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FOREWORD

1. | nt roduction

1.1 The Asi a/ Pacific Air Navigation Planning and | npl ement ati on Regi onal
Group (APANPI RG) Procedural Handbook is an informal publication prepared by the
Secretariat, intended to provide, for easy reference of interested parties, a
consolidation of material, particularly of a procedural nature, about the work

of the APANPIRG and its contributory bodies. It contains the Terns of Reference
of the APANPI RG recomended by the Air Navi gation Conmi ssion and approved by the
Council of | CAG It also contains the working arrangenments and internal

i nstructions devel oped by the Goup for the practical application of its Terms
of Reference.

1.2 The Handbook has a series of |oose-|eaf pages, organized in Part and
Section headi ngs. The document describes; Ternms of Reference; Conposition;
Position in ICAO Wrking Arrangenents; Rules of Procedure and Practices
governi ng the Conduct of Business.

1.3 The framework of Part and Sections headings in addition to the page
nunberi ng has been devised to provide flexibility and the facilitation of the
revi sion of additional or new material. Each Part includes an |ntroduction

giving its purpose and status. A Table of Contents is also provided which
serves al so as a subject index and as a check list for the current pages.

1.4 All pages bear the date of issuance. Repl acenent pages will be
i ssued as necessary and any portion of a page that has been revised will be
identified by a vertical line in the margin. Additional material wll be
i ncorporated in the existing Sections or will be the subject of new Sections, as
required.

1.5 Changes to text will be identified by a vertical line in the margin

in the foll owing manner;

N for new or revised text;

E for editorial nodification that do not alter the substance
or neani ng of the text;

D for deleted text.

For practical reasons, this shall not be applied to title pages nor to the
routine insertion and del etion of Conclusions and Decisions. The absence of
change bars, when data or page nunmbers have changed, will signify reissue of the
section concerned or rearrangenment of text (e.g, following an insertion or
del etion with no other changes).

1.6 The Procedural Handbook will be distributed to Menbers and Observers
of APANPIRG the | CAO Secretariat, and to other States and international
organi zations participating in neetings, contributing to, or having interest in
the work of the APANPIRG and/or its Contributory Bodies.
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1. Backgr ound
1.1 The ASI A/ PACI FI C Air Navi gation Pl anni ng and | npl emrent ati on Regi ona

Group (APANPI RG has been established by the Council of I1CAOQ in 1991, as
recommended by the Air Navigation Comm ssion.

1.2 The Council (CGMn. 133/18) on 26 June 1991, established t he APANPI RG
with an initial menbership consisting of fifteen (15) States.
1.2.1 Subsequent |y, based on recomendati on of APANPI RGE 2, the Council (C-
Mn. 138/2) on 2 February 1993 approved the nenbership of |ndonesia.
1.2.2 Wth effect from1 July 1997, as a result of the transfer of Hong
Kong to China, United Kingdom withdrew from the nenbership of APANPIRG
1.2.4 The Menbers of APANPIRG are as foll ows:

Australia I ndi a Paki st an

Bangl adesh I ndonesi a Republ i ¢ of Korea

Chi na Japan Si ngapor e

Fiji Mal aysi a Thai | and

France New Zeal and UnitedKingdom

United States

1.3 Based upon Concl usion 8/ 1 of APANPI RG 8, which was approved by the
Council of ICAO (3¢ Meeting of its 153'¢ Session on 25 February 1998), this
Section sets out the Terns of Reference of the APANPIRG and its position in |CAG
These gui delines will govern the G oups worki ng arrangenents i ncluding rel ati ons
with States, international organizations and | CAO specialized regional bodies,
the Rules of Procedure for the conduct of its neetings and those of its
Contri butory Bodi es.

2. Terns of Reference of the APANPI RG

The objectives of the Group are to:

a) ensure the continuous and coherent devel opment of the plans for
Asi a/ Paci fic Regions and ensure harnonization with global plan
and those of adjacent regions;

b) devel op proposals for inprovenents in the inplenentation of the
ASI A/ PAC Air Navigation Plan on the basis of new technol ogica
devel opnents; and

c) identify specific problems in the air navigation field and
propose in appropriate form action aimed at solving these
probl emns.

d) devel op, with due regard to the primcy of safety, business cases
for wvarious options taking into account the environnental
benefits and the need to facilitate financing of preferred
options in planning and inplenentation of air navigation
facilities,

Amendnent No. 1/24/4/00
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e) originate, as necessary, in co-ordination with affected State,
amendments to the Plan for the ASI A/ PAC Regi ons; and

f) keep under review the Statenent of Basic Operational
Requi rements and Planning Criteria. Recomend to the Air
Navi gati on Comm ssion such changes to them as nay be required
in the |light of devel opnents mentioned in (c).

g) use an appropriate nechanismto prepare cost/benefit analysis
and busi ness cases inclusive of environmental assessnments and
provi de rel ated gui dance material in support of “prototype”
sets of planned facilities and services. The Group may utilize
the services of financial institutions, as required, on a
consul tative basis.

3. Size of the Group and Designation of its Menbers

3.1 The G oup should be conposed of approximately twelve to fifteen
Menbers from States in the Asia and Pacific Regions to ensure a bal anced
representation of both Regions in their entirety.

3.2 Groups of States suitably located in relation to each other
shoul d, if possible, arrange for collective representati on by one of them

3.3 States should ensure that their designated representatives on the
Group have sound experience in the provision of the full range of

i nternational air navigation systens and serve for a sufficiently |engthy
period to maintain continuity in the activities of the Goup. The designated
representative can be assisted, when required, by technical advisers during
neeti ngs of the G oup.

3.4 Changes to the nmenbership and/ or size of the Group nay be proposed
by any State located in the Asia and Pacific Regions or by the Goup itself.
Such changes shall be subject to | CAO Council approval.

4, Participation in the Group's activities by other States

4.1 O her States located in the Asia and Pacific Regions which are
entitled to participate in the Asia/Pacific Regional Air Navigation Meetings
are entitled to participate at neetings of the Goup with full rights, if they
so wi sh. States should consider the need for keeping neetings of the Goup as
small and as informal as possible for efficiency purposes.

