshouldbemadeby
theexaminee’s supervisor/manageror examinerandcoordinatedwith theDistrict secondlevel
manager/OCCManager. TheECC mustbe notified in writing andtheentriesin thetechnical
specialist’srecordmustreflectthe partsof theexaminationthatweretaken.

f. Theory-of-Operations Equivalency.Thetechnicalspecialistcertified througha theory-of-
operationsexaminationmustbe consideredequalto a technicalspecialistcertifiedthroughformal
agencytraining.

15. Performance Examinations. Performanceexaminationsareusedto measureproficiencyas
demonstratedby a technicalspecialist. Examinationsmayvary in lengthaccordingto the complexity
andscopeof thesystem,subsystemor service. Practicaldemonstrationsmayinvolve adjustmentsor
softwareprogramchangeswith observableresultsandmayalsoincludeanalysisandcorrectionof
maladjustmentsor faults introducedinto the equipment.A seriesof adjustmentsor softwareprogram
changesmaybe requiredbeforean accuratemeasurementis made. Oncetheexamineehascompleted
an operation,theexaminerwill gradetheperformance.Certainoperationsandcritical parametersare
consideredLOCKOUT items andfailure on any oneof theseitems constitutesa FAILURE OF THE
ENTIRE EXAMNATION. Theuseof referencematerialsduring theperformanceexaminationis
encouraged.

a. Deviation from the Printed Examination Allowed. Theexaminermaychangethe
performanceexaminationto makeit compatiblewith the actualsystemused. Any deviationfrom the
examinationmusthavetheDistrict secondlevel manager/OCCManager’sapprovalprior to the
administrationof the examination.Theexamineemustbe notified of any deviationfrom the
performanceexaminationprior to taking the examination,andthat thedeviationhasbeenapprovedby
theDistrict secondlevel manager/OCCManager. Theexamineemust be advisedthat theexamination
will be gradedandmustbe givenenoughtime to prepare.

b. Sourceof Performance Examinations. The ECC is locatedat the FAA Academyandwill
maintaina hardcopyof themostcurrentperformanceexaminationsfor distribution. Themostcurrent
examinationsmustbeutilized andcanbe requestedfrom theECC or downloadedfrom FIST Appendix
6.

c. Time Limits on National PerformanceExaminations. Eachnationalperformance
examinationhasan estimatedtime length. Theexaminermayallow an additional20%of theestimated
time. Additional time extensionsbeyondthe 20%requiretheverbalapprovalof a staffmanageror the
District secondlevel manager. Theverbalapprovalmustbe documentedby theexamineron the FAA
3400-i5 cover sheet.
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d. Ordering and Handling of PerformanceExaminations. Securehandlingofperformance
examinationsis not required.Provideperformanceexaminationsto the certificationcandidatewell in
advanceof administrationso theyare fully awareof whattheexaminationentailsandthetestequipment
required. All performanceexaminationsareavailablefrom FIST. SeeAppendix 6 for access
instructions.

e. Useof Performance Examinationsasa StudyGuide. Whereno nationalOJT courseexists,a
performanceexaminationcanbeusedas a studyoutline. Theindividual assignedto provide OJTmust
not be theperformanceexaminer.

f. Useof Performance Examinations on Non-CertifiableSystems.Administrationof
performanceexaminationsfor systemsnot requiringcertificationin FAA Order6000.15,AppendixC
will be left to thediscretionofthe District secondlevel manager/OCCManager.Examinationsof this
type areutilized for measuringtechnicalproficiencyon systems,subsystems,or equipmentthat doesnot
requirecertification.

g. Locally DevelopedPerformance Examinations.When a nationalperformanceexamination
hasnot beenpublished,thetechnicalspecialistmust satisfactorilycompletea locally developed
performanceexaminationconductedby an authorizedexaminer. At a minimum,the locally developed
performanceexaminationmust testthe technicalspecialist’sability to measurethe certificationandkey
performanceparametersfor the system,subsystemor service. Failureto successfullymeasurea
certificationor keyperformanceparameterwill constitutefailure ofthe entireexamination. The
examinationshould alsotestthe technicalspecialist’sability to perform themaintenancetasksrequired.
The local performanceexaminationmustbedevelopedby the examiner,the training specialistorother
knowledgeableindividual andapprovedby a staffmanageror secondlevel supervisor/manager.See
Appendix i, Figure2-3 for an example.

h. Performance Examination Examiner Requisitesand Procedures.

1 Theperformanceexaminermustbedesignatedin writing on FAA Form 3400-15or 3400-
1 5a.

2 Theperformanceexaminermustpossesscertificationauthorityfor theentiresystemon
which the examinationis given.

3 For thepurposesof non-certifiablesystemexaminations,the examinermustbeproficient
on thesystemas determinedby theDistrict secondlevel manager/OCC/ServiceArea TSOG/Service
Area PSOG/AMA-400Manager.

4 Theperformanceexaminermustbe an FAA employee.

5 Theperformanceexaminerwill not administerperformanceexaminationsto their
supervisor/manager.

6 Performanceexaminerswho areexternalto the localorganizationarepreferable.

7 Theperformanceexaminermustnot be an individual who was administeredthesame
performanceexaminationby the examinee.

8 Theperformanceexaminermustnot be the individual who providedOJT. This restriction
doesnot apply to the EHOTorTOHTC at the FAA Academy.

9 Theperformanceexaminermust sign all performanceexaminations.

12



9/1 7/2007 N JO 3400.39

10 Theperformanceexaminer,orothertechnicalspecialistmustmakethe appropriate
certificationstatemententry in thefacility log beforethesystem,subsystem,or equipmentis returnedto
service.

11 Distribution ofperformanceexaminationsto individuals prior to actualadministrationis
requiredandany approveddeviationsmustalsobe providedto theexaminee.Individuals requiring
certificationauthoritymustbemadethoroughlyfamiliar with theexaminationrequirementsandrelated
proceduresduring OJT

12 Theexamineewill completethe examinationtasksunassisted,exceptin instanceswhere
two peoplearerequiredto makea particularadjustment.

13 Theexaminermustbethoroughlyfamiliar with the instructionsandprocedurespertaining
to theperformanceexamination.

14 Theexaminermustmakespecificcommentsregardingthe examinee’sperformance,
procedures,failures,andotherobservationson the reversesideof FAA Form 3400-15and3400-iSa.

15 Theexaminermustassurethat the facility is operatingnormally at theconclusionof the
examinationor at anybreaksin the examinationandmustmakeappropriatelog entries.

16 The Instructionto the Examinerfor performanceexaminationsis containedin Appendix 8.

i. Documentation Process.Performanceexaminationsare documentedas follows:

1 ThePerformanceExaminationCoverSheet,FAA Form 3400-15Appendix 1, figure 4-1
mustbe originatedfrom theCMRIS online systemandmustbeusedto documenttheexamination
process.Forlocally developedexaminations,thecertificationandkeyperformanceparameterstested
mustbe listedon the backof theform. TheTechnicalOperationsHiring, Training andCertification
TOHTC PerformanceExaminationCoverSheetAppendix i, figure 5-1 is a manualform andmust
only beusedto documentperformanceexamsgivenas partof theTOHTC.

2 Forthe TOHTC,thecompletedFAA Form 3400-l5amustbe sentto thetechnicalspecialist’s
District Managerfor inclusionin the technicalspecialistsOfficial CertificationRecordFile. A copy
mustberetainedby theFAA Academyanda copy providedto the technicalspecialist.Underno
circumstanceswill theoriginalbe providedto the technicalspecialist

16. Demonstrationsof Proficiency. Thedemonstrationis given following successfulcompletionof an
FAA Academyor out-of-agencytheory-of-operationstraining containingenhancedhands-ontraining.

a. It is administeredby a FAA employeewith certificationauthorityfor thesystem,subsystem,
equipmentor service.

b. It consistsof one ormoretroubleshootingproblems,a difficult maintenancetaskormorethan
onetask if noneare difficult, anda written componentcoveringthestandardsandtolerances,
preventativemaintenancerequirements,certificationrequirementsandcertificationexceptions.

c. Thespecificmaterialin thedemonstrationofproficiencymustbetaughtin thecoursebut only
the maintenancetaskis to beprovidedto the technicalspecialistprior to the actualdemonstration.For
example,troubleshootingis taughtandpracticedin thecourse,including thetroublethat will be in the
demonstration,but thespecificproblemto be donein the demonstrationis not givenprior to theactual
demonstration.

d. Dependingon thenumberof training systemsandthenatureof the taskbeingdemonstrated
morethan oneindividual maybe testedat onetime. For example,if thereare four training systemsand
themaintenancetaskbeingperformedis doneat a systemmonitor andtheresultcan only be obtainedif
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completedcorrectly, thereis no needfor morethan oneexaminer. Thewrittenportionmaybe donein a
classroomenvironmentwith oneexaminer.

e. TheTechnicalOperationsTrainingandDevelopmentGroupwill approveall demonstrationsof
proficiency.

f. TheFAA Academywill entera completionin theemployeestraining history in eLMS.
Documentationof completionof a Demonstrationof Proficiencyat theFAA Academywill bedoneby
AMA-400 using internal processes.Thatdocumentationwill supportAMA-400’s eLMS completion
entry for theeventandmustbe kept on file at the FAA Academyfor 2 years. It is not kept in the
Official CertificationRecordfile.

g. For new systems,the initial theory-of-operationstraining containingenhancedhands-on
training maybe developedandconductedat a manufacturer’slocationundertheout-of-agencyprocess.
In thoseinstances,thedemonstrationof proficiencymayalso be conductedat themanufacturer’s
locationprovidedthe requirementsofparagraphs16 a throughg aremet.

17. Non-Federal Use of FAA Theory-of-Operations and Performance Examinations. FAA and
non-Federaltechniciansmustusetheinventoryof FAA theory-of-operationsandperformance
examinations.Theremustbe no duplicationof effort to developuniqueexaminationssolely for the
purposeof examiningnon-Federaltechnicians.

18. Validations and Updating of Examninations. Theory-of-operations and demonstration of
proficiency/performanceexaminationsareconstantlybeingreviewedandupdated.Examinationsare
combinedor eliminatedwhenfound to beredundantorobsolete.Any examinerwho detectsimproper
questionsor measurements,incorrectreferences,or who is administeringan examinationthat is not
intendedfor the systeminvolved shouldincludetheappropriatecommentswith the examinationand
return it to theappropriateoffice. Theory-of-operationsexaminationsmustbe forwardedto theECC.
Performanceexaminationsmust be forwardedto theTechnicalOperationsTraining andDevelopment
Group. TheECC must coordinateall revisionsto theory-of-operationsexaminationsand submitthemto
the TechnicalOperationsTrainingandDevelopmentGroupfor review andapproval. TheServiceArea
must alsobe advisedof any improperquestions,procedures,or referencessubmitted.

19. Failed Examinations.

a. Failed Theory-of-Operations Examinations. An examination is consideredfailed if the
studentdoesn’tachieve70%or greater. Examinations,answersheets,comments,etc.,pertainingto a
failed theory-of-operationsexaminationmustbe retainedby theECCin accordancewith FAA Order
1350.15.

b. Failed Performance Examinations. Itemsmarkedwith an asterisk* are "lock-out" items.
Failure to perform adequatelyin any oneof thesemeansfailure of theentireexamination. The
examinationshouldnot be carriedbeyondthis point. Unsatisfactoryperformancein morethan 10% of
the total items all threecolumnsconstitutesfailureof the examination.Performanceexamination
failuresmust clearly list thereasonsfor failure on the reversesideof the FAA Form 3400-15and3400-
15a,andmustberetainedin the employee’scertificationandtraining history at theDistrict /0CC/FAA
Academy.

c. Failed Demonstrationsof Proficiency. Documentationof failure of a Demonstrationof
Proficiencyat theFAA Academyor out-of-agencylocationwill be doneby AMA-400 using internal
processesandmust be kepton file at theFAA Academyfor 2 years. It is not keptin theOfficial
CertificationRecordfile. A demonstrationofproficiencywill be consideredfailed underany of the
following conditions:
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1 The technicalspecialistis unableto successfullycompletethepreventativemaintenance
tasks.

2 Thetechnicalspecialistis unableto usethe troubleshootingprocesstaughtin thecourse
andlocalizethefailure. Dependingon theproblem,troubleshootingto theclosevicinity of thefailure
maybe acceptableat thediscretionof theexaminer. For example,if the failure is a connectoron a card
andthestudentisolatesthe troubleto the card,theymaybe closeenough.

