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FOREWORD 

a The advisory circular (AC) system became effective in 1962. It provides a single, uniform, agencywide system that contains 
all materials structured to give guidance and information to the public. The Federal Aviation Administration (FAA) has used 
this system to distribute advisory material of a nonregulatory nature to FAA recipients, industry, the aviation community, and 
the public. Promoting and sustaining this role requires close liaison between originators and personnel responsible for review 
and clearance of advisory circulars. 

This order sets forth current and improved procedures for preparing and processing advisory circular information. It explains 
the way the system operates, lists the significant responsibilities of issuing offices, services,-and regional components, and 
establishes Standards for format, writing, and clearance procedures. 

Preparers requiring additional assistance (i-e., placing a publication on sale,"etc.) should consult with the appropriate 
Directives Management Officer (DMO), or Directives Management Representative (DMR). The Office of Performance 
Management, Standards and Information Division, APF-100, is available to assist originators and DMOs and DMRs. 

Randall S. Fiertz 
Acting Director of Performance Management 
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P CHAPTER 1. GENERAL 

a 1-1. PURPOSE. This order prescribes standards and pro- b. Advisory circulars provide explanatory and guid- 
cedures for the use of the Federal Aviation Administration ance material that is informational in nature and bears no 
(FAA) Advisory Circular (AC) System. The AC system semblance to regulatory-like language. 
provides guidance, information, and NONREGULATORY 
material to the general aviation community and to the pub- 
lic. This order contains information that will assist those 
responsible for disseminating Federal Aviation Regulation 
(FAR) related information. 

1-2. DISTRIBUTION. This order is distributed to divi- 
sion level in Washington, regions and centers, and to all 
Directives Management Officers (DMOs). 

1-3. CANCELLATION. Order 1 320.46A7 FAA Advisory 
Circular System, dated August 23, 1995, is canceled. 

1-4. BACKGROUND. The Joint Committee on Printing 
and Binding Regulations (JCP), operating under the 
authority of Title 44, United States Code, directs Federal 
agencies to establish and maintain a program governing the 
preparation and production of publications. Since 1962, 
ACs have been used by FAA as a medium for publishing 
information of an advisory nature or to show a method ac- 
ceptable to the Administrator for complying with a related 
FAR. 

1-5. EXPLANATION OF CHANGES. The Office of 
Performance Management (APF), administers the AC sys- 
tem and processes ACs which will be signed by the Ad- 
ministrator, associate administrators, or certain assistant 
administrators. Previously, the Office of Business Informa- 
tion and Consultation (ABC) was responsible for these 
functions. This revision: 

c. The AC Checklist contains titles and abstracts, as 
well as stock numbers and sale prices of ACs and other 
FAA publications sold by the Superintendent of Docu- 
ments. 

d. Announcement of Availability (clearance not re- 
quired for this AC) is an advisory circular which carries the 
same AC number h d  title as the basic AC it is describing. 
it can also be issued for other FAA publications (internal 
directives, reports, charts ) which are determined to be of 
use or interest to the public or offered "for-sale" by the 
Superintendent of Documents, National Technical Infor- 
mation Service, or some other source. (See paragraphs 4- 
1 d(14), 6-4a(5), and figure 6-2.) 

e. Camera ready copy is clean typewritten copy 
(single spaced), reproduction proofs, artwork, or previously 
printed material. 

f. A Change is used to add new information to an 
existing AC. Issued only when the basic AC cannot be 
readily changed. 

g. The Circle Folios are handwritten numbers that 
are circled. Circle folioing is shown in non-reproducible 
pencil on the bottom pages of manuscript or camera ready 
copy to indicate the sequence in which the material is to be 
printed and assembled. They are also used to indicate blank 
pages. 

h. Contents' lists in sequential order the content of 
a. updates current organizational changes and sim- 

the publication (Heading "Table of Contents" should not be 
ifies the order. 

used). 
b. Documents the responsibility of the Office of 

Performance Management for publishing AC 00-2, Advi- i. Covers. ACs not exceeding 32 PRINTED pages 

sory Circular Checklist and Status of Other FAA Publica- 
shall have self-covers; i.e., covers of the same paper stock 

tions. The checklist keeps FAA users and the public as the inside pages. Separate covers may be specified or 

informed of the status of advisory circulars and the status used for publications of more than 32 PRINTED pages. 

of other FAA publications sold by the Superintendent of Separate covers should be used on ACs that are offered 

Documents, U.S. Government Printing Office (GPO). "for-sale" through the Superintendent of Documents. 

1-6. DEFINITIONS. The terms defined in this order ap- j. Editorial Update is only used when an existing 

ply to the AC system. AC requires minimum changes to update "how to order" 
instructions for the benefit of the public. No initial external 

a. The AC System is a process for making available distribution is made on an editorially updated AC. Updated 
to the general aviation public information corresponding to copies replace existing stock copies. 
the subject areas of the Federal Aviation Regulations . 
(FARs) (Title 14, Code of Federal Regulations). k, Federal Aviation Regulation is a rulemaking pro- 

cedure that promotes and regulates civil aviation in a man- 

r ner that will provide for the safety of flight, foster its 
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development, and provide for the safe and efficient use of 
the airspace. 

1. Folio. 

(1) page numbers printed on a page; (2) page 
numbers inserted on copy to indicate to printer the page 
layout of the publication and indicates blank pages as well 
as printed pages (see "circle folio"). 

m. Format is the shape, size, and the general make- 
up or arrangement of the elements of an AC. The elements 
in order of use include the cover, title page, table of con- 
tents, text, attachments (including bibliography, appen- 
dixes, glossary, and subject index). Every AC, depending 
on its complexity and purpose, does not have to include 
each element. 

n. Image area is the exact area on a page within 
which printed material will print (show). 

o. Manuscript is the completed typewritten text 
(double-spaced) submitted for composition (typeset, elec- 
tronic publishing, desk-top publishing, etc.). 

p. Microfiche is a sheet of film containing multiple 
microimages (up to 97 pages of text) in a grid pattern and a 
heading or title which can be read without magnification. 

cj. GPO Form 3868, Notification of Intent to Pub- 
lish, is a key element in the decision of the Superintendent 
ofbocuments, U. S. Government hinting Office (GPO), to 
place a publication on sale. It provides information that will 
assist in adding publications to the Federal Depository Li- 
brary System. It can be prepared by the originator and 
submitted to the Directives Management Officer @MO) to 
notify the Office of Business Information and Consultation, 
Corporate Information Division, ABC- 100, that a particular 
AC is planned for future issuance. Otherwise, ABC-100 
will prepare this form. 

r. Offices means offices and services in Washing- 
ton headquarters and regional directorates who are respon- 
sible for clearing and approving ACs. 

s. Page is the front or reverse of each sheet of paper 
in a publication (may be printed or blank). To clearly iden- 
ti@ each numbered page of text, the word "Page" may also 
be shown. 

t. Revision is the complete reissuance of an exist- 
ing AC, usually when more than 50 percent of the text is 
changed. 

u. Shall. The word "shall" is used by FAA in an 
imperative sense. It is mandatory. The word "shall" is not 
be used in the text of an AC. 

v. Text is the main body of the subject material in 
the AC as distinguished fiom Contents, Glossary, Appen- 
dix, Index, or others. 

1-7. RELATED READING MATERIAL. Use the latest 
edition of the publications listed below as reference tools: 

a. Advisory Circulars (AC). 

(1) AC 00-2, Advisory Circular Checklist. 

(2) AC , 00-44, Status of Federal Aviation 
Regulations. 

(3) AC 1 1-2, Notice of Proposed Rulemaking 
Distribution Systeni. 

b. FAA Orders. 

(1) Order 1320.1, FAA Directives System. 

(2) Order 1710.1 1, FAA Publication Sales 
Services and Liaison with the Superintendent of Docu- 
ments, U.S. Government Printing Office (GPO). 

(3) Order 1720.1 8, FAA Distribution System. 

(4) Order 1720.29, Superintendent of Docu- 
ments Distribution of FAA Safety Related Publications. 

(5) Order 2 100.13, FAA Ruiemaking Policies. 

(6) Order 8000.51, Aircraft Certification Di- 
rectorates. 

c. GPO Style Manual. 

1-8. FORMS. The forms associated with the issuance of 
an AC are as follows: 

a. FAA Forms. 

(1) FAA Form 1 100- 1, Directory-Distribution 
Change Notice, NSN: 0052-00-609-5004, Unit of issue: 
SE, available fiom FAA Logistics Center and SVC 12 1.23. 

(2) FAA Form 1300-2, Clearance Record, 
NSN: 0052-00-506-7000, Unit of issue: SH, available from 
FAA Logistics Center, operating stock, and SVC 12 1.23. 

(3) FAA Form 1320-10, Directives Typing 
Guide (odd and even), NSN: 0052-00-516-7003, Unit of 
issue: SH, available fiom FAA Logistics Center, operating 
stock, and SVC 12 1.23. 

(4) FAA Form 1320-15, Advisory Circular 
Masthead (also used for changes and covers), NSN: 0052- 
00-885-7000, Unit of issue:SH, available from FAA Lo- 
gistics Center, operating stock, and SVC 12 1-23 

(5) FAA Form 1720-1 1, Publication(s) Re- 
quest, available from SVC 12 1.23. 
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b. WA Form 1320-1, Advisory Circular Issuance 
Record, available from SVC 12 1.23. 

8 (1) Form DOT F 1700.3, Printing, Binding, 
Distribution, and Editorial Services Request, available from 
APF- 1 00. 

a 

(2) Form DOT F 1700.15, Distribution Re- 
quirements, NSN: 0052-00-873-9000, available from SVC 
12 1.23 and FAA Logistics Center, AML- 1000. 

(3) Form DOT F 17 10.2, Request for Graphic, 
and Photographic Services, available from Corporate In- 
formation Division, APF- 100. 

1-9. SCOPE. Issuances falling within'the scope of the 
advisory circular system are FAR-related and provide 
guidance and information which correspond to the subject 
area of Federal Aviation Regulations (FAR's). The advi- 
sory circular (AC) shall make clear that the methods or 
procedures described are not necessarily the only ones ac- 
ceptable to Federal Aviation Administration (FAA). 

a. All descriptions of approved procedures that 
have been authorized by the FAR's are to be issued in the 
AC system. 

b. The originator of a directive may issue an AC 
(Announcement of Availability) describing how to obtain 
the directive if it has use or is of proper interest to the pub- 
lic (see paragraph 6-4a(5)). This does not preclude origi- 

d. Form OST F 1700.6, Stock Level Notification. nators of 
(This form is used to activate stock level requirements. It is directives and issuing them as advisory circulars in lieu of 
sent from TASC, SVC via 0°, to distributing fie directive itself. mgements may also be 
DMOs so that stock can be replenished). made, through ABC-100, to have a directive sold by GPO, 

e. GPO Form 3868, Notification of Intent to Pub- if it is believed to be of sufficient interest to the aviation 
lish, available from APF-100. (This form is used when community. 
publications are to be offered for sale through the Superin- 
tendent of Documents, U.S. Government Printing Ofice 
(GPO). 
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CHAPTER 2. RESPONSIBILITIES 

2-1. OFFICE AND SERVICE DIRECTORS, 
DEPUTIES AND REGIONAL AIRCRAFT 
CERTIFICATION DIRECTORATES (New England, 
Central, Southwest, and Northwest Mountain) responsible 
for review and clearance of ACs shall comply with the pro- 
visions of this order. 

a. The office of primary responsibility (OPR) is the 
office that issues an AC. 

b. Each approving official is responsible for: 

(1) Determining the public's need for advisory 
information and guidance in the area of their organizational 
responsibility. . . 

(2) Approving all ACs issued within their op- 
erating authority. This responsibility may not be redele- 
gated, except as stated below: 

(a) Exceptions. 

I. Washington Headquarters Air- - 
craft Certification Service (AIR) division managers may be 
redelegated the authority to approve/issue advisory circu- 
lars within their areas of responsibility. 

2, Signing authority may be redele- 
gated to division managers for those ACs that .only provide 
directory and/or listing type information (e.g., AC 183-32, 
FAA Designated Maintenance Technician Examiner Di- 
rectory). Division managers may issue an "announcement 
of availability" for ACs and other FAA publications that 
are sold by the Superintendent of Documents, U.S. Gov- 
ernment Printing Office (GPO) or from other sources, such 

(7) Ensuring that the DM0 and OPR are re- 
sponsive to out-of-stock notices ( F O ~  OST 1700.6, Stock 
Level Notification) sent fkom the Transportation Service 
Center (SVC- 12 1.23) through APF- 100, by the response 
due date. 

(8) Coordinating and controlling AC activities 
through their assigned DMOs. 

(9) Coordinating ACs with appropriate other 
offices of interest. . 

(10) Coordinating all ACs, except directory type 
listings or announcements of availability, with established 
legal counsel offices within their jurisdiction. The Office of 
the Chief Counsel clears ACs for Washington headquarters 
aid the Regional Assistant Chief Counsels clear ACs initi- 
ated by their regional offrces. If the AC is a joint venture 
and is being signed by a director in Washington headquar- 
ters, it shall be cleared by the Ofice of the Chief Counsel. 

(11) Referring to higher authority for approval 
those AC's that have raised issues that cannot otherwise be 
resolved. 

(12) Issuing and updating ACs as necessary and 
establishing revalidation dates. 

(13) Canceling, by memorandum to APF-100, 
any AC that has not been superseded by another AC identi- 
fier. The memorandum should mention that the AC is no 
longer beneficial to the aviation public. Signing authority 
for cancellation of an AC may be redelgated to the division 
manager of the OPR. (See paragraph 4-8.) 

as National Technical Information Services (NTIS). 2-2. OFFICE OF THE CHIEF COUNSEL AND 

(3) Assigning to the AC its basic subject matter 
REGIONAL ASSISTANT CHIEF COUNSELS. Legal 

series number. (This number also relates to the distribution counsel offices throughout FAA, in conforming with the 

pattern given the AC, i.e., AC 20 series-Aircraft, AC 60 AC system and FAA rulemaking policies, shall clear all 

series-Airmen, and AC 90 series-Airspace). If the AC is ACs that are not a directory-type listing or announcement 

offered for sale to the public the distribution pattern will be of availability. 

lessened to "FAA Only" with limited distribution to the a. The Office of the Chief Counsel and Regional 
military. Assistant Chief Counsels are responsible for: 

(4) Ensuring that material contained in draft 
advisory circulars does not conflict with policy, authorities, 
standards, and procedures stated in other official FAA 
documents. 

