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FEDERAL AVIATION ADMINISTRATION

OE/AAA:
OBSTRUCTION EVALUATION / AIRPORT AIRSPACE ANALYSIS

DESK REFERENCE GUIDE

SUBJECT: View Request/Respond to Add Letter

*You are required to have a registered e-filing account

Prepared by
CGH Technologies, Inc.
600 Maryland Ave., SW Suite 800W
Washington, DC 20024

All references to software products remain the protected trademarks of their manufacturers. The
instructions in this document may reference Microsoft application(s). This is not meant in any way to
express a preference for any particular product since there are many different browsers, programs,
and operating systems available to the user. For simplicity only, one brand/product is used in the
examples that follow.
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View Request/Respond to Add Letter
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Cases in Add Letter status have been reviewed by the FAA and require additional information
from the e-filer. If the submission contains errors, discrepancies, or lack of information, the FAA
will request resolution by issuing an Add Letter.

If the FAA does not receive response within 30 days of the written request, the FAA may
terminate the aeronautical study. The registered e-filer and the sponsor will receive notification
via email from noreply@faa.gov advising that a letter has been issued requesting additional
information and providing instructions on how to respond.

The following View Request/Respond to Add Letter sections are described herein:

e Off Airport Cases

e On Airport Cases

View Request/Respond to “ Off Airport” Add Letter.

If you receive notification that an Add letter has been issued, login to your registered e-filing
account. Note: The sponsor is provided a courtesy notification of the request but only the
registered e-filer can respond through their account.
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From your Portal Page, select ADD Letter from My Cases by Status.

Off Airport Construction
{includes on Military Airport)

Wy Cazses (OF Airport) | Add New Case (OF Airport)
Add Supplermental Motice (T460-2 Form)
My Sponsors | Add Mew Sponsor
Off Airport Contacts
My Cire Cormments

My Cases hy Status:
Diratt
Accepted
Add Letter
Work in Progress
Interirn
Deterrnined
Circularized
Terrminated
Al

* Action required

Extension Reguest
Termnporary Structure Motification

oo~ oo o

-

This will bring up the My Cases in Add Letter Status screen.
Select the Respond to Add Letter link to open the Add Letter Responses Required for
Your Case screen.

My Cases in ADD LETTER Status i (Bl #rine this page

Ple refer to the assigned ASN on all inquiries to the FAA

All Casas Filtar by Coss Status Cases Requiring Action

re Draft (17) | Accepted (1] | Work in Brogress
Encarim [0) | Cacarmined (0] | Circulsrized (0] | Terminased [7

74602 Required (0] | Add Lecter
Canas Dus to Expira (0)

Records 110 1 1 Page 10f 1
[View Folder =] Craate Folder Manage Folders Transfer Cases |
AsN Frlder Nama Droject Names Structurs Name Status Date Date Fano-3 civy State Respond Ta Add Letter
4
[ Zoia-acE-1z03.08 TESTE-000269776-14  Sample Add Latvar  0a/01/2014 Lebanon ®8  Respand to Add Letter
[Mowe To =] Archive t
Rows per Page. [20 =]
Racords 1161001 Paga: 1 Fage 10f1

On the Add Letter Responses Required for Your Case screen:
Two options are available; View Request/Respond and ADD Letter.

Add Letter Responses Required for Your Case / /

The following are requests for your case.
Letter Request for Case 2014-ACE-1205-0E Requested on 04/01/2014 View Request/Respond E ADD Letter

Select ADD Letter to view the written request from the FAA,; it'll open in a separate window
for you to review.
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Example: Off Airport Cases — Add Letter

Subject: Status of FAA Filing

From: FAARepresentative@faa.gov
To: ‘registerefiler@email.com’
‘sponsor@email.arg’

cc

Send Time: 02/26/2014 02:02 PM

Email Body

Your filing is assigned Aeronautical Study Mumber 201 4-AEA- #5555 OE.