3 Thetechnicalspecialistfails to achievea scoreof 90%or higheron thewritten portion.

20. Retaking Examinations.Field examinations,eitherwritten or performancemustnot be re
administeredto individualswho havefailed to passa previousexaminationuntil 30 calendardayshave
passedandmeasurabletraining progresshasbeenmade. A writtenwaiver to the 30-daytime limit may
be grantedby theServiceArea Director/District secondlevel manager/OCCManager. All requestsfor
retakinga theory-of-operationsexaminationprior to the 30-daytime limit mustbe submittedin writing
to the ECC andaccompaniedwith copiesof the appropriatewaivers. If an appropriatesubdivisioncan
be made,retakesmaybe limited to thosesubjectareasof theexaminationsthat the examineehasfailed,
e.g., theGlideslopeGS portionof an ILS examinationor receiverportionof an Airport Surveillance
RadarASR examination. Reexaminationfalls into two categoriesasindicatedbelow.

a. Retakesof Theory-of-Operations Requirements.Regardlessof themethod,only threetotal
attemptsshall beallowed to satisfythe theory-of-operationsrequirements.Thethird andfinal attempt
requiresa writtenwaivergrantedby the ServiceArea Director. Followingtheinitial failureby an
individual requiringcertificationauthority,a written formal programmustbe preparedwithin 30 daysof
the failure. Thewritten formal programmustbe documentedin theofficial certificationrecordfile and
list thefollowing:

1 Areasof knowledgedeficiencies.

2 Recommendedstudy materials.

3 Methodfor measuringprogress.

4 An establishedschedulefor completionof theprogram.

5 Identified instructorandmethodofdocumentingtraining.

b. Retakesof Performance Examinations.Thesupervisor/managermustdetermine,prepare,and
documenta written formal programfor the individual who requirescertificationauthorityandhasfailed
a performanceexamination.Thewritten formal programmustbe documentedin the certificationrecord
file andapprovedby theresponsibleDistrict secondlevel manager/OCCManager.Thewritten formal
programmustinclude:

1 A list of theareasofdeficiencies.

2 An itemizedlist of OJTrequirements.

3 An establishedschedulefor completion.

4 Identified instructorandmethodof documentingtraining.

c. Retakesof Demonstrationsof Proficiency at the FAA Academy. There areno retakesfor
demonstrationsof proficiency. Individualswho fail a demonstrationof proficiencymustreturnto their
field location andcompleteOJTper paragraph8b1 andthentakea performanceexaminationper
paragraph8c1. Subsequentfailure oftheperformanceexaminationwill be handledperparagraph20b.

21. On-the-JobTraining for Certifiable Systems- General. This paragraph and thosethrough
paragraphs26 providepolicy, proceduresandcriteriafor the administrationof on-the-jobtraining OJT
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for systems,subsystems,equipment,andservicesrequiringcertification. OJT for non-certifiable
systems,subsystems,equipment,andservicesis coveredin FAA Order3000.10.

22. Responsibilities.Thespecificresponsibilitiesrelativeto the OJTprogramare:

a. ServiceAreasmustprovideresourcesrequiredfor administrationof the OJTprogram.

b. District secondlevel managers/OCCManagersmustmanageandadministerthe OJTprogram
in accordancewith establishedpolicy anddirectives.

c. First level supervisors/managersmustensurethat all OJTrequirementsareaccomplished.They
mustevaluatetheeffectivenessof OJT asit relatesto employeejob proficiencyandreportthe
completionof OJT.

d. OJT Instructorsmustbe responsiblefor local coursedevelopmentwhenno nationalcourseis
published,and for deliveringtraining that developsthe trainee’sproficiency.

e. Traineesmustbe responsiblefor activelyparticipatingin, andsuccessfullycompletingassigned
OJT.

23. OJT Process.OJT mustbeconductedwithin a reasonabletime frameestablishedduring the
planningphaseafterthesuccessfulcompletionof theory-of-operationstraining or nationallyapproved
equivalency.Takeinto considerationthe recommended180 day time frame from completionof theory-
of-operationcourseto attainmentof certificationauthority. Theprocessconsistsof thefollowing three
phases:

a. Selectionof OJT Instructor. Thefollowing criteriamustbesatisfiedto qualify an individual
as an OJT Instructor:

1 Forboth locally andnationallydevelopedOJT,the instructorshouldhavecompletedthe
OJT Techniquestraining course. When suchan individual is not available,the first-level orhigher
managermaydesignateotherpersonnelto conductOJTfrom a list of qualifiedvolunteers.In suchan
instance,it is recommendedthat the individual possessskills in instructionalmethodologyor haveprior
experiencein providingOJT. Thedesignationmaybe verbal.

2 Hold currentcertificationauthorityon the applicablesystem,subsystem,equipmentor
service.

3 Be recommendedby first-level supervisor/manager.The recommendationdoesnot need
to be in writing.

b. Planning.Thesupervisor/managerandOJT instructor,with input from thetraineemust develop
a planon how theOJTtraining will be administered.This plandoesnot needto bewrittenbut must
include:

1 Useof FAA Form 3400-16,OJTProgressForm Appendix 1, Figure6-1 to include
documentationof thetrainee’sperformance,progress,andtotal training time.

2 Useof a nationallyapprovedOJTpackageor a locally developedOJTpackageif a
nationalpackageis not published.Seeparagraph8b1.

3 Determinationof which portionsof a nationalOJTpackagemaybe excluded. For
example,a technicalspecialistwho holds certificationauthorityon oneLOC systemmaynot needto
perform thoseOJT Lessonsfor a newLOC that measurethe radiatedsignalsat thegroundcheckpoints.

4 Determinationof the time framein which the OJT is to be completed. Thetime frames
given in the nationallyapprovedOJTpackagesweredevelopedfor an individual with no previous
experienceandmaybe changedbasedon the knowledgeandskills of the individual receivingOJT.
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c. Implementation.The implementationphaseis the executionoftheOJTplan, requiringspecific
tasks.

1 TheOJT instructormust:

a Deliver instructionin the applicationof knowledgeandprocedureson thesystem,
subsystem,equipmentor service.

b Allow the traineeto perform operationaltasksonly undertheir direction.

c Provideprogressreportsto the trainee’ssupervisor/manageruponrequest.

d Provideguidanceandcounselingto the trainee.

e Reportsuccessfulcompletionor recommendterminationof the OJT to thetrainee’s
supervisor/manager.

I CompleteFAA Form 3400-16andprovideit to the trainee’ssupervisor/manager.

2 Thetraineemust:

a Reviewtraining objectiveswith theOJT instructor.

b Completethe training assignmentswithin the prescribedtime frame.

c Be preparedto receiveOJT, counselinganddirectionfrom theOJT instructor.

d Exerciseinitiative and study to theextentnecessaryto ensuresatisfactorytraining
progression.

e Performoperationaltasksonly underthedirectionoftheOJT instructor.

I Completethoseportionsof FAA Form 3400-16that apply to thetrainee.

g Provideprogressreportsto the first level supervisor/managerat the interval specified
on FAA Form 3400-16.

3 The supervisor/managermust:

a Assignandmonitor OJTtraining activities.

b Evaluatethequality andstandardizationof the OJTdelivery.

c Ensurethat theOJT is productiveandcommensuratewith thetrainee’slevel of
experience.

d Considerthe OJTInstructor’srecommendationsfor continuationor terminationofthe
OJT.

e Havethe authorityto terminatethe OJT.

1 Discussthe outcomeof the OJTwith thetrainee.

g Ensurethat theOJT is accomplishedwithin prescribedtime frames.

h Grant extensionsto allowableinstructionalhoursunderextenuatingcircumstances.
Theextensionis grantedon the FAA Form 3400-16,On-The-JobTrainingProgressForm.

i Verify that all training timesarerecordedaccuratelyandthat theOJT ProgressForm
is completedand forwardedto theTrainingSpecialist.

4 Theserviceareasmustdesignateindividuals to perform the following:
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a Maintainthe OJTdocumentation.

b Ensurethat OJT completionsareenteredin the employee’straininghistory in eLMS.

24. Locally DevelopedOJT Courses. A locally developedOJT courseis utilized whena national
courseis not published.This courseis normallydevelopedby the OJT instructorbutmaybe developed
by theProgramSupportStaff

a. DevelopmentProcess.TheOJT instructormustutilize the appropriateperformance
examination,maintenancehandbooks,contractordevelopedpublications,technicalinstructionbooksor
any othersuitabletechnicaldocumentationas referencesfor developingtheOJT course. All OJT
coursesmust include,but not be limited to, the following subjects:

1 Safetyandcoordination

2 Test equipment

3 Systeminterfaces

4 Systemoperation

5 Preventivemaintenance

6 Troubleshooting

7 Flight inspectionwhenapplicable

b. Instructional Hours.The authorizednumberof instructionalhoursfor eachlocal OJT courseis
establishedandmaintainedby theTechnicalOperationsTrainingandDevelopmentGroup. This
informationis locatedon FIST. If any system,subsystem,equipmentor serviceis not includedon this
list, thesecondor higherlevelmanagershouldsetallowabletime for a locally developedcourse.

c. Approval. Locally developedOJTcoursesmaybe usedafterapprovalfrom a staffmanager,
secondlevel or higher-levelmanager. Local developedcoursesmaybe sentto the TechnicalOperations
TrainingandDevelopmentGroupfor possibleinclusionas a nationalcourse. Oncea nationalOJT
courseis established,it will supersedeall locally developedOJTcoursesfor theparticularsystem,
subsystem,equipmentor service. SeeAppendix 1, Figures 5 and5-1, for an exampleof a locally
developedOJT course.

25. OJT Failures. Employeeswho fail an OJTcoursewill be givena written formal programwithin
30 daysofthefailure. Theemployeemeetingall the requirementsoutlinedin thewritten formal
programdeterminessatisfactoryprogress.Thewritten formal programmustincludethefollowing:

a. List of theareasof deficiencies.

b. List of recommendedstudyareas.

c. List of itemizedOJTrequirements.

d. An establishedschedulefor completion.

e. Identified instructorandmethodof documentingthe training.

26. Documentationof OJT. The on-the-jobtrainingprocess,bothnationalandlocally developed
courses,will be documentedon FAA Form 3400-16,On-The-JobTraining ProgressForm for Certifiable
Systems. Appendix 1, Figures4-1 and4-2. Successfulcompletionof OJTmustalsobe documented
on FAA Form 3400-3,in CMRIS. Thenameofthe OJT instructormustbeenteredin the OJTRemarks
block on theFAA Form 3400.3 in CMRIS.
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27. Waivers for OJT. The OJTrequirementfor attaining certificationauthoritymaybe waivedby the
ServiceCenterAdministrativeServicesGroupManagerif the technicalspecialistalreadyhasknowledge
andexperiencesimilar to that coveredin the OJTpackage. Forexample,a technicalspecialistwith
yearsof knowledgeandexperienceon communicationstransmitters/receiversmaybe granteda waiver
for theOJTpackageon a new modelof communicationstransmitter/receiver.Thewaivermaybe
grantedif thefollowing conditionsaremet:

a. The OJT requirement maybewaivedif:

1 There is a nationallyapprovedtheory-of-operationscoursethat thetechnicalspecialist
hasorwill successfullycompleteand

2 thereis a nationallyapprovedperformanceexaminationfor the system,subsystem,
equipmentor servicethat the technicalspecialistwill completeand

3 thetechnicalspecialistalreadyhasknowledgeandexperiencesimilar to that coveredin
theOJT package.

b. Thewaivermustbejustified andrequestedby the first level supervisor/manager,endorsedby the
District secondlevel manager/OCC/ServiceArea TSOG/ServiceArea PSOG/AMA-400Manager,the
District Managerif different than thesecondlevel, andbe approvedby the ServiceCenter
AdministrativeServicesGroupManager.

c. Thejustification for thewaiverof OJTmustbe basedon the technicalspecialist’sknowledgeand
experience,not on operationalneeds.

d. Thewaivermustbe documentedon a memorandumthat containstheemployee’sname,location,
OJT courseto bewaived andjustification for doing so. It mustbe signedby the requestingfirst level
supervisor/manager,eachendorserat the succeedinglevelsofmanagement,andtheServiceArea
Director.

e. Thememorandummustbe filed in theemployeesOfficial CertificationRecordfile.

f. TheFAA Form 3400-3certificationauthorityentrymust indicatein theOJTRemarksblock that
the OJTwaswaivedand includethenameof theapprovingofficial andthedatethe waiverwas
approved.An exampleof an OJTwaiverentry is providedin Appendix1, Figure 1-1, column 14

g. An employeewho fails a performanceexaminationafterbeinggranteda waiverfor OJT must
completetheOJTprior to retakingthe performanceexam.

28. Documentationof Certification EventsReplaces3400.3H,paragraph 70. In accordancewith
DepartmentofTransportationpolicy the official recordof all trainingis theelectronicLearning
ManagementSystemeLMS. In addition, an official certificationtraining recordfile shall be,or has
been,establishedfor eachindividualrequiringcertificationauthority. Somecertificationrecordsare
electronicandtheofficial copy will residein CMRIS butprintedcopiesmaybemadefor local
reference.Fieldmanagershavingpersonnelcertificationprogramresponsibilitiesmaymaintainan
informal certification/trainingfile in accordancewith thelatestversionof FAA Order1350.15. The
official recordsin CMRIS andeLMS meetall securityand storageprovisionsof theFAA andDOT.

a. Official Certification Record File. Eachofficial certificationrecordfile mustcontain
sufficientdocumentationto substantiatethe technicalspecialist’squalificationsto possesscertification
authorityon a specificsystem,subsystemor service. Theofficial certificationrecordfile consistsof
bothpaperrecordsand electronicrecordsandmust containthe following:

1 Theofficial FAA Form 3400-3 Certification/VerificationAuthorityRecordis locatedin
theCMRIS databaseandis consideredpartof the individual’s Official CertificationRecordFile.
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Printedcopiesmaybemadefor local referencebut all entriesaremadein CMRIS.

2 Theofficial Training History for thosecoursesandexaminationsthat supporta
certificationauthorityis locatedin eLMS andis consideredpartofthe individual’s Official Certification
RecordFile. Printedcopiesmaybemadefor local referencebutall training eventsareenteredin eLMS.

3 FAA Form 3400-16,On-The-JobTrainingProgressForm is originatedin CMRIS and
thenprintedfor use. Thereis no requirementto file the OJTpackage. TheOJTprogressforms for
successfullycompletedOJTonly needto be kept for 24 hoursafterthecompletionhasbeenenteredin
eLMS, on FAA Form 3400-3 in CMRIS andthecertificationauthorityhasbeengranted. Thenameof
the OJT instructormust be enteredin the OJTCommentsblockof theForm 3400-3. FAA Form 3400-
16 for a failed OJTpackagemustbe keptuntil theOJTpackageis successfullycompletedand
certificationauthorityhasbeengranted.