(5) Ensuring that all ACs are issued in the for- 
mat prescribed by this order. 

(6) Ensuring that APF-100 is informed when 
the DM0 is changed to assure continued communication 
between APF- 100 and DMOs. 

(1) Reviewing and clearing all draft ACs 
within their jurisdiction to assure that they are "neither used 
for nor have the effect of regulations." Reprints, an- 
nouncements of availability, or directory type listings need 
not be cleared by legal counsel offices. 

(2) Returning the draft AC with comments, if 
any, to the originator by the response due date. 

(3) Notifying the originator, in advance of the 
response due date, that additional reviewing time (ordinar- 
ily not to exceed 30 work days) is requested, if necessary. 
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If more than 30 work days are needed, notification will be (11) Issuing AC 11-2, Notices of Proposed 
given. Rulemaking Distribution System. 

b. The Ofice of the Chief Counsel: 

(1) Issues AC 00-44, Status of Federal Aviation 
Regulations, as necessary. 

(2) Serves as FAA's Liaison, Certifying and 
Authorizing Officer with the Office of the Federal Register, 
National Archives and Records Administration. 

(3) Provides FAA users with guidance on how 
to prepare AC materials for entry in the Federal Register 
(see paragraph 4-9). 

2-3. THE OFFICE OF PERFORMANCE 
MANAGEMENT has jurisdiction over the AC System 
Program. 

a. The Standards and Information Division (APF- 
100) is responsible for the following activities: 

(1) Coordinating throughout FAA the devel- 
opment and maintenance of the AC System. 

(2) Evaluating agency AC system operations 
and recommending appropriate improvements for refining 
the system. 

(3) Developing and reviewhg the AC system's 
publication and distribution standards and procedures. 

(4) Developing, maintaining, and publishing 
reports, checklists, and similar publications covering AC 
activity. 

(5) Providing advisory assistance to offices and 
services throughout FAA in developing, improving, and 
implementing the AC System. 

(6) Providing operational liaison for all FAA 
elements with the Office of the Secretary of Transportation 
(OST] and GPO for pricing FAA publications intended for 
sale and cataloging. 

(7) Advising and assisting offices and services 

(12) Maintaining a master microfiche reference 
file of all ACs. 

b. The final rehewing control point is with APF- 
100 for the printing and distribution of advisory circular 
(AC) material. 

2-4. DIRECTIVES MANAGEMENT OFFICERS 
(DMOs). DMOs shall assure that the following advisory 
circular activities are performed: 

a. Managing, controlling, and coordinating all 
AC activities within their organizations. 

b. Assisting AC originators in planning, de- 
veloping, consolidating, selecting the correct distribution to 
reach the correct audience, and coordinating AC's from the 
draft stage to completion. 

c. Ensuring that all ACs originated within 
their organizations meet the clearance, format, and writing 
standards of this order, and &at these ACs are kept up-to- 
date in order to avoid reprinting obsolete material. 

d. Ensuring that necessary preliminary clear- 
ances for forms and reports are obtained before any draft is 
released to outside clearing offices for comment. 

e. Ensuring that the distribution listed on the 
printing request (Form DOT F 1700.3) is accurate for the 
intended audience. 

f. Making sure that one copy of the signed origi- 
nal AC is sent to APF- 100 for microfiching purposes.' 

g. Establishing within their organizations AC 
improvement meetings and arranging for short training 
sessions on AC preparation as necessary. 

h. Maintaining complete case files on all ACs 
originated by their offices, or where case files are main- 
tained on a decentralized basis, making certain that files are 
being maintained correctly. 

throughout FAA in the preparation, planning, and printing i. Reviewing out-of-stock notices for ACs 
of ACs and, upon request, other publications. and determining in conjunction with the originator if re- 

(8) Arranging to publish appropriate listings printing, revising, or cancellation is necessary. 
and descriptions of advisory circular material (AC 00-2, 

j. Acting as the central point for AC liaison 
Advisory Circular Checklist and Status of Other Publica- bemeen the originating and APF-lOO. 
tions). 

(9) Assigning sequential numbers to ACs. 
k Reporting to APF-100 any information 

necessary to ensure the accurate maintenance of the Advi- 
(10) Reviewing and clearing all ACs for con- sory Circular Checklist. When organizational routing sym- 

foxmance to agency, departmental, and Federal publishing bol changes take place, case files are transferred to another 
requirements. jurisdiction; or DM0 is changed, APF-100 is to be notified 

in writing of such a change. 
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2-5. THE OFFICE OF PERFORMANCE 
MANAGEMENT. The Standards and Information Divi- 
sion (APF-100) acts as the DM0 in processing ACs for 
final approval of the Administrator, associate administra- 

* tors, and certain assistant administrators. 

2-6. THE OFFICE OF PUBLIC AFFAIRS. The Office 
I 

of Public Affairs (APA) issues the Guide to FAA Publica- 
tions. The FAA Public Inquiry Center, APA-200, provides 
publication inquiry services. 

2-7. WRITERS. Writers should become acquainted with 
applicable portions of this order before they start drafting 
of a planned AC. 

a. ,Writers are responsible, through their supervi- 
sors, to their approving official for: 

(1) Complying with the physical format re- 
quirements prescribed in this order and consulting with 
their DMO, if necessary, on any questions or problems 
which may arise. 

(2) Familiarizing themselves with the writing 
standards prescribed in this order and writing in a style that 
can be easily understood. 

- (3) Assigning the correct (FAR-related) subject 
number to the AC. 

(4) Consolidating ACs on the same subject, 
where possible. 

(5) Determining approval authority to ensure 
proper clearance, and whether the AC should be for sale 
through GPO or free from FAA. 

(6) Ensuring that draft ACs are cleared with the 
appropriate offices, including clearance requirements for 
proposed forms and reports. 

(7) Ensuring that the final administrative proc- 
essing of each AC is cleared through appropriate officials 
and the DMO. 

(8) Ensuring that feedback on comments not 
adopted or those adopted in part is prepared and returned to 
the originator (e.g., officelservice) of the comments. 

(9) Conforming with all editorial rules and 
stapdards prescribed in the U.S. Government Printing Of- 
fice Style Manual. 

(10) Obtaining permission to use copyrighted 
materiql, when appropriate. 

b. Joint authors should make sure that the proposed 
AC is reviewed and agreed upon by both parties before 
external clearances take place. 

2-8. REVIEWING OFFICES. AC reviewers are respon- 
sible for giving high priority to clearing ACs from other 
offices. This review should be prioritized so that it would 
meet the issuing offices scheduled due dates and deadlines. 
(See paragraph 4-5 b.) 

2-9. USERS. Users who find a conflict in policy or tech- 
nical content between any AC, agency directive, FAR, 
FAA policy, or other agency documents, shall notify the 
originator in writing with a copy to APF-1 so that the Of- 
fice of Performance Management may be aware of the con- 
flicting information. 

Par 2-4 
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CHAPTER 3. AN OVERVIEW OF THE SYSTEM 

3-1. DESCRIPTION. This chapter describes the AC community and public. They are updated by changes or a 
System, responsibilities for its operation, issuing authori- complete revision. There are two types of ACs-standard 
ties, authorized AC formats, standards, AC numbering and nonstandard (short and long). 
system, preparation and clearance procedures, distribution a. Short ACs. Short (standard) ACs are used when 
and printing procedures. The AC system is designed to: the subject matter generally consists of 3 1 PRINTED pages 

a. Set forth methods, procedures, and practices ac- or less. (See standard format, paragraph 4-lb(3).) 
ceptable to the Administrator for complying with the Fed- b. Long ACs. An AC is considered long when it 
era1 Aviation Regulations (FARs). consists of 32 PRINTED pages or more, and includes a 

b. Recommend safe procedures, s ~ d a r d s ,  and Contents (not a "Table of Contents") page preceding the 
practices to all categories of operations in the aviation text (see paragraph 4-lb(4) on nonstandard formatting.) 
community. List in the contents page(s) each chapter, section, para- 

graph, figure, and appendix in order of appearance. Show 
c. Announce the availability of publications or re- the page number on which the division first appears. Do 

ports of other agencies and give instructions for ordering.. not list subparagraphs. Give the number of pages in each 
d. Provide: appendix in parentheses after the appendix title. List the 

contents of long appendixes. List illustrations at the end of 
(1) Safety release material including reminders, 

warnings, and advice on specific hazards, and present 
the Contents listing under "List of Illustrations" or "List of 
Figures" or simple "Illustrations," or "Figures" as shown in 

safety information resulting from research studies. figure 4-4. Make up the AC as follows: 
(2) Information for the use of the air traffic 

control system. (1) Cover. Prepare a front cover on FAA Form 
1320-15 as illustrated in figure 4-5. Generally, print the 

(3) Information concerning the FAR criteria, front cover on 100 lb. vellum stock. Request on the print- 
standards, and specifications which must be met as a con- ing requisition a back cover (page 4 of. cover, usually 
dition of participa.tion in the Federal airports programs. blank) of the same paper stock (see paragraph 4-4d). Figure 

4-1 shows the basic masthead for all ACs when the nature 
(4) Current information on agency-sponsored of the material does not require a different size, binding, or 

programs, meetings, or symposiums. 
text presentation. 

(5) Textbook and training manual type material 
on aviation operational abd technical subjects. (2) Consolidated Reprint. Follow instructions 

provided in paragraph 4-lb(l)(a)(l) and (2) if cover art- 
(6) Listing of certificated operators, agencies, 

and registered aircraft. 

(7) Guidance to applicants preparing to take 
written tests on the aeronautical knowledge requirements 
for airman certificates and ratings. 

(8) Guidance to the aviation community on de- 
fense readiness measures. . 

(9) Preparation guidance to applicants for certi- 
fication or rating flight tests. 

(10) Syllabi of training lessons to assist those 
preparing to qualie for specific airman certificates and 
ratings. 

3-2. TYPES OF ADVISORY CIRCULARS. ACs are 
written communications in which an FAA official issues 
explanatory and guidance material that is entirely informa- 
tional in nature. They remain in effect until they are can- 
celed by another AC identifier or because the information 
contained in the AC is no longer useful to the aviation 

work is required for a consolidated reprint notation. 

(3) Masthead Sheet. Prepare a masthead sheet, 
FAA Form 1320-15, containing the bkic information 
specified in paragraph 4-ld. Put the signature (see para- 
graph 4-6) and title of the approving official on this page 
also (or the second or third page if material m s  over). Lo- 
cate the masthead sheet on the first right-hand page after 
the cover. This sheet is illustrated in figure 4- 1. Some non- 
standard ACs (depending on format and design) have a title 
page rather than the masthead sheet when the usual AC 
paragraphs are not necessary. 

(4) Contents. Prepare the contents beginning 
with the right-hand (odd-numbered) page following the 
transmittal masthead sheet. 

(5) Text. Begin the text at the top of the first 
right-hand odd-numbered page after the contents. 

(6) Reserving Numbers for Future. Looseleaf 
ACs designed for Change pages may plan for hture inser- 
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tion of additional material by reserving the necessary 
chapters. Make the reservations as follows: 

(a) Chapters and Sections. Show reserved 
chapters, sections, and paragraphs in the Contents. Do not 
use blank pages in the text to indicate reserved sections. 
Give the planned chapter or section title if known or simply 
word "RESERVED." For Example: 

CHAPTER 14. [RESERVED.] or 
CHAPTER 14.LIMITATIONS [Reserved] 

NOTE: List the reserved paragraphs in the same manner 
in the ,Contents. Note brackets around word, "Reserved" to 
denote editorial action and not title of the paragraph. 

(b) .Paragraphs and Sections. Show re- 
served paragraph numbers in the text flush to the left mar- 
gin as with any other paragraph. Show reserved sections 
centered on the page. For example: 

13 1 .- 1 69. [RESERVED.] (flush with left margin) 

SECTION 7. [RESERVED] (center on. page) 

3-3. ADVISORY CIRCULAR NUMBERING 
SYSTEM. 

a. Advisory Circular (AC) Relationship to Regula- 
tions. AC's are classified by subject matter areas corre- 
sponding to the subchapter and Part titles of the Federal 
Aviation Regulations (FARs). ACs are identified by: 

(1) GENERAL subject numbers corresponding 
to the related general subject titles of the FAR subchapters 
or 

(2) SPECIFIC subject numbers corresponding 
to the related FAR Part numbers (see figure 3-1). 

(a) FAR Related. A SPECIFIC subject 
number must be used whenever the AC is based on a FAR 
Part. For example, a circular pertaining to a specific regu- 
lation must be numbered to correspond not only to that Part 
but, whenever possible, to the specific SECTION 
NUMBER in the Part, such as AC 43.13-1). In addition, to 
help further identify FAR related material, the words, 
"FAR GUIDANCE MATERIAL," should be shown in the 
subject area of the AC. (See figure 3-2.) If the subject 
wording is long, place the words, "FAR GUIDANCE 
MATERIAL" centered on the black bar line above the 
subject area (see paragraph 4-ld(4) and figure 3-2). 

