Effective: 07 May 2021

This document (Publishing and NOTAM Guidelines for Aerodrome Operators) is the property of
Aeronautical Information Management (AIM), a unit of Aeropath Limited. Requests to correct or
modify the content of this document should be submitted to AIM ( ).
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2. NOTAM

2.1 WHAT IS A NOTAM?

A NOTAM contains any important information that could affect the safe flight of an aircraft or
information that is required by the pilot to conduct safe operations. NOTAM are issued when there
is not sufficient time to publish information and incorporate it into the AIPNZ or for changes of short
duration.

A NOTAM can be submitted by completing a NOTAM Request Form (see section 7 at the end of
this guide) or submitting via an electronic form on the IFIS website at . Todo
this, visit the site, click on the “Originator Menu”, click on the “Issue NOTAM” or “Issue RPAS
NOTAM?” link and then log in.

A NOTAM can only be issued for a maximum of 90 days. If the change or condition is to last more
than 90 days, an amendment to the AIPNZ will also be required.

Permanent changes or events longer than 90 days duration should be forwarded directly to
Aeronautical Information Management. (AIM) AIM will then publish an AIP Supplement or
amendment and request any NOTAM that may be required.

3. CHANGES THAT REQUIRE THE ISSUE OF NOTAM

A NOTAM is required to be originated and issued promptly when-

« the information to be distributed is of a temporary nature and of short duration; or
» when operationally significant permanent changes, or temporary changes of long duration are made
at short notice.

NOTAM are intended to supplement the AIPNZ.

They serve as a fast medium for distributing information whenever it is necessary to give due warning
of any change or occurrence, at short notice.

Information to be promulgated by NOTAM are published when it is necessary to distribute information
of direct operational significance which—

« is of an ephemeral nature; or

* is appropriate to the AIPNZ but needs immediate distribution. A NOTAM is required to be originated
and issued promptly whenever any of the following information is of direct operational significance—

« the establishment, closure or a significant change in the operation of an aerodrome or runway that is
published in the AIPNZ;

» the establishment, withdrawal or any significant change in the operation of aeronautical services such
as aerodromes, aeronautical information services, air traffic services, communication services,
meteorological services, search and rescue services;

* the establishment, withdrawal or change in the operation of electronic and other aids to air navigation
and aerodromes. This includes any of the following conditions affecting any electronic aid to navigation
or air-ground communication service—

* interruption or return to operation;

* change of frequency;

« change in notified hours of service;

« change of identification;

» change of orientation (directional aids);

« change of location;

* power increase or decrease amounting to 50 per cent or more;

» change in broadcast schedules or contents; or

* irregularity or unreliability of operation.

« the establishment, withdrawal, or a significant change to a visual aid;

« the interruption of, or return to operation of, major components of an aerodrome lighting system;

* the establishment, withdrawal or a significant change to procedures for air navigation services;


http://www.ifis.airways.co.nz/
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* the occurrence or correction of major defects or impediments in a maneuvering area;

* changes to and limitations on availability of fuel, oil and oxygen at international aerodromes;

» major changes to the availability of search and rescue facilities and services;

» the establishment, withdrawal or return to operation of hazard beacons marking significant obstacles
to air navigation;

* any change in regulations or rules that require immediate action such as restricted areas for search
and rescue action;

* presence of hazards not otherwise promulgated which affect air navigation (including obstacles,
military exercises and operations, intentional and unintentional radio frequency interferences, rocket
launches, displays, fireworks, sky lanterns, rocket debris, races and major parachuting events);

« conflict zones which affect air navigation (to include information that is specific as possible regarding
the nature and extent of threats of that conflict and its consequences for civil aviation);

* the erection, removal of or changes to significant obstacles to air navigation in the takeoff/climb,
approach, and missed approach areas, and runway strip;

« the establishment, discontinuance, activation or de-activation, or changes in the status of restricted or
danger areas;

Part 71 requires that at least 24 hours' advance notice be given of the activation of established
restricted, military operating or danger areas except for emergency operations.

There is no time notification requirement specified for temporary airspace of a similar nature.

Notice of any subsequent cancellation of the activities or any reduction of the hours of activity or the
dimensions of the airspace should be given as soon as possible.

