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5/9/73 1330.14A

FOREWORD

1. PURPOSE., This order gives the objectives, responsibilities, standards
and procedures for managing all forms prescribed or used by the FAA.

2. DISTRIBUTION. This order is distributed to the division level in Wash-
ington and regional headquarters, and centers, to field offices and
facilities; and to paperwork management officers.

3. CANCELILATION, Order 1330.1 is canceled.

4. BACKGROUND. This revision includes numerous minor changes that reflect
the FAA organization shift to administration status and reorganization
within FAA.

-

-

\) Y/ g/r/o-fﬁ

J. MEISEL
Director of Managenent Systems
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1330.14

CHAPTER 1. GENERAL

1. PURPOSE, This handbook prescribes the program for managing forms used
by the agency, including Standard Forms, Optional Forms, and other
Government agencies' forms,

i PROGRAM OBJECTIVES. The program ensures that forms are:

a. Available for use when needed, and are registered, and cataloged.

b. Approved for use, numbered, and adequately identified.

c¢. Discontinued and removed from use when not needed.

d. Well fitted to the procedures in which they are to be used, including
professional analysis of purpose, content, and procedures.

e, Efficiently designed to meet the needs of all users and facilitate
procedures,

f. Reproduced, distributed, and stocked efficiently and economically.

g, Clearly and simply described in written directives,

3. CONTROL OF FORMS., Any form that is to be reproduced or procured in any
quantity for use in the agency will be controlled from its origin to its
discontinuance, including any revisions thereto, One-time, experimental,
and short-run forms may be given modified controls and handling, but must
be reviewed. Control of a form usually requires performance of the
following functions:

a. New and Revised Forms.

(1) Amnalysis of purpose and procedural use.

(2) Determination that existing forms can or cannot serve same
purpose,

(3) Application of design standards and techniques,

(4} Development and preparation of physical specifications for
reproduction.

(5) Determination of scope of users, quantities to be reproduced and
where stocks will be maintained.

(6) Assignment of a form or identification number.

(7) Approval or disapproval for its reproduction and use.

Chap 1
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b. Existing Forms in Use.

(1) Review the purpose, procedures, and need of existing forms
by the office of primary interest at least each four years
to determine if their use should be continued or discontinued,
or their format improved,

(2) Review by the approving forms management officer at least annu-
ally of forms that have not been issued within the past twelve
months or whose stock volume greatly exceeds demand.

(3) Monitor the reprinting of forms for stock replenishment when
"stop orders' are issued to prevent automatic replemishment.

" 4. TFORMS~PRESCRIBING DIRECTIVES., The use of all forms will be covered by
appropriate directives, The directives will usually provide instructions
covering preparation, submittal, and copy distribution. For supply
purposes identify forms by number, title, source of supply, FSN if
applicable, unic of issue, and (for new and revised forms) estimated date
available and advice if there will be an initial distribution and to
what level. Superseded forms should be identified along with advice
concerning disposition of stocks,

5. RESPONSIBILITIES.

a. The Director of Management Systems is assigned the following
responsibilities which are carried out by an Agency Forms Management
Officer located in the Systems Support Division,

(1) Formulate and prescribe basic forms manageﬁent program standards
and procedures that are binding upon all organizations of the
agency.

(2) Coordinate the overall forms management program, evaluate
program effectiveness, and furnish evaluatiom guides.

(3) Provide technical advice and assistance to organizations
responsible for forms management activities,

(4) Originate and participate in major forms projects and systems
analyses.

(5) Plan and arrange training programs for improving sgency personnel
engaged in forms management activities.

(6) Coordinate the development and issuance of catalogs of forms
used in the agency.

(7) Participate in development of the FAA Forms Catalogs.

Chap 1
Page 2 Par 3
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b.

Chap 1
Par 5

1330,14

(8) ¢give final review and approval, and assign the serial suffix to
form numbers, where required, to all forms created or prescribed
by headquarters offices and services,

(9) Maintain the official files of all Washington originated forms.
(10) Maintain a functional file of all forms used in the agency,

(11) Standardize forms that are functionally similar for agencywide
use,

(12) Represent the agency in all matters pertaining to forms
management with all Goverment agencies and industry.

(13) Prepare agency reports on forms management progress and
statistics.

The Head of Each Office and Service is responsible for the forms
management activities in his respective area, including carrying out
the objectives and provisions of the forms management program. He
will designate a forms officer and an alternate to assist in carrving
out general responsibilities and to be specifically responsible to:

(1) Provide technical guidance and assistance to originators of forms.

(2) OQriginate and participate in forms projects, and systems analyses
including those originated by the Agency Forms Management
Officer.

(3) Prepare required and special reports on the forms management
program,

{(4) Control all forms originated or prescribed by the office or
service, except for final approval and assignment of the serial
suffix to the form numbers. The four-digit functional classifi-
cation code, the first part of a form number, is assigned by the
forms officer,

(5) Coordinate the use of forms created or prescribed by other
organizations of the agency with organizations of his office
or service. .

Directors of Regions, the Aeronautical Center, and the Natiomal
Aviation Facilities Experimental Center are responsible for forms
management activities in their respective operational areas. - (Note:
The AAC Director gives forms support to all temants.) Each director
will designate a forms management officer and an alternate to assist
in carrying out general responsibilities and to be specifically
responsible to:

Page 3
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Coordinate and evaluate the forms management program, using
guides furnished by the Agency Forms Management Officer.

Provide technical guidance and assistance to originators of

Originate and participate in major forms projects, and systems
analyses including those originated by the Agency Forms

Provide training programs for personnel engaged in forms
management activities, using GSA workshops when available.

Arrange for the designation of forms officers and alternates in
local organizations where necessary to assist in the forms

Maintain the official file of all local forms originated.

Represent the agency in all matters pertaining to forms
management with all governmental and industrial agencies at the

Prepare required and special reports on the forms management

Director, Aeronautical Center for agency forms stocked in the

Determine stock replenishment cycles, including.quantities to be
replenished and the initiation of procurement actiom,

Develop and provide the Washington headquarters printing manager
data as may be required in budgeting for the stock replenish-

(5
(2)
forms.
(3
Management Officer,
(4)
(5) Issue and maintain a catalog of local forms.
(6) Control all local forms.
(7}
management program.
(8)
(9) Maintain a functional file of all forms used.
(10}
local level.
(L)
program.
The
FAA Depot shall:
(1) Provide supply support for forms.
(2) Establish stocking and issuing procedures.
(3) Determine and maintain stock levels,
(4)
(5)
ment of FAA forms.

Chap 1
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REPORTING.,

a. Paperwork Management Report (RIS: MS 1300-7), The organization in
each region, center, office and service primarily responsible for
paperwork management submits an annual report (appendix 1) to the
Office of Management Systems (AMS-100). Reports are due by 20 July.
Reports include program management statistics and significant accom-
plishments, plans and problems. Where possible, propose solutions to
problems.

b. Inactive and Overstocked Forms Report (RIS: MS 1330-1). To provide
an annual report of inactive or overstocked FAA forms, AAC submits a
letter report of depot stocked FAA forms that were not issued in the
past 12 months, or that have stocks in excess of five years require=-
ments. The report covers status as of 31 October, and is made to
AMS~140 by 30 November.

DEFINITIONS.

a. Form. A form is paper or other material imprinted to standardize
and simplify entering or presenting information. Forms include:
form letters and memorandums; work sheets; certificates; and items
without fill-in spaces such as contract provisions, instruction
sheets, notices, tags, labels, and posters controlled as forms for
purposes of reference, printing, stocking, distribution, and use
with other forms.

b. Government Standard Form. An “SF'" or "Standard Form" is prescribed
by a Federal agency for mandatory use by other agencies.

¢. Government Optional Form. An '"OF'" or "Optional Form" is provided
for optional use by one agency for other agencies.

d. Goveroment Apency Form. Government agency forms are prescribed for
use by legislation or regulation, They include forms of the Civil
Service Commission, Department of Labor, Treasury Department,
National Transportation Safety Board, etc,

€. DOT Form. DOT forms are provided by the Department of Transportation
for Departmentwide use or for use by the public. The "DOT" prefix
identifies a DOT form.

£. FAA Form. FAA forms are provided by headquarters offices for agency-
wide use or for use by the public. The "FAAY prefix identifies an
FAA form.

Chap 1
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Regional or Center Form, These forms are prescribed by a regional
office or center for use within its operational area. The prefixes
CE, AC, etc., identify these forms. Some AC forms may be used
agencywide or by the public if the forms implement functional
responsibilities assigned to the Center.

Washington Headquarters Form. Headquarters forms are prescribed by
headquarters offices for general use by more than one headquarters
organization. The prefix WA identifies these forms.

Washington Office Form. Washington office forms are prescribed for
use only within the office identified by the organization prafix
of the office or service, AT, FS, etc.

Tnternal Form. These are forms prescribed for use entively within
an agency and by other Federal agencies.

Public-Use Form. These are forms used by the general public,
including that portion of the public termed ''designees or represent-
atives of the Federal Aviation Administration.™

Continuous-Use Form. These are forms to remain in effect indefinitely.

One-Time-se Form. These are forms to be used one time only.

Test Forms. These are forms designed for test prior to adoption.

Overprints. These are forms overprinted to reduce preparation time
or to insure uniformity of entries,

Revisions to Forms. Any change in content, format, or physical make-
up is a revision to a form,

Reprints. Reprints are forms reprinted for the replenishment of
stock, They may not be changed in content, format, or physical aspect.

Office of Primary Interest (OPI). An OPI is an office or service im
the Washington headquarters, and a staff or division in a center or
regional headquarters, The OPI is responsible for prescribing the
use of a form,

Forms Distribution. Management of the supply of forms, including the
determination of stock replenishment requirements, preparation and
routing of requisitions, maintaining and accounting for stocks, ship-
ment or issue, and identificatiom and disposition of excess and
obsolete gtocks,

Chap 1
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8. RELATED DIRECTIVES AND REFERENCES,

a,

<.

