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PREFACE 

The objective of this Policy and Procedure Manual (PPM) is to provide the Regulations 

Committee Members and NCAA staff, information and guidance on the  amendment  of  the Civil 
Aviation Act, Nigeria Civil Aviation Regulations (Nig. CARs) and the filing of differences with ICAO. 
The publication ofsignificant differences in the Aeronautical Information Publication (AIP) is also 
addressed. 

 
 

The PPM is a dynamic document. In order to keep this manual relevant and accurate, 
suggestions for improving it in terms of format, content or presentation are welcome. Any such 
recommendation or suggestion will be examined and, if found suitable, will be included in 
regular updates to the manual. Regular revision will ensure that the manual remains both 
pertinent and accurate. Comments on this manual should be addressed to “The Secretary, 
Regulations Committee.” 

Amendments to this PPM will be considered every twelve (12) months or at any period it is 
deemed necessary. 

The Director General, identified in the footer of this manual, is accountable for approving the 
contents of and amendments to this manual. 
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REVISION AND AMENDMENT INSTRUCTIONS 
 

The Rulemaking Procedure Manual will be subject to on-going review and revision. 
The Chairman Regulations Committee is responsible for the publication, amendment 
and distribution of this manual. 

 

Persons identifying errors or omissions, or those wishing to make recommendations for change, 
are required to forward their observations to the Chairman or the Secretary Regulations 
committee. Any proposed amendment shall be approved by the Director General before 
insertion. 

 

Revision pages will be annotated to show the date of issue, amendment list number, and the 
portion of the text which has been revised, as indicated by vertical marginal lines to the changes. 
Each amendment will be accompanied by a revised list of effective pages with their dates of 
issue, a Letter of Transmittal, and by a certificate of receipt/ incorporation. 
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CHAPTER 1: GENERAL 
 
 

1.1 PURPOSE 

1.1.1 The purpose of this Manual is to provide NCAA staff involved in regulations development 
with the required understanding of the regulatory framework and rulemaking processes 
as well as an understanding of their responsibilities in performing these activities. 

 
1.2 INTRODUCTION 

1.2.1 The International Civil Aviation Organization (ICAO), in accordance with Article 37 of the 
Convention on International Civil Aviation (Chicago Convention or Convention), adopts 
and amends from time-to-time Standards and Recommended Practices (SARPs), as may 
be necessary to secure among all contracting States the highest practicable  degree of 
uniformity in regulations, standards,  procedures,  and  organization  in relation to air 
navigation and transportation. Nigeria is a contracting State to the Chicago Convention. 

1.2.2 The Federal Government of Nigeria is responsible for safe, secure and efficient air 
navigation services in Nigeria controlled airspace. Changing air traffic volume and 
complexity, new and emerging technologies, and other factors, may require amendments 
to ICAO SARPs or NCAA policies or procedures. Under Articles 37 and 38 of the Chicago 
Convention, the Federal Government of Nigeria has agreed to and is required to comply 
with ICAO standards or notify ICAO of differences and publish significant differences in 
Nigeria Aeronautical Information Publication (AlP). 

1.2.3 The Federal Government of Nigeria collaborates with ICAO, other contracting States 
and/or air navigation service providers, representatives from airspace operator and 
industry groups, and others to improve ICAO SARPs and domesticate it. Upon adoption 
of new or amended ICAO SARPs, the ICAO Secretary General sends a State Letter to all 
contracting States informing each State of new SARPs or amendments to existing SARPs. 
Upon receiving the State Letter from ICAO, the NCAA, serving as National Focal Point 
secures inter-agency and intra NCAA coordination. 

1.3 OVERVIEW OF THE RULEMAKING PROCESS 
 

1.3.1 Aviation is a complex enterprise. Any change to operational procedures or aviation 
infrastructure will have a profound effect on the entire system. To fully understand the 
degree of change that a new regulation or amendment may present to the system as a 
whole, there needs to be a comprehensive review process to mitigate potential 
unintended consequences. 