» the establishment or discontinuance of areas or routes or portions of them where the possibility of
interception exists and where the maintenance of guard on the VHF emergency frequency 121.5 MHz
is required;

» the allocation, cancellation or change of location indicators;

« any change from the published category of rescue and fire fighting services available at an
aerodrome. The change of category must be clearly stated;

» the presence, removal or significant change in hazardous conditions due to snow, slush, ice or water
on the movement area of an aerodrome;

* any outbreaks of epidemics requiring changes in the notified requirements for inoculations and
quarantine measures;

» forecasts of solar cosmic radiation;

» the occurrence of pre-eruption volcanic activity, the location, date and time of volcanic eruptions and
the existence, density and extent of volcanic ash cloud, including direction of movement, flight levels
and routes or portions of routes that could be affected; or

* any other operationally significant circumstance.

Originators of NOTAM notifying the unserviceability of communication services, facilities and aids to air
navigation should give a time at which restoration of the service or facility is expected. If the timing of
the restoration is uncertain, an estimate of the time for restoration is to be given and the NOTAM must
be issued with an expiry date-time group followed by EST.

The originator of any NOTAM published with EST as part of the expiry date-time group must initiate a
subsequent cancellation or replacement NOTAM.

The NOTAM Office is also required, under rule 175.61(b)(7), to review any NOTAM issued without a
defined expiry date to ensure that the originator takes the necessary follow up action.

Information not to be promulgated by NOTAM Information that relates to an aerodrome or heliport and
its vicinity and does not affect its operational status does not require the issue of a NOTAM.

If the information is not of direct operational significance, it should be given local distribution during pre-
flight briefing or other local contact with aircraft operators and pilots.
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4. CHANGES THAT DO NOT REQUIRE THE ISSUE OF NOTAM

The following information is not to be notified by NOTAM—

* routine maintenance work on aprons and taxiways that does not affect the safe movement of
aircraft;

* runway marking work, when aircraft operations can be safely conducted on other available runways,
or the equipment used can be removed when necessary;

 temporary obstructions in the vicinity of aerodromes that do not affect the safe operation of aircraft;
« a partial failure of aerodrome lighting facilities where such failure does not directly affect aircraft
operations;

* a partial temporary failure of air-ground communications when suitable alternative frequencies are
available and are operative;

« the lack of apron marshalling facilities and road traffic control;

« the unserviceability of location, destination or other instruction signs on the aerodrome movement
area,;

« parachuting when in uncontrolled airspace under VFR, when controlled, at promulgated sites, or
within danger or prohibited areas; and

« any other information of a similar temporary nature that does not affect the safe operation of aircraft

5. USING THE NOTAM REQUEST FORM

The NOTAM Request Form should be used for all requests for the issue of NOTAM other than
those made by AFTN or via the Airways IFIS website. (www.ifis.airways.co.nz)

Part 1 - Contact Details
These details will be used by the NOTAM Office to contact the NOTAM Originator should they need to clarify
the request.

Part 2 - NOTAM Details
Select one of the following:

- NEW: if it concerns a NOTAM containing new information
- REPLACE if it concerns a NOTAM replacing a previous NOTAM
- CANCEL if it concerns a NOTAM cancelling a previous NOTAM

If you are replacing or cancelling a current NOTAM, indicate the number of the current NOTAM in
the space provided.

Item A) - Location

Specify the location of the activity which is the subject of the NOTAM to be issued. Insert the
Location Indicator for the Aerodrome or the NOTAM Area, Special Use Airspace code (e.g. NZM201)
or plain language.

Item B) - Valid From Time

This is the ten-figure date-time group (YYMMDDhhmm) representing year, month, day, hour and
minute at which the NOTAM comes into effect. e.g. 2105040500 4 May 2021, 0500. Specify if
the date-time group is expressed in Local time or UTC.

Item C) - Valid To Time

Ten-figure date-time group (YYMMDDhhmm) representing year, month, day, hour and minute at
which the NOTAM expires. For NOTAM of uncertain duration of validity, the date-time group shall
be followed by 'EST’ (estimate).

Q> Aeropath
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Examples:

- 2105050600 5 May 2021, 0600

- 2105050700 EST 5 May 2021, 0700 (estimate) Specify if the date-time group is
expressed in Local time or UTC

NOTE: The period of validity should not exceed 90 days

Item D) - Daily Schedule

This item, if included, contains the specified schedule or period(s) during which an occurrence
takes place. Specify if the date-time group is expressed in local time or UTC. This field is optional
and need only be completed as and when required e.g. Daily 0800 to 1700.

