VESTERN- PACI FI C REG ONAL POLI CY GQUI DANCE NO. 5
PASSENGER FACI LI TY CHARGE (PFC) PROCESSI NG

1. PURPCSE: This policy guidance is to clarify the Airports
Division's responsibilities regarding processi ng PFC
docunents. This includes: receipt of applications,
notification of receipt, 30-day review, advising Public
Agenci es of Substantially/Not Substantially Conplete
applications, followup on Not Substantially Conplete,
Preparati on/ Subm ssi on of Federal Register Notices (FRN),
review of FRN conmments received, preparation of Briefing
Sheets, recommendations regarding preparing Record of

Deci sions (RODS), preparing the ROD, as required, including
use of "boilerplate" materials, issuing the ROD, and an
initial outline of followup actions to be consi dered.

2. DI STRIBUTION: Policy Guidance No. 5 is distributed to all
Western-Pacific Division Airports Division enployees.

3. CANCELLATION: The nunerous letters with PFC gui dance

i nformati on whi ch have been issued by the region are not
cancel ed by this guidance, nar are the Washington letters
and PFC Handbook. These data shoul d be used to suppl ement
Policy Guidance No. 5. If any significant conflicts are

di scovered, they should be reported to the region, AW-612.

4. APPLI CABI LI TY: This guidance is applicable to al

Airports Division enployees when processi ng PFC applications
received in the Western-Pacific Region. It is not a
substitute for the use of good judgnment by the. enpl oyees.

5. INITIAL PROCESSI NG In nost cases, the Field Ofices
lhereinafter the "Field offices" reference includes SFO 600
HNL- 600 and AWP-621) have held informal discussions with a
potential PFC Public Agency (PA) applicant and have
expl ai ned the format, content, timng and other matters to
them This is encouraged since it wll normally save tine
in the preparation and cut down on having to nmail docunents
back and forth. An application as referenced herein al so

i ncl udes an application for anmendnent.
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When the application is received, it should be in triplicate
with a bonputer disc back-up. It should be |logged in, a PA
acknow edgnent letter prepared and copies of the letter and
application forwarded to Washi ngton, APP-530, and the

Regi onal O fice, AWP-612. The letter, signed by the Field
O fice Manager, should be sent to the PA noting the date of
recei pt and assigning a nunber to the application in

accordance wth standard procedures outlined in the PFC
Handbook.

A.  30-day Review Peri od. The 30-day review period begins
on the date of receipt. During this period,' the Field
of fice should ascertain whether or not the docunent is
Substantially Conplete or Not Substantially Conplete. The
regi onal office personnel wll offer support and assistance
in making this determnation. Certain mnor itenms may be
clarified directly by the Field Ofice with the PA
Informal resolution is a favored approach because npost PAs
are willing to cooperate in making their docunentation
conplete or in clarifying their intent.

B. Conpl eteness Determ nati on. If the application is
found Substantially Conplete, a draft letter should be
prepared by the Field Ofice for signature by the Manager,
Airports Division, directed to the appropriate PA official.
This letter nust be sent out within the first 30 cal endar

days. The overall 120-day approval period begins with the
original receipt date.

If the application is found Not Substantially Conplete, a
draft letter should be prepared by the Field Ofice as above
whi ch specifies the deficiencies of the docunentation

provi ded by the PA. This letter should al so advise the PA
that they have 15 days to informthe FAA that they intend to

suppl enment their application or the application will be
processed as submtted.

Exanples of the two letters cited above are contained in the
PFC Handbook, and, of course, previous exanples are
avail able in each of the Field Ofices.

When an application ja Not Substantially Conplete, and the
PA indicates a supplenent is to be submtted, this should be
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acknow edged by the Field Ofice. There is no deadline on
when the supplenent is submtted, but the Field office
shoul d i ssue appropriate rem nders to the PA. \Wen

subm tted, the 120-day cal endar begi ns again, including the
30-day reviewto deternmine if the resubmttal is, in fact,
Substantially Conplete. After determining the status, which
should normally be in the affirmative, a second letter is

I ssued, signed by the Manager, Airports Division. In the
event the PA decides not to supplenent the application , the
original material is processed as shown bel ow i n paragraph

6. Note that there may be unusual situations where

suppl emented material could be resubmtted additional tines

and the review tines, notifications and expl anati ons nmay
have to be repeated.

If the original submttal is found to be Substantially
Conpl ete, the application is processed as in paragraph 6.

6. DETAI LED PROCESSI NG | mediately after the 30-day period
has passed, the Federal Register Notice (FRN) should be
drafted and submtted to AWP-612 for processing. It should
be kept in mnd that the 30 days is a maxi num and an earlier
submttal is acceptable for any "Conplete" |ocation. AWP-
612 will review the FRN for conpl eteness, obtain the

signature of *'the Manager, Airports Division and submt it to
AWP-7 for further handling.

During the next 40 to 45 days after the initial processing
and the issuance of the FRN, the Field Ofices should
conduct a detailed review of the application, keeping in
mnd that the application may be substantially conplete, but
not have listed itens that are all eligible, have incorrect
ref erences, have overstated costs or have inadequate
justification. In other words, there may be portions of the
projects that we would not reconmend for inclusion in the
approved PFC. These should be noted for later consideration
In the anal ysis.

