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Document Contrg gchnical Library Management Procedure

Part 1: Document Control System Procedure

Introduction

This document describes the procedure to be used for the overall control of document received,
processed and dispatched from the Aerodrome Safety Standards Department (ASSD). Each
individual responsible for execution of any official documents in ASSD are required to adhere to
the procedures laid down in this document.

This manual describes the detail procedure for tracing the documents, received or dispatched and
their current status.

Office Information

Aerodrome Safety Standards Department falls under Civil Aviation Safety and Security
Regulation Directorate and is headed by Director. The present approved department
structure depicts as follows:
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Technical Library Management Procedure

Under the ASSD, there fall one division and four sections, namely:

Aerodrome Safety Division

Aerodrome Standards Section

Engineering Specification Section

Aerodrome Certification, Compliance and Enforcement Section
Technical Research and Safety Data Section
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Documents Control Procedure
Director ASSD will receive and dispatch official correspondences as letter, memo etc. to or from

concerned departments, divisions and sections under CAAN or other organizations.

Incoming Document Control Procedure

Whenever any document is received either addressed to the Director or individual, shall get
registered in individual receive and dispatch section. A separate register file is maintained (either
hard or soft) for recording and registering of such documents. Whenever any request letter comes
in, it shall come in duplicate copy. One for processing inside and one for received copy for sender.

When any documents (either application or any another) is received and registered, each is given
individual tracking number. The said number is allocated usually at first page and is usually
identifiableas per section as: ASSD..... The same no. is registered in as per format appendix 1
(include.....Registration Number, format). The other copy with same tracking no. is returned to
applicant. After having registered in master register, the document will move to individual to
whom it is addressed and if required tothe Director/ Chief, Division head or section, for processing,
who will assign the application to the individual inspector/officer for further processing where it
is again entered with information to which the application is being forwarded. Thus whenever any
documents move from one officer to other officer it moves through receive and dispatch section,
where each time it is recorded with dateand assigned officer. In this way every document is
tracked with date and allocated officer.

Internal Memo file creating and recording

Whenever any application is received, it is processed through internal memo by individual
officer,Internal memo (Tippani) file is raised. with required comments from individual officer
and necessarydocuments inside file. File is forwarded to respective receive and dispatch section
for registration and allocation of unique tracking number and then only it is forwarded to whom it
is addressed again through individual receive and dispatch section. Similarly, the file is moved and
processed, each time it moves, it shall move through receive and dispatch section for recording of
designation, name of officer and date. In this way, whenever any file is moved and processed, it is
tracked and controlled with progress status of file.
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Recording of internal memo in register either in hard or soft copy shall be in accordance with

format as laid in appendix 2 : Internal Memo (Tippani).
Outgoing Documents Control Procedure

Whenever any official letter is to be dispatched by individual officer, it shall be dispatched through
individual receive and dispatch section. Once letter is signed it is handed over to receive and
dispatch unit where it is registered and each letter shall be given unique dispatch no. termed as
Ref.: No...or Dispatch Number

The recording of dispatch letter shall either be done in hard or soft copy but shall be recorded in
format as shown in Appendix-3. Whenever letter is dispatched it is again dispatched in two copies,
one to addressee and one shall be kept as office copy.

Aerodrome Inspector Credential Records

The Aerodrome Inspector credential is provided to the qualified technical staff of ASSD under the
Rule 29(1) of CAAN Airport Certificate Regulation 2061 (2004), First Amendment 2016. Each
individual credential of Aerodrome Inspector records is maintained in separate index file. A
separate file registered is maintained as shown in Appendix-4 format. Each credential is tracked
through individual credential number. These records are maintained in receive and dispatch
section.

Aerodrome certification and regiStration Records

Each separate individual index filing system is maintained for Certified Airports which are
certified under the Rule 6 of Airport Certificate Regulation 2004, (First Amendment 2016).
Registration of aerodromes are done under the Rule 4(3) Airport Certificate Regulation 2004 (First
Amendment 2016), are registered and recorded in their individual files. Procedure mentioned in
Technical Library Procedure Manual) Part 3, para 3.5 shall be used.
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Closing procedure of file

Whenever any processing of a file is completed and supposed to be closed. it is again handed over
to the respective receive and dispatch section, where it is recorded as "Closed" and is given a
unique number. A separate digital database is maintained for such files from where it can be easily
tracked for future reference. Thereafter, the file is securely stored to record section.

Part 2: Technical Library Management Procedure

General
The technical library is located at Aerodrome Safety Standards Department, CAA Nepal,

Sinamangal, Kathmandu, Nepal.

The technical library will be under the control of the Chief of Technical Search and Data Section
under Aerodrome Safety Division. Chief of Aerodrome Safety Division will assigned document
controller who oversees the overall conduct of the technical library.

The technical library contains the documents related with the latest publication of CAA Nepal
publications; ICAO Publications; Aerodrome operator’s manuals and procedures approved or
accepted by CAA Nepal; CAA Nepal notices, Requirements, Manuals, procedures, circulars, directives,
orders etc.

Facilities

The technical library is located at Aerodrome Safety Standards Department, CAA Nepal, Sinamangal,
Kathmandu, Nepal.

It occupies approximately 150 square feet of space. It is well lit and ventilated. The library is well
furnished and equipped with necessary office equipment to facilitate the smooth functioning of day-
to-day activities. The technical library houses up to date technical and regulatory publications in hard

copy or electronic form as applicable.