(b) Subchapter Related. A GENERAL 
subject number must be used whenever the AC is based on 
a subchapter title area of the FAR (for example, AC 23-3). 

b. Subject Area Numbers. The general subject 
numbers and specific subject numbers are shown in figure 
3-1 (general subject titles are in all capital letters). 

c. Breakdown of General Subject Area Numbers. 
When the volume of ACs in any one subject area w m t s ,  
a subsubject numbering system may be established. The 
general subject area number will be followed by a slash and 
a number to indicate the subsubject, i-e., 15015100-3A. The 
subsubject number is taken from the latest edition of Order 
0000.1, FAA Standard Subject Classification System. 

d. Identification Numbers. An AC is identified by a 
general subject area number or a specific subject number 
followed by a dash and a consecutive number. Each "dash 
number" will be used only once with the same subject 
number. Rev-ised circulars (excluding AC 00-2, Advisory 
Circular Checklist) will have a capital letter (A, B, C, etc.) 
after the original consecutive (identifying "dash") number. 
(For example, AC 23-3C indicates the third revision to AC 
23-3.) 

(1) Examples of AC Identification. 

(a) General Subject Area AC. AC 20-127 
(20 relates to Aircraft;-127 is the next available consecu- 
tive number ("dash number") assigned to AC 20). 

(b) Specific Subject AC. AC 2 1.303-1 (2 1 
relates to a specific FAR Part; 303 relates to a specific 
section in Part 2 1 entitled, "Certification Procedures for 
Products and Parts;" - 1 is the first issuance to AC 23.303). 

(c) Subcategory of Subject Area. AC 
150/5200-3 (150 relates to Airports; 5200 is a subdivision 
of airports safety subjects, entitled "Airport Safety"; -3 is 
the third consecutive number issued in the AC 15015200 
series). 

(d) Revised AC. AC 15015200-1A (first 
revision of AC 15015200- 1). 

3-4. SELECTING SUBJECT NUMBERS FOR 
ADVISORY CIRCULARS. 

a. General Subject Area and Specific Subject Num- 
bers. These numbers are assigned by the writer after con- 
sidering the following points: 

(1) The purpose of the advisory circular (AC). 

(2) The needs of the user. 

(3) The number that most closely pinpoints the 
subject. For example, when issuing pertinent information 
about aircraft performance rules for inspection, number it 
AC 43.15, AC 43-15- is the FAR Guidance Material for 
Part 43 and not just general information on aircraft . The 
dash would be followed by the next consecutive number 
assigned by APF- 100. 

b. Multiple Choice Subject Area Numbers. If two 
or more FAR Parts are covered, choose the most distinctive 
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subject area number of the group and issue the AC under the date of issuance or last revalidation action. In addition, 
this number. an AC must be revalidated each time treaches a point when 

3-5. ASSIGNING/OBTAINING CONSECUTIVE 
reprinting is required to avoid reprinting obsolete material. 
(This should be done at the time a stock level notification 

The next (Form OST F 1700.6) is received by the DMO.) 
consecutive number ("dash nuaber") is assigned to the AC 
subject number by APF- 100. (1) Recording Revalidation Dates. Record the 

a. After the administrative clearance approving of- 
ficial has signed the Clearance Record, and the signing 
official has signed the Clearance Record and the original of 
the AC in BLACK MK, check with APF-100 for assign- 
ment of the next consecutive number to the AC. The next 
consecutive number can be reserved by telephoning APF- 
100. (This should only be done when the DM0 has made 
final administrative clearance and the AC is ready for sig- 

revalidation date in the block provided on WA Form 1320- 
1, Advisory Circular Issuances Record. Each DM0 is re- 
sponsible for establishing and maintaining a system that 
will alert the DM0 and the author of the approaching re- 
view date. One copy of WA Form 1320- 1 may 'be kept by 
date in a revalidation file. The other copy may be filed by 
AC number for quick reference to all current ACs issued by 
the DMO's originating office. 

nature.) . . (2) In advance of the revalidation date, the 

b. After the assigned number and date are typed on 
the AC, deliver the completed Clearance Record (FAA 
Form 1300-2), the Advisory Circular Issuance Record (WA 
Form 1320-I), original and one copy of the AC, and the 
printing requisition (DOT F 1700.3) to APF-100 for proc- 
essing. 

c. APF-100 will review the AC for format, review 
the clearance record for legal counsel clearance, sign DOT 
F 1700.3 as the final clearing review point. 

d. The original AC is controlled for further proc- 
essing (checking for distribution pattern being used, stock 
requirements, assignment of printing requisition number, 
and so on). The Clearance Record, background, if included, 
and one copy of the AC Issuance Record are returned to the 
DM0 for filing. 

e. A copy of the AC is sent to the microfiche con- 
tractor to be microfiched. The contractor will send micro- 
fiched ACs to those addressees .on the established "AC 
Microfiche Mailing List". (See paragraph 3-8a.) 

f. If the AC is to be sold by the Superintendent of 
Documents, deliver the AC and the printing requisition to 
APF-100 for preparation of GPO Form 3638, Notification 
of Intent to Publish. APF-100 will arrange with the Super- 
intendent of Documents, Documents Control Branch, to 
place any FAA publication on sale. (See paragraph 4- 
1 b(4)(b) regarding sales of ACs.) 

3-6. REVALIDATION. Advisory Circular revalidation is 
a continuous program to keep all ACs up-to-date. To make 
the program effective , DMOs must take positive action to 
ensue review of all ACs originated by their issuing office 
on a regular basis. 

a. Assigning Revalidation Dates. When an AC is is- 
sued, the issuing office shall assign a date for its revalida- 
tion review. This date shall be no later than one year from 

originator and the DM0 shall review the AC and determine 
what action (revising/cancelling/reprinting) is necessary. 
Submit a route slip or informal memorandum to the Trans- 
portation Administrative Services Center, SVC- 12 1.23 ., for 
a stock count to be sure that a sufficient supply of the AC is 
available before initiating action to reprint. Revise, change, 
or cancel the AC if the information contained in it is no 
longer beneficial to users. 

(3) Establish a new review date at the time of 
completing any necessary action (revision or reprint). If the 
AC is determined to be fully current and effective at the 
time of the review, establish a new review date for the pre- 
sent AC. When a revised AC is issued, complete a new AC 
issuance record card and submit it to APF-100 with the 
revised AC. Periodic reviews of ACs by the originating 
office are encouraged. 

3-7. CHECKLISTS. 

a. AC 00-2, The Advisory Circular Checklist and 
Status of Other FAA Publications, is issued annually. Dis- 
tribution of the checklist is made to all addressees on the 
AC mailing list. Additional copies of the checklist are dis- 
tributed to the public fiom SVC 12 1.23, upon request. The 
checklist gives the AC number, title, date, a brief descrip- 
tion, and the price and stock number if the AC is listed as 
being "for-sale" by GPO. It also gives complete ordering 
instructions for both fiee and "for sale" ACs. 

b. AC 00-44, The Status of Federal Aviation Regu- 
lations (FARs), is usually issued on an annual basis. When 
enough changes to FARs warrant a new status report, AC 
00-44 is updated and distribution is made to all addressees 
on each AC mailing list. Additional copies of the status 
report are distributed to the public from SVC 12 1.23, upon 
request. 

c. The Guide to Federal Aviation Publications is 
distributed to the public fiom SVC 12 1.23 upon request. It 
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is designed to help customers identify and obtain FAA and 
other aviation-related publications issued by the federal 
government. 

3-8. MICROFICHEDPAPER ADVISORY CIRCU- 
LARS. All materials issued within the AC system will be 
placed on 24X microfiche. APF-100 will monitor the AC 
microfiche system and examine the effectiveness of the 
system to ensure that it is working smoothly. Those who 
want to receive a complete set of microfiched ACs should 
notify APF-100 as mentioned in subparagraph a. below. 
Thereafter, each agency user on the mailing list will receive 
AC microfiche updates by mail fiom the designated micro- 
fiche con,pactor. (See paragraph 2-9(b).) 

a. Microfiched ACs (selective mailing lists).The 
AC Microfiche Address File, maintained by the microfiche 

contractor, will be the only mailing list used to distribute 
microfiched copies of ACs. The accessibility of complete 
AC information on microfiche can be made readily avail- 
able to FAA users by submitting a memorandum, indicat- 
ing the fbll mailing address, to APF- 100. 

b. Paper .ACs (selective mailing lists). FAA users, 
as well as the aviation community and public, who are'cur- 
rently on selective (20,21,23,33,60,70, 90, 120, etc.) AC 
mailing list will continue to receive paper copies through 
the use of these lists. The AC paper copy mailing lists file 
is maintained by Initial Distribution/Requirements, SVC 
12 1.2 1. All requests for mailing list action should be sent to 
SVC 12 1.2 1 for processing. (See paragraph 6-4a(l)). 

3- 9. THRU 3-12. RESERVED. 
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CHAPTER 4. PREPARATION AND PLANNING 

4-1. FORMATS AND PLANNING. Advisory Circulars of public business. A written justification must accompany 
are issued in a variety of formats. The format and style can all requests for multi-color art work. 
vary based upon how the originator wants to release AC 
information to the users. It is the responsibility of the 
WRITER with the assistance of the DMO, if necessary, to 
determine the format for an AC before copy preparation 
begins. 

a. The writing standards contained in chapter 5 of 
this order provide information on the general requirements 
to be applied when preparing an AC. However, to make it 
easier for the writer and for uniformity of style in number- 
ing paragraphs and subparagraphs, etc., (within the AC and 
directives systems) follow the guidance given in Order 
1320.1, FAA Directives System. This order gives detailed 
information on the preparation of text and gives guidhce 
for numbering chapters, sections, figures, attachments, and 
appendixes. 

(2) Masthead Sheet. Prepare a masthead sheet, 
FAA Form 1320-15, containing the basic information 
specified below for standard and nonstandard ACs. (See 
figure 4- 1 .) 

(3) Standard Format. 

(a) ACs are issued in looseleaf form, 
punched for a standard three-ring binder. The first page is 
typed on FAA Form 1320- 15, Advisory Circular Masthead, 
sheet (see figure 4-1) followed by a series of pages, either 
typed on FAA Form 1320-10, Directives Typing Guide, or 
plain bond, containing the rest of the text. In this form, a 
standard AC is a single, integrated, self-transmitting publi- 
cation unit. This format is generally used for a short AC. 
(See paragraph 3-2a and 6-4.) 

b. Planning an Advisory Circular. ACs must be (b) Although the AC system is basically 
complete and up-to-date to be effective. While most ACs designed for typewritten copy preparation, an AC may be 
are distributed free to the public, there are others that are set in type for offset reproduction, prepared for photocom- 
designed to be sold by GPO. Consult with APF-100 before position or electronic publishing. . 
planning an advisory circular format, distribution method 
or if a "for-sale" AC is contemplated. (See paragraph 6-4.) (4) Nonstandard Format. 

(1) General Information. When preparing AC 
(a) ACs are issued in a nonstandai-d format 

copy for publication try to minimize the number of pages. because the nature of the material may require a different 
size, binding, or text presentation. The majority of "for- 

(a) Select inexpensive paper stock (Text- sale" ACs are issued in nonstandard two-column format 
C.W. Writing, Sub. 40 Ib. weight) and print on both sides, and are set in type. (For example, a flight training hand- 
head-to-head. book (AC 61-21) requiring a spiral binding, or a technical 

I .  If an AC is originated in Wash- publication (AC 00-6A, Aviation Weather) containing - three-color art, or one having a wrap-around cover instead ington headquarters and cover art is required for a 
of a two-piece cover may all fall under the AC issuance REPRINT OR OTHER 
system but require different methods of production.) This ART WORK, it may be requested from the Transportation 

Administrative Service Center, SVC 121.33, on Form DOT format is generally used for a long AC. 

1710.2, Request for Graphic and Photographic Services, (b) ACs following a nonstandard format 
through APF-100 before delivery to SVC 121.33. (See usually begin with a conventional title page containing the 
paragraph 4-4d.) DOT signature, full title, AC number, department, agency, 

office, place of publication, and a GPO sales line, ("For- 
2, Advice on graphic services is also 

provided by the Multi-Media Division at the Aeronautical sale by the Superintendent of Documents, U.S. Govern- 

Center, the Logistics Division in the regions, and the Public ment Printing Office, Washington, D.C., 20402") if AC is 

Affairs Staff at the FAA Technical Center. to be sold. (See figure 4-2 for an illustration.) 

3. When preparing the printing req- (c) Typeset Format. Use typesetting (pho- 

uisition (Form DOT? 1700.3), order a two-piece cover on tocomposition) or electronic publishing techniques when 

100 lb. vellum. Mark (circle folio) the copy for the cover more economical or when a high grade printing product is 
required. Consult the printing organization serving you to "Cover 1, 2,3, and 4 blank", in non-reproducible blue pen- 
determine the appropriate composition method. Organiza- cil, if no printing or art appears on cover pages. 
tions using office automation equipment may use plain 

(b) Avoid the use of ~ o - c o l o r  art work, bond paper for all pages following the AC masthead page. 
unless it serves a specific need or relates to the transaction The AC masthead page may be duplicated on electronic 
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.publishing equipment. The basic format for micro-comp 
typeset ACs is as follows: 

I. Two-column (dual column), 20 - 
picas wide, 2-pica center gutter. 

2. Ten-point type. - 
3, Boldface type for chapters, fig- 

ures, sections, paragraphs, and other headings. On large 
jobs anticipating many changes, it is more economical to 
"hold" or "save" the type and "pick up and correct" just in 
those places where changes occur. If OST is providing mi- 
cro-comp service, specify on the Form DOT 1700.3, 
Printing Binding, Distribution, and Editorial Services Re- 
quest, when you want type held. 

(5) Issuance Record. Prepare an AC Issuance 
Record, WA Form 1320- 1, containing the basic .informa- 
tion specified on the form, This form is largely self- 
explanatory. (See figure 4-3 .) 

c. Placing Advisory Circulars on sale requires ad- 
vance planning with the Superintendent of Documents, U. 
S. Government Printing Office (GPO). Originators must 
request APF-100 to make arrangements with GPO before 
they begin copy preparation. If GPO decides that there is a 
potential audience for the AC they will "ride" (print 
enough copies for GPO to sell) the DOT printing requisi- 
tion. (See paragraphs 6-3 and 6-4.) The following applies: 

(1) GPO will sell only those publications 
printed by GPO or ordered printed through GPO or the 
GPO Regional Printing procurement Offices. 

(2) GPO is the final authority for pricing and 
- selling all government publications. 