A Briefing Paper. Also, follow ng the conpl et eness
review, and no later than day 43, a Briefing Paper should be
drafted by the Field Ofice and subnitted by the Field
O fice Manager for review by the region and signature by the
Manager, Airports Division. The Menorandum of Understandi ng
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(MOU) previously provided to the Field Offices on Novenber
18, 199, should be followed in preparing the Briefing Paper
and i n maki ng recommendati ons regardi ng which office of the
FAA, APP-530 or AWP-600, should prepare the Record of
Decision (ROD). Al of the contents of the MOU will not be
restated here, but the five (5) itens listed as
responsibilities of the Airports Division offices should be
taken i nto account when reviewi ng the docunents sent in' by
t he PA. These wi Il weigh heavily in deternining which
office, APP-530 or AWP-600, prepares the ROD

No | ater than day 75 a decision recomendati on on the proper
office to prepare the ROD will be made to ARP-1 t hrough APP-

530. Consi derati on of adverse comments to the FRN will be
taken into account in making this recommendati on. AWP-612
will confer with APP-530 to confirmthe office of

responsibility.

B. ROD Decision. For delegated applications, the Field

offices will determ ne whether PFC projects are eligible,
adequately justified and if the PAis in conpliance with the
requi rements of the PFC regulation. The Field Ofices wll
prepare the draft ROD and subnit it to the region for
coordination with the Assistant Chief Counsel, if required.

| f coordination |,@ required, the draft ROD, the application
and the attachment B checklist, as provided by the Field
office, will be made avail able by AWP-612 to the Assistant
Chi ef Counsel for review at | east 30 days before the 120 day
deci sion date. The Assistant Chief Counsel's goal will be
to return review comrents within 5 days. Note that in the
case of a needed federal Environnental |nmpact Statenent for
either the PFC projects proposed or on rel ated, non-

separ abl e devel oprrent items, coordination with Assistant
Chi ef Counsel is required.

After any required coordination is conpleted with the
Assi stant Chi ef Counsel as requested by the Airports
Division, the Field Ofices will incorporate comments as
appropriate and resubmt the Final draft of the ROD. The
regional office is to submit the final ROD for Assistant
Chi ef Counsel sign-off within 5 days prior to the 120 day
deci si on due date.
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Approxi mately the first six delegated draft RODs wll be
sent by AWP-612 for review by APP-530 to ensure consi stency
of material. Tinming of the draft ROD and APP-530's review
on these first six will be the same as described for the
Assi stant Chief Counsel's review of the draft.

The final ROD will be signed by the Manager, Airports

Di vi si on. The regional office will issue final RODS to'the
appropriate PAs within the 120 days all owed by regul ati on,
with courtesy copies to the Assistant Chief Counsel (if
review was provided), APP-530 and other interested parties,
as necessary.

C. Generic ROD with "Boilerplate" Information. Provided
with PFC Guidance No. 5 is "boilerplate"” data as prepared by
APP-530. This is only for I MPOSE AND USE PRQJIECTS. The
i npose only and use only will be forthcom ng.

The instructions and the generic ROD are col or-coded for
ease of use. Attachnment one to this guidance is col or
coded; one for each office. Future copies in color wll
have to be done by each office so we are also transmtting
t hese docunents on CC Mail to the Field Ofices.

I't should be"kept in mind that:

*  PLEASE ENSURE THAT YOU EXECUTE A "SAVE AS' COVWAND BEFORE
STARTI NG TO EDIT THE GENERI C ROD, NAM NG THE FI LE TO

SOVETHI NG RELATI NG TO THE SPECI FI C LOCATI ON FOR WHI CH YQU
ARE WRI TI NG THE ROD (For exanple, say for Phoenix, AZ
use PHXROD. DOC. For subsequent applications, the
application nunber can be inserted after the three letter
desi gnat or). OTHERW SE YOU CAN MAKE CHANGES TO THE

BO LERPLATE THAT ARE NOT ACCURATE FOR OTHER LOCATI ONS,
THEREBY DI LUTI NG THE EFFECTI VENESS OF THE BO LERPLATE.

*  PLEASE FOLLOW ALL | NSTRUCTI ONS CAREFULLY. Remenber the
generic ROD is an aid in maintaining consistency between
regi ons, which is of inportance to the success of the

del egati on.
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*  THE BO LERPLATE IS NOT TO BE CONSI DERED A " COOKBOOK" TO
FOLLOWIN ALL CASES. There will be instances where the
boilerplates will need to be changed. Pl ease do not nake
subst antive changes w thout consulting AW-612.

7.  FOLLOWMUP ACTIONS: As has been pointed out in earlier
correspondence on PFC handling, a "Certification" should be
obt ai ned from each PFC PA, preferably at the tine the ROD is
issued. W have such certifications for nost |ocations, but
there are still a few Pas that have not signed off on them
The PFC certification is patterned after the certifications
provided for various itens in the Airport |nprovenent
Program (AIP) and is therefore a famliar format. Wt hout
the certification, it is recommended that at |east one visit
per year be nade to the PFC |ocation, in connection with
another trip, to review the PFC status directly with the
responsi bl e Public Agency representative.

It is necessary to keep "on top" of the applications in
terns of inplenmenting the use application itens within two
years of approval and converting the inpose itens to use
within three years of the charge effective date. In this
connection, the tinme for the advance planni ng needed to take
action should be kept in mnd. The advance planning is
particularly inportant when a |location's collection period
IS going to expire and they want to avoid a "stop/start”
situation. Approxi mately nine nonths is needed for
virtually any significant PFC change.

Addi ti onal guidance will be provided aS requirenents
dictate.