4.2 The Group may invite States to participate in its neetings
whenever it feels that such States will be affected by specific aspects of the
work of the Group or when this will be of assistance in the general conduct of
its work.

4.3 Any State other than those nentioned in paragraphs 4.1 and 4.2

above, having aircraft on its register or an operator whose principle place of
busi ness or permanent residence is in a State which operates into the Asia and
Paci fic Regions shall have the right to participate in the neetings of the
Group. This shall be subject to the applicable provisions in paragraphs 3.3,
4.1 and 4.2 above.

10
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4.4 States not covered by the provisions in paragraphs 4.1, 4.2 and
4.3 above may participate as observers in neetings of the G oup, subject to
t he applicable provisions in those paragraphs.

5. Participation by International Organi zations

5.1 The Group shall normally invite representatives of internationa

organi zati ons recogni zed by the Council as representing inportant civi
aviation interests to participate in its work in a consultative capacity.

6. Creation and dissolution of contributory bodies

6.1 To assist in its planning and i nplenentati on work, the G oup may
create contributory bodies (sub-groups), charged with preparatory work on
specifically defined problens requiring expert advice for their resolution
Representation in such sub-groups should be by specialists in the subjects
concerned and familiar with the area under consideration. The establishnent
and the work of sub-groups shall be governed by the follow ng considerations:

a) a sub-group shall be formed when it has is clearly established
that it can nake a substantial contribution to the resolution of
the problem(s) in question

b) it shall be given clear and concise terns of reference describing
not only its task but also an expected target date for its
conpl eti on;

c) its conposition shall be such that, while being kept as small as
possi ble, all States (whether or not they are Menmbers of the
APANPI RG i tsel f) and organi zati ons which can nake valid
contributions are given the opportunity to participate init;

d) its work progress and co-ordination requirenents shall be subject
to review by the Group to avoid duplication of effort in fields
al ready covered by other activities;

e) a sub-group shall be dissolved when it has either conpleted its

assigned task or it has becone apparent that work on the subject
i n question cannot be usefully continued.
Amendment No. 1/24/4/00

7.Position within | CAO

7.1The Group shall be the guiding and co-ordinating organ for all activities
conducted within I CAO concerning the Air Navigation Systemfor the ASIA and
PACI FI C Regi ons. However it shall not assune authority vested in other |CAO
bodi es, except where such bodies have specifically del egated their authority
to the Group. The activities of the Group shall be subject to review by the
Counci | .

7.2The work of groups established and neetings (excluding limted, special or
full-scale RAN neetings) held within the framework of | CAO concerned with the
Asia and Pacific air navigation system shall be co-ordinated with the
APANPI RG to ensure full harnonization with all regional activities regarding
the devel opnent and operation of the ASIA/ PAC system

11
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1. Relations with States

1.1States | ocated geographically in the ASIA and PACI FI C Regi ons, States having
dependent territories in these Regions, and States having aircraft on their
regi ster that operate in these Regions, shall be kept fully inforned of
activities of the APANPIRG To achieve this objective, States should

receive, regularly:

a) Proposed agenda for neetings of the G oup

b) The reports on neetings of the Group; and, as appropriate,

c) The sumuaries of reports on neeting of its contributory bodies.

1.2States should ensure necessary co-ordination and follow up of the Goup's
activities within their Adm nistrations.

1.3The Group may obtain information from ASI A and PACI FI C provi der States on
speci fic questions and offer them advice as specific proposals for action

2.Relations with other Bodies and Organi zations

2.1The Group shall keep itself inforned of the activities of other bodies and
organi zations to the extent that such activities are likely to have an inpact
on the planning and operation of the Asia and Pacific air navigation system

2. 2\When necessary, the APANPI RG shall provide information and advice to such
bodi es and organi zations, if this is required, to:

a)avoi d duplication of studies and/or effort; and
b) engage their assistance in matters that, while having a bearing on the air
navi gati on system are outside the conpetence of | CAO and/or the Terns of

Ref erence of the Group.

3. Admi ni stration of the APANPI RG

3. 1The APANPI RG shall be adm nistered as fol |l ows:

a)by a chairperson elected fromthe Representatives designated by Menber States
of the Group. A First and Second Vi ce-Chairperson shall be elected fromthe

sai d Representatives; and

b) by a Secretary designated by the Secretary General of I1CAO In the execution
of their duties the Secretary will be supported by the ASIA and PACIFIC
Regi onal Office.

(1 CAO Regi onal Representative, Bangkok has been designhated as Secretary of
APANPI RG)

3.2The chairperson, in close co-operation with the Secretary, shall arrange for

the nost efficient working of the Group. The G oup shall always work with a
m ni rum of formality and paperwork.

14
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3. 3Bet ween neetings of the Group or its contributory bodies, sonme subjects nmay be
dealt with by correspondence anong appoi nted Representatives of its Menber

States through the Secretary of the APANPI RG or of the sub-group concerned.
However, if States are to be consulted this should be done through the | CAO
Representative of the Ofice of accreditation.

4. Meetings of the G oup

4. 1Based on the advice of the Menbers of the G oup and of the Secretary, the
chairperson shall decide the date and duration of neetings of the G oup

4. 2Meetings are normally convened at the | ocation of the | CAO Regional Ofice in
Bangkok. |If a State offers to host a neeting it shall be responsible for

provi ding a venue, services and all costs of travel and subsistence allowance
for secretariat attendees.

4. 3Menbers nmay be acconpani ed by advi sers. Total attendance should be kept to a
m ni mum consi stent with the topics to be discussed to nmaintain the desired
informality of proceedings.

4. 4The | CAO Regional Ofice in Bangkok shall normally provide the requisite
secretariat services to the G oup.

5. Establishment of Sub-G oups

5.1To assist it in its work, the Goup my create sub-groups, charged with
preparatory work on specific problens requiring expert advice for their
resol ution.

5.2The establishnment and the work of sub-groups shall be governed by the
procedures in Part |, paragraph 6.1

5.3Participation in sub-groups should be by specialists in the subjects under
consideration. Such specialists should be provided by States (whether or not
they are designated as Menbers of the APANPIRG itself), internationa

organi zati ons and/ or Asial/Pacific bodies and Organizati ons having rel evant
experience in the field concerned.