4 FAA Form 3400-15,PerformanceExaminationCoverSheetfor bothnationalandlocally
developedperformanceexaminationsis originatedin CMRIS andthenprintedfor use. Thereis no
requirementto file theexamination. Thecover sheetsfor locally developedperformanceexaminations,
andthe listing of parameterstested,mustbe filed. Thecover sheetsfor successfullycompletednational
developedperformanceexaminationsonly needto be kept for 24 hoursafterthecompletionhasbeen
enteredin eLMS, on FAA Form 3400-3in CMRIS andthe certificationauthorityhasbeengranted. The
nameof theExaminermustbe enteredin theperformanceexaminationcommentsblock of Form 3400-
3. FAA Form 3400-15for a failed performanceexaminationmustbe keptuntil theperformance
examinationis successfullycompletedandcertificationauthorityhasbeengranted.

5 FAA Form 3400-15a.Thereis no changeto theuseofthis form. Theguidancein the
TOHTC Notice 3400.37still applies.

6 Current certification authority requirementsagreementson FAA Form 3400-6. Thereis
no changeto theuseof this form. Theguidancein 3400.3Hstill applies.

7 Active written formal programsfor a failure to successfullycompletetraining or
examinationsas requiredin this order.

8 OJT Waiver Memorandums.

9 Verification authorizations for non-Federal technicians.

b. Reassignments.Whenan employeecoveredby theATO MaintenancePersonnelCertification
Programis reassignedto anotherServiceAreaJOCCor otherFAA office wherethecertification
authoritywill be used,theofficial certificationrecordfile mustbe transferredby certifiedmail, return
receiptrequestedor by messengerto the employee’snewServiceAreaJOCCor officewithin 30 days.
In all othercaseswhena technicalspecialistleavesthe ServiceArea’sjurisdiction or is separatedby the
agency,theofficial certificationrecordfiles will be disposedof or retainedin accordancewith the latest
versionof FAA Order1350.15.

c. Retention.Theofficial certificationrecordcasefile mustbe maintainedin accordancewith the
latestversionof FAA Order1350.15. This file is maintainedat the legacyDistrict /0CC andwill
remainso until transferredto the ServiceArea at thediscretionof theServiceArea Director. The
official FAA Form 3400-3’saremaintainedin CMRIS

d. Transition ofFAA Form 3400-3. The transitionof FAA Form 3400-3from paperrecordto
the official CMRIS automatedrecordwill be doneas follows:

1 From theeffectivedateof this Notice, all new certificationauthoritiesmustbe enteredinto
CMRIS. Theuseof thepaperFAA Form 3400-3 1 i-Oi will no longerbe authorized.
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2 Someof theexisting certificationauthoritieson paperFAA Form 3400-3’shavenot been
enteredin CMRIS. All certificationauthoritiesfrom paperFAA Form 3400-3’sfor currentsystem,
subsystem,equipmentor servicesmustbe enteredinto CMRIS using the appropriate
system/service/FIC.If unableto identify the correctFIC, it maybe left off Revokedauthorities,
expiredtemporaryauthorities,andauthoritiesfor systems,subsystems,equipmentor servicesno longer
in theNAS neednot be transferred.The transferof entriesnot alreadyin CMRIS mustbe in the
following form:

a Most ofthe informationin blocksof theold form is self-explanatoryin transferringto
thenewform.

b Theinformationin thevariousInitials blocksis transferredto the corresponding
Remarksblock, e.g. initials from old form block 9 areenteredin theOJT Remarks.

c Thenew EndorsementandGrantorsectionsareleft blank.

d Theinformationin thebottomsectionofthepaperform, theemployeeduty station,
dateof action, Remarks,andthe nameandRoutingSymbolof the grantingofficial mustbe enteredin
theCOMMENT BLOCK of theCMRIS automatedform. An exampleofan entry transferredfrom the
paperform is providedin Appendix i, Figure i -1, column 13

e TheCMRIS automatedform doesnot havea backside. Theinformation on the back
of thepapersforms shouldbein eLMS training history anddoesnot needto betransferredto the
automatedform.

3 Once all valid certificationauthoritiesfor currentsystem,subsystem,equipmentor services
havebeentransferredto CMRIS, theoriginal paperFAA Form 3400-3’smaybearchivedin accordance
with the latestversionof FAA Order1350.15.

29. Forms Description and Use Replaces3400.3H,paragraph 71. Theforms associatedwith the
ATO MaintenancePersonnelCertificationProgramaredescribedbelow. From thedateof this Notice,
all existingdocumentationwill be retainedas is exceptfor FAA Forms3000-19,3400-15,and3400-15a
that arein usefor existingOJT orperformanceexaminations.At thetime of anynew action, the
procedurescontainedin this orderarerequiredfor thedocumentationprocess.Most oftheforms listed
belowmustbe initiated in CMRIS; the exceptionsareavailablefor downloadingfrom FIST.

a. FAA Form 3400-3.This form residesin CMRIS andis theofficial certificationauthority
record. It mustbe usedto recordthestatusof eachindividualin thecertificationprogram. It must
specifyan individual’s certificationauthorityin detail. For all entriesprior to thepublicationofthis
notice, the recordwill be in the old format, andfor entriesaftertheeffectivedateof this noticethe
recordwill be in therevisedformat.

1 The informationon the form mustinclude, but is not limited to thefollowing:

a All certificationauthoritiesgranted.

b Theory-of-operationsqualificationsthat supporteachcertificationauthority, with
dateof completion. If thetraining wasinformal asallowedby paragraph8a5,themethodusedmust
be enteredin theTheoryRemarksblock. If the trainingwasby a localATSS, thenameof thetrainer
mustbe entered.

c On-the-Jobtraining qualificationsthat supporteachcertificationauthority, with date
of completion. Thenameof the OJT instructormustbe enteredin the OJTRemarksblock.
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d Performancequalificationsthatsupporteachcertificationauthority, with dateof
completion. Thenameof the examinermustbe enteredin the PerformanceQualifying Remarksblock.
Itemsthat maybe enteredincludethe time usedfor the examandthe score.

e Thenameanddateofthe individual makingthe entriesrequiredby paragraph
29ai b-d&f.

1 Commentsregardingthe certificationauthorityentry in theCommentblock.

g The nameofthefirst level supervisor/managerandthe endorsementdate.

h Thenameofthecertificationauthoritygrantorandthedategranted.

i The nameofthe individual revokinga certificationauthorityandthedaterevoked.

2 TheCMRIS programwill automatethe dataentryasmuch aspossibleincluding
automaticallysendingemail notificationof pendingactions. Specificguidancefor completingthe form
in CMRIS andexamplesof completedforms areprovidedin Appendix 1, Figures 1 and 1-1.

b. FAA Form 3400-6,Certification Authority RequirementsAgreements.Thereis no change
to theuseof this form. Theguidancein 3400.3Hstill applies.

c. FAA Form 3000-14,ATO Training Plan. Thereis no changeto theuseofthis form. The
guidancein 3400.3Hand3000.1OBstill applies.

d. FAA Form 3400-15,Performance Examination Cover Sheet. This revised form mustbe
usedfor documentingall field performanceexaminations,nationallyor locally developed,andfor
designatingtheexaminer. It is initiated in CMRIS andthenprintedfor use. TheCMRIS programwill
populatethe dataentryasmuch aspossibleincludingautomaticallysendingemailnotification of
pendingactions. Seeparagraph28a4for filing. Specificguidancefor completingtheform and
examplesareprovidedin Appendix 1, Figures2, 2-1, 2-2 and2-3.

e. FAA Form 3400-15a,Technical Operations Hiring, Training and Certification TOHTC
PerformanceExamination Cover Sheet.This form mustbe usedfor documentingHands-OnTraining

andthe performanceexaminationgiven to technicalspecialistsin the TOHTC initiative. It also
designatesthe examininginstructor. Seeparagraph28a5 for filing. Specific guidancefor completing
the form anda blankform is providedin Appendix 1, Figures3 and3-1.

f. FAA Form 3400-16,On-The-Job ProgressForm for Certifiable Systems.This newform
mustbeusedfor documentingall OJT for certifiablesytems,nationallyor locally developed,andcanbe
usedto authorizean extensionoftheOJThours. It is initiatedin CMRIS andthenprintedfor use. The
CMRIS programwill automatethedataentryasmuchaspossible. Seeparagraph28a3for filing.
Specific guidancefor completingthe form andexamplesareprovidedin Appendix 1, Figures4, 4-1 and
4-2.

30. Form and Record Correction ProceduresReplaces3400.3H,paragraph 72. Dueto
administrativemistakesor oversights,forms andrecordssometimescontainerrors. Forpaper
documents,errorsmaybe correctedby lining throughthe error andinitialing on the line andthen
enteringthecorrectdata. Correctionof errorsto theofficial copyof theFAA Form 3400-3in the
CMRIS database,areto be madein accordancewith the instructionscontainedin CMRIS. If an FAA
Form 3400-3correctionchangesthe theory,OJT orperformancequalificationcourse,not just thedate,
thecorrectionmustbe approvedby theDistrict/OCC/AMA-400Managerandtheapprovalnotedin the
commentsblock. Fortheofficial FAA Form 3400-3,the recordof original entrywill be in theoriginal
column andany correctionswill bein a column with the samenumberanda letter. TheFAA Form
3400-3’sin the 11/01 formatwill still be editablefor correctionsandwill requirea commentin the
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Remarksblock aboutthecorrection. Certificationauthoritiesenteredon FAA Forms3400-3prior to
1 / 1 / 1998 areconsideredto be valid anddo not requirecorrection. Certification authoritiesenteredon
FAA Forms3400-3prior to 3/5/2002do not needdatesor courseinformationfor OJTbecauseentries
on OJT werenot requiredprior to that date. Examplesof correctedentriesareprovidedin Appendix 1,
Figure 1-i, columnsi 1, ii A, 12 and 1 2A. If a mistakewasnot administrative,for example,the
individual actuallytook thewrongcourseor examination,theCertificationAuthority cannotbe
correctedandmustberevoked.

31. Automation of RecordsReplaces3400.3H,paragraph 74. Implementationof a national
standarddatabaseCMRIS for certificationandtraining is desiredto cross-referencethecertification
requirementsfor the positionto the training historyofthe technicalspecialist. Automationpermitsthe
generationof FAA Form 3400-is,andFAA Form 3400-16in a systemthat canprovideauto-population
of somefields andthentheform canbe printedat the final pointof use. AutomatingFAA Form 3400-3,
CertificationAuthority Recordremovescumbersomesignaturerequirementsin the paperform, provides
a meansof nationaldatacollection,andreduceserrors. Thedatabasemustprovidea cumulative
historical recordof thepersonnelcertification/trainingfor eachtechnicalspecialist.FAA Forms3400-
3 supersededby automationshouldbe retainedfor historicalpurposes.

a. Authority. CMRIS is theonly systemthat maybe usedto automatepersonnelcertification
records.

b. CMRIS databasesmustbe electronicallybackedup andthe backupfiles shouldbe securedin a
fireproofenvironmentor at anotherlocation. Theretentionof thesefiles mustbein accordancewith the
latestversionof FAA Order1350.15.

c. Signatures.The authorizedindividualusingCMRIS identificationandpasswordsassignedto
thempersonallydoesthesupervisoryendorsementandgrantingorrevocationof certificationauthority
on FAA Form 3400-3 in CMRIS. The individual’s nameis enteredin theblock whentheendorsement,
grantingor revocationis made. The individual identificationandpasswordreplacesthesignatureon the
existingpaperform. FAA Form 3400-15hasapprovalblocksthat canbe donein CMRIS with
individual identificationandpasswordor mayhavea signaturewhentheform is printedfor use. The
entry in CMRIS or the signatureon the form whenprintedvalidatesexistingdata.

JamesH. Washington
Vice President,Acquisition andBusinessServices
Air Traffic Organization

Eight AppendicesAttached
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Appendix 1. Listing of Forms and Examples
Exceptfor FAA Form 3400.15a which is only usedat the FAA Academyandis printedas
needed,theforms listed belowmustbeinitiated in CMRIS andareonly availablethrough
CMRIS.

Form Number Title NSN/Unit of Issue/Source

FAA Form 3400-3 TechnicalOperationsPersonnel Available in CMRIS
Certification/VerificationAuthority
Record

FAA Form 3400-15 PerformanceExaminationCover Available in CMRIS
Sheet

FAA Form 3400-15a TOHTC PerformanceExamination Printedat FAA Academyas
Cover Sheet needed

FAA Form 3400-16 On-the-JobTrainingOJT Progress Available in CMRIS
Form for Certifiable Systems

NOTE: All examplesshown in Appendix 1 are intendedto provide guidanceto personnel
involved in making theseentries. SeeFIST, NJO3400.39Appendicesfor the latest examples
andinstructions.
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Figure 1. Instructions for Preparing FAA Form 3400-3,Technical Operations Personnel
Certification/Verification Authority Record

This form residesin the CertificationTrackingSystemCTS portionof CMRIS and is the
official certificationauthorityrecord. Accessto CMRIS is coveredin Appendix6 andis limited
to thoseindividualswho havea needto initiate, edit, endorse,grantandprint certification
authorityforms. Themostcurrentinstructionsfor completinga FAA Form 3400-3in CTS are
locatedon theCMRIS websiteand/oron FIST. The informationfor the form is completedon an
entryscreen. Thefollowing is a row by row descriptionof the form andbrief entryprocedures
by Row number.

