 SEQ CHAPTER \h \r 1MEMORANDUM FOR:  
Federal Aviation Administration

  


  Facility Manager

FROM:


{Insert Your Name and Title}

SUBJECT:

Certification Examination Request

Attached is the requested weather certification examination to be administered under your personal supervision or under the personal supervision of your training officer.  This material is administratively restricted.  All examination material must be maintained in a secure location until it is mailed back to this office.  The completed answer sheet may be copied but must be destroyed upon notification the original was received at this office.

The individual being tested is required to demonstrate an ability to take and record an accurate and timely observation prior to taking the examination.  If the individual fails to demonstrate this ability, a written examination will not be administered until such time as additional training is given and another practical demonstration is administered and successfully completed.

Assistance of any type, other than clarifying the intent of a question, is not permitted during the examination.  Discussion of questions after the examination is also not permitted.  No reference to the agency’s handbook (FAA Order 7900.5) is permitted.  However, a blank observation form along with scratch paper is permissible.  Instruct the applicant to circle the selected answers on the provided answer sheet.  A set of proctor instructions is also included with each examination.

Once the examinations are complete, all examination material including scratch paper and scratch MF1M-10 forms will be returned to this office for grading.  A certificate will be issued if the score is 80 percent or higher and the Examination Answer Sheet is properly completed.  The examination date must be included on the answer sheet or a certificate will not be issued.  If the examination cannot be administered within 10 days of receipt, you must return all the material or call this office to request an extension.

An enclosed "NWS Examination Custodian Statement" form is provided and must be signed and dated by you, the FAA Facility Manager.  If the proctor of the examination does not hold a current weather certificate and there is not a weather certified Government employee available for the applicant to demonstrate observing ability, the contract weather supervisor or another contract observer may verify the applicant’s ability to take a weather observation provided that person holds a valid weather certificate.  The contract weather supervisor/observer will need to complete the "Certificate Qualification Statement" located at the bottom of the NWS Answer Sheet.  The individual also needs to include his/her certificate number in the space provided below the "Title" block.  Failure to provide the required signatures on the completed answer sheet and any other required form will delay or may suspend the certification process.