5.4Secretaries of sub-groups established by the Group will be appointed by the
Secretary of APANPI RG

6. Task Forces

6. 1The APANPI RG or its sub-groups may appoint task forces conposed of experts
either fromw thin and/or outside the G oup or the sub-group to perform
studi es or prepare supporting docunmentation on defined subjects for

consi deration by the Group or sub-groups as a whole. Oher States and

i nternati onal organizations may be invited to provide experts to participate
in these task forces, as required.

7. Rol e of designated Menbers

7. 1Representati ves of States designated as Menbers of the Group shall assune the
duties and responsibilities of ensuring the normal conduct of business of the
Group. Menbers should attend regularly all the neetings of the G oup and

15
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mai ntain the continuity of the Group's work in the interval between neetings.
This may take the form of assignment of specific tasks to selected individua
Menbers and/or participation in task forces as referred to in paragraph 6. 1.

8. Status of Cbservers

8. 1According to the provision of Part |, paragraph 4.4, States that are neither
| ocated nor have aircraft on their register operating in the ASIA and PACIFIC
Regions will have the status of Cbserver at APANPI RG neeti ngs.

8. 2According to the provisions of Part |, paragraph 5.1, Internationa
Organi zations invited to participate at neetings of APANPIRG will have the

status of Qbserver.

9. Co-ordi nati on _and reporting lines

9.1The Group reports to the I CAO Council through its Secretary and the | CAO
Secretariat as foll ows:

a) proposal s for amendnment of the Air Navigation Plan (facilities, services and
Basi ¢ Operational Requirements and Planning Criteria) and proposals for
anmendnent of the Regional Supplenentary Procedures (SUPP) originated by the
APANPI RG wi I | be processed according to the approved anmendnment procedures;

b) suggesti ons by the APANPIRG cal ling for amendnent or nodification of the
provisions in the | CAO worl d-w de provisions (Annexes and PANS) will be
submitted to the Air Navigation Conmm ssion (ANC) for consideration and action

as appropriate;

c)itens concerning serious shortconmngs in inplementation of the ASIA and PACIFIC

Regi onal Plans will be reported to the States concerned, and, after al
possible efforts for inplenmentati on have been exhausted to the attention of
t he ANC,

d)specific policy issues emanating fromthe work of the APANPI RG and matters of
i mpact on other regions will be submtted to the Council

e)matters concerning the Group's terns of reference, its conmposition, position in
| CAO and working arrangenments, will be submtted to the Council

9. 2Sub-groups report to the Goup. Co-ordination anong sub-groups will primrily
be ensured by the Group when establishing their terms of reference and work
programe or taking action on their reports. 1In addition, the work of the
contributory bodi es should be co-ordinated through their respective

chai rperson and Secretaries, assisted, as required, by the | CAO Secretari at,

in the Asia and Pacific Ofice.

9.3Routine relati ons between the Goup or its contributory bodi es and other | CAO
groups and neetings concerning the Asia and Pacific Regions shall be conducted
t hrough the respective Secretaries and/or the | CAO Representative of the Asia

and Pacific O fice.

9.4Rel ations with representatives of States designated as Menbers of the G oup
and representatives of International Organizations regularly attending the
neeti ngs of the APANPI RG shall be conducted through the Secretary of the

16
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Group. Oher | CAO Regional Ofices shall be kept informed of correspondence
whenever it may have an inpact on their work.

9.5 Rel ations with States and International Organizations whet her
represented in the Goup, and relations with Asia or Pacific bodies and

Organi zations will normally be conducted through the | CAO Representative, Asia
and Pacific Ofice.

9.6Rel ations with the experts provided by States as Menbers of APANPI RG sub-

groups shall be conducted by the Secretary of the sub-group concerned.

17
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1. Genera

1. 1The APANPI RG shall always work with a mnimum of formality and paper work. To
achieve this aim the rules of procedure for the conduct of neetings should be

as flexible and sinple as possible. The Goup is expected to conduct its

busi ness by general consensus of interested parties. The follow ng provisions

do not therefore include any procedures for handling notions or voting.

1.2There shall be no minutes for the neetings of the Goup. Reports on neetings
shoul d not include formal Statenments by menbers or observers. However, where
consensus was achi eved after specific divergent views were expressed in

relation to the decisions taken or the conclusions reached, those views shal
be recorded as an integral part of the Report.

2. Participation

Note: The follow ng rules of procedure are based on the provisions contained in
paragraphs 3, 4 and 5 of Part | and in paragraphs 2, 7 and 8 of Part I1.

2. 1Representati ves of Contracting States designated as Menbers of the APANPI RG
shoul d participate regularly in all neetings of the G oup

2.1.1Subject to the applicable provisions in paragraph 4 of Part |, any
Contracting State of 1CAOis entitled to participate in nmeetings of the
APANPIRG, if it so wishes. To this effect, the State concerned should notify
the Secretary of APANPIRG of its intention of being represented, not |ater

than 30 days prior to the neeting in which it has decided to participate.
Such notification should include an indication of the subjects in which that
State is interested and the name and title of its representative(s).

Not e: The notification referred above is not required by States havi ng deci ded
to attend regularly the neetings of the G oup

2.2The Group shall normally invite international organizations recognized by the

Council as representing inportant civil aviation interests to participate in

the work of the APANPIRG in a consultative capacity. Anong the internationa
organi zations, |ATA, |FALPA and | FATCA should be invited on a regul ar basis.

Ot her international organizations and/or Asial/Pacific bodies and organi zations
may partici pate when specifically invited by the G oup.

2.3The |1 CAO Representative Asia and Pacific Ofice, should endeavour to ensure
representation by States, International Organizations, Asial/Pacific bodies and
organi zations invited by the Goup to participate in its neetings.

Not e: The Secretary of the APANPIRG in consultation with the chairperson,

shal | undertake to keep the total number of participants to a |evel consistent
with the required efficiency and informality of the proceedings.

20
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3. Conveni ng of Meetings

Note: Besides the working arrangenents set forth in paragraph 4 of Part I1l, the
rul es of procedure bel ow should be followed in convening neetings of the
G oup.

3. 1At each its meeting the Group should endeavour to agree on the date and
duration of its next meeting.