Item E) - NOTAM Text

The NOTAM text contains information on the hazard, status of operation or condition of the
facilities reported on. Abbreviations listed in AIPNZ GEN 2.2 (Volume 1) may be used where
appropriate.

NOTE: If you require more space to write a description than the form allows, tick the box,
extra text attached”, write further descriptions on extra sheets of paper and attach them to
the form/fax.

Item F) - Lower and Upper Limit
This information is applicable to navigation warnings and airspace restrictions and shows the lower
limit of the activity. Units of measurement and reference datum should be included e.g.

- SFC

- 1500FT AGL

- 7500FT AMSL
- FL150

If the NOTAM will affect airspace or relates to navigation warnings make sure you complete upper/
lower limit section.

A copy of the issued NOTAM will be forwarded to the designated fax number or email address that
was selected by the Aerodrome Operator.

6. IFIS

IFIS is a website operated by Airways New Zealand and provides pre-flight briefings and an electronic
form to submit NOTAM (see screens below). IFIS can be accessed via the following links:

e |FIS direct:

¢ Note that you will be unable to issue NOTAM through IFIS if you are not NOTAM
authorized for the NOTAM subject.

e If you are the operator of a registered aerodrome or organisation you can update the
authorisations of your users to issue NOTAM by logging into the official originators site
here:


https://www.ifis.airways.co.nz/
https://originators.aeropath.co.nz/
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6.1 IFIS SITE — ISSUE NOTAM VIA THE ORIGINATORS MENU

AIRWAVS Home Briefing Flight Plans AIP Originators

making your world possible

ADS-B Is Coming

ADS-B OUT will be mandatory in all controlled airspace by 31 December 2022.
Click this link to find out more, including details of the ADS-B Grant Scheme.

IFIS Notices:

¢ Intermittent problems accessing IFISMobile

Welcome to the Airways Internet Flight Information Service (IFIS). A pre-flight information and flight
planning service for operations within the New Zealand Flight Information Region. For complete access to
services provided by this site, register here.

Information provided by IFIS is retrieved directly from the New Zealand AIS database in "real time". MET
information provided by Airways is detailed in the AIP NZ.

See our Terms & Conditions for website policy statements, conditions of use, and information.
Meteorological information supplied is strictly not for use by Commercial Operators conducting flights at or
below 10,000ft, commercial flight training organisations, or flying/aero clubs providing commercial flight
training.

Pre-flight weather information is available also from the MetFlight website, click here or on the MetFlight
link below.

Contact Us Airways Terms & Conditions User Account MetFlight

@) Aeropath
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7. IFIS NOTAM FORM

AI RWAVS Home Briefing Flight Plans AIP

Originators  Log Out

making your world possible

Home = Reguest for NOTAM Issue

Request for NOTAM Issue

Help

Load Favourite
2019 \lll Load

Aerodrome/Org.
Authorised by
Contact Person

Contact Telephone

NOTAM Type MOTAMM » NOTAM Mumber

Location

Valid From Time uTc ¥ | Format YYMMODhhmm
Valid To Time uTc ¥ | Format YYMMODhhmm

Display UTC/Local time
Daily Schedule

MOTAM Text

Lower Limit Upper Limit
Moftification
Fax

* Email

Save Favourite Name

2019 l Delete
m -

Contact Us Airways Terms & Conditions User Account MetFlight
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8. NOTAM REQUEST FORM

PART 1: CONTACT DETAILS

Contact Person

Contact Person
Title

Contact Telephone | { ) Number of pages (including this page)

= copy of the issued NOTAM will be sent to the aerodrome Operator designated Fax or Email for verification™

PART 2: NOTAM DETAILS

NOTAM TYPE New O Cancel O Replace* O
*f vou selected CANCEL or REPLACE, please indicate the previous NOTAM number —=
A | Location
B | Valid Erom Time UTC/Local | FORMAT - YYMMDDhhmm
C | Valid To Time UTC/Local | FORMAT - YYMMDDhhmm
D | Daily Schedule
E | NOTAM Text
Extra Text Attached O
F | Lower and Upper Limit FEET

PART 3: AUTHORISATION

The information in this NOTAM request 1s declared as accuratefauthonized for promulgation.

Mame

Signature Date
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