1. The nameof thetechnicalspecialistandthe last four digits of his/hereLMS Identification
will be displayedbasedon the selectionmadein CMRIS. CertificationAuthoritywill be shown
for FAA technicalspecialistsandVerification Authority for non-Federaltechnicians.

2. Thepagenumberand column numberswill automaticallyupdateon eachpage.

3. Containsthe system,subsystem,equipmentor Servicefrom a drop down listing of acronyms
asusedin Appendix 5. Theyarebasedon FAA Order6000.15,Appendix3. Oneofthe
selectionswill be Annual Review for useby thesupervisor/managerandtheDistrict secondlevel
manager/OCC/ServiceArea TSOG/ServiceArea PSOG/AMA-400Manager. TheFAC is
selectedfirst on theentryscreen. Theselectioncriteriacanbechangedto includeSSC,DO or
entireFAC list.

4. ContainstheFICs aslisted in Appendix 5. Oneselectionmaybe "all FICs". TheFIC pick
list on theentryscreenis sortedbasedon theFAC selectionof Row 3.

5. Containsthespecific equipmentaslisted in Appendix5.

6. Contains the authoritytype, Regular,Temporary,or RemoteRegular. If Temporaryis
selected,a revocationdatethreemonthsafterthe grantingdateautomaticallydisplaysin row 27.
The revocationdatefor a Temporarycanbe changedto theminimumperiodof onemonthor the
maximumperiodof six months,if necessary.

7. ContainstheTheoryof Operationscoursein theeLMS formatof "FAAXXXXX". If a
courseis listed in Appendix 5 it will be shownhere. Theentryscreenwill showapplicable
course,onemaybe selectedor, if desiredfor a Temporarycertit maybe left blank. TheTheory,
OJTandPE informationwill auto-populateif eLMS completionsarein theemployeestraining
history.

8. Containstheoryremarks.

9. Containsthedateof theTheorycompletionin the mmldd/yyyyformat.

10. Contains the OJT Qualification Method coursesfrom Appendix 5 for the FTC selected.
The national coursewill be shown on the pick list, if no national course exists, "Locally
DevelopedOJT JAW NJO3400.398b1 & 24" will display.
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11. Contains OJT remarks.A mandatoryentry is thenameof theOJT Instructorsfor field
conductedOJT. Do not enteran instructorsnamefor EHOT courses,enterNA asshownin
Figure1-1, column iO.

12. Containsthe dateofthe OJT completionin themm/dd/yyyyformat.

13. ContainsthePerformanceExaminationsfrom Appendix5 for the selectedFTC . ThePEs
for the FTC selectedwill be shown on the pick list, if no national performanceexam exists,
"Locally DevelopedPE JAW NJO3400.39par8cib & 15g" will display.

14. ContainsthePerformanceExaminationTitle andwill auto-populatebasedon theprevious
selection. For a locally developedperformanceexamination,it containsthenameof thesystem,
subsystem,equipmentor service.

15. Contains Performance Qualifying remarks. A mandatory entry is the name of the
Performance Examination Examiner. NOTE: The name of the FAA Employee who
administereda Demonstrationof ProficiencyJAW NJ03400.39par8c2isnot required.

16. Contains thedateof thePerformanceExaminationcompletion in themm/dd/yyyyformat.

17. Containsthenameof the individual makingthesubmissionofthe3400-3to the first level
Supervisor/Managerfor Endorsementandthedatesubmitted. Thenameanddateare entered
automaticallyupon completionof row 18.

18. Contains the word "Submitted" afterthe individual makingthe entryhaschosenthenameof
the SSC Managerwho will be sentan email statingthat thecertificationauthorityrecordis ready
for endorsement.Oncethenameis enteredandtheemail sent, this row is populatedwith
"Submitted".

19. Contains additional comments. This row will contain a drop-downlisting for the annual
reviewcomments. To documenttheparagraph1 lb annualreview,the supervisor/managermust
selectthedrop-downstatement"ATSS proficient for all authoritieson 3400-3"andthenenter
his/herinitials. To documenttheparagraphlie annualreview,the District secondlevel
manager/OCC/ServiceArea TSOG/ServiceArea PSOG/AMA-400Managermustselectthe
drop-downstatement"All certificationauthoritieson 3400-3 continued"andthenenterhis/her
initials.

20. Rows 20, 21 and22 areonly accessibleby this employee’sSSC Manager,or thepersonthat
the emailof row 18 wasaddressedto. Row 20 is filled in whenthefirst level
supervisor/managerclicks on theEndorsebutton. Thenameofthe individual making theentry
is takenfrom their CMRIS identificationandis enteredin row 20.

21. This dateis populatedwhenrow 22 is clicked. Thedatecanbemodifiedby theendorser.

22. Theendorserclicks on theEndorsebuttonto bring up a screenwherehe/shewill enterthe
nameof theDistrict secondlevel manager/OCC/ServiceArea TSOG/ServiceArea PSOG/AMA
400 Managerwho will be sentan email statingthat the certificationauthorityrecordis readyfor
his/heraction. Oncethenameis entered,a buttonis clickedandan email is sentandthis row is
filled in with "Endorsed"alongwith the informationin rows 20 and21.

23. Rows23, 24 and25 areonly accessibleby this supervisor/manager’sDistrict secondlevel
manager/OCC/ServiceArea TSOG/ServiceArea PSOG/AMA-400Manager,or thepersonthat
theemail ofline 20 was addressedto. Row 23 is filled in whentheDistrict secondlevel
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manager/OCC/ServiceArea TSOG/ServiceArea PSOG/AMA-400Managerclicks on the
Grantedbutton. Thenameof theindividual making theentry is takenfrom their CMRIS
identification andis enteredin row 23.

24. This dateis populatedwhenrow 25 is clicked. Thedatecanbe modifiedby thegrantor.

25. This row will sayGrantedfor a completedcertificationauthority. Whenthegrantorclicks
on theGrantedbuttonto grantthe authorityan emailwill be sentto the employeestatingthat the
certificationauthorityis granted,this row is filled in with "Granted"alongwith theinformation
in rows 23 and24.

26. Rows26, 27 and28 areonly accessibleby this employee’sDistrict secondlevel
manager/OCC/ServiceArea TSOG/ServiceArea PSOG/AMA-400Manager. This row androw
27 arepopulatedwhentheDistrict secondlevel manager/OCC/ServiceArea TSOG/ServiceArea
PSOG/AMA-400Managerclicks on theRevokedbutton. Thenameof theindividual making
theentry is takenfrom their CMRIS identificationandis enteredin row 26 alongwith the
presentdatein row 27. The individual makingtherevocationhastheoptionto type in a datein
row 27.

27. This dateis populatedwhentheRevokedbuttonis clicked. Thedatecanbemodifiedby the
grantor. If Temporaryis selectedin row 6, the revocationdatethreemonthsafterthegranting
datedisplays. Therevocationdatefor a Temporarycanbe changedto theminimumperiodof
onemonthor themaximumperiodof six monthsif necessary.

28. This row will say"Revoked"whentheDistrict secondlevel manager/OCC/ServiceArea
TSOG/ServiceArea PSOG/AMA-400Managerclicks on the Revokedbutton. Notethat if
Temporaryauthorityis selectedin row 6, the revocationdate3 monthsafterthegrantingdateis
displayedin row 27 and"Revoked"was alsoautomaticallyenteredin row 28. Therevocation
datefor a Temporarycanbe changedto theminimumperiodof onemonthor themaximum
periodof six monthsif necessary.
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Employee Name: Robert J. Specialist Last 4 of eLMSid: 9999 Certification Authority

PageXofX 10 11 hA
SYSTEM, SUBSYSTEM,

EQUIPMENT OR SERVICE ITWS ATCT

FACILITY IDENTIFICATION
CODES 46MA O2AA, O2AB, O2AZ

Specific equipment as in
NJO3400.39, App 5 ITWS, Control Site only ATCT, Emergency

Transceivers at ATCTs

CERTIFICATION TYPE Regular Regular

THEORY-OF.OPERATIONS
QUALIFICATION FAA40667 47504

Theory Remarks

Date Qualified 11/1 1/200X O$iOX 09/01/200X

OJT QUALIFICATION
METHOD FAA40667 Locally Developed OJT lAW

NJO3400.39 par 8b1 & 24

OJT Remarks NOTE: Do not enter instructors
name for_EHOT Instructor Bob Roberts

Date OJT Completed 11/1 1/200X 1 1/12/200X

PERFORMANCE
QUALIFYING_METHOD FAA89026 FAA88591

Perf Exam Title ITWS Demonstration of
Proficiency

Aid, EMERGENCY
TRANSCEIVER CP8O

Perf Qualifying Remarks NOTE: Do not enter examiners
name for D0P Examiner, Tom Nixon

Date Qualified 11/12/200X 111241200X

Individual making entry:
Name/Date Jeannie Thompson 1 1/15/200X John Jones, 12/05/200X

Enter Email addressees
and_Submit_this_entry Submitted Submitted

COMMENT BLOCK

EXAMPLE OF ENTRY FOR
THE NEW CONCEPT OF
ENHANCED HANDS-ON

TRAINING AND CONDUCTED
AT THE FAA ACADEMY

EXAMPLE OF ENTRY WITH
A CORRECTION OF DATE,
ORIGINAL ENTRY COLUMN

STAYS THE SAME

EXAMPLE OF CORRECTION
COLUMN ENTRY WITH A

CORRECTION OF THEORY
DATE, ADDITIONAL

APPROVAL NOT REQUIRED
John Jones corrected wrong

theory date 12/29/200X
1ST LEVEL SUPERVISOR

ENDORSEMENT Robert J. Supervisor Jr. Robert J. Supervisor Jr.

Endorsement Date 11/1 61200X 1 2/05/200X

Endorsement ENDORSED ENDORSED

CERTIFICATION
AUTHORITY GRANTOR Dave D Manager Dave D Manager

Date Granted 11/1 7/200X 1 2/05/200X

Authority Granted GRANTED GRANTED

Figure 1-1. Smn1 FAA Form 3400-3Continued
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Fi2ure 1-1. SampleFAA Form 3400.3Continued

Employee Name: Robert J. Specialist Last 4 of eLMSid: 9999 Certification Authority

PageXofX 4 5 6
SYSTEM, SUBSYSTEM,

EQUIPMENT OR SERVICE RVR Annual Review ESATD

FACILITY IDENTIFICATION
CODES 47AD NoFIC

Specific equipment as in
NJO3400.39, App 5 RVR, Tasker 400 ESATD, Service, for CCCH

CERTIFICATION TYPE Regular Regular

THEORY-OF-OPERATIONS
QUALIFICATION

Informal, per NJO3400.39
par 8a6 FAA49275

Theory Remarks Used FAA40252 as theory,
none available for this RVR

Date Qualified 9/20/200X 07/08/200X

OJT QUALIFICATION
METHOD

Locally Developed OJT lAW
NJO3400.39 par 8b1 & 24

Locally Developed OJT lAW
NJO3400.39 par 8b1 & 24

OJT Remarks Instructor Bob Smith Instructor Gene Anderson

Date OJT Completed 10/18/200X 07/24/200X

PERFORMANCE
QUALIFYING METHOD

Locally Developed PE lAW
NJO3400.39 par 8c1 b&1 5g FAA88926

Pert Exam Title LLWAS, Sanyamo Weston
ESAFP FORMERLY

CFAD/ESATD FORMERLY
CRAD/DRAD DP25

Pert Qualifying Remarks Thomas Jones, Examiner Ted Wilson, Examiner

Date Qualified 12/1 2/200X 08/09/200X

Individual making entry:
Name/Date John Jones 12/20/200X Jeannie Thompson 08/15/200X

Enter Email addressees
and_Submit_this_entry Submitted Submitted

COMMENT BLOCK

EXAMPLE OF A REGULAR
CERT WHEN THERE IS NO

NATIONAL THEORY, OJT OR
PE

EX OF ANNUAL REVIEWS
ATSS proficient for all currently
granted authorities on 3400-3,

RJS
All granted certification
authorities on 3400-3

continued,_DDM

EXAMPLE OF SERVICE
ENTRY WHERE THERE IS A
NATIONAL THEORY AND PE

1ST LEVEL SUPERVISOR
ENDORSEMENT Robert J. Supervisor Jr. Robert J. Supervisor Jr. Robert J. Supervisor Jr.