Chap 1
Par 8

FAA Directives

(1)

(2)

(3)

(4)

(5)

(6)

(7

FAA Reports Management Handbook, 1340.1, relating to the approval
and use of internal and publlc-use reporting forms.

FAA Order 1100,108B, Identification of Federal Aviation Adminis-
traction.

FAA Order 1720.13, Printing, Duplicating, and Distribution
Services, governing these services.

FAA Order 1700.6, FAA and DOT seals, affecting use of seals on
forms.

Field Inventory Management and Replenishment Handbook, 4250,9
prescribing procedures for requisitioning items of supply
from the FAA Depot.

b

FAA Order 0000.1F, FAA Standard Subject Classification System
providing codes for numbering forms,.

b ]

FAA Order 1300,8, Department of Transportation Records Manage-~
ment Systems, requiring management of records creation activities,

GSA Guilideg, serving as supplements to this handbook.

(1)

(2)

GSA Handbook, Forms Analysis, giving factors and techniques
applicable to the analysis of need, purpose, and use of a form.

GSA Handbook, Forms Design, giving the basic design standards
applicable to all agency forms.

Other Ttems.

(1)

(2)

(3)

(4)

The Pederal Reports Act of 1942, (5 USC, 139), relating to the
approval and use of internmal and public-use reporting forms.

The Federal Records Act of 1950, Seetion 506, (44 USC, 396),

relating to the creation of records.

Printing and Binding Regulations of the Joint Committee on
Printing, Title 3, General Provisions, as they affect forms
characteristics and reproduction.

Code of Federal Regulations, 41 CFR 101~11, on establishing forms
programs and clearance of Government Standard and Optional Forms.

Page 7
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(5) Budget and Accounting Procedures Act of 1959 (Public Law 81-784,
as amended), affecting financial forms and systems requiring
approval by the Comptroller General of the U, 5.

9,-19 RESERVED

Chap 1
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CHAPTER 2, PROCEDURES FOR REQUESTING APPROVAL
OF NEW, REVISED, OR REINSTATED FORMS

20. PREREQUISITES TO SUBMITTAIL OF FORM FOR APPROVAL, Before submitting

a request for approval to reproduce a form, or prescribe its use,
the originator shall:

4,

b,

Assure the need for the form, each item on the form, and that
each copy justifies the cost generated by preparation and use,

Cogrdinate the need for the form and its use with actual or
potential user organizations where necessary,

Contact the appropriate forms officer for assistance in checking the
FAA functional forms file at headquarters, or the regional, AAC, or
NAFEC functional forms file to determine whether an existing standard
form, optional form, DOT form, FAA form, or other standardized form
will serve the neead,

21. [FORMAL REQUEST FOR APPROVAL. The originator submits the following

through his OPL forms officer to his forms management officer,

d.

€,

Chap 2
Par 20

Form Copy. This copy should be a reasonable facsimile of the
finished product, It may be a hand printed or typewritten copy
for direct (camera copy) reproduction, or, it may be a rough draft
on which the approximate spacing measurements are indicated., (See
appendix 2, pages 1 and 2,)

FAA Form 1300-5, Form and Report Approval Request, It is essential
that all applicable items on the form be completed. (See appendix 2y
pages 3 through 8,)

FAA Form 1330-6, Forms Distribution Request, Complete this form when
users are jinitially provided a supply of a new or revised
rorm. (See appenaix 2, pages 9 and 1u.)

Prescribing Directive, Include the directives or other instructions
relating to the form, Forms used agencywide, regionwide, by more
than one office or service (divisions and tenants in regions and cen-
ters), or by the public will not be reproduced unless instructions
are contained in FAA directives., When forms are revised, the pre-
scribing directives will be reviewed and updated or revised as
required,

Justification for Exceptions, Include a detailed justification for
any form to be used in lieu of an existing form.

Page 9
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22. WHEN FORM IS ALSO A REPORT, When forms are reports, as defined in
Handbook 1340,1, route prescribed materials in accordance with standard

procedures.

23.-29. RESERVED,

Chap 2
Page 10 Par 22
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CHAPTER 3. STANDARDS AND PROCEDURES FOR INITIAL STOCKING,
STOCK REPLENISHMENT, AND DISCONTINUING USE OF FORMS

30. DEFINITIONS,

4. Forms Distribution Point. The activity designated to maintain
operating stock levels, distribute forms, and perform supply management
functions.

b. Operating Stock Level. The quantity expected to be issued b  a forms
distribution point from one replenishment of stock to the next

¢, Initial Distribution. Shipment of forms, directly to users by forms
distribution points, printers, or other distribution organizations
without requisitioning action by receivers,

d. Initial Stock Shipment. Shipment of forms, estimated to be required
for the initial establishment of stock at a forms distribution point.

e, Sample Copy Distribution, Delivery of samples of a new or revised
form as determined by the approving forms management officer for
forms management purposes,

f. Lead Time. Total time to get a form approved, printed and at the
supply source, or in the hands of its users.

(1) New or Revised Form must be cleared with interested offices;
the form and related procedures and directives must be reviewed:
the form analyzed and designed; specifications written; and
requirements and distribution needs established, all before the
form reaches the printer,

(2) Replenishment Actions and further action on new and revised
forms often require such time-consuming steps as the preparation
of requisitions, bidding and contracting, composition and reading
of proofs, examination of paper and carbon samples, construc-
tion 'dummies,'" printing, packaging, and transportation to
destination,

(3) Lead Time must be estimated, It varies from several days to two
months for simple cut sheet and ‘card forms, depending on quantity,
urgency, and printing source., Three or four months may be needed
to obtain specialty forms such as carbon-interleaved snapout sets,
marginally-punched continuous forms, sets containing reproducible
masters, tab cards, etc.

Chap 3
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31. SUPPLY OF FORMS,

a,

Page 12

Designation of Forms Distributionm Points. The following Forms

Distribution Points are responsible for the functions indicated:

1

(2)

(3)

{4)

FAA Depot, Serves as the source of supply for forms used
agencywide. Procedures for obtaining forms from the FAA Depot
are described in 4250.9, Field Inventory Management and Replen-
ishment Handbook and in 4250.5, Aircraft Maintenance Base
Materiel Management Handbook.

Adwinistrative Services Function, Region and Center, Provides

forms to users in the regional headquarters and centers. Serves
as the source of supply for regional and center forms used by
organizations within the region or center, Procedures for
obtaining these forms are contained in regional and center
directives,

Office of Primary Interest, All Locations. When quantities
permit, serves as the source of supply for test and ome-time
forms initiated by that office only, Stocks small quantities of
forms used within that office only, and forms for which strict
issuance control is exercised., Stocking by the OPI or by
Administrative Services is determined by the forms management
officer,

DOT_Headquatrters Warehouse (TAD-443.1) Provides forms used in the
Washington headquarters, either directly or through the GSA retail
store, including those used exclusively in the Washington Headquar-~
ters, but excluding those issued by offices of primary iaterest,

Criteria for Estimating Initial Requirements.

(1)

(2)

New or revised agency forms, intended for continuous use, will

be initially reproduced in quantities sufficient to establish
initial operating stocks at appropriate forms distribution points,
and meet the initial needs of users. If an initial distribution
of a form is to be made directly to users, a supply not in excess
of six months' usage will be sent. Initial stock shipments to
forms distribution points will be reduced by this amount,

If the form is a test or one-time form, quantities provided will
be sufficient to meet user needs for the required period, or for
an initial 12-month period if the test is to extend beyond one
year. Distribution of these forms should be made directly to
users; stocks, if required, ordinarily will not be maintained at
distribution points other than the 0PI,

Chap 3
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(3) Initial stock shipments to the FAA Depot will not exceed a 36
months supply. Stocks for other distribution points will vary
from 6 to 12 months supply for test, one-time and overprinted
forms, and from 12 to 18 months for continuous-use forms,

¢, Criteria for Stock Replenishment.

-

(1) Continuous-use forms will normally be reprinted in 12-month
quantities based on usage experience.

(2) One-time forms normally will not be reprinted for stock
replenishment purposes,

(3) Test forms will not be rebrinted in quantities exceeding the
estimated usage for the duration of the test, or exceeding a
six-month supply whichever is the lesser of the two,

32, FORMS REQUESTS AND STOF ORDERS,

a. FAA Torm 1300-5, Form and Report Approval Request, is used for
initial stocking of a new or revised form. (See appendix 2, page 7.)

b. FAA Form 1330-6, Form. Distribution Request, is used to make
initial distribution of forms directly to users. (See appendix 2,
pages 9 and 10.)

c. FAA Form 4250-1, Form Reprint Request for Stock Replenishment, or an
appropriate printing request, is used to replenish stocks. (See
appendix 3, page L.\

d. FAA Form 1330-4, Stop Order, is used to prevent the automatic replen-
ishment of stocks because of pending revisions or to cancel forms.
(See appendix 3, pages 3 and 4,)

33. ESTABLISHING INITTIAL STOCKS QF AGENCY FORMS.

a. QOriginator, in collaboration with the appropriate forms officer,

(1) Computes quantity to be reproduced for initial needs and stocking.
{2) Considers where supply will be issued and maintained.

(3) Enters findings on FAA Form 1300-5 for forms management officer
approval.

Chap 3
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b. Forms Mapagement Officer.

(1) Assures that all factors are considered so that initial quantity
is adequate for issuance and stocking, and that stocks are
properly located,

(2) Forwards approved copies of the printing reauest to printing
organization for reproduction and to forms distribution points.

c¢. Printing Organizatjon., Reproduces or procures forms in quantity
requested and delivers them to forms distribution points.

d. TForms Distribution Point,

(1) Issuyes forms on request,
(2) Maintains adequate stock.

(3) Establishes minimum supply levels, based on issuance experience
and lead time needed to replenish stocks.