3.2According to its objectives the APANPI RG shal |

a)ensure the continuous and coherent devel opnment of the Asia and Pacific Regiona
Pl ans as a whole and in relation to that of adjacent Regions; and

b)identify specific problems in the air navigation field concerning the Asia and
Paci fi c Regions and propose, in appropriate form resolving action addressed
to parties concerned.

Note: To achieve these objectives the convening of one nmeeting per year would
generally suffice. Still, to safeguard coherent and orderly air navigation
planning in the interest of States and airspace users in the Asia and Pacific
Regi ons, the Group nay determ ne the need for an additional neeting in any

gi ven year.

3.3A letter for convening a neeting shall be addressed by the Secretary of the
Group, norrmally 90 days prior to the neeting, to representatives of:

a) St at es desi gnated as Menbers;

b) St ates, not designhated as Menbers, that have decided to attend regularly the
nmeeti ngs of the APANPI RG

c)International Organizations invited to participate regularly in the activities
of the Group.

3.4The convening letter should include the agenda, with explanatory notes
prepared by the Secretary to assist participants in preparing for the neeting,
and a summary report on its activities and those of its sub-groups since the

| ast neeting (Part Il, para 1.1 c) refers).

3.5The |1 CAO Representative, Asia and Pacific Ofice, shall ensure that States and
i nternational organizations concerned are infornmed of the conveni ng of
APANPI RG neetings and the subjects planned for discussion. This should be

done by a State Letter

4. Establishment of the Agenda

4.1The Secretary, in consultation with the chairperson of APANPI RG shal
establish a draft agenda based on the work programme adopted and the
docunent ati on avail abl e.

4. 2The draft agenda shall be circulated with the convening letter, as specified

i n sub-paragraph 3.3 above, for coments by expected participants in the
meeti ng.

21
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4. 3Comments in relation to the draft agenda or the work of the G oup received up
to 10 days prior to the neeting, will be submitted to the neeting as a Wrking
Paper .

4. 4At the opening of the neeting any State or international organization may

propose the inclusion of additional itenms on the agenda, and this shall be
accepted if nost States attending so agree.

5. Langquages

5.1The | anguage of the neetings of the APANPIRG shall be Engli sh.

5.2The reports on neetings and supporting docunentation for nmeetings of the Goup
will be prepared in English.

6.O0ficers and Secretariat of the APANPI RG

Note: The followi ng rules of procedure are supplementary to the working
arrangenents for the administration of the APANPI RG contai ned in paragraph 3
of Part I1I.

6.1To ensure the necessary continuity in the work of the Group and unl ess

ot herwi se determ ned by special circunmstances, the chairperson, the First

Vi ce- Chai r person and Second Vi ce-Chairperson of the APANPIRG shoul d assume
their functions at the end of the meeting at which they are el ected, and serve
for at | east two cal endar years.

6. 2St ates designated as Menbers of the Group may request that the election of the
chai rperson and/or Vi ce-Chairpersons be included on the agenda. Elected
O ficers may, in any circunstances, be reelected.

6. 3The Secretary of the APANPIRG will serve as Secretary of the neetings of the
Group. They will be assisted by Oficers of the Asia and Pacific Ofice of
| CAO, as required.

6. 4Presentati on of reports of sub-groups or of other | CAO regional planning
groups or neetings should nornmally be made by the Secretary of the respective

sub- group, regional planning group or neeting, as the case may be.
Exceptionally, and in particular, when reports raise questions of principle or
of a policy nature, the Goup nay request that their presentation be nmade by
the chairperson of the body concerned.

7. Supporting docunentation

7. 1Docunent ati on for mneetings of the APANPIRG will be prepared by the
Secretariat, States designated as Menbers of the G oup and internationa
organi zations participating regularly in the activities of the G oup.

7.2Any State, international organization and Asia/Pacific body or Organization
attending or not, may submt material for consideration by a nmeeting. In
cases where the material subnitted is as supporting docunentation on a

speci fic subject, the originator is expected to attend the neeting to which it
is presented, at |east during the discussions on the subject concerned.
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7.3Supporting docunentation shall be presented as:
a) Wor ki ng Papers

b) Di scussi on Papers

c) I nformation Papers

7. 4AWr ki ng Papers are the nmain basis of the discussion on the various itens of
t he agenda.

7.5Wbr ki ng Papers shall be presented in a standardized format. Each paper should
be limted to one agenda item or sub-itens and contain, as appropriate,
i ntroduction of the matter, brief discussion and conclusions with specific

proposal s for action.

7.6Wor ki ng Papers should be nade available to all interested parties as early as
practicable (30 days, if possible), before the neeting at which they are
i ntended to be considered.

7. 7Wbr ki ng Papers shall be distributed by the Secretary to:
a) Representatives of States designated as Menbers of the G oup

b) States having notified the Secretary of their intention of being represented at
the rel evant neeting;

c) I nternational organizations attendi ng APANPIRG activities regularly; and
d) Provi der States whose facilities and/or services are the subject of the paper.

7.7.1Qcher States or international organizations originating a Wrking Paper
shall be provided with a copy of that particular Wrking Paper despite not
attending the nmeeting of the Group to which it is submtted.

7.8Di scussi on Papers are papers prepared on an ad hoc basis during a nmeeting,
with the purpose of assisting participants in their discussions on a specific
matter or in the devel opment of conclusions for the draft report of the

neeti ng.

7.9l nformati on Papers are intended solely to provide participants at a nmeeting
with information on devel opnents of technical or administrative matters of

interest to the Group.

7.10ln view of their nature, the distribution of Discussion and Information
Papers shall be limted to participants at the neeting to which they relate.

8. Concl usi ons _and Deci sions of the Meetings

8. 1Action taken by the Group shall be recorded as:
a) Concl usi ons; and

b) Deci si ons.
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8. 2Concl usions deal with matters that, according to the Group's terns of
reference, nerit directly the attention of States, or on which further action
is required to be initiated by the Secretary according to established
procedures.