Endorsement Date 12/20/200X 11/15/200X 08/16/200X

Endorsement ENDORSED Authorities Endorsed ENDORSED

CERTIFICATION
AUTHORITY GRANTOR Dave D Manager Dave D Manager Dave D Manager

Date Granted 12/21 /200X 11/1 7/200X 08/1 7/200X

Authority Granted GRANTED Authorities Continued GRANTED

CERTIFICATION
AUTHORITY REVOKED

Date Revoked

Authority Revoked
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Figure 1-1. SampleFAA Form 3400-3Continued
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FAA Form 3400-308/07 Printedfrom CMRIS

Employee Name: Robert J. Specialist Last 4 of eLMSid: 9999 Certification Authority

PageXofX 7 8 9

SYSTEM, SUBSYSTEM,
EQUIPMENT OR SERVICE DME PCS VOR

FACILITY IDENTIFICATION
CODES 12EN 8350 11AE

Specific equipment as in
NJO3400.39, App 5 DME, Thales 415 SE LPDME PCS, UPS, Mitsubishi 9700

Series
VOR, Second Generation

Civil, FA-9996

CERTIFICATION TYPE Temporary Temporary Remote Regular

THEORY-OF-OPERATIONS
QUALIFICATION FAA40292 Not Available FAA47701

Theory Remarks Used previous course 40157
as theory

Previously completed in the
field

Date Qualified 05/10/200X 9/26/2002 03/20/199X
OJT QUALIFICATION

METHOD N/A N/A Locally Developed OJT lAW
NJO3400.39 par 8b1 & 24

OJT Remarks MOCC OJT by Tom Jones,
Instructor

Date OJT Completed 10/10/200X

PERFORMANCE
QUALIFYING METHOD N/A N/A Locally Developed PE lAW

NJO3400.39 par 8c1 b&1 5g

Pert Exam Title Second Generation VORTAC

Pert Qualifying Remarks VOR PE’s done previously,
local MOCC PE by Bob Smith

Date Qualified 1020/200X

Individual making entry:
Name/Date Jeannie Thompson 05/15/200X John Jones, 06/22/200X Ellen Hopkins, 10/22/200X

Enter Email addressees
and_Submit_this_entry Submitted Submitted Submitted

COMMENT BLOCK

EXAMPLE OF TEMP WITH
THEORY COURSE

Temporary Authority granted
based on FAA40292 theory
and previous experience on

other DMEs

EXAMPLE OF TEMP WITH
NO THEORY COURSE

Temporary Authority granted
based on other PCS theory

course and previous
experience on PCS

EXAMPLE OF REMOTE REG
Individual demonstrated

proficiency in remote
certification of VOR

1ST LEVEL SUPERVISOR
ENDORSEMENT Robert J. Supervisor Jr. Robert J. Supervisor Jr. Robert J. Supervisor Jr.

Endorsement Date 05/1 7/200X 06/22/200X 1 0/22/200X

Endorsement ENDORSED ENDORSED ENDORSED

CERTIFICATION
AUTHORITY GRANTOR Dave D Manager Dave D Manager Dave D Manager

Date Granted 05/1 9/200X 06/22/200X 1 0/22/200X

Authority Granted GRANTED GRANTED GRANTED

CERTIFICATION
AUTHORITY REVOKED DavldD Manager dp Manager

0W15/200X 08/2ox

REVOKED REVOKED
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Figure 1-1. Sample FAA Form 3400-3Continued

Employee Name: Robert J. Specialist Last 4 of eLMSid: 9999 Certification Authority

PageXofX 10 II hA
SYSTEM, SUBSYSTEM,

EQUIPMENT OR SERVICE ITWS ATCT

FACILITY IDENTIFICATION
CODES 46MA O2AA, O2AB, O2AZ

Specific equipment as in
NJO3400.39, App 5 ITWS, Control Site only ATCT, Emergency

Transceivers at ATCTs

CERTIFICATION TYPE Regular Regular

THEORY-OF-OPERATIONS
QUALIFICATION FAA40667 47504

Theory Remarks

Date Qualified 11/11/200X OIIE0420di 09/01/200X

OJT QUALIFICATION
METHOD FAA40667 Locally Developed OJT lAW

NJO3400.39 par 8b1 & 24

OJT Remarks NOTE: Do not enter instructors
name for_EHOT Instructor Bob Roberts

Date OJT Completed 11/11/200X 11/12/200X

PERFORMANCE
QUALIFYING_METHOD FAA89026 FAA88591

Pert Exam Title IflNS Demonstration of
Proficiency

ATCT, EMERGENCY
TRANSCEIVER CP8O

Pert Qualifying Remarks NOTE: Do not enter examiners
name for D0P Examiner, Tom Nixon

Date Qualified 11/12/200X 11/24/200X

Individual making entry:
Name/Date Jeannie Thompson 1 1/15/200X John Jones, 12/05/200X

Enter Email addressees
and_Submit_this_entry Submitted Submitted

COMMENT BLOCK

EXAMPLE OF ENTRY FOR
THE NEW CONCEPT OF
ENHANCED HANDS-ON

TRAINING AND CONDUCTED
AT THE FAA ACADEMY

EXAMPLE OF ENTRY WITH
A CORRECTION OF DATE,
ORIGINAL ENTRY COLUMN

STAYS THE SAME

EXAMPLE OF CORRECTION
COLUMN ENTRY WITH A

CORRECTION OF THEORY
DATE, ADDITIONAL

APPROVAL NOT REQUIRED
John Jones corrected wrong

theory_date_1 2/29/200X
1ST LEVEL SUPERVISOR

ENDORSEMENT Robert J. Supervisor Jr. Robert J. Supervisor Jr.

Endorsement Date 11/16/200X 12/05/200X

Endorsement ENDORSED ENDORSED

CERTIFICATION
AUTHORITY GRANTOR Dave D Manager Dave D Manager

Date Granted 11/17/200X 12/05/200X

Authority Granted GRANTED GRANTED

I

2

3

4

5

6

7

8

9

10

II

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

CERTIFICATION Ii’
AUTHORITY REVOKED

_____________________________________________________

Date Revoked

Authority Revoked

FAA Fonim 3400-308/07 Printedfrom CMR1S
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Figure 1-1. Smn1e FAA Form 3400-3Continued

Employee Name: Robert J. Specialist Last 4 of eLMSid: 9999 Certification Authority
PageXofX 12 12A 13

SYSTEM, SUBSYSTEM,
EQUIPMENT OR SERVICE ATCT ATCT LOC

FACILITY IDENTIFICATION
CODES O2AA, O2AB, O2AZ O2AA, O2AB, O2AZ 1 4CS

Specific equipment as in
NJO3400.39, App 5

ATCT, Emergency ATCT, Emergency
Transceivers at ATCTs LOC Mark IF, Log PeriodicTransceivers at ATCTs

CERTIFICATION TYPE Regular Regular Regular
THEORY-OF-OPERATIONS

QUALIFICATION 44024 47504 47702

Theory Remarks 12/20/200X

08/04/200X
Locally Developed OJT lAW
NJO3400.39 par 8b1 & 24

Instructor Bob Roberts

John Jones corrected theory
course 12/18/200X TRW

Date Qualified 06/244/200X 7/2/95
OJT QUALIFICATION

METHOD
Locally Developed OJT lAW
NJO3400.39 par 8b1 & 24

OJT Remarks Instructor Bob Roberts

Date OJT Completed 1i/12/200X 11/12/200X
PERFORMANCE

QUALIFYING_METHOD FAA88591 FAA88591

Pert Exam Title ATCT, EMERGENCY ATCT, EMERGENCY
TRANSCEIVER CP8O NP53TRANSCEIVER CP8O

Pert Qualifying Remarks TRW

Date Qualified 1 1/24/200X 1 1/24/200X
Individual making entry:

Name/Date John Jones, 12/05/200X John Jones, 12/18/200X Ellen Hopkins, 10/22/200X

Enter Email addressees
and Submit this entry Submitted Submitted Submitted

I

I
EXAMPLE OF ENTRY WITH

. CORRECTION OF THEORY
COURSE, NEW APPROVAL

REQUIRED
Corrected Theory course, John

Jones, 12/18/200X

EXAMPLE OF TRANSFER
FROM PAPER FORM

Transferred lAW 28d. ABC
SSC, 9/15/95, Regular

Certification Authority Granted
on LOC Log Periodic, MK-1F,
Robert Smith, Mgr ABC SMO

1ST LEVEL SUPERVISOR
ENDORSEMENT

.
-- Robert J. Supervisor Jr. .Robert J. Supervisor Jr.

Endorsement Date 12/051200X 12/19/200X
Endorsement ENDORSED ENDORSED

CERTIFICATION
AUTHORITY GRANTOR Dave D Manager Dave D Manager

Date Granted 12/05/200X 12/20/200X
Authority Granted
CERTIFICATION

AUTHORITY REVOKED
Date Revoked

Authority Revoked

FAA Fonli 3400-3 08/07 Printed from CMRIS

GRPTED GRANTED

r i

COMMENT BLOCK

I
2

3

4

5

6
7

8

9
10

11
12
13

14

15

16

17

18

19

20
21
22
23

24
25
26
27
28
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Figure 1-1. Smnk FAA Form 3400-3Continued

Employee Name: Robert J. Specialist Last 4 of eLMSid: 9999 Certification Authority
PageXofX 14 15 16

SYSTEM, SUBSYSTEM,
EQUIPMENT OR SERVICE ALS CPDS Fac Acronym
FACILITY IDENTIFICATION

CODES 317H 83DB FIC

Specific equipment as in
NJO3400.39, App 5 ALS, ALSF-ll NBP, FA-10700 CPDS, Critical Power

Distribution System CRPDS Name as on App 5

CERTIFICATION TYPE Regular Regular Regular
THEORY-OF-OPERATIONS

QUALIFICATION FAA40148 See pre-existing Interim dated
8/22/200X FAAXXXXX

Theory Remarks Conversion of pre-existing
Interim

Nationally approved course per
NJO3400.39 par lOb

Date Qualified 08/20/200X 8/22/200X
OJT QUALIFICATION

METHOD
Waived per NJO3400.39

par 27
See pre-existing Interim dated

8/22/200X
Not required per NJO3400.39

par lOb

OJT Remarks
Waiver approved by Bob

Jones, CSA Admin Ser Group
Manager

Conversion of pre-existing
Interim

3 plus years of experience as a
certified specialist on XXXX

Date OJT Completed 09/18/200X 8/22/200X
PERFORMANCE

QUALIFYING METHOD FAA88620 See pre-existing Interim dated
8/22/200X

Not required per NJO3400.39
par lOb

Pert Exam Title ALSF-2, FA-1 0700, NBP
EP16 N/A

Pert Qualifying Remarks Tim Smith, Examiner Conversion of pre-existing
Interim

3 pIus years of experience as a
certified specialist on XXXX

Date Qualified 1 0/02/200X 8/22/200X 1 0/22//200X
Individual making entry:

Name/Date Ellen Hopkins, 10/02/200X Jeannie Thompson 11/15/200X Ellen Hopkins, 10/02/200X

Enter Email addressees
and_Submit_this_entry Submitted Submitted Submitted

COMMENT BLOCK

EXAMPLE OF ENTRY
WHERE THE OJT WAS

WAIVED BY THE SA ADMIN
SVCS GROUP MGR

Waiver memorandum filed in
Official Certification Record

File

EXAMPLE OF ENTRY FOR
CONVERSION OF PRE-

EXISTING INTERIM
Converted Interim per

NJO3400.39 par 9c

EXAMPLE OF REGULAR
ENTRY PER NJO3400.39

PAR 34B One of two
specialists in 2d levels

organization granted regular
authority per NJ03400.39 par

lOb
1ST LEVEL SUPERVISOR

ENDORSEMENT Robert J. Supervisor Jr. Robert J. Supervisor Jr. Robert J. Supervisor Jr.

Endorsement Date 1 0/05/200X 11 /25/200X 1 0/05/200X
Endorsement ENDORSED ENDORSED ENDORSED

CERTIFICATION
AUTHORITY GRANTOR Dave D Manager Dave D Manager Dave D Manager

Date Granted 10/07/200X 11/28/200X 10/07/200X

FAA Fonii 3400-3 08/07 Printedfrom CMRIS

I
2

3

4

5

6
7

8
9

10

11

12

13

14

15
16

17

18

19

20

21
22

23

24
25

26

27
28

Authority Granted
CERTIFICATION

AUTHORITY REVOKED
Date Revoked

Authority Revoked
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Figure 2. Instructions for Preparing FAA Form 3400-15,Performance Examination

Cover Sheet

This form is initiated in theCertificationTrackingSystemCTS portion of CMRIS andis then
printedfor use.Theintent is to only print the form at the pointof useto gainefficiencybynot
mailing formsbackandforth. Accessto CMRIS is coveredin Appendix6 andis limited to
thoseindividualswho havea needto initiate, edit andprint forms. Themost currentinstructions
for completinga FAA Form 3400-15in CTS arelocatedon theCMRTS websiteand/oron FIST.
Theinformationis enteredon an entryscreen. Thefollowing is a row by row descriptionof the
form andbrief entryprocedures.

1. SectionA is therequestfor theexaminationandcontainsthefollowing information:

a. eLMS Number. TheeLMS examinationnumberis displayedon a pick list for all
PerformanceExaminationsPE’s approvedby theTechnicalOperationsTrainingand
DevelopmentGroup. For certifiablesystemswithouta nationallyapprovedperformance
examination,thewords"Locally DevelopedPE"mustbe selectedfrom thetop of the list.

b. Examinationnumber/completetitle/Facility IdentificationCodeFIC, and estimated
time areauto-populatedbasedon the eLMS number. For a locally developedperformance
examinationperparagraphs8c 1 b & 1 5g thenameof the system,subsystem,equipmentor
servicebeingtested,asshownon Appendix5, will be enteredhere. Thehoursfor a locally
developedperformanceexaminationarea local estimate.

c. Examinee’s nameandthe last four digits ofhis/hereLMS Identificationare auto-
populatedbasedon theselectionof the employee.