NOTE: This is an important step in supply procedures. Realistic
minimum levels enable orderly replenishment and prevent premium
costs and disrupted schedules.

34. NORMAL REPLENISHMENT OF STOCKS OF AGENCY IFORMS.

a. The FAA Depot forms distribution point shall replenish stock by
submitting a printing request directly to:

(1) The Aeronautical Center printing plant for the less complex types
of forms within the printing limitation of the Aeronautical Center.

(2) The headquarters printing manager for forms exceeding the printing
limitations of the Aeronautical Center.

b. Regional and Center forms distribution points shall replenish stock
as follows:

(1) FPorms stocked by the FAA Depot will be requisitioned in
accordance with 4250.9.

(2) Local forms will be obtained by submission of FAA Form 4250-1,
or appropriate printing request, to their printer.

(3) Standard Porms and Optional Forms, used within the regional
or center headquarters, will be obtained by purchase from
the applicable regional GSA supply depot.

Chap 3
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(4) Forms of other Federal agencies (DOT, GSA, Treasury Department,
Civil Service Commission, etc,), used within the regional or
center headquarters, will be obtained from the source of supply
jindicated in the directive prescribing the use of the form
required,

¢c. Office of Primary Interest forms distribution points shall replenish
stock as follows:

(1) Originator of form who maintains stock prepares FAA Form 4250-1,
or an appropriate printing request, and sends it to his (OPI)
forms officer.

(2) The forms officer, upon approval, sends request to the supporting
printing organizatiom:

d. The Headguarters Warehouse shall replenish stock as follows:

(1) Forms stocked by the FAA DPepot will be requisitioned in
accordance with procedures established in 4250.9.

(2) Requests for reprint of forms used exclusively in the Washington
Headquarters will be ordered by a printing request to the head-
quarters printing manager.

e, Copy of ¥Form, A copy of the latest edition of the form to be
reprinted must be attached to the FAA Form 4250-1 or appropriate
printing request . No changes will be wade to the latest editiom.

f. Printing Source. The printing source will reproduce and deliver
the quantity of forms requested.

35. STOPPING NORMAL STOCK REPLENISHMENT ACTION, Normal stock replenishment
action is stopped by an FAA Form 1330-4, Stop Order, because of a pro-
posed revision or other factor affecting the use of a form. The instruc-
tions issued on a stop order remain in effect until they are superseded
by the issuance of an FAA Form 1300-5 for a revision of the affected form,
another Form 1330-4, or a memorandum from the originator, endorsed by the
OPI forms officer, lifting the effect of the stop order.

NOTE: Local procedures determine where the Form 1330-4 will be sent for
reyiew and issuance:

a. Originator of Affected Form prepares and sends the Form 1330-4 to
his forms officer (OPI) or forms management officer.

b. Forms Management QOfficer or OPL Forms Officer reviews and sends
copies of the stop order to forms distribution point, printing
organization, and other interested organizations as necessary.

Chap 3
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c. Forms Distribution Point.

(1) Immediately checks if a reprint request was recently issued for
normal stock replenishment of the form affected, If issued,
takes action to stop or suspend printing, and notifies the
forms management officer or OPI forms officer accordingly.

NOTE: This step is important for two reasoms: (1) the proposed
form change may be postponed as too costly to implement because
reproduction of stock could not be stopped; or (2) current
jssues for the form may be affected if reproduction is stopped.
Por either reason the forms officer will advise the stocking
location of action taken regarding the affected form stocks.

(2) Holds the stop order on file, and acts according te these
instructions regarding subsequent replenishment transactions.

d. Printing Organization.,

(1) Files stop order in forms jacket as a flag for subsequent
replenishment requests.

(2) Stops or suspends any pending printing.

(3) HNotifies requesting forms distribution point of success in
stopping pending printing.

36. STOCK REPLENISHMENT AFTIER ISSUANCE OF A STOP ORDER,

NOTE: Local procedures determine where FAA Form 4250-1 or printing request
will be sent for review and actiom.

a. Forms Distribution Point prepares and sends Form 4250-1 or printing request
to the forms officer (OPL) or forms management officer issuing the stop order,

b. Forms Officer (OPL) or Forms Management Officer,

(1) Checks status of proposed change. FAA Form 1330-7, Status of
Form Inquiry, may be used for this purpose. (See appendix 3,

page 5.)

(2) Promptly cancels the request or authorizes reproduction in
a quantity commensurate with the timing of the proposed
form changes.

(3) Promptly returms a cCoOPY of Form 4250-1 or printing request to the
originating forms distribution point as notification of action taken.

Chap 3
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(4) Sends copy of Form 4250-1 or printing request to printer for
reproduction of form. A copy of the latest edition of the
form is attached to the Form 4250~1, No changes are permitted
on thia copy of the form,

37. DISCONTINUING A FORM, The discontinuance of any form from use regardless

of reason, except previous editions of a revised form, is accomplished by
the issuance of FAA Form 1330-4, Stop Order. Procedures for issuing a
stop order are the same as in paragraph 35a and b.

38. ANNUAL PURGE OF INACTIVE AND OVERSTOCKED FORMS. The appropriate forms

management officer annually:

a,

b,

d.

Reviews forms that have not been issued Within the past twelve months,
or that are excessively overstocked.

Determines with the office of primary interest, whether to cancel
forms or reduce stock volume, This is most easily done by circula-
ting a copy of each form involved, with the gquantity issued in the
last 12 months and quantity on hand entered on it. The OPI can note
on the form copy action to be taken: continue in use, discontinue,
reduce stock (with recommended quantity), or other appropriate
action., (FAA Form 1330-7 can also be used. See appendix 3, page 5.)

Notifies the forms distribution point and users of action to be
taken.

Records volume and number of forms purged.

39. RESERVED.

Chap 3
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CHAPTER 4, FORMS ANALYSIS AND DESIGN STANDARDS

40, NEED FOR STANDARDS. Forms analysis and design standards insure uniforn,
simplified, economical, and efficient forms.

a. General Standards. Forms standards in the GSA handbooks, Forms "
Analysis and Forms Design, are adopted for analyzing and designing
FAA forms. Handbooks are furnished to forms officers.

b. Specific Standards. Mandatory specific standards applicable tea agency
forms are given below, These prevail over the GSA handbook standards.

41. USE OF PHRASE, UNITED STATES OF AMERICA. United States of America in the
identification area of agency forms:

& Is required on public use forms issued to or used by foreign nationals
and governments.

b. May be shown on internal forms used for public display such as
certificates, diplomas, etc.

C. Will not be shown on public use forms issued to or used by only
domestic ciltizens, commerce, or govermment, ner on any internal use
forms except as provided in the preceding subparsgraph,

d. When used, is always spelled in full, set in same style type egual to
or larger in size than that used for the department and dgency names,

42. USE OF AGENCY NAME. The agency name in the identification area of agercey
forms:

a. Is required on all public-use forms and on internal-use forms used for
display purpcses such as certificates, licenses, diplomas, =atc.

b. Will not be shown on internal-use forms except as provided in the
preceding paragraph.

¢. When shown is always accompanied by the name of the Department of
Transportation.

43. USE OF ORGANIZATION NAMES, Organization names in the identification area
of agency forms will be used as follows;

a. FAA Forms. Organization names will not be shown on any form known
as an "FAA or WA Form', except for the National Capital Airports,

Chap 4
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b. Reglon or Center Forms. The name of the region or center in conjude~
tion with the agency and Department name.

(1) Is required on public-use forms.

(2) May be shown on internal forms used for public display such as
certificates, licenses, diplomas, etc.

(3) Will mot be shown on internal-use forms except as provided in the
preceding subparagraph.

(4) Subordinate regional or center organization names are not shown.

(5) When used, the region or center name will be set in the same

style tvpe equal to or smaller in size than that used for the
agency name.

44, TFORM TITLES., Use brief, clear, descriptive titles indicative of functiom
and purpose. Relating the form title to the function simplifies identi-~

fication, cataloging, and reference. Use key word first to help index.
Examples:

Membership Application and Directory
not
Application for Membership and Directory

Traffic Report (Airway Peak Day)
not

Report of Peak Day Airway Traffic

45, FQORM IDENTIFICATION.

a. Prefix., The prefix identifies the origin and generally indicates
scope of usage of a form.

(1) FAA Forms, These forms originate at headquarters. They are
used agencywide, and have the prefix, FAA Form.

{(2) Regional or Center Forms. These forms originmate in regions or

centers, They are generally used locally, and have the region
or center eefitraction prerix, i,e, AL Form, AC Form.

(3) Washington Headquarters Forms. These forms originate at head-

quarters for internal use by two or more services. They have
the prefix '"WA Form'.

Chap 4
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(4) Washington Office Forms. These forms originate in a headquarters
office for exclusive internal use in that office. They use the

office's contraction prefix, i.e, MS Form.

b. Number,

(1) Number each form by a four-digit numerical code ideatifying the
function of the form. This is followed by a dash (-) and a
sequential number. 4 separate sequence is used with each Ffour-
digit code, Take the functional number from the subject classi-
fication table in Order (000.1C. The sequential numbers identify
the lst, 2nd, 3rd, etc, forms issued for use in a functional area.
The complete number is followed by the edition date. Examples:

FAA Form 1330-1 (5-63) WA Form 1330-1 (5-65)
FAA Form 1330-2 (6-65) WA Form 1330-2 (6-63)
EA Form 1350-1 (7-65) MS Form 1330-1 (7-65)
EA Form 1350-2 (8-65) MS Form 1330-2 (8-65)

(2) Old-series forms need not be renumbered until revised. It is
not necessary to reaumber them when reprinting, but they may be
renumbered when reprinted if it is practical to do so.