The FAA posted a letter in your registered e-filing account requesting additional information regarding your filing. Aresponse is
required from you within 20 days or the case will be terminated. Please review the request and fax scan or upload your response
through your registered e-filing account. If you reguire additional information please contact FAA Representative via phone: (202
111-2222 or email: faarepresentative@faa.gov Please refer to the assigned ASMN on all future inquiries regarding this filing.

To ensure e-mail notifications are delivered to your inbox please add noreplyi@faa.gov to your address book. Motifications sent

from this address are system generated FAA e-mails and replies to this address will NOT be read or forwarded for review. Each
system generated e-mail will contain specific FAA contact information in the text of the message.

Select the View Request/Respond link to provide the requested information. Depending on
the type of additional information requested, the system will display different options to either
upload documentation or enter in requested information.

Add Letter Response for Case

N

Site Elevation: l:l f

Once the information is entered and/or uploaded, select the [Save] button to complete the
action.

Submission Success

\ Your letter response was succesfully submitted.

To view your response, return to the Add Letter Responses Required for Your Case screen
and select the View Request/Respond link.

The case will remain in ADD Letter status until the FAA has reviewed and Accepted your
response and changed the status of the case to Work In Progress. The ADD Letter will remain
the latest letter posted in your account until the FAA issues another letter. If your case is not in
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ADD Letter status you are not required to provide any further response to the FAA. If the FAA
rejects your response, you will be notified via email from noreply@faa.gov with an explanation
from the FAA describing why your response was rejected.

View Request/Respond to “On Airport” Add Letter

From your Portal Page, select ADD Letter from My Cases by Status.

On Airport Construction
(excludes on Military Airport)

Please file all Wind Turbine/Met Towers as Off
Airport

My Cases (On Airport) | Add Mew Case (On Airport)

My Sponsors | Add Mew Sponsor

On Airport Contacts

My Cases by Status:
Draft
Waiting
Accepted
Add Letter
Work In Progress
Determined

Terminated
All

* Action required

mlo oo oo &

This will bring up a list of cases in ADD Letter status.

The Project Name for each case listed is a hyperlink to the Project Summary screen for that
project. To respond to the ADD letter, select the Project Name link of the applicable case.
This will bring up the Project Summary screen.

View the Add Letter by selecting it from the Latest Letter column of the applicable case.

Summary of Notice of Proposed Construction or Alteration - On Airport tEh Brint this page
Project: Bric-144483208-11 \ Sponsar: Tom Bluth
Project Summary: Bric-144483208-11
Structure City, State Lat/Long Map Document Actions Latest Letter
DAPHNE AL saezsoo, Upload & P07 oo oo B

Add Letter

Upload a PDF to the Test Project

By selecting the ADD Letter, the written request from the FAA will open in a separate window
for you to review.
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Uploading an Add Response PDF Document
Constraints
1. Only PDF files may be uploaded to the system

2. There is a 25MB file size limit
To upload an Add Response PDF document from your computer, go to the “My

Cases in Add Status” screen and select the desired Project Name Link.

On Airport

Project Summary: Greg-207448624-14

Lat/Long Map Document Actions

20°46'40.72"N @& show Map & Upload 2 PDF /

156°57'29.10"W

Upload a PDF to the Test Project

Select the type of document from the Choose Type of Document dropdown and
then [Browse] your computer to find the file.

Example: Upload a PDF File — Add Letter Response Document Upload

I

Choose Type of Document: | Resn 1o ADD e |

File to upload: | || Browse. .

Only PDF files may be uploaded to the system

Once the file for upload is located on the computer, [Open] it, then select the
[Submit] button to continue.

