Checklist of Required Documents for Application to Operate Scheduled Services
Note on submission:

1.
Please visit http://www.cad.gov.hk/english/efiling_home.html and apply for a user account of the online E-filing system for submission of application to Air Services and Safety Management Division, Hong Kong Civil Aviation Department.
2.
Please complete Part A of this form.
3.
Please check all items within Part B which are required to be submitted through our online E-filing system. Partially or incorrectly completed applications will incur delay in processing.
4.
Please submit the required tariff filings in Part C to Air Services and Safety Management Division, Hong Kong Civil Aviation Department by email (email: tariffs@cad.gov.hk).
Part A
Details of Applicant
	Name of Airline:
	

	3-letter ICAO code:
	     
	2-letter IATA code:
	     

	Local ground handling agent:
	     
	Call sign radio telephony:
	     

	Contact details of personnel handling daily applications and general enquiry (local contact if applicable)

	Name:
	     
	Post Title:
	     

	Tel:
	     
	Fax:
	     
	Email:
	     

	Address:
	     

	
	     

	Addressee of Operating Permit (if different from above)

	Name:
	     
	Post Title:
	     

	Tel:
	     
	Fax:
	     
	Email:
	     

	Address:
	     

	
	     

	Emergency local contact in case of aircraft accident at HKIA

	Name:
	     
	Post Title:
	     
	Dept:
	     

	Tel:
	     
	Mobile:
	     
	Email:
	     

	Address:
	     

	(if different from above)
	     

	Emergency contact of head office in case of aircraft accident at HKIA

	Name:
	     
	Post Title:
	     
	Dept:
	     

	Tel:
	     
	Mobile:
	     
	Email:
	     

	Address:
	     

	
	     

	AFTN:
	     


Part B
Documents Required
1.
To be submitted via the “Supporting Document” application in the e-filing system:

 FORMCHECKBOX 

(a)
This form
 FORMCHECKBOX 

(b)
Designation note from the relevant aeronautical authorities concerned authorizing the applicant to operate the scheduled services
 FORMCHECKBOX 

(c)
Safety Assessment Form (Form attached)
 FORMCHECKBOX 

(d)
Air Operator’s Certificate (AOC) 
 FORMCHECKBOX 

(e)
Operations Specifications pertained to the AOC indicating the type(s) of aircraft, type(s) of operations authorised, and authorised area(s) of operation or routes.
 FORMCHECKBOX 

(f)
Aerodrome Operating Minima (AOM) for Hong Kong International Airport (Form available at http://www.cad.gov.hk/english/aom.html)
 FORMCHECKBOX 

(g)
Insurance Declaration Form (Form attached)
 FORMCHECKBOX 

(h)
Insurance Certificate 
2. 
To be submitted via the “Seasonal Schedule” application in the e-filing system: 

 FORMCHECKBOX 
   Seasonal passenger/all-cargo flight schedules 
3. If leased aircraft (whether under dry or wet lease arrangements) are intended to be used, the following additional documents/ information are required (Please refer to the Safety Assessment Form), to be submitted via the “Lease Aircraft” application in the e-filing system:

 FORMCHECKBOX 

(a)
Aircraft Lease Agreement showing that 
(i) such leasing arrangements would not be equivalent to allowing the lessor airline access to traffic rights not otherwise available to that airline; and

(ii) the financial benefit to be obtained by the lessor airline would not be related to the profit or loss of the operation of the proposed flights

 FORMCHECKBOX 

(b)
Approval of the Civil Aviation Authorities of the lease arrangement, including information to show the arrangements made between the aeronautical authorities concerned for the allocation of responsibilities under ICAO Annex 6 and the continuing airworthiness of the aircraft.
 FORMCHECKBOX 

(c)
Wet lease: documents (d)-(h) listed in para 1 above of the lessor

Part C
Tariff Filings & Fare Display Requirments
1.
Tariffs to be charged for the carriage on scheduled services, to be submitted by email (tariffs@cad.gov.hk):
 FORMCHECKBOX 

(a)
Passenger air fares and the related conditions*
 FORMCHECKBOX 

(b)
Cargo rate

*Airlines are required to comply with the following requirements in the display of ticket prices at direct sales outlets for flights originating from Hong Kong:

(i)
clear display of total “must pay” price (i.e. the price which a passenger must pay for the purpose of boarding a flight). Elements of the “must pay” price include the applicable airfare, passenger fuel surcharge (if levied by the airline), air passenger departure tax, passenger security charge and airport construction fee. The information must be displayed at all times throughout the booking process in each quotation/transaction; 

(ii)
provision of a breakdown of all the elements (including any passenger fuel surcharge which may be levied by the airline) of the all-inclusive “must pay”; and

(iii)
if there are optional price supplements (e.g. extra baggage allowance, travel insurance, etc.), in addition to the “must pay” ticket fare, each of them must be offered on an opt-in basis (i.e. consumers will determine whether to purchase these supplements by making a positive selection, e.g. ticking the respective boxes on the relevant page of airlines’ booking website, etc.).
2.
Tariff filings should be in the form of a formal letter (in pdf format) with the operator’s company letterhead and authorized signature addressed to the Director-General of Civil Aviation. 
3.
Two separate emails are required in case both passenger fare filings and cargo rate filings will be submitted. For identification purpose, please state the filing subject and reference number of the tariff filings in the “Subject” of the respective emails.

Notes for Attention

Please make sure the following requirements have been cleared or submitted to different parties concerned:

1.
Confirmation on slot clearance for time of arrival at and departure from Hong Kong with the Hong Kong Scheduling Coordination office. Please refer to the following link for details (http://www.hkgslot.gov.hk/Home.html)
2.
If dangerous goods will be carried on the aircraft, prior permission from our Dangerous Goods Office (DGO) . For details, please contact DGO direct by email at dgo@cad.gov.hk or by fax no. at (852) 2795 8469.
3.
Submission of Aircraft Operator Security Programme (AOSP) to our Airport Standards Division (APSD) at least one month prior to the operation date.  For details, please contact APSD direct via telephone no. at (852) 2910 6996 or email address at apsd_sec@cad.gov.hk or fax no. at (852) 2362 4257.
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