(3) Overprinted forms will be identified by the form number of the
basic form and OP followed by the local contraction and & sequen-
tial number, i.e, OP-NA-1,

¢, [Edition Date, Whenever & change is made, in content, updating of
organizational titles, changing old-series form numbers to functional
numbers, or physical specifications such as kind, weight, grade or
color of paper, size, construction, etc., change the edition date to
show the month and year of revision. Show an appropriate supersession
notice also on the form to the immediate right of the edition date:

“SYPERSEDES PREVIOUS EDITION™ "SUPERSEDES FORM (NUMBER)" “FORMEALY FORM {NUMBER)"

d. One-time Use and Test Forms. Identify one-time or test forms by
placing "OT" or "TEST" to the right of the form number. Examples:

AL Form 1320-1 OT (9-62) CE Form 1800-1 TEST (9-62)

On test and one-time forms show an expiration date following the
edition date, thus: {(Use expires 7-1-65),
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a. Continuation Sheets and Variations of Forms by Comstruction.
Continuation sheets of basic forms, and forms that are the same but
vary in construction because of systems or other operating conditions,
are distinguished by numerical suffixes to the basic form number. The
suffix is separated from its base number by a point or period (.).
Example:

WE Form 4730-1 (1-653) Parts List
WE Form 4730-1.1 (1-65) Parts List, continued

FAA Form 1330-10 Forms Catalog Page (Single sheet for manual preparation)
FAA Form 1330-10.1 Forms Catalog Page (Continuous form for mechanical
preparation)

¢. Placement of Form Identification. Place form number in the lower left
margin outside the border, except for visible file cards, tabulating
cards, and similar forms in which space is limited by systems or equip-
ment requirements. In such cases place the number elsewhere in a
prominent place, Keep form number on form letters, certificates, and
like documents inconspicuous so as not to detract from the overall
appearance.

g. Modified Forms Identification and Contxrol. Some short-run, local-use
forms with one or a few users do not need full controls with formal
numbering and documentation. These forms usually come as camera copy
and are usually not reprinted, The Forms Officer should see and
approve all requests for such forms. Approval shown on a hot copy
or duplicating request, or a modified FAA Form 1300-5, may adequately
control these items. Usually no form number is assigned. If desirable,
jdentification such as 'Approved Form AT 9/72 500 copies " may be
shown in place of a form number,

46, REPORT IDENTIFICATION SYMBOLS. FPlace the symbol for FAA, other Govermmeént
Asency, and OMB approved reports in the upper right corner of the first

page. Generally place the symbol in & box, forms design permitting.
Where forms design does not permit standard display, place the symbol in
a prominent place.

a, FAA and Qther Government Agency Reports. Example:

RIS: MS 1340-1

b. Public-use Forms Approved by the Office of Management and Budget,
Example:

Form Approved: OMB No. 04-R0O000

Chap &
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47. CATALOG STOCK NUMBERS., Forms stocked in the FAA Depot requive catalog
stock numbers. TFrom blocks of numbers provided by the FAA Depot, the
Forms Management Officer assigns the 1l-digit (Class 0052) number,

48, SEALS AND OTHER DEVICES,

a. Agency Seal. As provided in Order 1700.6, monochrome facsimile A
or B may be printed on agency forms used for display purposes, such
as certificates, diplomas, licenses, credentials, etc, When used,
they will be not less than one-half inch in diameter. Multi-color
facsimiles are not permitted on any form without written authorization
from the Director of Management Systems.

b. Other Identifying Seals, Marks, Logos, or Signs. These devices are
not permitted on an agency form unless the use of such a device is
fully justified to the Director of Management Systems and his
wrttten authorization is obtained.

49, BORDER RULES, Border rules are given in figures 10 and 11 of the GSA
Forms Design Handbook.

a, At top and bottom of form, rules are preferred but not required.

b. On sideg, rules are not preferred unless they are essential to govern
fill-in or processing of the form.

Chap 4
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CHAPTER 5. FORMS INFORMATION

50. OFFICIAL FORMS FILE, The forms management officer keeps this historical
file for the forms he approves., Canceled files are kept forever as
permanent record center files, To reduce bulk, file temporary papers
loosely, Prong fastea permanent papers on the right side, Unneeded
papers on early editions of revised forms may be purged as new editions
are developed., ©Purge loose and extra papers, preferably on cancella-
tion, or before record center transfer,

a. Contents of File,
(1) Prong-fasten to the folder in date sequence:
(a) Approval request (such as FAA Form 1300-5).
(b) Printing request and specifications (when required).
(c) Essential papers that modify data on the Form 1300-5.
(2) File loose,
(a) Final form drafts.
(b) Ok'd printer's proofs, if any.
{c) Extra copies of printed form.

(3) Staple the official file copy of the printed form to left side
of folder at bottom,

(4) Staple stop orders to left side of folder at the top to serve
as a flag for actiom.

b. Filing Method and PBisposition,

(1) Active Forms. File by form number in an "active" file.

(2) Canceled Forms. File in a '"canceled" file by form number.
Retain until at least one cubic foot is acquired; then transfer
to a Federal records center for permanent retention.

51. FUNCTIONAL FILE. The functional file contains a copy of each form filed
by functional classification number, The file is the key to effective
forms analysis. Properly organized, maintained, and used it helps pro-
vide simplified and improved paperwork operations in FAA,

a. Major Uises, The file:

(1) Provides a functional and subject reference to forms and
related directives, reports, ecorrespondence, and records
in the same functional areas.

(2) Brings together all related forms in each functional area
thus providing a basis for effective review and analysis to:
(a) Eliminate unnecessary forms,
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(b) Combine and standardize similar forms which duplicate or
overlap, thus aiding in the standardization of procedures
and work methods.

(c¢) Prevent the creation of new forms which would duplicate
previously developed forms.

b. Location and Composition,.

(1) The FAA Functional Forms File. The Agency Forms Management
Officer maintains the agency master functional forms file.
This file contains copies of all forms and form letters used
by all organizational elements of the agency, and Standard,
Optional, and other Government agency forms known to be in
use in FAA,

(2) Local Functional Forms Files. The Forms Management Officer in
a region, Aeronautical Center, and the Natiomal Aviation
Facilities Experimental Center maintains a similar master file
of copies of all forms currently in local use. Regional and
center officers will also file all other active FAA forms
furnished for functional file use,

¢. Distribution of Sample Forms for File Maintenance. Functional forms
files must be kept current. Samples for filing are provided as follows:

(1) FAA and Other Government Agency Forms. The Agency Forms
Management Officer arranges for the distribution of copies of
these forms to regional and center forms management officers,
Forms management officers are notified of the discontinuance
'of any of these forms in a 'Forms Supply Catalog Supplement"
(FAA Form 1330-5), described im paragraph 55.

(2) Regional and Center Forms. Forms management officers involved
send two copies of each new or revised form and a listing of
discontinued forms to the Agency Forms Management Officer
monthly.

$2_ FORM NUMBER REGISTER. Each forms management officer authorized to assign
form numbers maintains a form number register for the forms he manages.

a. What the Repister Shows,

(1) Form_pumber assigned to a form.

(2) Dates initiated, revised, and canceled.

(3) Fomm title.

(4) ©Office of primary interest.

Page 26 Chap 5
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(5)
(6)
(7
(8)
(%)
(10)
(11)

(12)

1330.14A

Functional classification codes if other than the [orm number.

Quantity printed.

nit of issue,.

Forms supersession data.

Forms distribution point (where appropriate).

Federal stock number (where applicable).

Records retirement data (where appropriate),

Records_iden.ifi. .. .on symbol (show in title box).

b, Card Index vs. Log. A card system (FAA Form 1330-3, Form Register,
see appendix 4, page 1) instead of a log sheet is recommended for the
register because of its flexibility and adaptability, and because
cards of canceled forms can be filed separately from active forms.

FORMS CATALOGS. Catalogs are published at least annually to list current

and discontinued forms and forms distribution points.

a. Publishers.

(D

(2)

(3)

FAA Forms Supply Catalog, Class 0052, Basic Issue. The FAA
Depot publishes this catalog and supplements of forms stocked
by the depot.

Regional and Center Catalogs. Regional and center forms
management officers publish, or arrange for publishing, these
catalogs for the forms they control. A copy is sent to the
Agency Forms Management Officer.

GSA Standard and Optional Forms Catalog. General Services
Administration publishes this catalog.

b. Arrangement of FAA Catalogs.

(1

(2)

(3)

Chap 5

Par

52

Active Agency Forms. These are listed sequentially by form
number, and then alphabetically by form title.

Active SF, OF, and Other Government Agency Forms. These are
listed under the name of each promulgating agency by form
number and then alphabetically by form title.

Discontinued Forms. These are listed sequentially by form
number only.
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c. Data Listed in FAA Catalogs. The following items are required for
each form listed,

(1) Arranged by Form Number, Form number, Federal stock number
(if assigned), form title, unit of issue, stocking location
(if needed), and office of primary interest. The edition date
is not shown.

(2) Arraznged Alphabetically by Title. Form title and form number,

S4. (SA FACSIMILE HANDBOOK OF SF AND OF FORMS. This handbook shows reduced
pictures of every approved Government Standard and Optional Form. It
is issued to regional and center forms management officers for reference
purposes,

55 PAA FORM 1330-5, FORMS SUPPLY CATALOG SUPPLEMENT, This is a listing of
new, revised, and discontinued forms. (See appendix &, page 2.)

56. FAA FORM 1330-1, FORMS INQUIRY. This form is used for standardization
and review inquiries. (See appendix 3, page 6.)

57.-59. RESERVED,.

Chap 5
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Appendix 1

APPENDIX 1. ANNUAL FORMS MANAGEMENT REPORT
FIGURE 1. COMPLETED REPORT FORM., FAA FORM 1300-1

PAPERWORK MANAGEMENT REPORT RECORTS a5 LG 000y ysenl s o

BESIHNNING DATE EMDING DATE

This report rellecre the lever of mancgemens effort and reculsr of the progroms
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PROGRAM STATISTICS FoR REPORT FERIOD
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Forms Uansgeaent: Purged 752 absolete forms. appraximately 750 5q. ft. of shelf space oade gvailable. Isproved procedures
Tesulting from fomms protedural studies seved gan-hours worth §$50,000 annwually. Saved §12,000 in printing. stocking, and
distribution cests.