8.2.1Conclusions are mainly ained at the furtherance of studies and progranmes
bei ng undertaken by the G oup, its sub-groups and other | CAO G oups or

meetings. For the inplenmentation of conclusions, the Secretary shall
a)initiate the required action; or

b)t hrough the relevant | CAO Regional O fice, invite States and internationa
organi zati ons or other bodies as appropriate to undertake the tasks called for
by the Concl usi on concerned; or

c)refer themto Council and the Air Navigation Conm ssion for appropriate action
8.2.2The Secretary will ensure that conclusions are transnmitted to the States
concerned through the rel evant | CAO Regional O fice and will take whatever

action nay be required to nonitor their inplenentation.

8.3Decisions relate solely to matters dealing with the internal working
arrangenents of the Group and its sub-groups.

9. Conduct of busi ness

9. 1The neetings of the APANPI RG shall be conducted by the chairperson or, in
t heir absence, by the First or Second Vice-chairman of the Goup, in that
order.

9.2At the first sitting of each neeting, follow ng the opening by the

chai rperson, the Secretary shall informparticipants of the arrangenments nmde
for the conduct of the nmeeting, its organization, and of the docunentation
avail abl e for consideration of the different itens on the agenda.

9. 3Every neeting of the APANPIRG wi || consider, as required:

a)reports by its sub-groups;

b) reports by regi onal bodies;

c)specific inplenmentation matters; and

d)revi ew and up-date ofthe Work Progranmme.

9.4At each of its neetings, the Goup shall establish a tentative neeting
programe (including neetings of sub-groups) for, at |least, the follow ng two
cal endar years (cf. sub-paragraph 3.2 Part V).

9.5The Group shall at each of its neetings reviewits outstandi ng Concl usions and

Deci sions to keep them current and their nunber at a m ninmum consistent with
the progress achieved in inplenentation

10. Reports
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10. 1Reports on neetings shall be of a sinple |layout and as conci se as possible
and shal |l incl ude:

a)a brief history of the nmeeting (duration, attendance, agenda and list of
Concl usi ons and Deci si ons);

b)a summary of the discussions by the Goup on the different itenms of the agenda
i ncludi ng, for each of them the relevant Conclusion(s) and/or Decision(s);

c)the work programre and future action by the G oup; and
d)the tentative programe of future nmeetings of the Group and of its sub-groups.

10. 2A draft report will be prepared by the Secretariat for approval by the G oup
before the cl osing of each neeting.

10. 3The approved Meeting Report shall be circulated by the Secretary to:
a) Menbers of the Group; and

b) O her States and international organizations and ASI A/ PACI FI C bodi es and
organi zati ons having attended the rel evant neeting.

10.4The report shall also be circulated, through the I CAO Regional Ofice of
accreditation, to all provider States in the ASIA and PACI FI C Regions and to
the users States as appropriate, International Organizations and ASI A/ PACIFI C
bodi es concer ned.
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ASI A/ PACI FI C Al R NAVI GATI ON PLANNI NG AND
| MPLEMENTATI ON REG ONAL GROUP (APANPI RG)

PROCEDURAL HANDBOOK

PART |V

RULES OF PROCEDURE FOR THE
CONDUCT OF MEETINGS OF THE CONTRI BUTORY
BODI ES OF THE APANPI RG
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Cener a

.1 Contri butory bodi es (sub-groups) of the APANPIRG shall work with a
m ni mum of formality and paperwork. There shall be no mnutes kept for the
nmeeti ngs.

Participation

Note: The followi ng rules of procedure are based on the provisions
contai ned in paragraph 5 of Part 11.

.1 Each sub-group of the APANPIRG shall be conposed of experts to be
provi ded by States, whether Menbers or not of the APANPIRG international
organi zati ons and/ or bodi es and Organi zati ons havi ng experience in the rel evant
field.

.2 VWhen deci ding the creation and establishing the mandate and terns of
reference of any of its sub-groups, the Goup shall indicate the States,
i nternational organizations and/or bodies and Organizations that are to be
invited to provide experts for that body. The conposition of sub-groups shal
be kept as small as possible to ensure the efficiency of their work and the
informality of proceedings.

.3 States other than those specified by APANPIRG which are can meke
valid contributions to the work of a sub-group body are entitled to provide
experts for that body if they so wish. To this effect, they should notify the
| CAO Representative, Asia and Pacific Ofice of their intention to participate
and of the name and title of the expert(s) designated.

.4 St ates and i nternati onal organi zati ons and/ or Asi a/ Paci fi c bodi es and
organi zati ons should ensure that the experts they provide as nenbers in sub-
groups of the APANPIRG have the required qualifications and experience to
contribute to the work of the body concerned.

Conveni ng of neetings

.1 The date and duration of neetings of a sub-group of the APANPIRG

shall be decided by the chairperson, in consultation with Menbers and the
Secretary of that sub-group.

.2 As a rul e, sub-groups shoul d agree, at each neeting, on the date and
duration of the next nmeeting and on a tentative schedule of future neetings to
assi st the APANPIRGin establishing its neeting progranme (cf. sub-paragraph 9.4
of Part 111).

.3 For every neeting of a sub-group of the APANPI RG a convening letter
shal |l be addressed by the respective Secretary to the Menbers of that body. This
convening letter should include the agenda, with explanatory notes as required,
to assist participants in preparing for the neeting.

Est abl i shnent of the Agenda

.1 The Secretary of a sub-group of the APANPIRG after co-ordination
with the |ICAO Regional Ofice concerned, and in consultation with the
chai rperson, shall establish a draft agenda based on the work programe adopted
and the docunentation avail abl e.
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The draft agenda shall be circulated with the convening letter and
submitted to the neeting to which it refers, for approval.

Languages

The | anguage of, and supporting docunmentation for, neetings of
contributory bodi es of the APANPI RG (sub-groups, task forces) shall be English.

Note: Docunentation prepared by States and i nternati onal organi zati ons
should be forwarded to the Secretary of the Sub-group/task force, if
possi bl e, at | east 45 days before the neeting for which it is intended,
to permt tinely processing.

The reports of neetings of these bodies shall be in English.

Oficers and Secretariat of sub-qgroups of the APANPI RG

Each sub-group of the APANPI RGshall at its first neeting elect, from
the experts provided by States as Menbers of the sub-group, a chairperson and a
Vi ce- Chai r per son.