(3) If for some reason, GPO cannot sell the 
publication, a different copy preparation (standard format) 
may be required (see paragraph 4- 1 b(3)). 

d. Paragraphs (mandatory and optional). The se- 
quence of paragraphs in ACs is at the discretion of the 
author. However, standard paragraphs furnish the necessary 
guidelines for the author to follow to assure issuance of a 
clear and hnctional circular. All paragraphs of a 
CONVENTIONAL (standard) "AC" (which conforms to 
established standards) must have a number and title. The 
paragraphs defined below must be used as specified if the 
information is applicable and presented in the sequence 
listed. Use only the paragraphs appropriate to the AC you 
are preparing. DO NOT USE a paragraph entitled "HOW 
TO ORDER", as that is information for an "Announcement 
of Availability" only. Refer to Order 1320.1, FAA Direc- 
tives System, for detailed information on numbering para- 
graphs and subparagraphs. 

(1) PURPOSE. (Mandatory.)-Whenever there 
is more than one paragraph, always head the first paragraph 
"PURPOSE." Tell briefly why the AC is being issued and 
what it contains. Don't start the opening sentence with 
"The purpose of this AC .." Start, for example, with "this 
advisory circular restates existing policy for ... and outlines 
new procedures to agree with recent regulation changes." 

(2) EFFECTIVE DATE. (Mandatory, if appli- 
cable.)-For the date of the AC, always use the date inserted 
by the signing official in the "Date Approved" space of the 
FAA Form 1300-2, Clearance Record. When it is necessary 
to make provisions of an advisory circular effective on a 
date other than the'approval date, head the next paragraph 
"EFFECTIVE DATE." This paragraph is required when an 
effective date is given for the AC. 

(3) CANCELLATION. (Mandatory, if applica- 
ble.)-If an advisory circular cancels other ACs, forms, or 
reports, head the next paragraph "CANCELLATION(S)." 
Use special terns to cancel, such as, "AC 105-2B, Sport 
Parachute Jumping, dated 8/21/89, is canceled." (Although 
the AC system requires a revision "C" to cancel the previ- 
ous issuance " B ,  the cancellation paragraph is helpfbl to 
users not familiar with the system and who may believe 
both AC's are current.) An AC may cancel another AC in a 
different series but no AC may cancel a portion of an AC. 
DO NOT CANCEL PARTS OF AN ADVISORY 
CIRCULAR. 

(4) RELATED FAR SECTIONS. (Mandatory, 
if applicable.)-Use this paragraph to cite other related sec- 
tions in the same FAR to which the AC relates. For exam- 
ple, the AC subject content may relate EQUALLY to 
sections 61 -47, 61.53, 61.55, and 61.125 but the AC obvi- 
ously could not cany all four section numbers. The AC 
would have the words "FAR GUIDANCE MATERIAL" 
typed in caps in the subject area of the AC or centered on 
the'black bar line above the subject, as shown in figure 3-2. 
(See paragraph 3-2a(2)(a).) Likewise, use this same refer- 
ence paragraph with referencing sections in any other FAR 
Parts, as section 65-83 or section 145.13. 

(5) FORMS AND REPORTS. (Mandatory, if 
applicable.) 

(a) List all forms and reports that are ref- 
erenced in an AC in a separate paragraph or list them in 
appendixes. The relative importance of the forms or reports 
in the AC (for example, a short AC prescribing a new pub- 
lic use report form) may determine the location of these 
paragraphs. 

1. Forms Listing. - 
(aa) Complete number and f i l l  

title of form. 
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(bb) Ordering information such scribed occurred ,several years earlier and its recital fur- r as form number, title, and unit of issues, (sheet, pad, etc.). nishes the basic explanation for the need for the new AC.) 

(cc) Source of supply and 
availability date. Be sure it will be available at the stocking 
location before you establish a mandatory date for its use. 
Remember to list the supply sources for the public and 
FAA. 

2. Reporting Listings. - 
(aa) Report title and any other 

report identification. 

(bb) Reporting period and due 
dates. 

(b) Give detailed instructions in the text 
for preparation, signature, number of copies, and where to 
.distribute them. Some forms-show this information but if 
they do not, the AC will have to provide it. 

(6) DEFINITIONS. (Mandatory if there are 
many terms having particular meaning as used in the sub- 
ject AC.)-Use a "DEFINITIONS" paragraph whenever an 
AC introduces new terms, establishes a specific meaning to 
any term in the AC or when there are not enough terms to 
warrant a separate appendix. 

(1 1) DISCUSSION.(Optional.)-This paragraph 
is used for long summaries of examination of technical 
material and may appear in different sections of an AC. 

(12) REQUEST FOR INFORMATION. (Op- 
tional.)-If the author wishes to invite calls for further in- 
formation or clarification, the last paragraph of the AC or 
the transmittal masthead of a long AC may read as follows: 
"REQUEST FOR INFORMATION: If you want more in- 
formation or have questions about this AC, write or call 
(organization title, routing symbol, mailing address, and 
phone number)". 

(13) COMMENTS INVITED. (Optional.)-This 
paragraph is for the use of the ofice of primary responsi- 
bility who wants to collect helpful suggestions from the 
users for improvement or strengthening of the AC. (This 
paragraph should read as follows: "COMMENTS 
INVITED: Comments regarding this AC should be directed 
to: (organization title, routing symbol and mailing ad- 
dress)". 

(14) HOW TO ORDER. (Mandatory in an An- 
nouncement of Availability AC.)-This paragraph is used in 
an AC announcing the availability of a "for-sale" AC or 

(') Focus. (optional')-This is an other FAA publications (internal directives, reports, charts) paragraph used to command the attention- of a particular 
audience. (This paragraph might be used to alert an audi- not given the usual AC distribution. DO NOT USE THIS 

ence to pay particular attention to an AC which by its num- PARAGRAPH IN THE "AC" ITSELF AS IT IS 

ber.or subject may appear to concern another audience. REDUNDANT THERE. (See paragraphs 1-5d, 6-4a(5) and 

This paragraph is particularly useful (for alerting FAA per- figure 6-2.) 

sonnel to the specific interest groups) because ACs have no (15) REFERENCES. Do not use a 
DISTRIBUTION paragraph .) REFERENCE paragraph. When helpful, place references in 

(8) PRINCIPAL CHANGES. (Optional, but 
very helpful if the change is complex.)- This paragraph is 
used as the third paragraph to enumerate the changes made 
to the basic AC which was designed for a page change 
format. A general explanation of the number of minor 
changes is suficient but significant changes should be 
listed and explained separately. 

(9) RELATED READING MATERIAL. (Op- 
tional.)-Use this paragraph to give the reader a guide to 
other source material. (FAA may refer to commercial pub- 
lications if they are an excellent source of limited special- 
ized information. Some identification, usually the 
publisher, must be furnished to enable the reader to locate 

& 

referenced material. DO NOT INCLUDE PRICES OF 
ANY REFERENCED READING MATERIAL.) 

(1 0) BACKGROUND. (Optional.)-A back- 
ground paragraph, when used, is limited to information that 
is essential to show the development of the need for the 
AC. (This paragraph is recommended when the action de- 

the text where their introduction is most useful. Reference 
publications by identifying symbol, and title for example, 
"AC 00-6A, Aviation Weather," or "AC QO-46C, Aviation 
Safety Reporting Program." 

e. One-paragraph Changes. In a very brief change 
transmittal, an unnumbered and untitled single paragraph 
(single or double spaced) may be used if the standard para- 
graphs would serve no useful purpose. (An example would 
be a one-page CORRECTION NOTICE or an ERRATA 
SHEET to provide very brief changes to the basic AC.) 

f. Appendixes. Use appendixes to ACs for long 
bodies of supplementary, illustrative, and other materials 
that cannot be incorporated into the advisory circular's text 
or cannot be shown close to the subject matter. 

4-2. SAMPLE FORMS. If an AC calls for the use of a 
form, use the following guidelines for presenting instruc- 
tions for its use. 
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a. Insert instructions on the sample form itself when 
practicable. In some cases, the percent of reduction neces- 
sary to fit the form on the page makes the printed instruc- 
tions illegible. It is then advisable to insert numbers in the 
blank spaces on the form and place the corresponding 
numbered instructions on another page which can be left 
unreduced in size. If a completed sample of an actual form 
is shown, write or stamp "SAMPLE across the face of the 
form. (This is especially important when the form relates to 
air navigation, flight operations, or some other important 
Function. that the reader must not mistake as containing 
usable information.) 

b. Avoid splitting detailed instructions on the use of 
a form between text and appendix or figure. 

c. Give requirements on number and distribution of 
copies and mailing instructions. 

d. Tell when and where to get the form. 

e. Show a sample of a completed form as a supple- 
ment to text discussion when helpful. 

4-3. CHARTS AND GRAPHICS. 

a. Government Printing and Binding Regulations 
require that illustrative materials in the text be used ONLY 
when it relates directly to the subject matter and is neces- 
sary to explain the text. Insert a figure as close as possible 
to the referenced text. 

that the numbers do not print-they are only instructions to 
the printer for art placement. 

b. Camera Copy. 

(1) Position the correctly sized art in the proper 
place in the text, center it over the legend, and secure with 
transparent Scotch tape down the sides (do not use rubber 
cement). Make sure tape does not cover any material to be 
printed. If art must be reduced or enlarged to fit the space, 
leave a blank space for the art and number the space in 
RED INK with the number of the piece of art to be in- 
serted-la, 2a, 3a, 4% etc. . . 

(2) Mount art that needs to be enlarged or re- 
duced on separate illustration board or heavy paper and 
mark it with the correct art number, la, 2a, 3a, 4a, etc. 

c. Typeset Copy. Mount all artwork on separate il- 
lustration board or heavy paper. If two or more pieces of 
art are mounted pn one sheet, specify the percentage of 
enlargement or rejduction. Number the pieces consecutively 
la, 2a, 3a, 4a, etc., and insert the circled corresponding 
number (la) in $e text where the art is to appear. The 
printer is allowed1 a three-page leeway for placing the art in 
the final page mqkeup. DO NOT MARK ON THE ART. 
Mark any printhi instructions in the margin out of the im- 
age area (and out of camera range). 

.d. Cover. Number the COVER art separately as 
"cover 1-2,3, and 4 blank," (if 2,3, and 4 are blank). If the 

b. Many complex procedures, requirements, and in- inside cover or back cover carry artwork, mark that art 
structions can be clarified by using simple illustrations and "cover 2" or "cover 4" as appropriate but be sure to ac- 

I charts. Use charts, diagrams, or other simple graphics count for "cover 3 blank" if cover 3 contains no art. (See 
1 where they will explain complex written text. paragraph 3 -2b(l).) 
I 

' c. Professional services for artwork are available. in 
the OST Transportation Administrative Services Center 
(SVC 12 1.33) through APF-100. Request such services on 
Form DOT F 1710.2, Request for Graphic and Photo- 
graphic Services. Submit form to APF-100 for approval 
before delivery to SVC 121.33. Advice on graphic services 
is also provided in the Multi-Media Division in the Aero- 
nautical Center, the Logistics Division in the regions, and 
the Public Affairs Staff at the FAA Technical Center. 

4-4. KEYING ARTWORK. 

a. Text. Both cameki copy and typeset copy often 
include half-tones, line drawings, and color process art. 
Separate all artwork from the typed text and number each 

4-5. CLEARANCE PROCEDURES. Originating offices 
ai-e responsible for the substantive contents of each draft 
AC before releasing it. The drafts shall include all appen- 
dixes referred to in the text so that reviewers may comment 
on a complete package. Originating offices must insure that 
all affected offices (prior to legal counsel clearance) have 
an opportunity ta review ACs concerning their functional 
or line responsibilities. Reviewing Offices shall give prior- 
ity to clearing AiCs from other offices. "No response re- 
ceived" will be entered for those office that do not respond. 

a. Clearance Requirements. 

(1) Clear ACs within the originating office or 
service first. 

of art in the lower right-hand corner in order of its 
C 

(2) Address clearance packages to other con- 
appearance in the text' each number with the letter cerned offices, sdrvices or regional directorates after inter- 
"a" indicating art (la, 2a, 3a, etc.). Then insert these art nal review. Approving authorities shall establish internal 
numbers in RED INK in the text in the place where the art procedures for ,.liearing ACs to m&e sure their comments 

1 

appear so that the art may be to to fit that are consolidated and for consideration. DO NOT 
space. Circle the RED INK numbers in the text to indicate 3 
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COORDINATE WITH OFFICES NOT AFFECTED. Clear 
proposed ACs only with those organizations that are: 

(a) Responsible for standards, criteria, or 
procedures affected by the proposed AC. 

(b) Responsible for programs and activities 
which would be materially affected by the proposed AC. 

(c) Administratively or legally responsible 
for making a review of the proposed AC. 

(d) Originators of an AC you propose to 
cancel. 

(3) If clearance is to be obtained fiom more 
than 11 reviewing organizations, do not use additional 
clearance forms to type all the routing symbols. Type a 
note across the clearance routing section on the original 
clearance form showing the routing symbols of all offices 
which are to clear the AC. Afterwards, reproduce required 
copies for submission to each reviewing office. On the top 
line of each copy enter the routing symbol of the desig- 
nated reviewing office. When all clearance records have 
been returned, type each clearance routing symbol on a 
consolidated clearance fonn before submission for final 
approval. 

(4) Clear all ACs+with appropriate legal coun- 
sel. The Office of the Chief counsel andor the regional 
assistant chief co-msel must be the last reviewing office so 
that any necessary changes required by the other reviewers 
will have been accomplished in the draft sent to the legal 
counsel. 

b. Clearance Deadline/Due Dates. 