Heports Management: Published reports cataleg. Conducted 22 reports awtomation studies. Participated in 5 reporting
systeas analysis studies,

Dirvctives Wsnsgezent: Reviewed directives for cutdated organizaticn and precedures. Saved 205,000 printed pagas br
reducing pages and distribution of new directives being reviewed.

Records Management: Surveyed records snd filing equipment. Resoved 4660 cw. ft. of records from filing sreas. Freed
space equivatent to 500 cabinets worth $36,000. Records system studies saved Tecords progessing manehours worth 410,000
annyally.

Correspondence and Moil Hanmgesents Conducted training sessions on reglonal and agency correspondente proceduras.
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AVAILABILITY OF FORM. Unit of issue--sheet. Will be distributed annually
by AMS~-140 to using organizations,
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APPENDIX 2.

FORM COPY DRAFTS, AND FORMS REQULRED FOR

APPROVAL OF NEW OR REVISED FORMS

FIGURE 2. TFORM COPY DRAFTS

1330.1A
Appendix 2

DEPARTMENT OF TRANSPORTATION

FEDERAL AVI

ATION ADMINISTRATION

WASHINGTON, D.C. 20531

FCR OFFICIAL USE OHLY

Y. §. Civi} Service Commission

Bureau of

Personnel Lnvestigacions

Washingcon, D, C. 20415

, Actention:

SUBJIECT:
DOB:
POSITTON:

Division of Reimbursable [nvestigacions

OFFICE OR SERVICE:
ROUTING $YVMBOL:
TCCATION:

Enciosed are Scandard Forms 86 and 87 an the subjecr for full field invesci-
gatien under Executive Qrder 10450,

L7

L7
S
4o 7
ER
6. L7
o7
8. 17
. L7
Enciosures

There is no adverse securicy or ianvestigacive inforwmation in our
files on cthis ipdividual,

If STT check teveals an adequate full Field fnvesrigation made
within the past Five years and there is no break-in-service of
mere than a year, please rerturn chis tequest witheur further
investigation wich copies or supmiry of the reportts.

Enclased are results of previous investigacion.

Our files contain derogatory or lead information that will be made
available for your review, Location of File:

Location of official personnel folder;

This individual is to serve overseas, and it will be appreciaced
Lf compecent witnesses are questioned 25 Lo his (and his spouse's,
if marcvied) adaptability for such service,

Please furnish an advance report of national agency checks (HAC).
Please scheduie as a 30-day case.
Remarks:

Signacure

Ticle

FGR OFFICIAL USE ONLY

73 A 3857

TYPEWRITTIEN COPY PREPARED AND SUBMITTED FOR APPROVAL. IF NO CHANGE TO
CONTENT 1S MADE RESULTING FROM FINAL REVIEW AND APPROVAL, COPY AS
SUBMITTED WILL BE USED AS CAMERA COPY.

Page 1
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FIGURE 2. FORM COPY DRAFTS (continued)

BASIC BATA IN SUPPORT OF CLAIM FOR FEDERAL EXCISE TAX REFUND
APPLICABLE TO GASOLINE PURCHASED FOR HORHIGHWAY USE ¥t
(IRS Publ{cacion No. 378 (Rev. 6-64)

h'
Vendor's Hame Address Purchase Dace
737¢ H

Bureau OPERATIONS F&E
Voucher |HNo. |Appro./ [Cost Prog.

Project Location Hinor |Reimb. e Purposa
No. Gal.|Limit. [Center|Distr.|(B-digics)|[(5-diglcsk Ob{.CL.{Agree. 4

o] e TN S e e ‘ o “e “fe {4 o

17

e . i

TYPEWRITTEN COPY PREPARED AND SUBMITTED FOR APPROVAL, DEPENDING ON VARIOUS FACTORS
AFFECTING USE, PHYSICAL CHARACTERISTICS, AND QUANTITY TO BF REPRODUCED, THE FORM AS
SUBMITTED MAY BE USED AS CAMERA COPY QR IT MAY BE RESET IR TYPE, BECAUSE THE FORM
MAY BE SET [N TYPE, SPACING SHOULD BE MARKED ON THE COPY; THIS MAY BE DONE DIRECTLY

ON THE COPY USING A LICHT BLUE NON-PHOTOGRAFHIC PENCIL, OR IT MAY BE MARKFD ON THE
SIDES AND TOP AND BOTTOM OF THE COPY.

Lo— F

‘y” Form FLIGHT ScHEDULING
Ya* W-Na, |0ATs - ETO | pATE-ETRL CEaTinATaN CREW usER [PURE [Pax JFuEL [forTminy |
r,{." i
'f‘f‘ RTINS AERCEITOR 'S WAME Ame TWL. o
’ﬁ'

& - % 3. Al 3 3 3 ;

i " = il v - EYaRS G “ - AR . -

e = e L% Ly ie© e e Vs

HAND DRAWN COPY PREPAREN AND SUBMITTIFD FOR APPROVAL. THIS FORM WILL BE SET IN TYPE;
SPACING MAY BE MARKED DIRECTLY ON THE CNPY OR ALONG THE CUTSIDE EDGES OF THE COPY.

MAKE OF CAR ThGc HO
&S U T out DACK RETURMED
Datc Time pate Tme Gale Tise: HAND DRAWN COPY PREPARED AND SUBMITTED
FOR AFPROVAL,
COPY DRAWN BY HAND IS ACCEPTABLE AS
LOANED TO :

CAMERA COPY FOR REPRODUCTION AND USE,
PROVEDED IT IS MEATLY DRAWN, IT 15
TEL No LEGIBLE, AND ITS USE IS LIMITED TO
A FEW USERS WITHIN THE AGENCY ONLY,

CROGAHIZATION

OESTINATION

TRsa 75 567 CAR LOAN RECORD Casad
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INSTRUCTIONS FOR PREPARING FAA FQRM 1300-5,
FORM AND REPORT APPROVAL REQUEST
(Item numbers and captions below correspond
to item numbers and captions on the request form.)

NOTE: Copy requirements are prescribed by local supplemental directives,
Lf you have any difficulty with completion of the request,consult
your forms officer, Under name of person to contact, name the
person most familiar with the request who may be contacted for addi-
tional information and who is qualified and cuthorized to coumit
the OPI in subsequernt negotiations.

1. Reports Idemtification Symbol. 1If request is for an internal or public-
use report form, give the current RIS symbol or OMB number for edition
being approved. If unknown, leave blank for compietion by the appropriate
forms or reports management officer,

2. Brief Descriptive Title of Item Requested. Keep short, clear,
and to the point, Describe the form's purpose and function. Avoid an-
biguous wording, such as, '"office record.'" Do not use such words as
"card," "sheet," "slip," and "blank™ as they refer to physical characteris-
tics of the form rather than its function. USE KEY WORDS FIRST TQ
FACILITATE REFERENCE IN THE FORMS CATALOG ALPHABETICAL LISTING. For
example: Printing Request--not Request for Printing,

3. Form Number. For new forms, give the four-digit functional classification
code which becomes the basic part of the form number. The approving forms
management officer will enter the sequential suffix and edition date,
thereby completing the form number. For revised forms, enter the form
number as it is shown on the existing form. Do not include the edition
date,

&. Treguemcy (Dailv, Weekly, Monthly, Annually, ete.), Specify frequency of
completion if periodic; otherwise, show 'as required."

5. Qffice of Primary Interest. Self explanatory.

6. Prescribing Directives. Show the numbers (s) of the directive(s) prescrib-
ing the form, i.e., Order 1330.5A,Notice 1330.1, etc., and attach a copy
of the directive to the request,

7. DPreparers. Give the distribution codes or routing symbols (as appropriate)
of the offices that prepare the form.

8. Recejvers. Give the distribution codes or routing symbols (as appropriate)
of the offices that receive the form. *
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10.

11.

12.

13,

14,

15.

Man-hours. Self explanatory.
Dollar Cost, Self explanatory.

Related Reports and Forms. Give RIS numbers of related reports and form
numbers of all related forms. If unnumbered forms are related, attach
copies. Give by form number and edition date every form cancelled by
the approval and issuance of the requested form (including last edition
of a form being revised). Indicate disposition of existing stocks of
each form listed with the symbol "D" (destroy) or "U" (use until stocks
are exhausted). NOTE: Usually a Stop Order, FAA Form 1330-4, is needed
for each form being cancelled when it is necessary to purge forms stocks
or printing jackets of cancelled forms.

Justification, Describe the problem which creates the need for this
form. Explain how it will aid in solving the problem. Describe the
specific purposes to be served by the form and the actions to be taken.
Explain why it is required in the frequency proposed. WMake clear any
probable undesirable consequences of the lack of the data requested,

Estimate of Workload and Cost. Use a separate line for each level of

processing. TIn Columns (A) & (I) specify by name, Etypes of offices or
facilities at each level which prepare or receive the form. Enter for
each level, estimates of man-hours expended exclusively for preparing
and using the form. Reflect in Columns (B) & (J) such work as:

maintaining records, compiling data, typing, proof-reading, reviewing,

reproducing, collating, mailing, etc, Enter in Columms (C) & (K) man-hours

only for electric accounting machine or automatic data processing in
preparation, Enter in Ceolumms {G) & (0) total man-hours for preparers
and receivers.

