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Standard Operating Procedure for Frequency Coordination using ICAO 

Frequency Finder Tool 

 

Objective of the Manual 
The guidelines are prepared for ICAO APAC Member States to seek concurrence from the 

ICAO APAC Office for the allocation of frequencies using Frequency Finder VHF COM/NAV 

Module.  

Steps for a request for allocation of VHF/NAV frequencies 
States/Administrations are recommended the following steps for submitting their request 

for frequency allocation to the ICAO APAC Office.  

Step 1: Log-in into ICAO Freq. Finder tool and select the concerned region 

 

 

 

 

 

 

 

 

 

 

Step 2: Select the desired module, VHF COM or NAV  
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Step 3: Integrity Check 

  

“Go to COM list 3” triggers the integrity check. 
- Automatic Connection Test and check if the COM list 3 was modified 
- Also, with the button Check Sync 
• Dialog box is displayed if a download synchronization is necessary 
• Message field 
• Download button 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step-4: NEW/MOD Frequency  

By clicking on NEW/MOD Frequency, the user will get options for CANCEL, NEW Frequency, 

ADD Frequency, and MODIFY Frequency. 
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Step-5: NEW Frequency  

The user will be navigated to the new screen for frequency selection by clicking on NEW 

Frequency. 
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Step-6: TEST  

After entering the details, the user has to check compatibility by clicking on TEST Icon. 

 

Step-7: SAVE Frequency 

After entering the details, the user has to check compatibility by clicking on the TEST option.  

Once Frequency is found compatible, register the Frequency by clicking on Save as a 

registered record. 
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Step-8: Export Submissions 

Once a draft frequency is saved, the user must click the Export Submission option given at the 

top of the module. 

  

 

Step-9: Send saved submissions to the ICAO Regional Office 
 

The exported MS Excel file i.r.o. Compatible frequency spot(s) will be saved in 

“SaveSubmissions” folder of the ICAO Frequency Finder on the local PC.  

This file must be forwarded by the registered Point of Contact (PoC) for Frequency via e-mail 

(snibhani@icao.int/vmeefuengsart@icao.int  or a letter to the ICAO Regional Office to seek 

concurrence. 
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