(1) When. Decide on the deadline date for 
comments AFTER you get approval to release the draft 
AC. To determine the actual date, use your projected 
mailing-routing date, not the date of approval, the start- 
ing point for the review period., 

(2) Normal Deadlines. Give reviewers a 
MINIMUM of ten (10) work days after RECEIPT of the 
draft for clearing short or relatively routine or non- 
controversial ACs. Give them more t i e  for lengthy or 
complex ACs. In particular, for ACs involving irnplemen- 
tation of or compliance with FAR'S, the Chief Counsel or 
Regional Assistant Chief Counsel should be given a mini- 
mum of 30 days for review. When clearing ACs with re- 
gional directorates, give an extra ten (10) work days if you 
want the input from these regions. Additional days may be 
granted at the discretion of the originating office. See para- 
graph 2-2 for clearance procedures with Legal Counsel 
Offices. 

(3) Less-Than-Normal Deadlines. If you can't 
allow the "normal" deadlines, explain on the Clearance 
Record the reason for the short comment period. 

(4) Extension of Deadline Dates. When the 
normal deadline date cannot be met, the reviewing oficial 
should request an extension from the originating office. 
This extension is not mandatory. If the reviewing office 
does not request an extension and has not responded by the 
deadline due date, the consolidated clearance record will be 
annotated with the words "No Response Received". This 
procedure does not apply to review by the Office of the 
Chief Counsel or the Regional Assistant Chief Counsels. 

c. Preparation of Clearance Record. 

(1) Prepare FAA Form 1300-2, Clearance Rec- 
ord. Use FAA Form 1300-2 as the oficial clearance and 
approval document for AC's. Before releasing a draft AC 
for comment, fill out specified blocks in accordance with 
the instructions contained in figure 4-6. Figure 4-6 shows a 
sample clearance form. 

(2) Budget Impact. Advisory circulars are 
strictly informational and bear no semblance of directive or 
regulatory type language which would otherwise have an 
impact on agency resources. Since the information con- 
tained in an AC would have no impact on agency re- 
sources, put the statement "NO IMPACT ON FAA 
RESOURCES" in the reason for attached block on FAA 
Form 1300-2, Clearance Record. (Block 7, figure 4-6.) 

(3) Attach to the Clearance Record any back- 
ground material you consider helpful to a better under- 
standing of the AC. Next, attach a copy 'of the draft AC 
including all appendixes and figures. In the case of many 
pieces of large, complex art containing color overlays, it is 
inadvisable to send them through the clearance process 
because the art may be damaged by too much handling. Be 
sure the art is properly keyed into the text (see paragraph 4- 
4) so that a reviewer may see what items are being illus- 
trated and may review the corresponding legends. If neces- 
sary, the reviewer may go to the originating office to look 
at any of the art. 

(4) Send enough copies to each reviewing of- 
fice for internal clearance routing to prevent the necessity 
for each receiving office eom having to make "additional 
copies." Other than the coordination required by paragraph 
2-1 b(10), limit coordinating points to only those offices 
having a real interest in the AC. As a general rule, clear 
ACs with offices concurrently, instead of one office after 
another. 

d. Clearing Office Actions. Each office receiving a 
request for clearance must sign the FAA Form 1300-2 and 
return it to the originating office. An explanation of the 
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1 .  
I information required in the concur-nonconcur columns is (2) Expressing agency policies, proper author- 
! given in the following subparagraphs. ity, and clear procedures. I 

(1) "Concur-No Comment." A check in the (3) Avoiding conflicting information or dupli- 
"Concur-No Comment" column indicates agreement with cations with other ACs (or that arrangements for revising + 

the draft AC to the extent it affects the functions and ac- other ACs have been made). 
tivities of the reviewing ofice. If the AC does not affect 
your ofice and should not have been sent to you for re- (4) Meeting the AC standards prescribed in this * 

order. view, insert on the clearance form the statement, "Not of 
concern to us." (5) Including necessary background data, ex- 

planation of unresolved issues, and other relevant docu- 
(2) "Concur-CommentslChanges Attached." A 

ments. The approval package should contain: check in this column indicates that the reviewing office is 
in general agreement with the draft, but would like to have (a) CLEARANCE RECORD. (A consoli- 
part of the AC changed. However, if the change is not dated clearance record.) 
made, the reviewing office can accept the draft as pre- 

(b) EXECUTIVE SUMMARY. (Only if sented. THE HAVE To STATE CLEARLY 
AC is to be signed by associate administrator or higher.) THE CHANGES RECOMMENDED. . 
The executive summary should be no longer than 1 page 

(3) "Nonconcur-Comment Attached." A check and should contain pertinent information about the AC and 
in the "Nonconcur" column means that the reviewing office mention relevant items that should be brought to the atten- 
does not approve of the proposed AC as written. The rea- tion of the reviewing official. 
sons may include the effect that the AC will have on the 
user or that the AC may conflict with other agency issu- (c) FINAL COPY OF ADVISORY 

CIRCULAR. Make all necessary changes and prepare final 
ances on the subject. THE COMMENTS MUST copy forprinting.) 
CLEARLY IDENTIFY AND EXPLAIN THE REASONS 
FOR NONCONCURRENCE AND WHAT CHANGES 
ARE NECCESSARY BEFORE CONCURRENCE WILL 
BE GIVEN. Comments regarding grammar and spelling 
are not reasons for nonconur comments. 

FAILURE TO RESPOND WILL RESULT IN THE 
ORIGINATING OFFICE SHOWING "NO RESPONSE 
RECEIVEDON THE CONSOLIDATED CLEARANCE 
RECORD. 

e. Summary of comments not adopted. Originators 
shall prepare a briefing statement (summary of comments 
not adopted) for the approving official when substantive 

(d) SUMMARY OF COMMENTS NOT 
ADOPTED. Prepwe a summary of comments not adopted 
as stated in paragraph 4-5e. 3 

(e) DOT FORM 1700.3, PRINTING, 
BINDING, DISTRIBUTION, AND EDITORIAL 
SERVICES REQUEST. Chapter 6 provides information on 
preparing the printing requisition. (See paragraph 6- 1 .) 

( f )  WA FORM 1320-1, ADVISORY 
CIRCULAR ISSUANCE RECORD. Complete appropriate 
items on this form and forward to Directives Management 
Officer (DMO) fm sequential dumbering. (See figure 4-3 .) 

comments on a draft AC have NOT been accepted or only ' (g) BACKGROUND MATERIAL. in- 
in part' Each 'Omrnent be Preceded the clude a copy of &e AC circulated for any 

paragraph number in the coordination draft AC. Include AC's canceled, aqd any other pertinent material. 
the: 

g. All ACs must have the signature and title of the (1) Reasons for nonadoption of substantive office, service hekid or regional directorate (or authorized 
comments. division manager} as provided in paragraph 2-1 b(2), asso- 

(2) Unresolved differences requiring settlement ciate adrninistratm, or Administrator or the designated act- 
by approving official. ing official. The approving official signs the AC in 

- - 

BLACK INK. The approving official also signs the Clear- 
f* Obtaining Before an ance Record in the "Final Approval" block and enters the . 

on for final approval, the appropriate DM0 (or other off- date of signature in the Approved" block. 
cia1 serving in that capacity) signs the Clearance Record on 
the "Final Administrative Clearance" line. This indicates h. C l e q c e s  and Approvals of the Administrator, % 

that the AC has been reviewed and found adequate in: Associate Administrator or Assistant Administrator. Origi- 
nators of ACs which require review or final approval of 

(1) Presenting its subject matter clearly and assistant administrators, associate administrators, executive 
concisely. directors or the Administrator send their ACs to the Office 
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of Performance Management (APF-100) which serves as 
the DM0 for these officials. Before sending the AC to 
APF-100, complete all office and service clearances and 
indicate assistant administrator, associate administrator, or 
higher clearance needed. APF- 100 completes all processing 
for top management approval of ACs and returns the ap- 
proved ACs to the originators to prepare for printing and 
distribution. The final approval package shall include: 

(1) Final copy of AC. 

ture is at the end of the transmitting masthead sheet, FAA 
Form 1320-15. In short ACs, the signature is on the last 
page of text, or before appendixes, if any. On Change 
transmittals (FAA Form 1320-15 is also used), the signa- 
ture is after the page control chart (see figure 4-7.) Type 
the signer's title in initial caps on the next line, flush with 
the name. 

Donna McLean 
Assistant Administrator for Financial Services 

(2) A new clearance record for final coordina- b. This signature format is not required on specially 
tion signed by the head of the originating office. designed (see paragraph 4- 1 b(4)) "for-sale" ACs. 

(3) The consolidated clearance record(s). 4-7. REVISIONS. The revised AC is reissued under the 

' (4) An executive summary. 
same AC number with the addition of the appropriate al- 
phabetical letter-"A" for the first revision, " B  for the sec- 

(5) Summary of comments not adopted. ond revision, "C" for the third, and so on. 

(6) The clearance records and comments re- 
ceived during coordination. 

(7) A copy of the coordination draft (with 
clearance record). 

(8) A copy of the AC being canceled, if appro- 
priate. 

(9) A completed WA Form 1320-1, Advisory 
Circular Issuance Record. 

(10) A completed Form DOT F 1700.3, Printing, 
Binding, Distribution, and Editorial Services Request. 

i. Feedback on Clearance Comments. Originators 
shall explain to the reviewing offices whose substantive 
suggestions were NOT adopted the reasons for nonadop- 
tion. "Substantive comments" are those on "what" is said in 
an AC, not "how" it is said. The method of advising them 
is optional. It may be by letter of explanation, by a copy of 
the briefing statement that was sent to the approving ofi- 
cial, by telephone or in person. A notation of the date and 
persons participating in the discussion should be kept in the 
case file. 

j. Obtaining AC Consecutive Number. After the 
administrative clearance approving official has signed the 
Clearance Record and the signing oficial has signed the 
Clearance Record and the original of the AC in BLACK 
INK, contact APF- 100 for assigriment of the next consecu- 
tive number for the AC. Deliver the completed Clearance 
Record, the Advisory Circular Issuance Record, the origi- 
nal AC and one copy for microfiching to APF-100 for 
processing. (See paragraph 3-5 for more details.) 

4-6. SIGNATURE. 

a. Type the name of the signing oficial in initial 
caps and lower case letters flush with the left margin five 
spaces below the last line of text. In long ACs, the signa- 

a. ACs are revised by issuing substitute pages with 
changed text, or by a complete revision. When it is neces- 
sary to issue a change or revision, get it to the user as far 
ahead of implementation as possible, so users can prepare 
for and install new procedures (not often required by an 
AC). Collect minor changes that do not significantly affect 
operations or methods and send them out at one time. Do 
not correct minor errors such as misspellings, punctuation, 
etc., except when making substantive page changes. 

(1) Complete Revisions. Use the cohplete re- 
vision and reissuance method when 50 percent or more of 
the AC must be reprinted to incorporate the new or revised 
material. Also consider this method when numerous previ- 
ous changes have affected the makeup of the AC. 

(2) Page Changes. Issue substitute pages to in- 
corporate new or revised material when less than one-half 
of the existing pages must be replaced and the AC complies 
with standard looseleaf format. Do not issue page changes 
to ACs that are two sheets of paper or less (pages 1 through 
4) unless an emergency situation exists. (It would still re- 
quire two sheets of paper (four pages) to issue the change- 
the transmittal sheet, and the revised page, two pages.) If 
possible hold the change to the AC until another one or two 
changes accumulate. Use FAA Form 1320- 15, Advisory 
Circular Masthead, to transmit page changes to standard 
format AC's. Include the following information as neces- 
sary: 

(a) Subject, as AIRPORT PAVEMENT 
DESIGN AND EVALUATION, date in numbers, as 
1130187, AC number, and Change number. Figure 4-7 
shows an illustration. 

(b) Purpose. (Mandatory), Briefly tell why 
the Change has been issued in the PURPOSE paragraph. 
Explain the method of indicating changes to the text as: 
"The Change number and date of changed material, which 
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. is indicated in the margins by asterisks (stars)/vertical bars 
(when using electronic publishing) is carried at the top of 
each page. Rearranged pages having no new material also 
carry the new Change number and date. Pages having no 
changes retain the same heading information.'' If appropri- 
ate, explain further: "Because section 3 is entirely new, 
AsterisksNertical Bars appear only at the top and bottom 
of each page." 

I. EFFECTIVE DATE. (Manda- - 
tory, if applicable) 

2. PRINCIPAL CHANGES. (Op- - 
tional, but very helpful if the Change is complex.) 

3. CANCELLATION(S). (Manda- - 
tory, if applicable) 

(3) Editorial Updates are used when an existing 
AC requires minimum changes to update, such as "how to 
order7' instructions given for the benefit of the public. No 
external distribution is made on an editorially updated AC. 
This update usuaily takes place when AC stock is low or 
stock is depleted at SVC 121.23 and a reprint of the AC is 
necessary. 

b. Identification of Changes on a Text Page. 
Changes ire identified by typing an asterisk (star) or a ver- 
tical liar (when using electronic publishing) in the left mar- 
gin at the beginning of the change and in the right margin 
aithe end of the changed material. If a number of consecu- 
tive paragraphs are changed, place an asterisklvertical bar 
at the beginning of each paragraph. Flag new material that 
runs for several pages in the left margin at the top of each 
page and in the right margin at the bottom of each page. 
Explain the markings in the Change transmittal as indicated 
above. 

(1) Text. Use asterisks (*) or vertical bars 
(when using electronic publishing) in the margins to iden- 
ti@ revised, added, or deleted portions of the text. (Vertical 
bars are preferred when using electronic publishing as they 
are more legible.) 

(a) Type an asterisWvertica1 bar in the left 
margin of the line where the change begins and another 
asteriskhertical bar in the right margin of the line where 
the change ends. 

(b) If a change runs for several paragraphs, 
place an asterisklvertical bar in the left margin at the be- 
ginning of each paragraph and a closing asterisWvertica1 
bar in the right margin of the line where the change ends. 

(c) If a change runs over to another page, 
mark the continuing line at the top of the page in the left 
margin. New material that runs for pages should be flagged 

Page 20 

in the left margin at the top of the page and in the right 
margin at the bottom of the page. 

(d) Delete any old asterisks/vertical bars 
on the page. Remember, any indicated changed material 
must agree with the new date at the top of the page. 