Example: Choose a File to Upload — Add Letter Response Document
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Choose File to Upload
Look in |@ iy Docurnents j 3 ¥ = M-

B9 susan's 7460-2 Part I1docx
B Tech ©ps - Sub Division Response Scresn.doc
Iy Recent [ Tech 0ps Unlock Examples (09-01-11).doc

6

Documents |0 rech, ops Division Response Screen Display. doc
T @Tes Plan - Mew Freq in QEAAA (B-2010) doc
@_]Test Case User.docx
Desktop ] Test case.doc

8] Test Cases Example.dac
2| Test -OEWEBAPT-snapui-project . xml

\ b IEl]Tesi: Plan_0EAAA_(Inputs From Derwin). doc
p Documents g0 tesT TEST TEST. docx
=

&

TEST TEST TEST pdf

._'J‘g lﬂ_]The continuing parade of spam.doc
(il etz @The DoD Preliminary Screening Tool Key, doc /
| %

N

G

641 The Map list.docx

LJ
My Network  File name: [TEST TEST TEST pa -] Open
Places
Files of lpe: | & Files 7.7 =] Cancel

You’'ll receive confirmation when the Add Letter response document is successfully
uploaded.

Example:

File Successfully Uploaded for Case

Your file has been uploaded successfully.

An Add Response document uploaded within your registered e-file account is visible
in your account on the Details for Cases screen of the applicable case.

Example: Details for Cases screen — Uploaded Add Letter Response (On Airport)

Case Information

ASN: 2014-A50-821-NRA
Component Type: TEMP. CRANE

Development Type: TEMP. CRANE - Miscellaneous
Other Desc:

Prior Study:

Date Determined:

REEiRsss o4/18/2014 ~op T

e

Documents: 04/19/2014 ﬁ Survey - Response...

04/02/2014 E 3D IE settings.pdf

The case will remain in ADD Letter status until the FAA has reviewed and Accepted
your response and changed the status of the case to Work In Progress. The ADD
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Letter will remain the latest letter posted in your account until the FAA issues
another letter. If your case is not in ADD Letter status you are not required to
provide any further response to the FAA.

My Cases (Off Airport) and My Cases (On Airport)

You can access your e-filed cases in ADD Letter status by selecting My Cases (Off
Airport) or My Cases (On Airport) from either your Portal Page or the
navigation links on the left side of the page.

OE/AAA Portal Page
My Account Off Airport Construction ©n irport Construction
(includes on Military Airport) (excludes on Military Airport)

file all Wind TurbineMet Towers 2s OFf Airpart
- -

Wy Cases by Status:
Draft 1”7

Bluocoooaa

to the Faa.

Draft: Cases that have been saved by the user but have not been submitted to the
FAR,

Faa

been reviewed by the FAA and require

tted to the FA.

Help iewed by the FA and require additional

OE/ARA Support Desk

e
B R tapses@egpiecn com

Cases that are being svalusted by the FAA.
a study and an FAR

being ewaluated by the FAA
iewed by the FAA and require resolution from the

mpleted zeronautical study and an FAL

o longer valid
45 days to complete 2 study.

The My Cases (Off Airport) or My Cases (On Airport) link takes you to the All
of My Cases screen, which lists all cases e-filed using your account according to
the case status. If you have too many cases showing in the All of My Cases
screen, you may organize or hide some of them by filtering. To do this, select the
Status column to resort the list alphabetically by status or filter by selecting the
applicable status in the Cases Requiring Action section.

ALL of My Cases TR =k rrinh this pa.

Please refer to the assigned ASN on all inquiries to the FAA

All Casas Filter by Case Status Canes Reqguiring Action
Ehow All Cases (28] Drafi (17) | Accsss % furk In Prograss (0) 7460-2 Requicsd (0} | Add Letuer | 1) =S
tnparim (0) | Cetermined (0) | Crcularie { Tarminatesd (7 Cases Dus te Enpire (9]
Records 1 to 20 of 26 Fage 1a12
rent page
View Folder =] Create Folder Manage Folders | Transler Cases |
AN Folder Mame Froject Nane Btructure Mame Status Date Accopted Date Determimed Fano-1 meceived City State
-
[~  30i4-awe-is33-0F T p—— pro— o401 2014 [ ca
[~  2014-ACE-1205-0F TeS 6-14 samiphe Add Lattar B4/01/2014 Labanan [
I FaA-QOO09219% Draft FLORITOA Y
. ® . .
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