To ensure the necessary continuity in the work and unl ess ot herw se
deternmi ned by special circunstances, the chairperson and Vi ce-Chairperson of a
sub-group should serve for an unspecified period.

Menmbers of a sub-group may request that the election of the
chai rperson and/or Vi ce-Chairperson be included in its neeting agenda. Elected
of ficers may be re-el ected.

Conduct of busi ness

Meeti ngs of a sub-group shall be conducted by its chairperson or, in
their absence, by the Vice-Chairperson

Action proposed by a sub-group that requires the prior agreenent of
t he APANPI RG before it can be inpl emented or otherw se, shall be recorded inits
report as draft Conclusions or draft Decisions. All such proposed actions shal
be considered by the APANPIRG at its next neeting after the issue of the sub-
group's report.

Reports of neetings

.1 Proceedi ngs of neetings of sub-groups should be recorded in the form

of a Report or a Summary.

.2 A sub-group shall decide for each of its neetings whether a Report

is required or whether a Summary will be sufficient. A summary would normally
suffice when there is no neeting of the APANPIRG before the next schedul ed
nmeeting of the sub-group. A consolidated Report may be prepared covering nore
t han one neeti ng.

.3 A nmeeting of a sub-group will submit a Report whenever, it has:

a) conpleted action on any part of its work programe; or
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b) found that it needs further directives or guidance fromthe APANPI RG
to proceed in its work.

8.4 For all other neetings, the Secretary of that body will prepare a
summary on the busi ness conducted by the neeting to keep the APANPI RG and St at es
i nforned of development in its activities.

8.5 Reports on neeti ngs of sub-groups shall be of a sinple |layout and as
conci se as practicable. To the extent feasible the reports should be presented
in a summary format setting aside reporting on non-essential proceedi ngs and on
matters of solely internal interest to the sub-groups thenselves. They should
normal |y cover:

a) short introduction (brief history of the meeting, agenda, tasks at
hand) ;

b) in the sequence of the agenda, summary of findings on different
tasks or specific elenents of it including, as appropriate, draft
concl usi ons and/ or deci sions; and

c) the work programre and future neetings.

8.6 Reports or Summari es on neetings of sub-groups shall be distributed
by the Secretary to Menbers of the sub-group concerned, after the neeting to
which the Report or Summary refers. Those Reports or Sunmmaries shal

simul taneously be circulated by the |ICAO Regional Representative, Asia and
Pacific Ofice to all provider States of the ASIA and PACIFIC Regions,
i nternational and national Organizations and bodi es concerned. The Reports shall
be made available to user States on request.

8.7 Reports or Summari es on neeti ngs of sub-groups shall be subnmitted to
the APANPI RG for review and action. At each of its neetings, the APANPI RG shal |
review the reports or summaries on all neetings of its sub-groups having taken
pl ace since its |last neeting al so other avail able reports on earlier neetings of
sub-groups still requiring action by the G oup.

8.8 Action taken by the APANPIRG on reports of its sub-groups shall be
the object of a Supplenent to the Report concerned. This Supplenment shall be
circulated by the Secretary of the Sub-group concerned to the Menbers of that
body and by the | CAO Regi onal Representative, Asia and Pacific Ofice to the
interested States, international and nati onal Organi zati ons and bodi es concer ned.
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Procedure for the endorsenment and application of Asia/Pacific
regi onal gui dance materials in various air navigation fields

7.1 The foll owi ng procedure suggested by APANPI RG 7 (Concl usion 7/39)

for the processing of the ASI A/ PAC regi onal guidance materials was noted by
the | CAO Council (150/18) for inclusion in the Procedural Handbook

- APANPI RG Sub- Groups and Task Forces as well as States of the
ASI A/ PAC Regions, in a position to do so, are encouraged to
devel op uni form gui dance material for facilitating the
i mpl ementation of international air navigation systens in the
Asi a/ Paci fi c Regi on

- Such guidance material should not conflict with I CAO Provisions.

- Such guidance material should be exam ned by the APANPI RG St ates
and included in APANPI RG reports.

- Wth regard to cases where regi onal guidance material prepared by
APANPI RG contri butory bodi es needs to be dealt nore speedily, the
material may be circulated to States for appropriate action
follow ng consultation with the APANPI RG Chairperson and
exam nation by | CAO Headquarters.

- The material resulting fromthe above should be forwarded to
States by the | CAO Regional Ofice recomending States to
use/ adopt the material to facilitate their work.
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UNI FORM METHODOLOGY FOR THE | DENTI FI CATI ON, ASSESSMENT AND REPORTI NG OF Al R

1

1

1

1

2.

NAVI GATI ON SHORTCOM NGS AND DEFI Cl ENCI ES

(Approved by the Council on 23 June 1998)

I nt roducti on

1 Based on the information resulting fromthe assessment carried out

by | CAO on the input received from various regions regarding shortconi ngs and
deficiencies in the air navigation field, it becane evident that inprovenents
were necessary in the follow ng areas:

a) col l ection of information;

b) safety assessment of reported probl ens;

c) identification of sui tabl e corrective actions
(technical /operational /financial/organizational), both short-term and
| ong-term and

d) nmet hod of reporting in the reports of | CAO pl anning and i npl enentati on
regi onal groups (PIRGs).

2 Thi s methodol ogy is therefore prepared with the assistance of | CAO
PIRGs and is approved by the ICAO Council for the efficient identification,
assessnment and clear reporting of air navigation shortcom ngs and defi ci enci es.
It may be further updated (by the Air Navigation Commission) in the |light of the
experience gained in its utilization.

3 For the purpose of this nethodol ogy, a situation where a facility is
not installed or a service is not provided in accordance with a regional air
navi gation plan is considered to be a shortcoming. A situation where an existing
facility or service is partially unserviceable, inconplete or not operated in
accordance with appropriate | CAO specifications and procedures is considered to
be a deficiency. The net effect of either a shortconing or a deficiency is a
negati ve i nmpact on safety, regularity and/or efficiency of international civi
avi ati on.