Clearances. The requesting office is responsible for obtaining all
necessary clearances, such as:

a, ADP specialist, 1if form is to be used in an automatic data
processing system (such as, conventional tab cards or tab paper
application, high-speed computer print-outs, etc.).

b. Other subject matter specialists or organizations, as appropriste,

Copy Distribution. .Space has been provided in this item to list the
recipiénts of prepared copies of the form and the purpose served.

a. 1Indicate to whom each copy is sent, specifying an office name and
routing symbol whenever feasible. Otherwise, shot. a common title,
such as, Safety (Qfficer, District Imspector, etc.
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16.

17,

18,

1330.14
Appendix 2

Next, give the purpose served by the distribution of each copy. Be
as explicit as possible., Do not forget to provide for a worksheet
when it is anticipated one will be used by most people who complete
the form, The enumeration of all copy requirements will help
originators in computing the egtimated monthly usage and arriving
at a fotal quantity to be ordered.

Records Schedule. Show the Records Schedule item number that covers

the use of the new form. See Order 1350.15 for item numbers.

Stocking Point. Indicate where the primary stocking point will be.
If the FAA Depot is chosen the forms analyst will enter the appropriate
FSN number,

Additional Data.

A,

B.

For Use In., Check the applicable boxes to indicate where the users
are located,

Paper and Size. Give the weight, kind, color, and size of paper on
which the form will be printed. If the color of paper is to be other
than white, explain reason for color wanted on a separate sheet and
attach to the request,

Print. Give the color of ink to be used for printing the form. If
colored ink other than black is requested or several ink colors are
requested, a memorandum justifying the colored inks must be attached
to the request, Also, check whether the form will be printed face
only, head to head, head to foot, or head to side; if head to side,
also attach a dummy to indicate the position of printing.

Ordering and Distribution Data. Standards for determining initial
requirements and distribution of forms are given in chapter 3.

ISSUE UNIT. Give one of the following abbreviations which indicates
the 1ssue unit,

BK - Book DP - Duplimat RL - Roll SE - Set
BX - Box PD - Pad RBM - Ream SH - Sheet

REQUIRED MONTHLY., Give the average number of units of issue uged
monthly by all users. This item is basic for the computation of the
number of units to be printed.
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19.

Ship to I/U's for Initial Distribution, and I/U's for Stock.

(1) When no initial distribution is to be made to users and the form is
to be placed in stock at a forms distribution point only, give the
routing symbol of the orgamization maintaining the forms distribution
point under 'ship to" and the quantity of the initial stock shipment.
The quantity to be initially reproduced. will be sufficient for both
user needs and distribution point operating stock.

(2) When supply is initially sent to one office and stock is maintained
in a forms distribution point, give on one line the routing symbol
of the organization under ''ship to" and the quantity under "initial
distribution." Give on the next line, under "ship to" the routing
symbol of the forms digtribution point, where the stocks are to be
maintained, and the quantity under "stock. "

(3) When an initial distribution ig to be made to several users and

' stock maintained in a forms distribution point, give on one line
inder "ship to' the form number of the initial distribution form,
FAA Form 1330-6 and the total number of form units to be initially
distributed. TFAA Form 1330-6 states who will make the initial
distribution. Give on the next line the routing symbol of the
distribution point under "ship to" and under "stock' the number of
units to be stocked for all users.

Date at Using Points. Give the date the form is expected to be available

to the user. Plan ahead; request realistic dates which permit effective
analysis and design, time for the printers to print or procure forms
without cutting corners or using overtime, and time for transperting the
forms from the printer or supply points to the users.

Total Tissue Units. This is the total number of form issee units to be
printed.

E. Additional Specifications. Give necessary instructions te the printer
to rabel packages and containers with form number, edition date, FS
number (if any) and quantity in each package. Unless instructed in
this space to do otherwise, the appropriate printing organization
arranges for packaging and marking of packages and containers according
to currently acceptable practices of the trade, Packages generally
contain 500 sheets of paper and filled containers will not weight more
than 50 pounds.‘ When appropriate, wrapping expenseé can be avoided
by specifying: 'Pack loose (unwrapped) in cartons".

Approvalsg. The appropriate reviewing and approving officers sign here.
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COMPLETED FAA FORM 1300-5

! PR anomEront | Lo ™ TR e[ e | s Srae | e T
| | APPROVAL REQUEST (x§|___“" , i, G ey l oo [;,..-_D.._...;_,...,.... ey
] OFFICL OF PRMATY (MTCRELT [0 toam hmerFar £ttt it OF FERI0n 1O (o0 TagT [ [P {
! Systems Support Division J. Westgate AME-140 1 537135
} REPORT IDEMTIFICATION SrupoL & THILE I
------ FORM AND REPORT APPROVAL REQUEST l
J FORM He , THART, FORwal, ETC 4. FREQUENCT 5. & ROUTING Sr'llll 6. PRESCRIBING DiRECTIVES ’
FAA 1300-35 (8-72) As required AMG-100 £330.1 and 1340.1
T FREPARERS fntetrtsm £ eses o Smsrrmy forratas ¥ 2ECEIVERS Do arrbnintn Fadrs 3t oty $roke s (v f:‘a_u;::quqs 0 Emn'i“ cosT
NRNC HRHENC A 4425 100
11, 2ELATED REPORTS HD FORMS Loromsn 1 11 wams, ST S e e ey o
R W M i WPLRERCD son T e
FAA 1330-5 FAA 1330-5 (4-67)
SF 83
DOT 1700-3 '
12 S TFICATION Domeed optesstim ol ccd e i b T e npart ey eaer, PRSI o SRR bR e e . E ) g
Revised to realign idencification data for michine Loput fop report catalogging; better
identcify related forms and FEporLs; simplification for easfer cemputation of man-hour
and cest data; and inclusion of records schedule data.
s
1) ESTMalE OF AHHUAL YORKLOAD AHD COST FOR ITES REQUEITED  thwu miminme syrais 1a nem, 1 ——
FEEFAGENY - ans e 12 erenes v ton on v e o ms i -
i et v e s L
i g . L oE K= B 1 T LK A= o
Reg/Ctr Div 1 L 130 20 2600 § Forms Off'ce .25 25155, 20, 775
Wash 0/5 1 Voo 20 500 |R/C Feg Mar Eon <3 .13 (200 L3op
: W Fms Mgr . .5 5. -L 5000 250
Lo R S e e e s o it s e e s, L
] R T B A AL TP
.|u|;.:TL!-_.3‘:.- "‘10G W Tl Eapr P “ oty 4425
; L e ture ROUTING 3 fuhgx, e zl =4 S SENT TO : Purrase
A s, « AMS-14D 7, ,?/%¢ o 2 peneen Originator] Rough Dratc |
o o A S, AMB-100 _ //u (n E’,:m... _Forms Mgmt. Case File
I 7Eq B e Fon =4
4 £ Rpts Mgme Case File
3 .{8.3 Print Shep Printing Request 7
2 s . Ociginator Returned as approved Liem|
= 5.5 originator File copy
.
1% ACCORDS SCHEDULE (TEw Tar 1330 (1) 2 sTon e L OTHER . Seerts
SELESRS RMETER FOR L 3ag (1) rout T D053-4 795001 -
15 ADDITIONAL BATA FOR FOAMS LaHD REPORT FORUSE OHLY TAiach Pih Farim 13008 bor fauto D--u:_‘b..l.u “
+ 02 utt e P weumngen BT —— £} Foutd 2act iy S i . LAt Bt D2 AEL o et o
[T e [ X o 3l S U FAA Depot C T aoo00
Fi24 Sub oW Writing ¥ Brown et e IV R s CROT SR A Whse, 10500 ' 12500
$e White i et § lise e ol ; i
w8 Jie 10% K |-{~..u.u. s i Ock 11972 [ =em™ §5000 -
E RODITiOMar WENFICA TIDMT
Stock in GSA Stove
it
At L imig Gt :Iq‘n"""‘.l-‘l‘:m—v‘l)ﬂ‘lg— Fey . ;. ot Hhras .
Nm:::vns : Loz M‘?ﬂ’ '% )
i e e Rt el : e
o Tea, o~ carl {ome 72073 o0 ARG - 3 e 7/00/21_|bv, AFS 140
Fhi Fom 130 3w pn U ENIEOES FREVICUL EONTIOm 7 i
Y8 A 3857 l

Unit of issue--sheet,

AVATIABILITY OF FORM. !
; FSN 0052~679-8001.

for regions, and centers
Washington headquarters.

From FAA Depot
From GSA Retail Store for
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FIGURE 4. COMPLETED FAA FORM 1330~6, FORM DISTRIBUTION REQUEST
(Initial distribution made by supply room or warehouse)

V. FSH (Tfany) 2. FORM NUMBER AHD E(HTION OATE

cosz.  NONE SW 2. 4-67
FORM DISTRIBUTION REQUEST Form 723223° (4267}

{nitiol Distribution) NOTE: Allowance for processing. | > SSUE UAIT (SH. Sut, Pud wtz)
peinting. snd shipping SHEET
(Submit with printing raquest) time haa bcen 4. DATE AEQUiRED BY ADOARESSEES

considered — g May 15, 1967
S. FORW YO RE DISTAIBUTED BY

Prepaze ia accordance with Forms [Jras ogror AL HO/REG/GTR, SUPRLY ACTIvI ¥ r ASH-~40
Managemeat Handbaok, 1330.1A Clothen rsosatys

6, SHIP TO
4 QUAHTITY TO BE
A A
KIND OF OFFICES ARD THEIR LOCATIONS PLACE WitH EACH PLACE HUKDER

s FOR

SAME (tagmed Caltal DISTRIBUTION
REQUIREMENT
() L2} kel L

AIRPORT TRAFFIC CONTROL TOWERS

Fort Worth, Texas
Dailas, Texas
Houston, Texas
San Antonio, Texas
Tulsa, Okizhoma 5 1,200 6,000

Mew Orleans, Louisana
Monrae, Louisana
Shreveport, Louisiana
Midland, Texas
Amarillo, Texas
Roswell, New Mexico 6 600 3,600