(2) "Run-around" Text. Where existing un- 
changed text must be moved to another page to allow for 
inserting new text, do not flag the old text but change the 
date on the page because the page is changed. 

(3) Unchanged Pages. Do not change the dates 
of pages that are picked up and reprinted "as is." 

(4) Complete Revision. In a completely revised 
long AC, highlight the changes in a "Principal Changes" 
paragraph (see paragraph 4- 1 d(8)). 

(5) Explanation of Marking System. Explain in 
the AC transmittal how changes are marked in that par- 
ticular Change (see paragraph 4-7(b)(l) for wording). 

(6) Deletions. Show deletions of any numbered 
subparagraph, paragraph, or section in the text and in the 
Contents (if listed there) to account for continuity of num- 
bering. Show the Change number that deleted the material 
next to the "Deleted" notation. For example: 

"7. [DeletedI-Change 2" 

Mark the word "Deleted" with brackets to show that it is 
the editorial action taken and not the title of the paragraph. 

(a) Chapter, Figure, or Appendix. Indicate 
where material is deleted any time the continuity of the text 
is affected. Remember to mark the Contents in a like man- 
ner if the title of the deleted material is listed in the Con- 
tents. 

(b) Page Deletion. Show a page deletion in 
the text (where appropriate) or on the preceding page by 
arrangement of the page number, as follows: 

(c) If page 12 is deleted, number page 1 1 
as "1 1 (and 12)." 

(d) If page 18 through 32 are deleted, 
number page 1 7 as " 17 (through 32)." 

(e) If page 19 is deleted but not 20, mark 
the center of page 19 "[Deletedf-Change 6." 

(7) Canceled. If any ACs or forms are can- 
celed, use a CANCELLATION(S) paragraph and list the 
items. 

(8) Explanation. Use one or more paragraphs, 
as necessary, to explain major changes and supplementary 
material in the PRINCIPAL CHANGES paragraph. 
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(9) Other Information. Do not put permanent 
information or action instructions on the transmittal sheet. 
Transmittal sheets contain instructions for filing the pages 
attached to them. 

(10) Signature. The signing official signs at the 
end of the page control chart or any other instructional in- 
formation, flush left. The name is typed in initial caps with 
the title typed on the next line, flush left in initial caps and 
lower case. (See paragraph and figure 4-7.) 

(11) Pen-and-ink Changes. DO NOT USE pen 
and ink changes. Whenever minor changes to .an AC are 
necessary, issue page replacements. 

c. Page Expansion. Pages may be added following a 
left-hand (even numbered) page only. Add a dash and con- 
secutive number after the number of the preceding page. 
For instance, if a page is added between 26 and 27, it 
should be numbered 26-1. Numbering of additional in- 
serted pages at that point would continue 26-2,26-3, etc. 

d. Contents Pages. Usually Contents pages will not 
have to be revised until the entire AC is revised. However, 
if added or changed material is extensive or important, is- 
sue changed pages or an entire Contents as appropriate. 

e. Page Control Chart. Page control charts are 
placed at the end of the Changed text on the transmittal 
sheet to tell the user exactly which pages are to be removed . 
or inserted. A diagram of a page control is shown below. 
Figure 4-7, gives a complete example of a Change page 
control chart. 

*Note that dash-numbered pages are added only aJter a 
lefr--hand even page number. Double check the dates on the 
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new insert pages to be sure they agree with the new dates 
on the control chart for those pages. 

4-8. CANCELING ADVISORY CIRCULARS. Out-of- 
date ACs are a burden on the aviation community, the pub- 
lic, and on agency operations. Cancel an existing AC as 
soon as it has completely served its purpose and is no 
longer of value to users. The official who has the authority 
to cancel an AC must submit a memorandum, as described 
in paragraph 2- 1 (b)(14), to APF- 100 through the responsi- 
ble DMO. Canceled ACs are listed in Appendix 2 (Cancel- 
lations) of AC 00-2, Advisory Circular Checklist. ACs will 
be dropped from the checklist once canceliation notifica- 
tion is received by APF-100. 

4-9. FEDERAL REGISTER DOCUMENT DRAFT- 
ING. When preparing a draft advisory circular (AC) for 
public comment you are encouraged to follow the guide- 
lines contained in the Federal Register Document Drafting 
Handbook. 

a. Guidance on Preparing Draft AC. The Office of 
the Chief Counsel, AGC-200, serves as FAA's Liaison, 
Certifying, and Authorizing Officer with the Office of the 
Federal Register, National Archives and Records Admini- 
stration. In this capacity AGC-200 provides FAA users 
with guidance on how to prepare AC materials for entry in 
the Federal Register. 

b. Clearance of Draft ACs. Draft ACs intended for 
public comment are to be coordinated with and cleared by 
the Office of the Chief Counsel. 

4-10. THRU 4-14. RESERVED. 
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CHAPTER 5. WRITING STANDARDS 

5-1. GENERAL REQUIREMENTS. Advisory circulars a. Active Voice. The active yoice should be the 
b (ACs) are used to publish information of an "advisory" primary f o m  of expression. It simplifies readability and 

nature for the benefit of the aviation community and the provides more precise statements. The passive voice should 
public. ACs are not regulations and may not impose or be particularly avoided in descriptions of who is expected 
lessen a burden on anyone, nor have a mandatory effect. to act or not act and of sequential events. 
ACs may not be used to add to, interpret, or relieve a duty 
imposed by a Federal Aviation Regulation (FAR). This 

b. Who, When, and Where. Identi@ WHO (pilot, 
owner, mechanic, etc.,) should take action, W E N  to do it, 

chapter deals with the differences between ACs and regu- 
lations and provides guidelines for the wording to be used 

and WHERE to send any material described. in the AC. 

in ACs to avoid any semblance of regulatory-like language. 
Once the actor has been identified, the description can be 
simplified by starting subsequent sentences with action 

a. Avoid Regulation-Like Language. verbs. For example, say: "Check the fuel source ..." instead 

(1) Words that have a mandatory significance 
of "The fuel source should be checked ..." after stating that 

as used in regulations such as "must," "shall," and "must 
action should be taken to avoid the use of contaminated 

not" MUST NOT be used in ACs. The word "should" is 
fuel. 

preferable. c. Conditions, Limitations, and Exceptions. When 
feasibld, number or itemize conditions, limitations, and 

(2) wlen advising on safety issues (such as in- exceptions to avoid complex sentences. 
stalling new devices or utilizing advance techniques) avoid 
the use of words such as "urge," "encourage," or "strongly 
advise" as such words may be construed to encourage the 
public (reader) to adopt safety-improvement measures 
which exceed those prescribed in the regulations. Such 
language may also imply that those who elect only to meet 
the regulation requirements are somehow delinquent. 

b. Acceptable Means of Compliance. Advisory cir- 
cular~ may set forth "acceptable means" or "methods" of 
compliance with a particular FAR. However, the language 
used to explain the compliance methods in the AC must not 
imply that it is the only or minimum acceptable means, nor 
require other methods of compliance to be "equivalent," to 
the one described in the AC. Avoid words like "amend," 
"equivalent," or "clari@." Use the word "policy" only 
when referring to established agency policy. 

c. Quoting ~egulahons. Avoid quoting regulations 
if possible, as they are frequently amended and may neces- 
sitate an AC being revised only to up-date the FAR quota- 
tion. Rather, simply reference the FAR by basic Part 
number and section number where possible. If it should be 
necessary to quote a regulation, quote it exactly and com- 
pletely. Do not paraphrase or "explain" the regulation as its 
meaning may be changed in some aspect. 

d. Incorporation by Reference into FAR'S. No 
document, including ACs, should be incorporated by refer- 
ence into the FARs unless it is absolutely necessary. The 
Office of the Federal Register will not approve most federal 
agency documents for incorporation by reference. (See 
paragraph 4-9 .) 

5-2. WRITING RULES. Review the following general 
guidelines and use them in preparing advisory circulars: 

d. Guide to Style. Follow the Govemment Printing 
Office Style Manual and the Word Division Supplement 
for punctuation, hyphenation, spelling, capitalization, .ab- 
breviation, and other style practices. Include special devia- 
tions on capitalization given in paragraph 5-5. 

5-3. REFERENCES. References should be placed in the 
text where their introduction is most useful. Reference 
publications by identiQing symbol and title. (See para- 
graph 4-ld(15).) 

a. Cross-references. Keep cross-references to a 
minimum. Repeat brief items word for word, but cross- 
reference lengthy, technical details covered in other avail- 
able sources or in another paragraph of the AC. To avoid 
repetition, do cross-reference other parts of the AC that are 
logically placed and completely covered. DO NOT cross 
reference common or previously defined terms. 

b. Citations. 

(1) Rules for Use. When necessary to use cita- 
tions or other references, use identifying symbols and com- 
plete titles the first time they appear in the text, for 
example, AC 00-44, Status of Federal Aviation Regula- 
tions. Thereafter, refer to AC 00-44 or Status of FARs (AC 
00-44). Notice that if you use the popular or shortened title 
for an AC, you must use its identifying number. Do not 
refer to material unavailable to the majority of the recipi- 
ents of the AC. Reference forms initially by the complete 
form designation and number followed by a comma and the 
full title. Thereafter, it can be referenced by either the title 
or number or both as necessary for clarity to the reader. 

(2) Examples of References to Other ACs. 
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(a) AC 43.13- 1 A, Acceptable Methods, 
Techniques and Practices-Aircraft Inspection and Repair 
(full title). 

(b) AC 43.13-l A, section 2, paragraph 42. 
(Use this "short form" reference after the AC's full title is 
first used.) 

(c) AC 00-44, Status of Federal Aviation 
Regulations, current edition (for ACs that are revised fie- 
quently, specifjl "current edition" so that the up-to-date 
version will be referred to and properly supplied to a re- 
questor). 

(3) Page Number References. Avoid referring 
to a page number in an AC because a change insertion may 
change the number of the page on which the material re- 
ferred to is located. 

(4) Units of Organization. Use complete offi- 
cial names of organizations and the alphabetical prefix in 
parentheses the fust time they appear. Thereafter, you may 
use the alphabetical prefix (i.e., AAM, AFS, AIR). 

(5) Reference to Offices. In ACs, use titles, not 
names of persons. Avoid using telephone numbers, room 
numbers, or other data subject to change. When such refer- 
ences are necessary, use them only in appendixes, if possi- 
ble. 

(6) Reference to Laws, Code of Federal Regu- 
lations, etc. Use the citation standards given in the GPO 
Style Manual. If in doubt, consult with the Legal Counsel 
office for regulatory citations. 

5-4. EMPHASIS ON TEXT. Emphasize only those 
words, phrases, and sentences that are really important. Use 
CAPS or underlining to show emphasis (in typeset mate- 
rial, this will print in italic and varies fiom the directives 
system which only uses caps for emphasis). 

5-5. CAPITALIZATION. Follow the aqcepted standards 
, for capitalization as given in the GPO Style Manual in the 

preparation of all text material for advisory circulars. In 
addition, capitalize the word "Change" when referring to a 
transmittal to an AC (even when not used with the Change 
number). This allows the reader to distinguish immediately 
the difference between the word "change" and the publica- 
tion issuance entitled "Change." This practice is also fol- 
lowed in the Federal Aviation Regulations when referring 
to a "Part" so that the regulation will not be confused with 
the word "part" used so often to mean an aircraft part. 
When referring to an FAR part, capitalize the word "Part" 
in the AC. (This is contrary to the usual practice of using 
the lower case for a shortened form reference.) 

5-6. ABBREVIATIONS. Abbreviations are used to save 
space and avoid distracting the mind of the reader by a 

needless spelling out of repetitious words or phrases. The 
fxst time an abbreviation is used, it should follow in pa- 
rentheses the spelled out term it is abbreviating. Abbrevia- 
tions should be unquestionably clear to the reader. 

3 
t 

a. Use In Parentheses. Abbreviate the parts of pub- 
lications when used in parentheses (chap., sec., par., p., pp., 
fig., app., etc.). ' e. 

b. Standard Usage. Refer to the section in the latest 
edition of the U.S. Government Printing Office (GPO) 
Style Manual for more detailed descriptions of proper uses 
for abbreviations and spacing (for example, "U.S." is 
closed up). 

c. Technical Text Usage. Refer to the American 
National Standard Institute Style Manual for abbreviations, 
signs, and symbols used in technical text and drawings. 

5-7. QUOTATI~N MAR~<S. Use quotation marks for 
direct quotations, to give greater emphasis to a word or 
phrase, or to set off ordinary words used in an arbitrary 
way. Do not use quotation marks to enclose titles of chap- 
ters, sections, paragraphs of ACs. Do enclose title of other 
publications in quotes, or type in all caps, or print in italic. 
Refer to the paragraph on quotation marks in the punctua- 
tion chapter in the latest edition of the "GPO Style Manual" 
for more detailed examples. 

5-8. COPYRIGHTS, CREDIT LINES, AND 
ACKNOWLEDGEMENTS. 

a. Use of Copyrighted Material. 

(1) If a writer decides to use material (usually 
art or photographs) already in print and copyrighted 'by a 
non-Government source,. the writer must request permis- 
sion in writing Itom the copyright owner (not the pub- 
lisher) and the request must explain how the material is to 
be used by FAA, The letter must also request the copyright 
owner to state q w  he wishes credit or acknowledgment 
worded in the FAA publication using his material. The 
copyright ownerd's written permission to use his material 
must be retainecf'in the case file. A copy of the copyright 
owner's written bermission letter must be attached to FAA 
Form 1300-2, C&arance Record, for APF-100 review. If 
the owner does NOT grant permission, the writer must 
abide by that decbion and seek another source for his mate- 
rial or prepare n q  original copy. 

(2) d n d  the copyright owner a courtesy copy 
of the complete4 FAA publication even if he did not re- * 

quest a number 'of copies as a condition of his copyright 
use permission. , 

b. Use of Federal Government Material. 