Col l ection of information

Regi onal office sources

1 As a routine function, the regional offices are expected to naintain

a list of specific shortcom ngs and deficiencies, if any, in their regions. To
ensure that this list is as clear and as conplete as possible, it is understood
that the regional offices take the follow ng steps:
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a) conpare the status of inplenmentation of the air navigation facilities
and services with the regional air navigation plan documents and
identify facilities, services and procedures not inplenented,

b) review mission reports with a view to detecting shortcom ngs and
deficiencies that affect safety, regularity and efficiency of
international civil aviation

c) meke a systematic analysis of the differences with | CAO Standards and

Recommended Practices filed by States to determ ne the reason for their
exi stence and their inpact, if any, on safety;

d) review aircraft accident and incident reports with a view to detect
possi bl e systens or procedures deficiencies;

e) review inputs, provided to the regional office by the users of air
navi gati on services on the basis of Assenbly Resol ution A31-5, Appendi x
M

f) assess and prioritize the result of a) to e) according to paragraph 4;

g) report the outcone to the State(s) concerned for resolution; and

h) report the result of g) above to the related PIRG for further
exam nation, advice and report to the I CAO Council, as appropriate

t hrough PIRG reports.

St at es sources

.2 To collect information fromall sources, States should, in addition
to conplying with the Assenbly Resol uti on A31-10, establish reporting systens in
accordance with the requirements in Annex 13, paragraph 7.3. These reporting
systens should be non-punitive in order to capture the maxi mum nunber of
defici enci es.

Users sources

.3 Appropriate international organizations, including | ATA and | FALPA
are val uabl e sources of information on shortconi ngs and defici encies, especially
those that are safety related. In their capacity as users of air navigation

facilities they should identify facilities, services and procedures that are not
i mpl emented or are unservi ceable for prolonged periods or are not fully
operational. In this context it should be noted that Assenbly Resol uti on A31-5,
Appendi x M and several decisions of the Council obligate users of air navigation
facilities and services to report any serious problens encountered due to the
lack of inplenmentation of air navigation facilities or services required by
regi onal pl ans. It is enphasized that this procedure, together with the terns
of reference of the PIRGs should form a solid basis for the identification,
reporting and assisting in the resolution of non-inplementation matters.
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Reporting of information on shortcom ngs and defi ci enci es

.1 In order to enable the I1CAO PIRGs to make detail ed assessnents of
short com ngs and defi ci enci es, States and appropriate internati onal organi zations
i ncluding | ATA and | FALPA, are expected to provide the information they have to
the 1 CAO regional office for action as appropriate, including action at PIRG
nmeeti ngs.

.2 The information should at Ileast include: description of the
shortcom ng and deficiency, risk assessment, possible solution, tine-lines
responsi bl e party, agreed action to be taken and action al ready taken.

.3 The agenda of each PIRG neeting should include an item on air
navi gati on shortcom ngs and deficiencies, including information reported by
States, | ATA and I FALPA in addition to those identified by the regional office
according to paragraph 2.1 above. Review of the shortcom ngs and defi ci encies
should be a top priority for each neeting. The PIRGs, in reviewing |ists of
shortcom ngs and defici enci es, shoul d make an assessnment of the safety i npact for
subsequent review by the | CAO Air Navi gati on Conmm ssion

.4 In line with the above, and keeping in mnd the need to eventually
make use of this information in the planning and inplenentation process, it is
necessary that once a shortcoming or deficiency has been identified and
val idated, the following fields of information should be provided in the reports
on shortconi ngs and deficiencies in the air navigation systens. These fields are
as follows and are set out in the reporting formattached hereto.

a) ldentification of the requirenments

As per | CAO procedures, Regional Air Navigation Plans detail inter alia
air navigation requirenments including facilities, services and procedures
required to support international civil aviation operations in a given region
Therefore, shortconi ngs or deficiencies would relate to a requirenment identified
in the regional air navigation plan docunents. As a first item in the
shortcom ng/ deficiency |ist, the requirenments along with the nane of the neeting
and the rel ated recommendati on nunber should be included. In addition, the nane
of the State or States involved and/or the nane of the facilities such as nane
of airport, FIR, ACC, TWR, etc. should be included.

b) Identification of the shortcom ng or deficiency

This itemidentifies the shortcom ng or deficiency and woul d be conposed
of the follow ng el enents.

i) a brief description of the shortconing or deficiency;
ii) date shortcom ng or deficiency was first reported;
iii)Status of inplenmentation; ie,

S
D

short comi ng
defi ci ency
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iv) appropriate inmportant references (Meetings, Reports, M ssions,
etc)

c) ldentification of the corrective actions

In the identification of the corrective actions, this item would be
conmposed of:

i) a brief description of the corrective actions to be undertaken

ii) identification of the executing body;

iii)expected conpletion date of the corrective action*; and

iv) when appropriate or available, an indication of the cost
i nvol ved.

* |t should be noted that a | onger inplenmentation period could be assigned in those
cases in which the expansion or devel opnment of a facility was ainmed at serving
| ess frequent operations or entail ed excessive expenditures.

4. Assessnent and prioritization

4.1 A general guideline would be to have three levels of priority
organi zed on the basis of safety, regularity and efficiency assessnent as
fol |l ows:

“U priority = Urgent requirenents having a direct inmpact on safety and
requiring i mediate corrective actions.

Urgent requirenent consisting of any physical, configuration
material, performance, personnel or procedures specification, the
application of which is urgently required for air navigation safety.

“A’" priority= Top priority requirenents necessary for air navigation
safety.

Top priority requirenent consisting of any physical, configuration,
mat eri al, performance, personnel or procedures specification, the
application of which is considered necessary for air navigation
safety.

“B" priority= Intermediate requirenments necessary for air navigation
regularity and efficiency.

Internediate priority requirement consisting of any physical,
configuration, mterial, performance, personnel or procedures

speci fication, the application of which is considered necessary for
air navigation regularity and efficiency.

5. Model reporting table for use in the reports of PIRGs
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5.1 Taki ng the foregoing into account, the nodel table at the Appendix
is for use by PIRGs for the identification, assessment, prioritization etc. of
shortcom ngs and deficiencies. It mght be preferred that a different table would
be produced for each of the different topics i.e. AGA, ATM SAR, CNS, Al S/ MAP,
MET. However, all tables should be uniform

6. Action by the regional offices

6.1 Bef ore each PI RG neeting, the regional office concerned will provide
advance docunentation concerning the Jlatest status of shortconings and
defici enci es.