Addison, Texas
Plainview, Texas
Wichita Falls, Texas
Bethany, Oklahoma

liot Springs, Arkansas
Little Rock, Arkansas
Lake Charles, Louisiama

Lafayette, Louisians 8 300 2,400
T i -

Grand Toral agrees with amount shown on prinling request T —

for intual distibation: GRAND TOTAL 12,000
REQUESTING OFFICIAL {Sgnature) QOP1 FOAMS OF FICER ISigratume ad dals)

Mtan 3
Q . APPROVED -7 HM;‘}&,U-Soo.zﬁ#h

ROUTING SYMBOL DATE FORMS MAMAGERENT QFFICER (Sdnature and datol
ASN 939 | 3]iefun /,?GM Wnitikhe 315w

FAL Foem 133046 (12661 SUPEASEOES FAA FORM 2658
PO 218-4 00

AVATLABILITY OF FORMS. Unit of issue--sheet. TFrom FAA Depot--FsN 0052
404-9001. From GSA Retail Store for Washington headquarters.
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FICURE 5. COMPLETED FAA FORM 1330-6, FORM DISTRIBUTILON REQUEST
(Initial distribution made by the printer,)

1. FSR (T anyi l, FORAK MUMBER AND EDITION OATE

0052 Q000000 FAA Form 566-4,1 (3-87)
FORK DISTRIBUTION REQUEST

{lniticl Distribution) NOTE: Allowsnce for processing.] = oo “?"'”E‘OE'" Pt“i‘“'}
printing. and shipping Bex of 6, atrips

(Submit with printing request) time has been 4. DATE REQUIRED 8Y ADDRESSEES
congidered —— g [ June 15, 1967

5. FORM TO BE QISTRIBUTED BY

Prepare in accordance with Ferms ™} FAx DEPDT (IR0 REG.ICTR SUPPLY ACTIVITY
Management Handboak, 1330.1A H¥K aTneR Spearts By the Printer
6. SHIP TO
QUANTITY TO BE
HUMBER;OF 1SSUED TO roral
EACH KIND OF EACH PLAGE HUHDBER
KIND OF QFFICES AND THEIR LOCATIORS FLACE WITH FOR
SAME [hears Orucd SIS TRIBUTION

REQUIREMENT
‘ Lol (b} <) {d}

FEDERAL AVIATION ADMINISTRATION
AIR ROUTE TRAFFIC CONTROL CENTER,

Northeast Blwd, and Harris Road
Nashua, N.K., 03061 1 720 720

326 E, Lorain St,
Oberlin, Ohio 3 600 600

MacActhur Airport
Ronkonkoma, N. Y. 11779 1 1,200 1,200

Route 7 and Route 634
Leesburg, Ya 1 900 900

Airmail Field
Weir—Cook Airport

Indisnspolis, Ind. 46211 1 800 800
1 " q

Grand Total agrees with amaunt shown @4 printing request [P

for initin} distribution. GRAND TOTAL 4,220
RECQUESTING DFFICIAL (Signature OP1 FORMS OF FICER (Signatura and daio)

‘@’e‘m W 03‘7 APPROVED g%« ‘//V/(")

AGUTING SYMAOL OATE FORMS MANAGEMENT OFFICER (Srgnature atd date)
M- 330 | 4)fe KR Aotsteees  ¥/rofe

FAA Form 1330-6 (12.46) SUPERSEOES FAA FORM 2658

Gro 1heeg%

NOTE: Complete shipping address of each recipient is required; shipping
or mailing labels may also be required to be furnished for expediting
deliveries,
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APPENDIX 3, FORMS USED FOR REPLENISHMENT OF FORMS STOCK, FOR PREVENTING
STOCK REPLENISHMENT, AND FOR DISCONTINUING A FORM

FIGURE 6, COMPLETED FAA FORM 4250~-1
' FROM STOCKING POINT TO PRINTER ~
NG STOP ORDER IN EFFECT

FROM: n a aT) REBIEST DATE
FORM REPRINT REQUEST" s ‘:'”;'::" ;;'0'_ “a v o
FOR STOCK REPLENISHMENT uppiy 20
1. FORM TO BE REPRINTED ARD QUANTITATIVE DATA
FORM NO. AND, 1F ASSIGNEO, F.5. NO. LISE | TR S | otk et i e |uniYs omnERco
30 Porm 3600-32 Sh 2,400 800 |- 4,000 -

2 MORMAL REPLENISHMENT REQUEST — HO STOP ORDER [N EFFECT

TEASO-48  PRINTING AND REPRODUCTION

Regrint the form identified {copy aftached) In the number of units ordeced, AUTHORI ZEQ &Y ATG, SYMAGL
and deliver to the Distributlon Point indicated cbove. W % 4;’0 “43

3. DIVERTED REPLENISHMENT REQUEST -~ STOP ORDER IH EFFECT

T . FORMS OFFICER. A STOP ORDER offacts normal stack replenishment actlon. Ploase reviaw the subject form and
toke immediate cetton ~ D0 NOT DELAY - regarding reprinting it bor atock repleni shment.
REMARK S
ACTI0H REQUESYED 3Y RTG. SYMAQU
T — PRINTING AND REPRODUCTION  and/or - DISTRIBUTION POINT
g i
E—_-" D Reprint quantity as ardored . D Reprint l‘ RS ] wnits D This request conceled becouse of
“ﬁ" in 1 cbove becasse of reasons in 'Romorks' roadons i Remade
& | eoxasxs:
2
Z
=
“
% FORMS OFF ICER RTG. SYMBAOL DATE
4, PRINTING AND REPRODUCTIOHN DATA
KEUUESITION NUNMBER ESTIMATED SHIFPEING OATE 4 ESTIMATED CasT
FAA Form 4250-1 ($-58)  FORKERLY FAA FORM 1918 e T T €GO 1w O - 217 @
i R

AVATLABILITY OF FOEM. Unit of issue--pad of 100 NCR sheets. From FAA Depot--
PSH 052-052-7000.
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FIGURE 7. WITHDRAWN
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FIGURE 8. CCOMPLETED STOP ORDER, FAA FORM 1330-4

ISSUED FOR PROPOSED FORM REVISION

STOP ORDER
SECTIONR 1 . RECOMMEMNDATIONS OF QFFECE OF PRIMARY INTERESY
THRU: oF1 pomats orriceRdy SeZau) FROM: (ttems o ocgant atons and wuting syméaimekioa | FOR Ho. and EOFTEDN OATE
. urgm{:mmwan Acoae Payroll Branch,AAC~24 AC/2700-3 (4-65)

ACPLACED 8Y (Foaw ~uwia(w iup 2atfl)

] o 1S 0BSILETE

Iy is recormanded thet nomal replenishment of stocks of it form be stopped for reasony checked and exploined balaw

Juse [ oestrer

LEST FORMS 10 BI EMCLUOED 1N CONSOLIOATION

£57, DATE OF COMPLETION

(33 FORK T0 BE REVISED / CONSELIGATED None’ 5/15 /a7
SRECITY COMTEWALATLO CHANGES

[T} SPECIFICATEIONS MIST ZE CHANGED
IMOICATE PROBABLE EFFECT ON $T0CK LEVEL

U] USAGE HAS/WILL BE CHANGED

OFHER ’

€ Larn)

Qare TITLE OF RCCCMMINDING OFFECT AL SIONATURL OF AECOMMENDING OFF 167 4L

5//5/67 Chief, Payroll Branch &5 s Koo

BATE FIGKATURE OF OP 1 FORNS OFFICER
{0 concun ] see wmeanss 3//4’/47 %bcz/u«/ Zetien
ADURRKS
SECTION 1 - WA NAGEMENT ADYICE OM STOCK REPL ENISHMENT
RTG. SYusol ATG, SYub
To: FORES DI STREBUTION ROIKT AAC.434 l FRON:  FORMS MANAGBNENT OFFI CER areods
Ston ~oemal teplenishwwent af stacks of this dorm. Take folloviog arfian:
&l DEVER? REPLENISHMENT ACTIOH FAON MORNAL CHANHELS, SEMD A18,, sxuooL
REPLEH I SHMENT REQUESTS TO FORMS MANAGENENT QFFICER [ AAC-46 [ PAEVENT AEPLENISHMENT OF TRIS FORM
SETAILEC MANAGENENT AOVICE
DATC 5TOF OROER 155UEQR S2GHAYUAE OF FORKS MANAGEMIMT QFFICER
5// ?/47 G ant. [oneid
DOPY DISTRIBUEISN (tnsese woutens svumor Lwoie sisicuettony)
Forms Managenant Officer O Pt Forme Officer Rucommending CHiciol Foms Xaributian Paint Printing Omonization
ARG Ao 20 Az- 20 frtc- vy e

FAAFom 1330—4 (a-cs} FORMEALY FAA FOAK 13

AVATLABILITY OF FORM. Unit of issue--set of 5 parts.