2. SectionB is the official designationof examinerandverifiesthat theexamineris qualified
to administertheexamination.This sectioncontainsthe following information:

a. The nameof theDesignatedExaminer. Whenthe form is beinginitiated in
CMRIS/CTSby a first level supervisorhe/shemayenterthenameof a proposedexaminer. The
final entryof thenameis madeby thePSCM/PSSbasedon their certificationof the examiner.

b. Thenameandlocation oftheExaminer’smanagerthat theactionwas coordinated
throughis manuallyentered.

c. The PSCM/PSSmust certify that the DesignatedExaminermeetsall the requirementsof
paragraph1 5h. This maybe doneby printing theform andsigninganddatingit, or the
PSCM/PSSmayclick on the signatureblockandthenameof theindividual makingtheentry is
takenfrom their CMRIS identificationandis enteredalongwith thetoday’sdate. Either a
signatureor theautomaticentryservesasthe certification.

d. If the PSSprintedthe form, it is thenroutedto theDistrict secondlevel managerfor
signatureanddateto designatetheexaminer. If thePSSdidn’t print the form, an email box will
comeup andthePSSwill enterthenameof theDistrict secondlevel managerwho will perform
thedesignationof examiner. Theemailwill be sentto theDistrict secondlevel managerand
he/shemayeitherprint theform to manuallysign it ormayclick on thesignatureblock andthe
nameof the individual making the entry is takenfrom their CMRIS identificationandis entered
alongwith thecurrentdate.
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e. At this point, theSectionB is completeandtheform, if not alreadyprinted,is printedat
thepoint ofuse. This maybe thePSSwho will mail it out or sendit to theDesignatedExaminer
asa PDF file, or it maytheSSCM.
3. SectionC is utilized by theDesignatedExaminerto recordtheexaminationresults. It must
containthe following information:

a. Major equipment identification,type, andlocation.
b. Resultsof examinationincluding: thetotal numberof tasksthetotal of all the"5" and

"U" entriesin all the columns,numberofunsatisfactorytasksthe "U" entriesin all the
columns,andpercentageof satisfactorytasks. Thepercentageequalsthe #Total Tasksminus
the#UnsatTasksdivided by the #Total Tasksandthenmultiplied times 100 to removethe
decimalpoint. Theform statesthat 90%is requiredto passthe examination.

c. Thetotal time usedfor theexamination. Paragraph1 Sc requiresapprovalof a staff
manageror District secondlevelmanagerif the examinationis allowedto exceedtheEstimated
Time by morethan20%.

d. Signatureof theDesignatedExamineranddateexaminationis completed.
4. Thereversesideofthe form mustbe usedby the examinerto recordany failed items. For
locally developedexaminations,thecertificationandkeyperformanceparameterstestedmustbe
listed on the reversesideof theform. Additional commentsrelatedto the examination;e.g.
observersignaturemayalsobe enteredhere.
5. Thecompletedform mustbe forwardedto the TrainingSpecialistfor processing.The cover
sheetsfor successfullycompletednationalandlocally developedperformanceexaminationsonly
needto be kept for 24 hoursafterthecompletionhasbeenenteredin eLMS, on FAA Form 3400-
3 in CMRIS andthecertificationauthorityhasbeengranted. The nameof theExaminermustbe
enteredin thePerfExamCommentsblockof Form 3400-3. FAA Form 3400-15for a failed
performanceexaminationmustbe keptuntil the performanceexaminationis successfully
completedandcertificationauthorityhasbeengranted.

35



9/1 7/2007

Figure 2-1. SampleFAA Form 3400.15,PerformanceExam PE

Cover SheetExample for National PE

N JO 3400.39

14CJI4CS

PERFORMANCE EXAMINATION COVER SHEET

Technical Operations PersonnelCertification Program

eLMS# FAA88753

ROBERT J. SPECIALIST

ExamineeName

Facility Identification CodesFIC
1234

Last four digits of eLMS ID

Ben D. Examiner Torn Supervisor7DEF SSC

DesignatedExaminerName CoordinatedthroughName/Locationof Examiner’sManager

I certify that the designatedexaminermeetsall requirementsof FAA Notice NJO 3400.39 paragraph 15.b and that the
examineris qualified to administertheexam.

JOHN JONES 09/I2!200X

DatePSCM/PSSApproval in CM RIS or Signature -

In accordancewith FAA Notice NJO 3400.39,you are designatedas examiner. As the examiner, you should familiarize
yourselfwith theinstructionsto theexaminer,found in FAA NoticeNJO3400.39Appendix 8 or in the examination.Any failed
itemsmustbelisted on thereverseside of this sheet. In theeventof an examinationfailure, testequipmentmust also belistedon
thereverseside of this sheet.

This desienationwill expire three3 months from the date of the Mana2er’s sienature.

David D.Manager

District secondlevel/OCC/SAPOG/SATSOG/ManagerApproval in CMRTS orSignature

C. EQUIPMENT IDENTIFICATION

Maior Equipment

LOCTransmitter

LOC[Monitor

%

09/12/200X

Date

BenD fEaminer

DesignatedExaminerSignature

11/2/200X

DateExamCompleted

FAA Form 3400-1508/07Printedfrom CMRIS
**This form must be forwarded to the Training Specialistfor Processing

A. REQUEST FOR EXAM

ExamNumber/Title

NP53 88753 ILS, WILCOX MARK iF LOCALIZER TYPE FA-99O3 NP53 8 HOURS

EstimatedExamTime

B. OFFICIAL DESIGNATION

Results: 144

Total# Tasks

FJ4-9908

cFJ4-9907

# UnsatTasks

Facility Location

J-awey,q!N

Xawt’ey,

6fiours PJ2ISS

Total time Pass/Fail% Satisfactory Tasks,
90%requiredto Pass
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Figure 2-2. SampleFAA Form 3400-15,PE Cover Sheet
Example for Locally DevelopedPE

A. REQUEST FOR EXAM

AerocomDME Model 5351

ExamNumber/Title

PERFORMANCE EXAMINATION COVER SHEET

Technical Operations PersonnelCertification Program

eLMS# Locally Developed

8 HOURS

EstimatedExamTime

Facility Identification CodesFIC

ROBERT J. SPECIALIST

ExamineeName

1234

Last four digits of eLMS ID

B. OFFICIAL JWSIN4TjON

DebbieD. Examiner DonnaD. ManagerI XXX District

DesignatedExaminerName CoordinatedthroughName/Locationof Examiner’sManager

I certify that the designatedexaminer meets all requirements of FAA Notice NJO 3400.39 paragraph 15.b and that the
examiner is qualified to administer the exam.

JUDY D. SPECIALIST 021101200X

DatePSCM/PSSApproval in CMRIS or Signature

In accordancewith FAA Notice NJO 3400.39,you aredesignatedas examiner. As the examiner,you should familiarize
yourselfwith theinstructionsto the examiner,found in FAA NoticeNJO3400.39Appendix 8 or in the examination. Any failed
itemsmustbe listed on the reversesideof this sheet. In the eventof an examinationfailure, testequipmentmustalsobelisted on
the reversesideof this sheet.

This desienationwill expire three3 months from the date of the Manaeer’ssignature.

[Martin 9?,. [Manager

District secondlevel/OCC/SAPOG/SA TSOG/ManagerApproval in CMRIS or Signature

C. EQUIPMENT IDENTIFICATION

Major Equipment

J4erocomDM Transpon1er,[Monitor and’Controft’nit 5531

Seethereversesi1e ofthisformfortheCertf1cationand fKfy PerformancecParameterstested

Results: I 58 I 0 100%

Total# Tasks # UnsatTasks % Satisfactory Tasks,
90%requiredto Pass

02/10/200X

Date

De66ie D. E,aminer

DesignatedExaminerSignature

FAA Form3400-1508/07Printedfrom CMRIS

**This form must be forwarded to the Training Specialistfor Processing

02/24/200X

DateExamCompleted

Facility Location

Broo., [MCD

7.57{ours

Total time Pass/Fail
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Figure 2-3. SampleFAA Form 3400-15,Performance Examination Cover Sheet

ReverseSide When Usedfor Locally DevelopedPE’S

Thefollowing is a sampleof entrieson thebackof a PerformanceExaminationCover Sheet
form whenusedfor a locally developedperformanceexaminationasrequiredby paragraphs1 Sg
andi. This exampleis for a DistanceMeasuringEquipmentDME modelAerocom5351. It is
an oldersystemthat doesnot havea nationalperformanceexamination.

Write or type the CertificationParametersandKeyPerformanceParameterstestedon thebackof
theFAA Form 3400-15. Foreachitembelow the examineeis ratedeither"5" for satisfactory,
"U" for unsatisfactory,or "X" for not-applicablein eachofthreeareas: Test
Equipment/Procedures/Results.Forthis particularexamplethat wouldbe 58 tasks,54 for Key
andCertificationparametersand4 for beginningandendingoutagecoordinationProcedureand
Resultsfor each

Reference: FAA Order 6730.2,Chapter 3, Appendix 1, Table 1
Thefollowing CertificationParametersweretested:

ReceiverSensitivity, paragraph 55b
Reply pulse spacing,paragraph 55a3c
Receiverdecoder,paragraph 55c1
Peak power, paragraph 55a2
Reply delay, paragraph 55c4
Identification, paragraph 55c3
Automatic transfer/shutdown and remote monitor alarm, go/no go
Reply efficiency, paragraph 56c
Reply pulse spacingalarm, paragraph 56e
Peak power alarm, paragraph 56a
Reply delay alarm, paragraph 56d

The following Key PerformanceParametersweretestedthosealreadylisted in theCertification
Parameterswerenot listed again:

Transmitter frequency, paragraph 55a1
Pulsewidth, paragraph 55a3a
Output pulse count, paragraph 55a4
Receiverfrequency response,paragraph 55b2
Identification group pulse pair spacing,paragraph 55c2
Monitor output pulse count, paragraph 56b
Monitor alarm delays, paragraph 57

In addition to the parametersabove theexaminee’sability to properly coordinate an
outageand return the facility servicemust be tested.

38



9/1 7/2007 N JO 3400.39

Figure 3. Instructions for Preparing FAA For, 3400-15a,TOHTC Performance

Examination Cover Sheet

FAA Form 3400-15a is only usedfor onecourse,theTOHTC newhire communicationscourse.
It is not approvedfor any otheruse.

FAA Form 3400-iSafor a failed performanceexaminationis keptat theFAA Academy.

1. Complete Section A as follows:

a. Enter the ExamNumber/TitleandEstimatedTime for the currentPE usedin the
TOHTC.

b. Enter theExamineeName,SSC,Series& Grade,andthe last fourof theeLMS ID.

2. In SectionB circle theappropriateitem underCompletedfor eachTopic.

3. CompeteSection C asfollows:

a. Enter the nameoftheExaminingInstructor.

b. Print thenameof theAcademySectionManagermakingthedesignation.

c. TheAcademySectionManagermust sign anddatethis Section.

4. Complete SectionD as follows:

a. List the Major Equipmenttested.

b. Entertheresultsof AcademyAdministeredTasksincluding: thetotal numberof tasks
thetotal of all the"S" and"U" entriesin all the columns,numberofunsatisfactorytasksthe
"U" entriesin all thecolumns,andpercentageof satisfactorytasks. Thepercentageequalsthe
#Total Tasksminusthe#UnsatTasksdivided by the #TotalTasksandthenmultiplied times 100
to removethedecimalpoint.

c. SignatureandTitle of theDesignatedExamineranddateexaminationis completed.
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Figure 3-1. SampleFAA Form 3400-iSa,TOHTC Performance Examination Cover Sheet

TECHNICAL OPERATIONS HIRING
TRAINING AND CERTIFICATION TOHTC PERFORMANCE

EXAMINATION COVER SHEET

MaintenancePersonnelCertification Program

eLMS#

I II I
ExamNumber/Title EstimatedTime

I II 1 I
ExamineeName/SSC Series& Grade Last four of eLMS ID

ri HANDS-ON TRAINING EXERCISE PROGRESSCircle one
Topics Covered Completed Topics Covered Completed
Safety& Coordination Yes No N/A System Operation Yes No N/A
Interfaces Yes No N/A PreventativeMaintenance Yes No N/A
Test Equipment Yes No N/A Troubleshooting Yes No N/A
I certify that theexamineehasmet all training andhands-ontrainingexerciserequirements.

I II I
Hands-OnTraining ExerciseInstructor SignatureandPrintedName Date

ICTo:

Examining InstructorName

____________________________________________________________

I certify that the examinerhasmet all prerequisitesand is qualifiedto administertheexamtasks.

In accordancewith FAA NoticeNJO 3400.39you aredesignatedas a performanceexaminer. This designationgrantsyou
responsibilityfor the administrationof the performanceexaminationtasks. As an examiner,you shouldfamiliarize yourself
with FAA Notice NJO3400.39,andanypertinentFAA Academyguidelines. Any failed itemsmustbelistedon thereverse
side of this sheet. In the eventof a completefailure, test equipmentmust also be listed on thereverse. This designation
will expire three3 months from the date of the SectionManager’s signature.

]
AcademySectionManagerSignature/BranchandPrinted Name

Major CommunicationEquipmentIdentification

Resultsof AcademyAdministeredTasks:

II II II I
Total# # Unsat. % Satisfactory Total Time

ExaminingInstructorSignatureandPrintedName

Date

Facility Location
FAA Academy

Pass/Fail

DateExamTasksCompleted

FAA Form3400-I5a 08/07 Local ReproductionattheFAA AcademyAuthorized

Title
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Figure 4. Instructions for Preparing FAA Form 3400-16,On-The-Job Training Progress

Form for Certifiable Systems

This form is initiated in the CertificationTrackingSystemCTS portion of CMRIS andis then
printedfor use. Theintent is to only print the form at the point of useto gain efficiencyby not
mailing back and forth. Accessto CMRIS is coveredin Appendix 6 and is limited to those
individuals who havea needto initiate, edit andprint forms. The most currentinstructions for
completinga FAA Form 3400-16in CTS are locatedon FIST. Theinformationis enteredon an
entry screen. Thefollowing is a rowby row descriptionoftheform andbrief entryprocedures.