(1) FPA. ACs may be reproduced in part 
or in their entirety without permission fiom FAA. 3 

Page 24 Par 5-3 



(2) Other Agencies. Although Government AC or in a paragraph entitled, "Acknowledgments," 
publications cannot be copyrighted, the writer must advise "Credits" or "Introduction" in the body of the AC. 
another agency when he plans to use any part of that 
agency's publication (also as a protection, the material may 
be out of date or in need of correction). It is advisable to 
send the agency a courtesy copy of the FAA publication 
when completed. 

5-9. LEGENDS FOR TABLES AND FIGURES. Title 
illustrations as "FIGURES'(al1 caps) and number them 
consecutively throughout the text of a standard AC or 
number with the chapter or section number preceding the 
consecutive number as FIGURE 1-1, FIGURE 1-2, 

c. FAA Credit Lines. Advisory circulars will not FIGURE 1-3, etc. (1-1 is FIGURE 1 in CHAPTER or 
carry credit lines for FAA authorslwriters, artists, illustra- SECTION 1, 1-2 is FIGURE 2 in CHAPTER 1, and 1-3 is 
tors, typographers, or editors. FIGURE 3 in CHAPTER or SECTION 1). Place figure 

d. Other Credit Lines. Do not place individual legends near (ABOVE OR BELOW) the corresponding 
illustration. Place figures near the text that mentions the credit lines under each piece of copy to be acknowledged. 
figure. Table legends follow the same numbering system Rather, include them all in one statement in one place in 

the publication in the foreword or preface of a nonstandard but place their legends ABOVE the table. 

5-10. THRU 5-12. RESERVED. 
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CHAPTER 6. PRINTING AND DISTRIBUTION PROCEDURES 

6-1. PREPARING THE PRINTING REQUISITION. then deliver the complete package to SVC 12 1. (See para- 
* graph 4- 1 c for more information.) 

a. Use Form DOT F 1700.3, Printing, Binding, dis- 
tribution, and Editorial Services Request, to order printing 6-4. DISTRIBUTION AND FILING. 
and distribution of an AC. The form is self-explanatory. 
(Figure 6-1 shows an illustration.) Questions or any uncer- 
tainties should be cleared with the local printing manage- 
ment organization of the preparing office. Order 1720.36, 
Procedures for Printing, Duplicating, and Copying, pro- 
vides detailed instructions on printing procedures. 

b. Attach to the printing requisition (DOT F 1700.3) 
the following items: 

(1) Original and one copy (typewritten single- 
spaced if camera-ready, doubled-spaced typewritten copy if 
submitted for typesetting). 

(2) Artwork (including cover art) if a separate 
cover is required. 

(3) Special distribution lists or labels, if any. 

c. Deliver the complete package to APF- 100. 

d. APF- 100 will sign the requisition in the "Cleared 
by" space on Form DOT F 1700.3 and prepare GPO Form 
3668, Notification of Intent to Publish, when required. 
APF-100 will ther assign a printing requisition number and 
forward to SVC 12 1 by special messenger for printing and 
distribution. 

e. When printing is completed, the original copy 
(with negatives if a "for sale" AC) is returned to the DM0 
of the originating office for future use. 

6-2. FREE ADVISORY CIRCULARS. Free ACs *are 
ordered and stocked by SVC 12 1 -23. SVC 12 1 -23. fills AC 
requests from internal users and the general public. Prepare 
Form DOT F 1700.3 as instructed in paragraph 6-1. Deliver 
the printing requisition and the complete printing package 

a. External Distribution. ACs which are less than 32 
PRINTED pages may be distributed free of charge to the 
public. The Transportation Administrative Service Center, 
SVC 121.2 1, distributes free ACs using mailing lists pre- 
pared on the basis of requests from the public. Separate 
mailing lists are maintained for each AC- SPECIFIC 
SUBJECT NUMBER. AC 00-2, Advisory circular check- 
list, issued in the GENERAL ( 0 0 )  subject numbers is dis- 
tributed to those who specifically request to be placed on 
the AC 00-2 mailing list. (See figure 3-1 for a more de- 
tailed description of general subject and specific subject 
numbers .) 

(1) Subject Lists. Subject breakdown, by num- 
ber, are listed in figure 3-1. A request for all ACs num- 
bered in the 61 series will give the requestor all ACs 
numbered in that series. Likewise, a request for "all ACs 
numbered in the 60s" will give the requestor all ACs num- 
bered 60 through 67. If a requestor ONLY wants all ACs 
relating to FAR Part 61, he must be certain to specify "AC 
61" on his request. (See paragraph 3-8b.) . 

(2) Free AC Distribution (Exceptions). APF- 
100 should be consulted in determining when an AC of 32 
or more PRINTED pages may be distributed fiee of charge 
when such free distribution is requested by the office of 
primary responsibility. Use FAA Form 1300-2, Clearance 
Record, "Reason for Attached", to annotate "Order 
1320.46, paragraph 6-4a(2) Applies" when an AC of 32 or 
more PRINTED pages is to be distributed free to the pub- 
lic. The following are criteria which may ,be accepted as 
justification for free distribution of an AC of 32 or more 
PRINTED pages. 

to APF-100 who will sign the printing requisition for AC (a) Speedy distribution is necessary for the 
clearance and for printing and distribution review. AC to serve its purpose. 

6-3. FOR SALE ADVISORY CIRCULARS. "For sale" 
ACs are ordered and stocked by the Superintendent of 
Documents, U.S. .Government Printing Ofice (GPO). GPO 
determines whether to sell a particular AC on advice of 
FAA and, in turn, will "ride" the FAA printing requisition. 

v When an AC is to be sold by GPO, type in item 17 of the 
printing requisition (DOT F 1700.3), "Supt. Docs. To Ride 
For Sale Stock, GPO Form 3868 attached." If a single sale 
or subscription item, indicate this in item 17. APF-100 will 

C 

prepare GPO Form 3868, Notification of Intent to Publish, 
and attach it to the printing request. (A completed copy of 
GPO Form 3868 is retained by APF-100.) APF-100 will 

(b) The content of the AC must be widely 
distributed for effective program operations. (This criterion 
should usually be employed only in the case of safety pro- 
motional material, reminders about specific hazards, infor- 
mation on use of the National Airspace System (NAS), and 
others which probably would not be purchased by the pub- 
lic but whose wide dissemination is considered vital to the 
agency's responsibility for promoting safety.) 

(c) The material provides benefits to the 
public at large rather than special benefits to particular re- 
cipients. 
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(3) "For Sale" AC Distribution. Publications is- 
sued within the AC system consisting of 32 or more 
PRINTED pages (16 sheets) should be offered for sale to 
the public, through the Superintendent of Documents, U.S. 
Government Printing Office (GPO). (See paragraph 4- 1 (c) 
for more detailed information.) 

(4) Restrictions on "For Sale" ACs. Advisory 
circulars sold by GPO shall not be distributed free to the 
public, except under exceptional circumstances where seri- 
ous program requirements necessitate these publications be 
given to selected members of the public. Internal FAA dis- 
tribution will be restricted on a "need-to-have" and "need- 
to-know" basis for all "for sale" items. In these limited 
cases, the originating office must refer to the latest edition 
of Order 1720.18, FAA Distribution System, and select the 
recipients on an "FAA-ONLY' or "FAA and GOVT" basis 
rather than AC category. This selection must be shown on 
the printing requisition (Form DOT F 1700.3) by proper 
distribution codes. "FAA-ONLY" reaches FAA organiza- 
tions only and "FAA and GOVT" reaches FAA and other 
government agencies. 

(5) Making the AC Available. In those cases 
where the "for sale" AC is given a limited internal distri- 
bution and none to'the public, issue an "Announcement of 
Availability" under the same number as the sale AC. Tell 
the public what the AC is about, where and how to get it, 
the price, and the Superintendent of Documents stock 
number (SN). The SN and price of the AC will be supplied 
by GPO through APF-100. (See paragraph 4-ld(14) and 
figure 6-2.) 

(6) Maintenance of Mailing Lists. JCP regula- 
tions require that the public segment of the AC mailing list 
be revised at least once a year in order to eliminate waste in 
Government funds caused by publications being improp- 
erly addressed or mailed to persons no longer desiring 
them. This process is done by the FAA through the Initial 
DistributionfRequirements, SVC 12 1.2 1. Those files which 
have been active during the year will be sent the annual 
canvass issue of AC 00-2, Advisory Circular Checklist. 
The canvass notice, included as part of the checklist, will 
request addressees to make any changes in requirements or 
address and return the canvass notice by the date specified 
on the notice. Those addressees not responding will be 
dropped from the list. FAA organizations shall keep their 
requirements current by submitting FAA Form 1 100- 1, 
Directory-Distribution Change Notice or Form DOT F. 
1700.1 5, Distribution Requirements, in accordance with 
Order 1720.18, FAA Distribution System. 

b. Internal Distribution. Advisory circulars are dis- 
tributed internally to FAA offices and facilities by SVC 
121.21 using distribution lists prepared in conjunction with 
the originating offices. Separate distribution lists are main- 

tained for each AC subject series. Checklists and ACs is- . 
sued in the GENERAL ( 0 0 )  series are distributed to every 
addressee on each of the AC mailing lists. 

c. Distribution Methods. There are three methods of 
distributing AC's to users. 

(1) "Initial Distribution" ACs are distributed to 
FAA and the public ( if not "for sale") through the Initial 
Distribution/Requirements Section, SVC 12 1-2 1 . Various 
established AC mailing lists are used to distribute these 
copies. 

(2) , "Subsequent Distribution" ACs are distrib- 
uted to FAA and the public (if not "for sale") by the Ware- 
house/Subsequent Distribution, svc 12 1.23. FAA users 
complete FAA ~ 4 r m  1720- 1 1, Publication(s) Request, and 
send to SVC 12t.23 for copies from stock. The public 
writes directly to SVC 121.23 for subsequent copies (10 or 
less) of ACs. (See paragraph 6-5.) 

(3) The Superintendent of Documents, U. S. 
Government Printing Office (GPO) distributes ACs that are 
"for sale". The przblic writes to GPO for copies. FAA users 
shall not go to GPO to obtain "for sale" publications. They 
may obtain extra copies of "for sale" publications from 
SVC 12 1-23. If more than 50 copies of "for sale" ACs are 
needed the appraval of the originator is required, as these 
issuances have liirsited stock. 

d. Filing Procedures. 

(1) File ACs by subject number. File circulars 
having the s m e  subject number by the consecutive 
("dash") number (-1, -2, etc.). File basic AC numbers that 
have been broken down to a basic FAR section number at 
the back of that particular series by section numbet. For 
example, file AC1 6 1.123- 1 at the end of the AC 6 1 con- 
secutive numbers (6 1 - 1, 6 1-2, 6 1-20) but after AC 6 1.1 17- 
1. (Many users piefer to keep FAR related ACs with the 
corresponding FAR Part number-that is, file all AC 61s 
behind FAR Part 6 1 .) 

(2) File all Change transmittal sheets at the 
back of the basic advisory circular after the action required 
by the page corittol chart has been completed. This will 
provide a referea e authority for changes, and an accurate 
method for det&ining that all Changes have been re- 
ceived when chekking the ACs currency against the AC 
Checklist. 

I 

e. AC C w  Files and Reference Files. 

(1) Case Files. The originating office is respon- 
sible for maintaining the official case file for each AC it 
issues. 

(a) Contents. The case file must include: 
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1. The signed FAA Form 1300-2, - f? Clearance Record, including all comments, which author- 
izes issuance of the AC. 

8 & The original camera copy or final 
page proofs, if typeset. 

3, One copy of each version of all 
* clearance drafts. 

4. All pertinent background mate- - 
rial. 

5. A printed copy of the basic AC. - 
(b) Changes and Revisions. A new case 

' file must contain the same material for each Change issued, 
each revision, and the supporting information for any can- 
cellation. 

(c) Disposal. When an AC is canceled, put 
the case file in the canceled file section. After a sufficient 
time has elapsed to make frequent reference to the AC no 
longer practical, refer to Order 1 3 50.1 5B, Records Organi- 
zation, Transfer, and Destruction Standards, for transfer 
and destruction guidance. 

from stock by submitting FAA Form 1720- 1 1, Publica- 
tion(~) Request to SVC 121.23. Give the AC number, title, 
number of copies required, and the routing symbol of the 
office you wish copies to be sent. Region, center, and field 
personnel should go through their local distribution point 
before requesting extra copies of ACs from SVC 12 1.23. 
The regionlcenter distribution officer will fil1,requests from 
their stock on hand or order copies from Washington head- 
quarters stock. 

(1) Requests for more than 100 copies of a free 
AC must have the approval of the issuing office. 

(2) Requests for "for sale" ACs must have the 
approval of the issuing office, as these ACs are stocked in 
minimum quantities. 

(3) Requests from the , public for free ,ACs 
should be directed to SVC 121.23, as it is the servicing 
organization designated to fill publication requests. How- 
ever, when AC stock copies are depleted and requests can- 
not be filled, the originating ofice must take steps to fill 
such requests without further delay. (DMOs are notified 
(OST Form OST F 1700.6, Stock Level Notification) by 
SVC 12 1.23, through APF-100, when stock is low or de- 

(2) Reference Files. Master reference files are pleted.) 
complete files of all printed current ACs. These compre- 
hensive files serve as a reference set. for all personnel lo- 
cated in each office where they are required information. 
They serve principally as an accurate checkpoint for deter- 
mining the latest AC information on all subjects of techni- 
cal concern to the operating office and for occasional 
reference by personnel on subjects outside their basic func- 
tional areas. APF-100 will maintain the agency master set 
of ACs on microfiche for reference purposes. 

6-5. STOCKING AND ORDERING ACS. 

a. Warehousing publications. Advisory circulars are 
stocked in the departmental warehouse, Transportatio~ 
Administrative Service Center; SVC 12 1.23. FAA head- 
quarters personnel may order up to 100 copies of free ACs 

b. The Superintendent of Documents, U.S. Gov- 
ernment Printing Office (GPO) stocks selected "for sale" 
advisory circulars based on advance arrangements made 
through APF-100. The public must order "for sale" ACs 
from the Superintendent of Documents. (See paragraph 6- 
3 \ = -1 

c. Purchasing Negatives of "For Sale" ACs. AC 
negatives that have publiclindustry interest will be sold by 
the GPO, Customer Service Department, Departmental 
Accounts Representative Division, Room C83 0, Washing- 
ton, D.C. 20401. The originating office shall make hupli- 
cate sets of these negatives available to GPO, as necessary. 