From FAA Depot

FSN 0052-608-5001. From GSA Retail Store for Washingtoa headquarters.
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FIGURE 9. CCMPLETED STOP ORDER, FAA FORM 1330-4
ISSUED TO DISCONTINUE A FORM

STOP ORDER
SECTION 1 - RECOMMENDATIONS OF OFFICE OF PRIMARY INTEREST
THRE: 0P 1 Fomis OFFICER ANT =0 FROM: (e o1 org i xatiyn mdt muting srmbtmaing FURE Ho. snd EDITION OATE
TO: FORMS MRVASBIENT nre. sneos
OFFICER AMS=141 Adain, Stds, Div, AMS-140 FAA-1 (9-62)

bt is recommendad that comal repleni shment of stocks of sthic foom be stoppad for reasont checked ond explained Helow:

REPLACED 8Y [Fazu wuue(d amd 01700
=x¥ ol 1S 03XLETE FAA Porm 1300wS (4-67) 5 use xkad oestror

L1ST FORWMS TO 8E IWCLUDED IH CONSOLIDATION E5T, OaTL OF COMPLETION

[] FR¢ T BE REVISED / COHSILIDATED

SPEGIFY CONTIMPLATER CHANCES

{7 SPECIFILATIONS MUST 8E CHANGED

CMOECATE PROBLBLE EFFECT OW STOCR LEVEL

[3 USAGE HAS/WILL BE CHAMGED

QTHER
CExtLai=)
DATE TITLE OF RECOHMEMOING QFFICIAL SIGHATHAL OF ALCOMUENDING OFF 1T1AL
5/24/67 | chicf, Admin, Stas, Diviaion 7‘{10 505;""’:‘\/
OATE SIGHATURE OF QP L FOAMS DFFICER
m concur [ seE rEMaRs 5/)- Cﬂ/é? Q’ZL“AJ:! ﬁ){,ﬁq
REAARLS U re
SECTION Il - MAMAGEMENT ADVICE ON STOCK REPLENISHMENT
N RTE, STMBOL . BTG, §ruBaL
T0: FORMS DESTRIGITION POLNT h‘“c 186,20 l FROM:  FORMS HMNAGBIENT CFFEGER IAPS-141

rwmal_repleni shmant of ctocks of this ferm. Tuhe fedlewing scHer

[ Oen perLensaca ACTION FRM WHDI. CHAMNELS. 1Oy REG. SYMEGL
REML G SHIENT REQUESTS TO FOREL BAMMIENERY GFFiCER l

DETAILED MAMAGEMENT ROVICE

I!§ FREVE(E REPLENISMMENT OF THIS FOMM

Destroy 4ll stocks of this form on band after the new FAA Form 1300=5 18 received,

DATE SrOF QROER §SSUED S1GhA T QF_FORMS MANAGEMEMT QFFICER

‘//‘//67 W b BBy

COPY DISTRIBUEION ¢'nsesr sautims Svmwsl umace sisrevatronsl
Foms anogeeent Officat | OP§ Forma Officer { Rumemanding Offi clal Formu Dt atriburtion Palwt 4?- leting Organdzation

AmS-tvy WS- 30 AUS /{0 it e~ ro =32

FAAForm 13304 (a-64) FORMERLY FAA FORM 1=3
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10,
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Appendix 3

COMPLETED STATUS OF FORM INQUIRY, FAA FORM 1330-7

AVALLABILITY OF FORM.

STATUS OF FORM INQUIRY

SUSPEMNSE DATE

May 1, 1967

YOt (Offlce of Privary Interoat)

FROM:
Forms Management Officer,

April 24, 1967 |slcﬂATURE

(For FMQ)

AFS=12 NS AT
X+ Sectian | - TO BE COMPLETED BY FORMS MANAGEMENRT OFFICER
X
1 On your advice thet the Forrs identified below is to be reviscd, a Stop Ordes was insued which is still in effect. The
projected revision bas not beco procesaed aad stocks of the current edition require repleaishment, if 1he form is 1o be
coatisned in use. The amaumi oo baod and the quentily propoaed to be ceprioted are shown below. Please complete
Section [l aod retarn by the date shown, If it ia aecesaary to reprint more thaa cace and still retsin the Stop Order,
« pleane justify ic "*Remarks."
z FONM HUMBER "f::é:‘;;‘;’; tasuE UKITL 13U ES uMITE uNITE PROPOSED
AND EDITEON OATE ORoER sUsMIIar| UMt |0 wonTHs | ON HAND TO 8E OROEARD
FAA Form 355 (6-62) 1 Sh 60,385 20,000 435,000
The Forms Disteibuticn Point for the form identified below has advised that there has beea little or oo issuance activ-
ity for the prriod shoum. Pleasc reviow the rquiremsnia for this ferm, complets Sectiot 1L, wad rejum by the date ahown.
= FORM HUNEER Y e 13IUANCE ACTSVITY
HB- ANC EOITION-ORTE UNCE (Data} QYUANTITY
Hemarks
DATE

(e

Secrion Il - TO BE COMPLETED BY

OFFICE OF (FRIMARY INTEREST

2,

TG Forme Monsgement Qfitcer, AMS-141

b.

{Complete all opplicoble itam{s}]
Statws of current Stop Order (Merk one)
Ej Caacel @ Rotain (Explain in "*Remarka}

Raprint caquesi racommendation (Mark one}

: A T Justify
[:_l Regriat proposed quantity il
000 Tet repeint
Bﬂcprin\m'gg_v__uni!s' in
(Explain reason foc difterence “‘Remarks™

in “Remarke’’}

{] Do ot repriat ihis fom
(Explain in ““Remarks*’)

Raquitamant foc form (Mork ane)
{ff'l'n be coatipued in udc

[3 To be Discamtioued — Siop Order, FAA Form 13304

Remarks

Stop order to be retained because revision
not ready for processing,

Bazed on issuance rate above and quantity
on hand, the requested quantity is
reduced to carry stocks up through
December 1967, Revision of this form
expected to be ready for issuance about
November 30, 1967, :

{2 allached
SIGHATURE BF AECOMMENDING OF FICIAL AOUTING SYWBOL OATE
émc MJ AF S~y oL Y- 289
SISHATURE OF FORUS GFFICE ROUTING STMOGL DATE
Q‘ e F{}’LE}W - 4[/? LrEz

FAA Form 1330-7 @-am sUPERSECES Fas FomM 14

9000.

Unit of issue--sheet,

From GSA Retail Store for Washington headquarters.

From FAA Depot--FSN 0052-672-
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FICURE 1T, COMPLETED FORMS INQUIRY, FAA FORM 1330-1 FOR
STANDARDIZATION AND REVIEW INQUIRY

Section |« INQUIRY
TO: (Roufmg Symbol) FROM: (Routing Symioly | Simatere au J{) 13 r&l\ Datre
AFS-12 ARS-L4L L.R. Beard 8 Sep 63

GUESTIONE D A EXKIRWED FONM (Form No.. Fduion Date & Tutled ] ¢ [PROPUSER T*STANDSROIZED™ FORM ] EXISTING
SN Porm ak30-3 (6-68) and WE Foma 8430-1 (12467) [EXISTING GENTRALLY STOCKED FORY | 1OCAL FURY

"Wininum Equipment List™ Attachod

The questioncd form is similar 1o the atached cemratly wionked form, Wil you use the ceptraily stocked farm md cancel
your local form? (i nol, please cxplain why along with any zecommendativns which would enable s use by yourorganization.

"The attached proposed form has been daveloped to replace the form Ydentilied above WAICH ¥ou are now usifig. 1l it were
available through normal supply channels could you use w a3 is, canceling your local {orm;ar, would you require changes 1o
enable 1% une by vaur orgamizacion?

Tlease review the lorm identilied above - ita purpose, nevd, procedures for

ESTIUATED  Taaaniy Tesuc Dnie
use, and format. (Sce check Nzl on reverse) USAGE

Complate the approprisce part of Scction 11 and return by: _5Q Getober 1663

Remarks Paragraph 1350, Omter 84305, “Air Carricr Operstions Inspector's Hondbeak,™ prescribes an aireraft ainiswo
equifment 1ist and provides a foraot for arfected ragions. To provide far their individval requircments, five regions
hove isswed almost identical forms, copies of twe of =hich are agtached,

It is recomaended that Flight Standards Service sponsor a depot-stocked, FAM sgencywide~use form for bhis purpese.
This will provide standardization and eliminate at least five field forms. Copies of a propesed FAA Forg 8430~ DRAFT
are attached for your considerstion.

Please ndvise ifAMS-141 may be of assistance.

3 Attachoents

Section Il - REPLY
T0: (Routing Symbel} FROM: (Routing Symbol) Signumeo/c E ‘_)_6_ ’!l? Date

ARS-141 AFSa12 R.E. Forbes 1k Gt &2

The STANDARDIZATION inquiry has resulied in the The above form has been NEVIEWED with the follawing resulis:
lolawing: {*'X** one} (X" aae and insert daic il raguircd)

toeal form will be canceled and cenirally

siockad form ysad To be continued in wse as is for reasons xtaced in “Remarks®

Local form will be continued in use lor reasons Ta be revised to improve, PLANNINC DATE {Stop
stared 1n “Hemarks'" Proposcd date i ==c=w-e====- warnes | Oeder will be submitied
when date is fiem)

Te be connolidated with lorms Jisied

Proposcd lorm i3 arceptabie for use asis ek
X op ¥ “ " > belaw. Estimated date jg--<-ssvanan
Proposed form wouldtequiremadilication as Cancelation wnder consnideration,
oa thy atacament of explained "Remarks’! Projectod date in mm-o-osoiuraa--son
NOTE: State anpual wsage requicements when Caneel immediately and destroy afl stocks. Users of this form have
adepting a form lor use. heen advised, This action copzilutes a Step Crder,
Remarks

Fak Form L30-5, form And Report Approval Request, Forg DOT F 1700.3, Printing Request, and FAA Form 1330-6, Form
pistributicn Request are sttached, Estizoted annusl requirements and quantities for initial distribution are a5 shown.

Namc Houting Symbol Daie :
CONCUR-
RENCES ML
(it Roguieed)
win
FAA For 1330-1 tass1  SUPERSEDES PREVICWS EGITION FORMS INQUIRY

73 4 3657

AVAIIABTILITY OF FORM. Unit of issue=~-sheet, From FAA Depot--FSN 0052~
687-1000, From GSA Retail Store for Washington headquarters.

Page 6
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FORMS TNFORMATION

APPENDIX 4.

FAA FORM 1330-3

A

A COMPLETED FORMS REGISTER

FIGURE 12,
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Appendix 4

COMPLETED FAA FORM 1330-5

FIGURE 13.

FORMS SUPPLY CATALOG SUPPLEMENT
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From FAA Depot--FSN

Unit of issue--sheet,
From GSA Retail Store for Washington headquarters,

AVATIABILITY OF FORM,

0052-660-9000,
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