1. TheProgramSupportSpecialistPSSinitiates theOJTProgressForm in CMRIS and
selectsan employee.TheOJTPlanareais theheadinginformationandcontainsthefollowing
information:

a. The traineenameandlast four of eLMS Indentauto-populatesbasedon the employee
selected.

b. Thedescriptionof theService/system/subsystem/equipment.This informationwill auto-
populateif a nationalcourseis selectedfor thenextrow.

c. TheOJT coursenumber,FAALOCAL is enteredfor locally developedOJT. The
PerformanceExamIeLMSNumbersblockandthe trainee/instructorhours. FornationalOJT
coursesthis informationwill auto-populate.If the OJT is going to belocally developedJAW
paragraphs8b1 & 24, thePSStypesin the system,subsystemequipmentor serviceas shownin
Appendix 5, thePerformanceExam/eLMSNumbersandan estimateof thetrainee/instructor
hours. If thereis a nationalPerformanceExamthe time estimatesare obtainedfrom theOJT/PE
Compensationtablelocatedin FIST.

d. Thenameandduty locationof the OJTInstructor,thedateOJTstudystartedandthe
dateOJT instructionstarted.TheOJT StartDatesarefilled in aftertheplanningstageof
paragraph23b. If knownthePSSmayentertheOJTstartdates. At this point, thePSSmayprint
out theform andsendit to the SSCMor theymayemail the SSCM andhaveit printedat the
SSClocation. This informationmaybe filled in on the entryscreenor handwrittenaftertheform
is printed.

2. TheInstructions/OptionalExtensionareacontainsthe following information:

a. Thetime framein which the OJTtraineemustprovideprogressreportsto theSSCM.
TheSSCM will completetheplanningstagesof paragraph23b andwill placea checkmark in
front ofthetime frame that thetraineewill be requiredto provideprogressreports.

b. If an extensionof OJT traininghours is needed,theSSCMusesthe blocksprovidedon
theform to authorizetheextension.TheSSCMwill sign anddatetheform to authorizean
extensionof the time.

3. TheOJTProgressareais the OJTProgressareaandcontainsthe following information:

a. Blocks for theinstructorandtraineeto initial the nine ElementsofTraining.

b. An optionalblock for the instructor’stime is providedfor thoselocationsthat haveused
theOJT Progressform as a reportingdevicefor instructorOJTpay.

41



9/17/2007 N JO 3400.39

c. In theTotal StudyTime block, the instructorwill enterthe total time thetraineespent
studying.

d. In theTotal InstructionTime block, the instructorwill enterthe total time spentin OJT
instruction.

4. TheOJTCompletionStatusareaandcontainsthefollowing information:

a. If the OJTwas successfullycompleted,the instructorwill checkthatblock andboththe
instructorandthetraineemust sign anddatethe form.

b. If the OJTwasnot successful,the instructorwill checktheblockrecommendingit be
terminatedandsign anddatethe form.

c. If the SSCM concurswith the statushe/shewill sign anddatetheform.

d. Thecompletedform mustbe forwardedto theTrainingSpecialistfor processing.There
is no requirementto file theOJTpackage. TheOJTprogressformsfor successfullycompleted
OJTonly needto bekept for 24 hoursafterthe completionhasbeenenteredin eLMS, on FAA
Form 3400-3in CMRIS andthecertificationauthorityhasbeengranted. ThenameoftheOJT
instructormustbe enteredin theOJTCommentsblockof Form 3400-3. FAA Form 3400-16for
a failed OJT packagemustbekeptuntil the OJTpackageis successfullycompletedand
certificationauthorityhasbeengranted.
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Figure 4-1. OJT ProgressForm Example for National OJT

A. OJT PLAN:

TraineeName ROBERT J. SPECIALIST Last four of eLMS ID 1234

Service/system/subsystem/equipmentARTS. ARTS LIE Type 9020/A

FAA45332 RP1O2 / FAA89012 19 hours / 26 hours
OJT Course# PerformanceExam/eLMSNumbers NationalOJT TraineeStudy/InstructorHours

ThomasJones / Delta,ND 9/l/200X 9/22/200X
OJT InstructorName/DutyLocation DateOJT Study Started DateOJT InstructionStarted

B. INSTRUCTIONS/OPTIONALEXTENSION:

* Thetraineemustprovideprogressreportsto thefirst level supervisoras indicatedbelow:

X Weekly Biweekly Monthly Other

* Thetrainermust provideprogressreportsto thefirst level supervisorupon request.

**Authorization for Extension to OJT training hours if needed:

OJT instructionauthorizedhourshavebeenextendedby hoursfor a total of________________hours.

Supervisor’ssignature Date

C. OJT PROGRESS

Elementsof Training Instructor’sInitials Trainee’sInitials Instructor’sTimeoptional

Safety V VS

Coordination V vs

Test Equipment 1/J VS

SystemInterfaces V VS

SystemOperation/Alignment V VS

PreventativeMaintenance 7 VS

Troubleshooting V VS

Flight Inspectionif applicable V VS

PerformanceExamReview TJ Vs

Total StudyTime 65 flours Total InstructionTime 36 flours

D. OJT COMPLETION STATUS:

¾ I verify that thedocumentationis accurateandthat this OJTassignmenthasbeensuccessfullycompleted.

TflomasJones 10/17/200X Robert.7 SpecialIst 10/17/200X
Instructor’sSignature Date Trainee’sSignature Date

I recommendthat the aboveOJT instructionbeterminatedfor thefollowing reasonss:

Instructor’sSignature Date

I concurwith this OJT Status: Rpbert5upereisor 10/17/200X
Supervisor’sSignature Date

**This form must be forwarded to the Training Specialistfor processing **

FAA Form 3400-1608/07 Printedfrom CMRIS
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Figure 4-2. OJT ProgressForm Example for Locally DevelopedOJT

ROBERTJ SPECIALIST Last four of eLMS ID

Service/system/subsystem/equipment MEART, MicroEARTS

RP1O7 / FAA89015 16 hours / 48 hours
PerformanceExam/ eLMS Numbers NationalOJT TraineeStudy/InstructorHours

/ ABC SSC 6/19/200X 6/20/200X
Name / Duty Location DateOJT Study Started DateOJT InstructionStarted

EXTENSION:

must provideprogressreportsto thefirst level supervisoras indicatedbelow:

Weekly Biweekly Monthly XX Other Every Mondaymorning

mustprovide progressreportsto thefirst level supervisorupon request.

for Extensionto OJT training hours if needed:

authorizedhourshavebeenextendedby hoursfor a total of_____________hours.

r________________________
signature Date

of Training Instructor’sInitials Trainee’sInitials Instructor’sTimeoptional

TR RS

TR RS

TR RS

TR RS

TR RS

TR RS

TR RS

applicable TR RS

Review TR RS

TotalStudyTime 10 flours Total InstructionTime 32 flours

STATUS:

thedocumentationis accurateandthat this OJTassignmenthasbeensuccessfullycompleted.

6/22/200X 9?pbertI SpecialIst 6/22/200X
Signature Date Trainee’sSignature Date

that theaboveOJT instruction be terminatedfor thefollowing reasonss:

Signature Date

I concur with this OJT Status: CDavidcD. [Manager 6/22/200X
Supervisor’sSignature Date

**This form must be forwarded to the Training Specialistfor processing **

FAA Form3400-1608/07 Printedfrom CMRIS
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Figure 5. Instructions for SampleLocally DevelopedOn-The-Job Training Course

Locally developedOJT is to be usedto satisfy the secondrequirementleading to certification
whenthereis no nationallyapprovedOJT courselisted in AppendixS for theapplicablesystem,
subsystem,equipmentor service. The sampleOJT coursein Figure 5-i maybe completedand
usedfor locally developedOJT. This sampleis availableon FIST underPolicies andProcedures
> NoticeNJO3400.39Appendices.It is only a sampleand is not mandatory. Otherwritten OJT
packagetemplates,also availableon the sameFIST site, may be usedinstead. This locally
developedOJT is to be usedin conjunctionwith FAA Form 3400-i6, OJT ProgressForm. The
mostcurrent instructionsfor completinga FAA Form 3400-16in CTS are locatedon FIST. As
of thepublicationdateof this Noticethesearethe instructions:

1. On thesecondline, enterthenameof the system,subsystem,equipmentor serviceas it
appearson Appendix5.

2. On thethird line, entertheapplicableFAA Orders,NoticesandTI’s for this course.

3. On thelastline, insertthenameof thestaffmanageror secondlevel managerwho approved
thelocally developedOJTcourseper paragraph24 of this order.

4. Forthe individual lessons,the instructorwill performthe OJTtasksusingone ofthe
following methods:

a. Traineereadsthestepsandperformsthem.

b. You readthestepsandthetraineeperformsthem.

c. Traineereadsthe stepsandinstructorperformsthem, if this methodis chosenit must
be followed by eithermethod4a or 4b above.

5. Wheneachlessonis completed,the instructormustindicatecompletionby enteringa check
markon theCompletedline for that lesson.

6. WhentheOJT is completed,the instructormustreturntheOJTcourseto theTraining
Specialistwith thecompletedFAA Form 3400-16,OJT ProgressForm.
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Figure 5-1. Sample Locally DevelopedOn-The-Job Training Course

This locally developedOJTis to be usedin conjunctionwith FAA Form3400-16,OJT ProgressForm for
CertifiableSystems

Enterthe System,Subsystem,equipmentor servicefrom Appendix5:

____________________________

Enterthe FAA Orders,NoticesandTI’s for this course:

___________________________________________

Instructionis to be given in the following lessons:

Lesson1. Identify andlocatethe following Completed______________

* All the hardwarefor the system.

* The cablewiring, interfacewiring, distributionboxes,etc.

* The powerfeeds,circuit breakers,emergencydisconnects,lockout/tagoutprocedures.

* Any site specific labeling,e.g.WestArrival, ABC Radar,etc.

Lesson2. PreventativeMaintenancePM andCertificationRequirements:...Completed______________

* Identif’ the PM Schedule:Readthe PM Scheduleparagraphsin the latestversionof 6000.15;
readapplicableorderChapterFour.

* Identify the StandardsandTolerances:Readthe StandardsandTolerances/Limitsparagraphs
in the latestversionof 6000.15;readapplicableorderChapterThree.

* Identify CertificationResponsibilities,Techniques,Exceptions,Intervals, andStatements:
Readthe Certificationparagraphsin the latestversionof 6000.15;readapplicableorder
CertificationAppendix.

* Identify TPRRequirements:Readthe TPR paragraphsin the latestversionof 6000.15,read
applicableorderTPRrequirements

* Identify NCP’s or Waivers: Readthe NCP andModification paragraphsin the latestversionof
6000.15;reviewanysite specific NCP’s or waivers.

Lesson 3. Perform the systemshutdownand start-up proceduresmay be done by discussionwhere
appropriate Completed_____________

Lesson4. Performthe PreventativeMaintenancetasksfor the systemconcentratingon thosethatare key
performanceor certificationparameters Completed_______________

Lesson5. Performdiagnosticroutinesif applicable Completed______________

Lesson6. Performsoftwareinstallationor reloadsif applicable Completed______________

Lesson 7. Identify and locate in the technical instruction manuals the removal and replacement
proceduresfor the hardwarein thesystemS Completed______________

Lesson 8. Identify and perform by discussion all flight inspection procedures if
applicable Completed______________

Lesson9. Performanyadditional site-specificproceduresneeded Completed______________

CourseApprovedby:

Insert nameof staffmanageror secondlevel managerwhoapprovedthis course
per paragraph24.
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Appendix 2. ExamplesofWork Practices

The following are examplesof work practices and site familiarity that may be taken into
considerationprior to endorsinga technicalspecialistfor certificationauthority: This pagemay
be copied andusedas an informal checklistfor the supervisor/manager.The mostcurrent listing
is located on FIST and is available for review and downloadingby accessingPolicies and
Procedures> Notice NJ03400.39Appendices.

1. Airport operationsincludingdriving on airports.

2. Coordinationproceduresfor maintenanceactivities e.g.,schedulingmaintenanceactivities,
local coordination,etc..

3. Logisticsprocedures.

4. Knowledgeof facility referencedatae.g.,the technicalspecialistcan locate itemsneeded
such asTechnicalPerformanceRecords,facility drawings,initial parameters,etc.

5. Securitypolicy/proceduresincludingsite/buildingaccessandkeycontrol.

6. Knowledgeof risk management.

7. Knowledgeof technicaldocumentationproceduressuchas MMS log entries,TPR’s,
MASS/MCF.

8. Knowledgeof aircraft accidentproceduresfor the facility e.g.,verification of system
operation,logging, local communicationsrequirements.

9. Knowledgeof safetypolicies andprocedurese.g., climbing requirementsfor the facility,
speciallockout/tagout,etc..
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Appendix 3. ATO Maintenance PersonnelCertification Program Examinations

The most current official figures are located on FIST and are available for review and
downloadingby accessingPolicies and Procedures> Notice NJ03400.39Appendices. This
electronicprocedureprovidesthe userwith the mostcurrentinformationavailable.

1. This appendixlists the following Figures in associationwith examinationsin thepersonnel
certificationprogram.

a. Figure 1. Theory-of-OperationsExaminationsandEquivalentTraining/Examinations.

b. Figure2. CurrentTheory-of-OperationsExaminations.

c. Figure3. CurrentPerformanceExaminations.

d. Figure4. PreviousTheory-of-OperationsExaminations.

e. Figure5. PreviousPerformanceExaminations.

f. Figure6. VerificationExaminationsfor Non-FederalFacilities

g. Figure 7. PreviousVerificationExaminationsfor Non-FederalFacilities

2. Any additions, deletions, or correctionsto this appendixmust be forwardedto the FAA
Academy Technical Operations Training Division, Operations and Technologies Support
Branch,AMA-405, through the appropriateServiceArea training representative.No additions,
deletions, or correctionswill be posted without prior approval from the FAA Headquarters
TechnicalOperationsTraining andDevelopmentGroup. Upon approval, this information will
be addedto Appendix 3. This appendixwill be maintainedandupdatedby AMA-405 andmade
available for downloadingvia FIST. All additions, deletions,or correctionswill be annotated
with an asterisk for easy referenceand identified in Appendix 7, Record of Changesto
Appendices3 through 6. The appendiceslisted on FIST must be the official sourcefor FAA
Notice NJ03400.39.