6-6. THRU 6-10. RESERVED. 
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Surplus PrOpetry Dispcsd Restrio 
t i o ~  

Notice of Construction, Alteration. 
Activation. and Deactivation of 

AirpolN 
PusurgaFlr;iliy wcs 

Notice ud A p v d  of Aiipon 
Wise mdAacas Restrictions 

of F a i d  FIEnds for ww Airparn or Air Nwi- 
g d d  Fdlitia n#con 

NAVIGATIONAL FACILITIES 
Non-Wad Nrvigrtian Feliries 
ADMINISTRATIVE REGULA- 

TIONS 

TG- bf 
~ a r o f ~ d r t n L c ~  
RocacQngs 

Faes 
Use of Fcdenl Avidon Adminis- 

artioncorrrrrw3licrtiarSydtah 
WITHHOLDING SECURITY 

INFORMATION; WAR RISK 
INSURANCE; AIRCRAFT 
LOAN GUARANTEE 
PROGRAM 

W~klingSa~Uri rnfinm8rian . 
i imn~idor t rcLQthe~ir  
Transparution M t y  Act of 1974 

FLIGHT INFORMATION 

150/4000 Resotact Managanent. 
lSO/sooO Airport hming.  
150f5020 Noise Control rind Compatibility Rarnring for 

Airpara 
lSO/SlOO F e d - l i d  Airport Ragram 
1 SOIS 150 Srplus Airpart Property Convyanct 

hgnms* . 

150/5240 ~ v i l ~ ~ ~ w = d = =  
lSO/SUK) Design, Cmsmtion, ud M t i m  

Geaarl. 

150/5390 I Hclipara 
ljOIs900 R a d a g ~ f a A i r p o m .  

sub@ r r a . s c p ~ r m i l l i n r f a d ~ d F c u l r a  issuedinthe 
61.63.65, or 67 arc avdMk An AC rnrrnbcrcd "60" goes 
to dl nwnbm iq drc 60 saier 61.63.65.67, Brwkdown of sub- 

in r series wtnuro a 
followled by a slash 

1 Based on FAR S 7 Tides, Exchxiii the 210 Series. 
2 Basai on FAR Part 'I? ts, k k k g  the 210 Saics. 
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f FIGURE 3-2. SAMPLE FAR GUIDANCE MATERIAL. 

Advisory 
Circular 

-: FAR GUIDANCE MTkRUL: bJr: L0/3/88 
A ~ R T l i I M E s S  AND OPERATIONAL tdtbtdbf: AH)4-110 

A c k  20-131 
APPROVAt OF TRAFFIC ALERT AND 

- 
COLLISION AVOIDANCE SY ST= 
(TCAS If) AND MODE S TRANSPONDERS 

1. PURPOSE. l i i f s  advtsory cficular IAC) provldes guldance u t e r l a l  f o r  fhe 
aitwg-ss and operatlonal approval of Traf f ic  A l e r t  and Col l is ion Avo~dance 
Systems (TCAS I I )  m d  Mode 5 transponders .. Llke a l l  AC m k r f  a1 , thl s U I s  not 
mandatory m d  dots not  constl tute r regulation. It I s  Issued for guidance 
purposes and to out l ine a aethod of coapltance with the a l e s .  I n  1leu o f  
following t h i s  method wlthorrt deviation, the applfcant my elect  to f o l l a r  an 
a1 t e r n r t t  nethod,, provf dcd the r l  t e m a k  mthod i s also found by the federr1 
Avlation Abalnlstratlon (FAA) t o  k an acceptable ems o f  c o q l y l n g  wi th  the 
requlremeats of the Federal Avlr t lan Regulrtlans (fAlt). B c c r ~ t t  the method of  
compliance presented I n  this AC i s  not mandatory, the krrr 'shall' and %ustm 
used herein apply only to an applicant who chooses to follow U l l s  par t icu lar  
#Uod wlthout devlatlon. 

a. . ,Related Federal Aviatfon Regulatlocls. Portions o f  the FAR, as presently 
written, can be applied for the design, substantiation, c t r t l f l c a t i o n  and 
operational 'approvaf o f  TCM I 1  and node S trrnspondcrs. Sections which 
pr tscr lbe nqul tcacnts for these types o f  systems Include: 

S 2S.301 toads. 
S 25,303 Factor of safety. 
1 25.305 Stnngth and deforratlon. 
S 25.561 Emergency. Landing Con'di tions--General. 
S 25.603 Hater l r ls .  
S 2S,6U9 Protection of Structure. 
S 25.629 F lu t ter .  
1 25,1301' Fwctiocr a id  instal lat ton.  
S 25.1303 F l i g h t  and navigation Instruments. 
S 25.1307 Ulsctllaneaus qu lp len t .  
S 25.1309 Equtgawnt, systcass, and ins ta l  l r t l ons .  
S 25.1321 Arrangement and v i s ib i  11 ty. 
s 25.1322 Warning. caution, and advisdry l igh ts .  
S 25.1331 Instruments using r pomr supply. 
S 25.1333 Instrument systecrrs. 

FAA Form 1320-15 (4.821 h ~ u p e ~ a e s  WA Fwm (3262 

Page A1-3 





FIGURE 4-1. 

1320.46B 
Appendix 2 

SAMPLE ADVISORY CIRCULAR MASTHEAD 

Advisorv 
Circular 

AC No: 
Cbmgc: 

Tl&e are h u u b  fix rdq FAA Fam 1330.15. 
~ ~ I t r z b a d  Ulceambldm 
b u s a h r b t ~ A c b Q P l t ( a m e ~ C t b 0 . ~  
T b t r h a a r b o k e d C I ~ A C % o D I  

r" 
I 

FAA Form 1 3 2 0 - 1 5 ( ~ ~ w A - 1 3 ~ 2 ~  

I 

i 
1 
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FIGURE 4-2. SAMPLE CONVENTIONAL TITLE PAGE WITH GPO SALES LINE 

 US^^. 
or- 

Advisory 
Circular 

AVlATION 
-WEATHER 
SERVICES 
(A Supplement to 
Aviation Weather 

. .  

Revised 1985 
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WA Form 1320-1 (11.77, ADVISORY CIRCULAR ISSUANCE RECORD 

t 
I 

ACNa 90-23~ 

+ i 

D 

TITCLE CE 
DATE APfROVlNa OFFICIAL (Typed nome ond t/t/e) 

SIGNED 

I lcrt 

PPFECTIVE RQVACIDATION a 

D a v i d  S. Potter 
10/1/92 A c t i n g  D i r e c t o r ,  F l ight  S tandarde  service,^^^-1 

- - 
S O P E ~ ~ ~ D E O  ADVISORY CIRCULARS (Glw numbeds) gnd dote(s)) 

AC 90-23D, A i r c r a f t  Wake Turbulence, dated 12/15/72. 

PURPOSE o P AC (T'hls desarlptlon wl/l oppeur /n the AC ~ r c h l h t  publtshrd In the Fedem/ Rtglstrr) 

This advisory circular is intended to alert p i l o t s  to the hazards of 

aircraft w a k e  turbulence and r e c o m m e n d e  related operational 

p r o c e d u r e e .  

PROJECT OFFICER 
(Person knowltdgeoble about technlcol content) 

-GAME ROUTING SYMBOL TELEPHONE 

M y r o n  C l a r k  AFS-430 77301 
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FIGURE 4-5. SAMPLE FRONT (SEPARATE) COVER WITH ARTWORK 

Heliport Design 
Advisory Circular 1 5015390-2 

Date: January 4, 1988 

\ 
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FIGURE 4-6. HOW TO PREPARE FAA FORM 1300-2, 
CLEARANCE RECORD 

1. PREPARATION FOR RELEASE FOR "Note: This AC is being cleared with: AAA-1, AAM-1, 
COMMENT. Prepare FAA Form 1 300-2 in as many cop- AAS- 1, AAT- 1, AFS- 1, AGI- 1, AIR- 1, AIT- 1, ARP- 1 ." 
ies (copy fiom original) as are necessary to furnish a copy 
with each clearance draft AC being sent for coordination. 
The numbered instructions below correspond to the 
matching numbers in figure 4-6% Clearance Record. Com- 
plete the form by inserting in: 

a. Block 1. The words "Advisory Circular." 

b. Block 2. Subject area number of the AC only, 
"AC 90- ." The consecutive dash number is left blank until 
the AC is approved. 

c. Block 3. Exact title of the AC. 

d. Blocks 4, 5, and 6. Name, routing symbol, and 
telephone number of person(s) who can answer questions 
about the contents of the AC (usually the preparer). 

e. Block 7. A simple explanation of the reason for 
issuing the AC, what group or purpose in the aviation 
community it will.serve. The budget impact, if any. (See 
paragraph 4-5(c)(2).) 

f. Block 8. A description of the proposed disiribu- 
tion (i.e. AC 20 sxies, AC 60 series, AC 90 series, and so 
on). State whether the AC is to be sold by the Superinten- 
dent of Documents, (GPO) or issued free fiom FAA. 

g. Block 9. Routing symbol of the official approv- 
ing the draft for comment. 

h. Blocks 10, 1 1, and 12. Initials, routing symbol, 
and date initialed by specialists providing internal (in- 
office) approval preceding release of draft for clearance. 
DM0 must initial to show preliminary format review. 

i. Blocks 13 and 14. Signature, title, routing sym- 
bol, and date signed by official releasing the draft for clear- 
ance. HeIShe signs after block 10, 1 1, 12, 15, and 16 are 
completed. 

j. Blocks 15 and 16. Initials and routing symbol of 
forms control and reports control points, if such clearance 
is necessary. If not, DM0 must certify, "NOT 
REQUIRED." 

k. Block 17. Deadline date for return of clearance 
drafts to originating office. (See paragraph 4-5b(2).) 

1. Block 18. Routing symbols of heads of all neces- 
sary clearance offices. For multiple simultaneous clear- 
ances, type a note across block 22 as follows: 

2. RETURN CLEARANCES TO ORIGNATING 
OFFICE. Blocks 19 through 26 are for use by offices 
clearing the AC. Complete by inserting in: 

a. Blocks J 9 through 21. Initials, routing symbols, 
and date of internal clearances prior to review by the 
authorized clearing official for the clearing office. 

b. Blocks 22 through 26. Signature and routing 
symbol of signing official for the clearing office listed in 
Block 18 and da6 of his signature. Place a check mark in 
blocks 24 throu* 26 to show action. If "Nonconcur" is 
checked in Block 26, attached comments must state what 
changes are required before concurrence will be given. 

3. SENDING DRAFT FOR FINAL APPROVAL. 
Blocks 27 throu& 34 are for use by office originating AC. 
Complete by inserting in: 

/ 1 
a. Block $7. An indication of "Yes," "No," or 

"Part" to show cdmpliance with comments. Attach a brief 
statement (summary of comments) to explain comments 
NOT adopted. If the AC is cleared with several sources 
simultaneously, cxpmpile all Clearance comments and sig- 
natures on the orilg;inal FAA Form 1300-2 before sending it 

3 
to the DM0 for signature (block 29) and the fmal signing 
official (block 32)~ 

I 

b. Blocks 8, 29, and 30. Routing symbol, signa- 
ture, dnd date si I i  ed by DM0 of the originating office. 
This certifies finaq AC format review before submission to 
signing official. ' 

a. Blocks $1, 32, and 33. The routing symbol, sig- 
nature, and date signed by the signing official of the origi- 
nating office. 

b. Block 4. Routing symbol of office (usually 
DMO) to which 1 C should be returned for further proc- 
essing after signa*e and assignment of consecutive num- 
ber. This would' include preparation of the printing 
requisition, obtabing GPO Form 3868 fiom ABC-100, if 
the AC is a "for-sftle" publication, and any other necessary a 

administrative trarisaction. 
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FIGURE 4-6a. SAMPLE CLEARANCE RECORD 
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FIGURE 4-7. SAMPLE PAGE CONTROL CHART 

Advisory 
Circular 

1. This Ch&nga d8l8ta8 tb. obaoWI E.t.goy XI and 1x1 Ob.tacl8 cziti- 
crl uaa. 

obotacl~ cr i t ica l  uu troo tho -1- circular- 

PAGE COtCIROt CHART 

I and 2 

7 and 8 

Remove Pages Dated 

Leonard E. tludd 
Director, Office of Airport Standards 

Insert Paas Dated 
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FIGURE 6-1. SAMPLE PRINTING, BINDING, DISTRIBUTION, 
AND EDITORIAL SERVICES REQUEST 
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FIGURE 6-2. SAMPLE ANNOUNCEMENT OF AVAILABILITY 

Federal Avlrtfocr 
Admlnirtntlon 

Advisory 
Circular- 

- 

S u b w  ANNO- OF AVMABEIIY- D;rtr= lil9d93 AC No: ~~9 
RmXT NO. DOTEWIpz-5 Sniwtd by. APP-510 Change: 
GVlDELwEsK)H1T)IE!muND 
INSUU'IION OF =ED 
Tomawr~nQNs 

isatwsOfhadEaviroamcPtipdEpavdOt- 
t c e o C A i r p a t ~ r r d ~ m d r h e  
N P n l ~ ~ C k m m r r u l ~ ~  
W y k R e s c r r d r o o d e v l d o p r q a t ~ g d & -  
fi#rfrortberc#abinarkrbnof1C3idCDEQmrn 
tircnftop&rtioar'Iheqmapwidctrpojeamrm- 
r g a a a u ~ f a r m d y i r r & S & i n g , d i o l p b .  
m m d n g x c & i a W O O l l P d ~ ~ i n  
o d g h i & m & ~ ~ d * . i e w F -  
'Ibe infandm in dre report k based oa hdmattal  
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