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RRAP ANNUAL ACTIVITY QUESTIONNAIRE (RAAQ)

Introduction
The purpose of the RRAP Annual Activity Questionnaire (RAAQ) is to collect information about the current activity of the RRAP assessed RSOO/RAIO. The information collected will be used in the process of continuous monitoring of the assessed RSOO/RAIO to develop their risk profiles.
RAAQ is to be submitted to ICAO once per year. An RRAP assessed RSOO/RAIO will be requested to submit RAAQ. In case there are significant changes that an assessed RSOO/RAIO must report to ICAO as stipulated in the MOU, RAAQ can be used to inform ICAO of such changes.
Information provided through RAAQ does not constitute evidence for the assessment of the RSOO’s/RAIO’s performance, qualifications and capability to perform safety functions and is not verified/validated by ICAO. The information provided does not impact the status of Assessment Questions (AQs), however, based on the information provided, ICAO may initiate appropriate RRAP activities.
Instruction
Please provide information on the safety functions and activities performed at least once within the last 12 months. 
All requested documents (reports, budgets, activity plans, etc.) should concern the most recent year/cycle unless indicated otherwise. The documents should be provided in English. 
The list of safety functions is available on the RRAP website (www.icao.int/safety/RRAP). The levels of safety functions are described in Document 10143, the RRAP Manual.
Activities conducted for States that are not members of the RSOO/RAIO should also be listed.
Should you have any questions, please contact ICAO at rscu@icao.int 


RRAP ANNUAL ACTIVITY QUESTIONNAIRE
GENERAL INFORMATION
Name of the organization:
Contact point for additional questions:
Name:
Position:
Email address:
Phone number:
A. SCOPE OF ACTIVITY
1. What safety functions has your organization performed in the last year? Which States has your organization served during the last year?
	Safety functions performed
	State name
	Continuous basis
Occasionally/ad hoc
(drop-down)
	Level
	Remarks

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



2. How many assistance activities were provided to the States?
	Type of activity
	Regional/individual
(provide State name)
	Area
	Number of activities
	Purpose
	Outcome

	
	
	
	
	
	



3. How many audits/inspections of service providers were performed in the last year?

	Type of organization
	Number of organizations
	Number of inspections
	Workload (man days or man hours)

	
	
	
	


4. Has your Organization’s work programme been accomplished for the last full year/cycle? If not, please explain and provide details.

5. Please provide a copy of your annual work programme and annual report for the last full year/cycle. 

B. ORGANIZATION AND RESOURCES

During the last year:

6. Were there any changes in the establishing act/statutes of your Organization? Y/N

7. If you selected Y, please provide the details.

8. Were there any changes in the Member States laws/regulations/structures/policies/procedures that would impact your Organization? Y/N

9. If you selected Y, please provide details of those changes.

10. Were there any major organizational changes affecting the capability of the Organization to perform safety functions and activities (or are there any foreseen in the near future), in particular:
a) in management team? Y/N
b) in organizational structure? Y/N
c) in outsourcing of activities? Y/N
d) in key technical personnel? Y/N
If you selected Y for any of the above, please provide details.
11. Please indicate the number of technical staff (full time equivalents) in all areas within the scope of the RRAP recognition of your organization:

	Technical area
	Number of Full Time Equivalents (FTEs)[footnoteRef:2]s [2:  Full-time equivalent (FTE), is a unit to measure employed persons in a way that makes them comparable although they may work a different number of hours per week. The unit is obtained by comparing an employee's average number of hours worked to the average number of hours of a full-time worker. A full-time person is therefore counted as one FTE, while a part-time worker gets a score in proportion to the hours he or she works. For example, a part-time worker employed for 20 hours a week where full-time work consists of 40 hours, is counted as 0.5 FTE.
The workforce of an enterprise, activity, or country etc. can then be added up and expressed as the number of full‑time equivalents. ] 

	Turnover rate[footnoteRef:3] [3:  The employee turnover rate is calculated by dividing the number of employees who left the company by the average number of employees in a certain period in time] 

	Percentage of outsourced activities

	
	
	
	


12. Please provide the latest budget figures for the last full year/cycle:
Revenue (planned/actual):
Expenditure (planned/actual): 

13. Were there any changes in funding mechanisms? Y/N
If you selected Y, please provide the details.
C. QUALITY MANAGEMENT

14. Has the internal audit/QMS audit plan been carried out? Y/N Please provide the list of findings and their status (open/closed/overdue).

Please provide a copy of the last internal audit/QMS report.

D. OTHER INFORMATION

15. How do you report your activities and/or progress to your member States as per Doc. 9734 Part B? Please provide details/examples.

16. Is your organization planning on expanding the scope of the RRAP assessment to other areas/functions? 

If yes, please provide details (areas/functions, timeframe, etc.).

17. Any other comments/relevant information?
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