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SUBJ: AIRWAY FACILITIES DIVISION CORRESPONDENCE SIGNATURE AUTHORITY 

3. 

ly; ··correspondence· initiated within the Division falls in 
one rf tpe :6 lowmg categories: 

I (1) swering a fonual inquil:y. 

t 
(2) ssuing instructions and establishing policy. 

1 
(~) piss.~t· tion of or requests for infonnation to other 

org z ~o~ un~ s. 

~eral, corresponderibe· routine in nature and merely passmg or 
ormation or coo · ating projects and proposals laterally 

~epcl.$d for and signed by the Branch office. COrrespondence 
esting information or coordinating projects and proposals 
non-routine nature should be prepared for and signed by 

ffice. N0:i:mally, Branch Chiefs should sign correspondence OV< 
The only time a Branch Chief would sign for the Division 

he is acting for the Division Chief or the Assistant Chief. 
J:1ef;pa~:mc~ regarding Division programs directed to individuals or 

outside the FAA should be prepared for and signed by the 
as listed in Appendix No. 1. 

AUTHORITY. Outlined below is the Divisiori' s delegation ofnr to sign oarrespi:lhdence: 

I 
Distribution: RAF-4,6; FAF-2 (Normal) Initiated By: AG'.tr4oo 
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a. .Answering art ·mquity., A control slip, FAA Fo:rm 1770-5, will be 
attached to inca:ning correspondence received in the Division Office, whose 
answer should be prepared for signature by the Division Chief. It will be 
necessary for the particular branch involved. to dete:r:mine the signature 
office when inquiries are received direct to a branch. This dete:rmination 
will be made in accordance with the policy included herein. If it is ap
propriate that the answer be prepared for Division signature, the inooming 
correspondence sfloul.d be sent to the Division office by the receiving 
branch for control purposes. 

b. ·Issuing ·Instructions ·and EstabliShing Policy. Correspondence 
that is direct~ve m nature or establ~shes policy· w~ll be prepared for an:1 
signed by the Division Office EXCEPT for such correspondence written by 
or for a Branch Chief to mdividuals or units within his Branch. 

c. ·Dissemiriatiort .of.·.wormation ·and ·ReqUests ·for Information to 
~r O:rgartizatiortal. ·units. Correspondence) of this type to peer or 
organizationally· equal off~ces may be prepared for and signed by the 
Branch Chief. Correspondence directed upward, i.e. , to the Director's 
office, to the washington Headquarters office, etc. should. be prepared for 
and signed by the Division office or the Director's office as appropriate• 

.PLA __ {~ 
~~ rf - Chief, Airuay Facilities Division 

.... 
rJ 
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Appendix 1 

APl?ENDIX 1. . . SPECIFIC DELEGAT!O.NS ·FOR SIGNATURE; AUTHORJ:'l:'Y 

.Specific delegations for correspondence directed outside the~ '•&gency to be 
prepared for-ana. signed by branch offices are listed below: 

1. .Correspondence transmitting project plans and specification to Airport 
•Manawers for coordination. · 

2. Correspondence regarding routine non federal facility matters. 

• 
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