3. The appendiceswill be reviewedmonthlyandupdatedas requiredwith additions,deletions
andrevisions. A new datemustbe addedto the appendixon FIST andan eLMS messagewill be
sentout listing the changes.
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Appendix 4. ATO MaintenancePersonnelCertification Program On-The-Job Training

CourseListings

The most current official appendix is located on FIST and is available for review and
downloadingby accessingPolicies and Procedures> Notice NJO3400.39Appendices. This
electronicprocedureprovidestheuserwith themost currentinformationavailable.

1. This appendixcontainsFigure1, CurrentNationalOn-The-JobTrainingCoursesassociated
with thepersonnelcertificationprogram. DescriptionsoftheOJT coursesmaybe foundin
eLMS or FIST.

2. Any additions, deletions,or correctionsto this appendixmust be forwarded to the FAA
Academy Technical Operations Training Division, Operations and Technologies Support
Branch,AMA-405, through theappropriateServiceArea training representative.No additions,
deletions, or correctionswill be postedwithout prior approval from the FAA Headquarters
Technical OperationsTraining and DevelopmentGroup. Upon approval,this information will
be addedto this appendix. This appendixwill be maintainedand updatedby AMA-405 and
made available for downloading via FIST. All additions, deletions, or correctionswill be
annotatedwith an asteriskfor easyreferenceand identified in Appendix 7, Recordof Appendix
Changes. The appendiceslisted on FIST must be the official source for FAA Notice
NJO3400.39.

3. Theappendixwill be reviewedmonthlyandupdatedasrequiredwith additions,deletions
andrevisions. A newdatemustbe addedto the appendixon FIST andan eLMS messagewill be
sentout listing thechanges.
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Appendix 5. ATO PersonnelCertification Requirements

Themostcurrentofficial appendixis locatedon FIST andavailablefor review anddownloading
by accessingPolicies and Procedures> Notice NJO3400.39Appendix S. This electronic
procedureprovidesthe userwith themost currentinformationavailable. This appendixlists the
theory-of-operations,OJTandperformancerequirementsfor thepersonnelcertificationprogram.

1. This appendixcontainsFigure 1, ATO PersonnelCertification Requirements.The specific
training and examinationrequirementsfor certifiable system,subsystem,equipmentor services
maybe found in FIST by accessingPolicies andProcedures> Notice NJ03400.39Appendix 5.
Thenextpagecontainsexamplesthatmaybefoundin Appendix5.

2. Any additions, deletions, or correctionsto this appendixmust be forwarded to the FAA
HeadquartersTechnical OperationsTraining and DevelopmentGroup, OJT and Certification
Team,through the appropriateServiceArea training representative.No additions,deletions,or
corrections will be posted without prior approval from the FAA HeadquartersTechnical
OperationsTrainingand DevelopmentGroup. Upon approval,the information will be addedto
this appendix. This appendixwill be maintainedandupdatedby AMA-405 andmadeavailable
for downloadingvia FIST. All additions, deletions,or correctionswill be annotatedwith an
asteriskfor easy referenceand identified in Appendix 7, Recordof Appendix Changes. The
appendiceslisted on FIST mustbethe official sourcefor FAA NoticeNJO3400.39.

3. Theappendixwill bereviewedmonthly andupdatedasrequiredwith additions,deletions
andrevisions. A newdatemustbe addedto the appendixon FIST andan eLMS messagewill be
sentout listing thechanges.
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Figure 1. ATO PersonnelCertification RequirementsExamples

SYSTEM / SUBSYSTEM I Area FICs . Theory-of- OJT Perf Exam
EQUIPMENT I SERVICE Operations

This exampleis for systemswith nationallyapprovedtheory,OJTandPerformanceExamPE.

ARSR, ARSR-4 Surv . 52AC FAA40408 8/3202 FAA89O11/RP1O1

This exampleis for systemswith nationallyapprovedtheoryandPE andlocally developedOJT.
DME, Cardion,FA-9639 Nay 12ED FAA40258 eLMS entry FAA88774/NP74

FAA49450022for
Locally
DevelopedOJT
JAW NJO
3400.39par8bl
&24

This exampleis for systemswith nationallyapprovedtheoryandlocally developedOJTandPE.
DME, ASh Model 1119 Nay 12EM FAA48318 eLMS entry Locally

FAA49450019for DevelopedPE
Locally JAW NJO
DevelopedOJT 3400.39par
JAW NJO 8clb & 15g
3400.39par8b1
& 24

This exampleis for systemswith no nationallytheory,OJT orPE.
RVR, Tasker 400 Corn 47AD Informal,per eLMS entry Locally

NJO 3400.39 FAA49450061for DevelopedPE
par8a5 Locally JAW NJO

DevelopedOJT 3400.39par
IAWNJO 8clb&15g
3400.39par8bl
&24

This exampleis for systemswith differentFICs wherethesametraining and examinationsare
given completionoftheOJT andPE on onesystemgivescertificationauthorityfor all FICs of
that systemtype.
VAST, All types. Cert Env All FICs FAA47606 eLMS entry . FAA88630/EP26
authority attainedon oneFTC FAA49450070for
appliesto all FICs. . Locally

DevelopedOJT
JAW NJO
3400.39par8b1
& 24

This exampleif for systemswith thenewconcepttheory,enhancedhands-ontraining,and
demonstrationofproficiency,EHOT/DoP.
TTWS, Control Site Only, Auto 46MA FAA40667 FAA45436 0 or FAA89020/RP110
IntegratedTerminalWeather FAA40667 or
System FAA89026/RD116

DoP
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Appendix 6. Instructions for Accessingthe FAA Information Superhighway for Training

FIST and the ComprehensiveManagementResourceInformation SystemCMRIS

The official sources for retrieval of data/forms and information pertinent to FAA Notice
NJO3400.39is FIST andCMRIS.

1. The FAA Information Superhighway for Training FIST can be accessed at
http://fist.faa.gov/through the FAA Intranet. This Notice and the appendicesare availableby
selectingPolicies andProcedures> NJO3400.39or NJO3400.39Appendices.

2. TheComprehensiveManagementResourceInformation SystemCMRIS is at
http://cmris.faa.gov/throughtheFAA Intranet. Thesystemhasthe following features:

a. Thefront pageis accessibleto everyoneandcontainsgeneralinformationincluding
UserGuidesfor thevariousCMRIS tools.

b. TheCMRIS systemhasmultiple different levelsof access.Requestsfor Identification
andPasswordsareto bemadeon a form downloadablefrom theCMRIS LegacyHomePage.
District personnelmaydownloadthe form, completeit, andsendit to theServiceAreaTraining
Specialistsfor approvalandforwardingto the CMRIS HelpDesk.

c. From this point on a CMRIS IdentificationandPasswordarerequired. Enteryou
Identification andPasswordin theblocks at theleft of the front pageandclick on "sign in".

d. If you havebeengrantedaccessbut haveforgottenyourpasswordyou mustsenda
Lotus Notese-mail to 9-AWA-CMRIS-HELPDESKanda newpasswordwill be c-mailedback
to you.

e. Once loggedin to thesystemdifferentchoicesareavailabledependingon your access
level. Thesystemwasoriginally createdin the late 1990’sandis beingupdated.Dueto the
dynamicnatureof the changesa moredetaileddescriptionof the systemis not beingprovided

f. EveryCMRIS screencontainsan on-lineHelp menu.

Appendix 7. Record of Changesto Appendices3 Through 6

1. Themostcurrentofficial figuresare locatedon FIST andare availablefor reviewand
downloadingby accessingPolicies andProcedures> Notice3400.39Appendices.This
electronicprocedureprovidestheuserwith themost currentinformationavailable.

2. Figure 1 of this appendixis a chronologicalhistoryof all changesmadeto Appendices3
through6. After thedateofthis order,theappendixwill containthechangesfor thepast twelve
months. Changesprior to theprevious12 monthsarearchivedat the FAA Academyandcanbe
accessedvia a requestto AMA-405.
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Appendix 8. Instructions to the PerformanceExaminer

The following instructions may be printed from FIST

1. Beforeadministeringthis examination,you shouldgive the examineea brief explanationof
theprocedureto be used,what is expected,andthe time limitation.

2. Thedistributionof theperformanceexaminationsto employeesprior to their actual
administrationis encouraged.Theemployeeshouldbecomethoroughlyfamiliarwith the
examinationrequirementsandrelatedtestequipmentduring OJT.

3. Theexaminermustcompletethecoverpage,FAA Form 3400-15.All informationmustbe
included. Undertheequipmentheading,list themajorcomponentsofthesystemsuchas
transmitter,monitor,etc. If thereis insufficientspace,usethebackof the sheetor attachsheets
as necessary.

4. Theexaminershouldusethelist of operationsfor the step-by-stepadministrationof the
examination;statethenameof theprocedureto theexamineeandobservethestep-by-step
executionof theprocedureandcorrectuseof any testequipmentnecessaryto the operation. If
no referencehasbeenprovided,theexaminershouldcompletethis column prior to administering
the examination.Theexamineemustbeadvisedofthe referencesthat pertainto theexam.
Operationsotherthanthoselisted maybeusedproviding theyare appropriate.Wherean
operationdoesnot applybecauseof equipmentdifferences,a similar operationshouldbe
performed. Theoperationshould be eliminatedif thereis no like operation.

5. Thesequenceof stepsis not necessarilythat appearingin thehandbookbut is in a logical
orderas thetechnicalspecialistprogressesthroughthe system. The examinermaychangethe
sequenceasthesituationdemands,providedtheexamineehasfirst beenadvisedof thechange.

6. It is advisableto completetheentireexaminationin oneor moreconsecutiveworking days
as required. Any breakshouldbe predeterminedandthebalanceof the examinationshouldbe
scheduledas soonaspossible;for example,the GroundCheckandFlight Checkrequirements
neednot be accomplishedthesameday astherest ofthe examinationif circumstancesprohibit
it.

7. Thereis no restrictionon theuseof any aid suchasinstructionbooks,calculator,notes,etc.,
in theexaminingprocess.

8. Theestimatedtime requiredfor this examinationis specifiedon thecoversheet. This time
estimatedoesnot includea flight check. If a simulatedflight checkis used,an additionalhour
shouldbe allowed. Thebriefing period andthetime requiredfor repairs,equipmentfailures,
lunch,etc.,havenot beenincludedin thetime estimate.At no pointmaytheexaminerallow the
time to exceedthe"EstimatedTime" by morethan20 per cent. Verbalapprovalof theProgram
SupportCenterManageror the District secondlevel/OCC/ServiceArea TSCM/Manageris
neededfor any additionaltime beyondthe20%. Theexaminermustdocumenttheverbal
approvalon theFAA Form 3400-15CoverSheet.

9. Itemsmarkedwith an asterisk* are "lock-out" items. Failureto perform adequatelyin any
oneof thesemeanstotal failure. Theexaminationshouldnot becarriedbeyondthis point.
Unsatisfactoryperformancein morethan 10% of the total all threecolumnsitemsconstitutes
failure of theexamination. In otherwords, 90% satisfactoryis requiredto Passtheexamination.
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10. If assistanceis necessaryfor an adjustment,anothercertified individual will be used. The
examinerwill not assisttheexamineein any adjustmentunlessno othercertifiedpersonis
available.

11. Enteroneof themarks indicatedin item 12 below in eachopenspaceunderthecolumns
marked:Test Equipment,Procedures,andResults. The first of theseis a measureof adequacyof
setting, calibrating,connecting,andusing the appropriatetest equipment.Thesecondindicates
whetherproperalignmentandtestprocedureswereused. The third indicateswhethertheresults
obtainedweresatisfactoryandwithin prescribedstandardsandtolerances.An "X" in the colunm
indicatesno entrynecessary.

12. Enteringtheletter"5" will signify successfulcompletionof an operation. Entering"TINS."
or just "U" will noteinadequacy. Inadequacyis describedas failure to properlyexecutethe
procedureor failure to obtainthe properresult.

13. Flight Inspection,if required,maybe satisfiedthroughsimulationwhenactual flight check
is not scheduledwithin a reasonabletime. Otheroperationsmayalsobe simulatedat the
discretionof the examiner,but suchsimulationshouldbe kept at a minimum.

14. Failedexaminationswill be retainednot lessthantwo years.

15. Theexaminermust assurethat thefacility is operatingnormallyuponconclusionof the
examinationor at a breakin theexaminationor so indicatein an appropriatelog entry. If
certificationis requiredper 6000.15the examinermustmaketheappropriatecertification
statementin the log.

16. Theexaminershouldbethoroughlyfamiliar with theseinstructionsandany supplemental
instructionsthat pertainto this examination.

17. Specific commentsregardingexaminee’sperformance,procedures,failures,etc.,maybe
madeon thebackof theexaminationsheets.

18. For locally developedperformanceexaminations,the examinermust documentall of the
certification and key performance parameterson the back of the form as required by
NJO3400.39,paragraph8clb. The documentationmust include whetheror not they were
satisfactorilycompleted.

19. Field personnelareencouragedto submitany recommendedchangesto performance
examinations.Theymaybefaxedor mailedto the following:

FAA, OJT/CertificationTeam

Room 725/726,Fax# 202-267-7457

800 IndependenceAvenue, S.W.

Washington,DC 20591
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