6.2 It is noted that the regional offices should docunent serious cases
of shortcomi ngs and deficiencies to the Air Navigation Commi ssion (through | CAO
Headquarters) as a matter of priority, rather than waiting to report the matter
to the next PIRG neeting and that the Air Navigation Conmi ssion will report to
t he Council .
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REPORTING FORM ON AR NAVIGATION SHORTCOMNGS AND DEFICENCES IN THE .... FIELD IN THE .... REG ON
Identification Short com ngs and defi ci enci es Corrective action
Requi renents Stlates/facilit |Description Dalefirstlrlplerrentation Remar ks Description Efecuting Pate of Hriority
i es reporte status body conpl et for
d (S, D= e acti on*
*
Requi renent of Tefra X Spg¢ech circuitsl2402/9X S Cojordination I nmpl ementationTejra X August A
Part .., Teqra Y not neeting of direct 199X
par agr aph i mpl erent ed bet ween speech
(table) .. of Villa X - Terra X and |circuit via
the air VillaY Terra Y on satellite
navi gati on 16/07/9X to
pl an finalize
arr angenent
sto
i mpl enent at
ion circuit
via
satellite
*S = shortconing D = defici ency

* %

Priority for action to renedy the shortconming is based on the followi ng safety assessnents:
“U priority = Urgent requirenments having a direct inpact on safety and requiring i mredi ate corrective actions.

Urgent requirenment consisting of any physical, configuration, material, performance, personnel or procedures
specification, the application of which is urgently required for air navigation safety.

“A" priority = Top priority requirenents necessary for air navigation safety.

Top priority requirement consisting of any physical, configuration, naterial, performance, personnel or
procedures specification, the application of which is considered necessary for air navigation safety.

“B” priority = Intermedi ate requirenents necessary for air navigation regularity and efficiency.

Intermediate priority requirenment consisting of any physical, configuration, nmaterial, performance, personnel

or procedures specification, the application of which is considered necessary for air navigation regularity and
efficiency.

- END -
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1. Pur pose and st at us

1.1 According to the APANPI RG wor ki ng arrangenents, all States
concerned with the work of the Group shall be kept fully informed (please see
note below) of its activities. To this effect, | CAO Representative, Asia and
Pacific O fice, based on information provided by the Secretary of the
APANPI RG, shal |

a) keep States inforned of the convening of APANPI RG neetings and
t he subjects planned to be discussed (cf. Part I11, paragraph
3.5); and

b) send themreports on neetings of the G oup, and, as
appropriate, summaries or reports on neetings of its sub-groups
(cf. Part 11, paragraph 1.1)

1.2 Al'l Asial/Pacific provider and user States, either Contracting or
non- Contracting States of the Convention on International Civil Aviation
shall be regarded as concerned with the work of the APANPI RG and therefore
entitled to receive information on its activities.

Note: Communication with States will be according to existing
| CAO policies and procedures.

1.3 In addition, according to the provisions governing the
participation in the Goup's activities by States other than those desi gnhated
as Menbers of the APANPI RG and Asia/ Pacific provider and user States, other
Contracting States of the Convention on International Civil Aviation, shall be
entitled to be represented at neetings of the Goup with full rights, if they
so wish. (cf. Part |, paragraphs 4.1 to 4.4)

1.4 Asi a/ Pacific provider or user States are as foll ows:
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ASI A/ PAC PROVI DER STATES

Australia Kiribati Papua New Gui nea
Bangl adesh Lao PDR Phi | i ppi nes
Bhut an Mal aysi a Republ i ¢ of Korea
Brunei Darussal am Mal di ves Sanpa
Canbodi a Mar shal | isl ands Si ngapor e
Chi na M cronesia, F.S. O Sol onon | sl ands
Cook sl ands Mongol i a Sri Lanka
DPR Kor ea Myanmar Thai | and
Fiji Naur u Tonga
France Nepal Tuval u*
I ndi a New Zeal and United States
I ndonesi a Paki st an Vanuat u
Japan Pal au Vi et nam
* Non Contracting State
USER STATES
Af ghani st an I rel and Romani a
Al geria | srael Russi an Federation
Argentina Italy Saudi Arabia
Austria Jordan Seychel | es
Bahr ai n Kazakhst an Sl ovaki a
Bel ar us Kenya Somel i a
Bel gi um Kuwai t South Africa
Bot swana Kyrgyzst an Spai n
Brazi | Lebanon Sudan
Bul gari a Li byan Arab Jammhiriya Sweden
Canada Luxembourg Swit zerl and
Chile Madagascar Syrian Arab Republic
Croatia Mal awi The former Yugosl av
Cyprus Mal t a Republ i c of Macedoni a
Czech Republic Mauri ti us Tur key
Denmar k Mexi co Tur kmreni st an
Ecuador Mor occo Uganda
Egypt Mozanbi que Ukr ai ne
Et hi opi a Nam bi a United Arab Enirates
Fi nl and Net her | ands, Uni ted Ki ngdom
Ger many Ki ngdom of the Uni ted Republic of
Ghana Ni geri a Tanzani a
Gr eece Nor way Uzbeki st an
Hungary Oman Yenen
Iran, Islanmc Rep. of Pol and Zanmbi a
I raq Por t ugal Zi mbabwe
Qat ar
| NTERNATI ONAL | ATA
ORGANI ZATI ONS | FALPA
| FATCA
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| NTERNATI ONAL ORGANI ZATI ONS

Reqgi onal Econom ¢ Conmi ssi ons

Econom ¢ and Social Commi ssion for Asia and the Pacific

I nternational Organi zations

Airports Council International (ACl)

Asi a- Paci fic Tel ecomrunity (APT)

International Air Transport Association (IATA)

I nternational Council of Aircraft Omer and Pilot Associations (lIAGCPA)
International Federation of Air Line Pilots' Associations (IFALPA)
International Federation of Air Traffic Controllers' Associations (|IFATCA)

Uni ted Nations Specialized Agencies

I nternational Tel ecommuni cations Union (ITU)
Worl d Met eorol ogi cal Organi zation (WMD)
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