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1.0

2.0

2.1

2.2

Introduction

A service provider (SP) certified by the Irish competent authority (CA) under Implementing
Regulation (EU) 2017/373 shall notify the CA of proposed changes to their Functional System,
management system, safety system or service provision using the Notification of Change form
on the IAA web site.

The requirements for the Notification of Change (NOC) and the procedures to be folllowed for
changes to the Functional System are outlined in ASAM No. 38 and for the management system,
safety system or service provision are outlined in ASAM No. 39, both found on the IAA website
under ‘Publications’

IAA Publications

Use of the NOC form.

Hereafter is a basic guide to populating the NOC form.

1. Type of Notification

| Routine Change lucted it n ith cl ! dures appr 4 (notification minimum 10
working days in advance of the change)
Non-complex Change to the nt or safety r ent sy nort tem (minimum

35 working days in advance of the change)

Complex Change 10 t ent or y t sys I r termn (minimum 90

working days in advance of the change)
|. Unplanned Change ¢ (notification is

submitted as per SP CA approved procedures)

Routine Change
Non-complex Change
Complex Change

Unplanned Change

The NOC has 14 sections numbered 1 to 14. There are a variety of fill in field types e.g. check
box; free text etc.

A Textbox field is limited to a maximum of 255 characters. The user will be notified and
prevented from submitting the change notification form if the information entered exceeds the
allowed maximum. A note to remind users is inserted in section 2 of the online form i.e. “* All
Textbox fields within this form are limited to 255 characters’.
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2.3 A mandatory field to be completed or checked is denoted by an asterix*. Where needed,
sections have explanatory text to assist with completion of the fields.

ence Number *

3. Organisation Details

Name of SP *

2.4 For Section 3 ‘Name of SP’ insert the designator as given for your SP e.g. for Kerry insert EIKY;
for Shannon Enroute insert SENR. If your SP is not listed enter your SP name in free text.

2.5 Under Section 7; for ‘FDP Systems’ please insert this under ‘Other...” and prefix the entry with

the text ‘FDP Systems —“.

7. Service Impacted by the Change
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2.6  Section 13 allows for attachments to be added. The applicant clicks in the blank ‘Attachment 1’
box and navigates to the file. In the next blank box ‘Attachment Version Number’ insertin free
text the version of the file uploaded. This can be repeated 4 times.

13. Attachments to this Notification

50 character limit

ansdinfo@iaa.ie

Attachment 1 (50 character name max)

Attachment Version Number

2.7 The max file size per attachment is 2MB. Only file types ‘pdf, .doc, .docx, .ppt, .pptx, .pps, .ppsx,
.xls, .xIsx’ can be uploaded. If the file size is larger than 2MB or a file type is not listed, these can

be emailed to SRD separately.

2.8 If sending attachments to supplement a NOC its important to indicate this in section 13 in
‘Attachment Version Number’ by free typing ‘see email subject title ‘xxx-xx’ (use your Unique

Reference Number as per section 2 of the NOC e.g. ‘N0123/TWR’).

2.9 Inthe subject line of the email include the reference number you used in the NOC form e.g.

‘N0123/TWR'.

2.10 Email attachements to ansdinfo@iaa.ie .
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3.0 Under the Section 14 declaration, the email address supplied will receive a copy of the NOC
form.

14. Declaration

4.0 When typingin the CATCHA code there are no spaces required.

S E G

Generate New Image

Type the code from the image
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5.0 After reading the ‘Data Protection’ information click on the blue ‘Submit’ tab.

Data Protection

ansdinfo@iaa.ie

6.0 Confirmation of submission
The page will change to indicate the form has been sent.

Notification of a Proposed Change by a Service
Provider Form

6.1 If the page doesn’t change this is a more than likely indication of a mandatory field or fields
not been filled in. Scroll up and a red text message will appear at each section where an error
has occurred. Fill in the missing info and click the blue ‘Submit’ tab again when done.

6. Proposed Change

General change

Functional system change
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7.0 Sample of NOC email received by sender.

Form Submitted: Notificati

File Message Help  Acrobat Q Tell me what you want to do

IES Ignore @ E @ @ E [ Meeting ¥ passwords

— To Manager

& soccer Team E-... + Done
S Junk - All <) Reply & Delete 1% Create New

Delete Archive Reply Reply Forward 55 More -

Delete Respond

Thu 14/05/2020 20:48

D donotreply@web.iaa.ie

Quick Steps

Form Submitted: Notification of a Proposed Change by a Service Provider

To WOODS Brendan

Form Submitted: Notification of a Proposed Change by a

Service Provider

Please see below details of the form submitted on Thursday 14 May 2020 19:47, via https//'www.iaa.ie (IP

40.115.19.241)

1. Type of Notification

2. Reference and Version Number of this Notification
Crg Unigque Reference Number *

Version Number *

3. Organisation Details

Name of SP =

Address Where Change Will Take Place =

Address Line 2

Address Line 3

Unplanned Change

NTFR 001

1.2

TEST ATM

Findlater Street

Off Infirmary Road

Dublin 38

7.1  As stated previously the NOC form will be submitted to the CA and the sender will get a copy
of the NOC submission sent to their email. The NOC email should be retained for reference.

7.2 ltis important to note the NOC must contain enough detail about the change and its impact
for the CA to decide whether to review the change or not. If there is insufficient information
supplied this may result in a delay to a change or the notification not being accepted, and a
full resubmission required to start the notification of change process again. Consult ASAM No.
38/39 for full details of the submission timelines and the review process
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