The library is equipped with the following logistics:
a) Tables and chairs
b) Computer with DVD reader and internet access
c) Printer
d) Scanner
e) Telephone
f) External Drive for backup of technical library documents
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g) The library is provided with portable Fire Extinguisher for fire protection.

The technical library is locked and secured. The access to technical library is restricted and only
“Authorized Person” can have access to the technical library. The access to library is limited to

document controller and Aerodrome Inspectors only.
Duties and Responsibilities of the Document Controller

The major duties and responsibilities of the Document Controller constitute the following:

h) The Document Controller reports to the Chief of Technical Search and Data Section
under Aerodrome Safety Division.

i) Maintain record and update the ICAO publications of Annexes, ICAO Doc, Documents,
Manuals, Circulars, State letters and Notifications when received from ICAO
International Affairs Division.

j)  Maintain record of manuals related with Aerodrome Operator.

k) Maintain upto date record of Service Provider files/documents/manuals/
records/approval filesapproved or accepted by CAA Nepal when received from the
Aerodrome Inspectors.

I) Maintain Technical and Regulatory Publications issued by CAA Nepal.

m) Maintain records of the documents and manuals of library issued to the Inspectors or staff
of ASSD.

n) Maintain records of personnel files of Aerodrome Inspectors.

o) Ensure the security of the technical and regulatory publications by prohibiting
unauthorized entry.

p) Update CAA Nepal regulatory publications and guidance materials in website via IT
Section of Head Office with electronic copy of documents along with official letters.

q) Circulate the latest technical and regulatory publications to all divisions/department of CAAN
and Service Providers.

r) Maintain record of CAA Nepal Circulars/ Meeting Minutes.

Administrative Procedure

The technical library will work in close coordination with the Director of ASSD, Chief of Aerodrome
Safety Division, Administration Section, Aerodrome Inspectors, Technical Staffs and Stores Section
of the ASSD for the procurement of required logistics, Technical and Regulatory publications so that

the library can function in a smooth and effective manner.

The document controller will prepare the list of Technical and Regulatory publications required for
the library inclose coordination with Chief of Technical Research and Data Section and Aerodrome
Inspectors. The list will be forwarded to the Director of ASSD for approval of the procurement. The

administration and store section procures the required technical and regulatory publications as per the
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list and provide it to technical library after completion of necessary administrative process.

Technical and Regulatory publications are kept in Technical Library. The Technical and Regulatory

publications are either in paper or electronic form.

Source of Technical and Regulatory Publications

1. CAA Nepal Publication
The publications from the CAA Nepal will be received from the Stores Section of ASSD or CAA
Nepalwebsite. The ASSD store section receives these publications from the central store of CAA

Nepal, Head office located in Babarmahal, Kathmandu, Nepal.

The CAA Nepal Publications are either kept in Hard Copy or electronic form. The revision of these

documents is obtained from similar source as described above.

These publications will also be made available in CAA Nepal ASSD website for public. The
document controller will look after the concurrency of the technical library documents with website.
Technical library will upload these documents in flash drive for Aerodrome Inspectors. Alternately,

the Inspectors and other staff of ASSD can access publications through CAA Nepal ASSD website.

After updating flash drive, notification shall be sent to the inspectors and other staff for any such
changes in flash drive. A notice will be published for public in ASSD website for any changein
Technical and regulatory publication. The records of all CAA Nepal Publications available in

technical library will be kept up to date.

The CAA Nepal Publications are kept in the Technical Library as per Book Cabinets.

2. ICAOQO Publications

The ICAO publications will form the major bulk of the documents in technical library. The ICAO
publications will be obtained from the ICAO, International Affairs division of CAA Nepal. The
ICAO Publications are either kept in Hard Copy or electronic form. The revision of these

documents is obtained from similar source as described above.

These publications will also be made available to Aerodrome Inspectors and other staff of ASSD
through flash drive and through circulation of documents in electronic form by technical library.
After updating flash drive, notification shall be sent to the inspectors and other staff for any

such changes in flash drive.

The ICAO Publications are kept in the Book Cabinets as Hard Copy.

| g SR



Document Cont

3. Service Providers ManualgProcedures and Reports

The Service Provider manuals and Procedures which are approved or accepted by CAA Nepal
will also be kept updated in the technical library. The electronic form of the manuals and
procedures along with approval letter will be submitted by Service Provider to CAA Nepal

after its acceptance or approval.

The manuals and procedures are received from Director of ASSD after necessary
approval/acceptance for maintaining record in the technical library. These Service Providers
Manuals and Procedures approved or accepted by CAA Nepal will be kept inHard copy and or

electronic form.

Hard copy being the master file as it contains the required checklist and internal memo of CAA
Nepal for its acceptance or approval will be kept as approval number assigned to Service

Provider as per their aecrodrome certificate.

Electronic form of the manuals and procedures being the backup are kept in Hard disk and flash

drive.

After updating flash drive, notification shall be sent to inspectors and other staff for any such
changes in flash drive. A notice will be published for public in ASSD website for any change

nTechnical and regulatory publication

The revision of Service Provider Manuals and Procedures are obtained from the similar

source as described above.

The Audit Reports of Airports along Aerodrome Certifications and Registrations of each

aerodrome is kept in Technical Library as assigned Book Cabinets.
4. Book Cabinets

The CAA Nepal, ICAO and respective Service Providers files are arranged in respective

Book Cabinets as per Appendix-5.
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