 
1.3.2 In considering adoption of a new regulation or amendment, analyses of safety, economic, 

operational, and sometimes, security, factors are required to determine the broad- 
reaching changes across the Nigeria air transportation system. 

 

1.3.3 Additionally, circumstances may occasionally necessitate NCAA to effectively implement 
an urgently needed regulation or amendment in a nimble yet prudent manner. Throughout 
the initial assessment and documentation phases of this consideration, such analyses will 
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require human and financial resources. If the desired change is determined to be viable 
and necessary, approaches to implementation by all stakeholders must be developed and 
documented. Following this, actual implementation calls for additional resources by all 
stakeholders to update procedures, processes, and related documents. 

 
1.3.4 Rulemaking process is organized in two major processes: the rule making programming 

and the processing of rulemaking tasks. 
 

1.3.5 The NCAA shall establish annually a Rulemaking Programme. 
1.3.6 The Rulemaking Plan details the expected production of rules for the subsequent year 

and is included as an Appendix to the NCAA Rule Making Programme. 
 

1.3.7 The processing of rulemaking tasks follows several main phases: initiation, drafting, 
consultation, reviewing and adoption and publication. 

 

1.3.8 Rulemaking projects shall be initiated in accordance with the priorities set out annually by 
the Regulations Committee in the Annual Rulemaking Plan. 

 
1.3.9 With regard to initiation, it is important that clear parameters are set for each specific 

rulemaking task identified in the annual rulemaking plan and accorded a priority as a 
function of the preliminary regulatory impact assessment and the NCAA resources 
available. The Regulations Committee shall draw up Terms of Reference (ToR) for each 
each rulemaking project. 

1.3.10 Therefore, considerable importance is attached to the ToR including fixed timetables for 
the rulemaking process, the content of the deliverable in question, and composition of a 
rulemaking group. 

1.3.11 This manual shall provide rulemaking groups with guidance on their working methods in 
the form of standard operating procedures. 

 

1.3.12 The drafting phase is deemed to start after the drafting mechanism has been chosen and, 
in those cases, where a rulemaking work group is set up, when working methods have 
been agreed and work proper can start. The criteria for rule drafting are set out in 
chapter 3, section 3.5 of this manual. New rules or amendments to existing ones shall 
be drafted in accordance with the ToR. 

 

1.3.13 Upon completion of the drafting of the proposed rule, the Regulations Committee (RC) 
shall verify that the rule satisfies the objectives of the ToRs established for the rulemaking 
project and shall issue a Notice of Proposed Amendment (NPA), which shall be published 
on the NCAA website. 

 

1.3.14 The NPA mechanism described in chapter 3, section 3.5 provides for completely open 
consultation on proposed rules for a period of one month. The Committee is provided with 
the flexibility necessary to adapt this manual. 

1.3.15 With respect to the review of comments received, means are provided for a review of 
comments. In some case, experts who have not directly participated in the drafting of the 
rule in question can be involved in the review of comments. This has been included as an 
additional means of reducing the chance of valid comments not receiving the attention, 
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they deserve due to ‘interests’ of those drafting the rules conflicting with those of 
consultees. 

 
1.3.16 In the interest of transparency, the NCAA is obliged to publish a formal response to the 

consultation process in the NCAA official publication/website in accordance with a clear, 
but flexible timetable. This flexibility takes into account situations where an NPA elicits 
several hundred comments. 

 

1.3.17 The NCAA follows a special procedure with respect to rules to be applied by the industry 
where the latter raise major objections to the proposed rule. In such cases the Committee 
is tasked with providing the NCAA a forum through which to consult on the issues. 

 
1.3.18 The forty five days minimum period between publication of the consultation summary and 

adoption and publication of any decision is intended to allow sufficient time for responses 
to the NCAA consultation response document prior to the finalisation of any rule. 

 

1.4 DEFINITIONS 
 

1.4.1 The following terms in this manual have the following meanings: 
 

(1) Annexes to the Chicago Convention. The documents issued by the International Civil 
Aviation Organization (ICAO) containing the Standards and Recommended Practices 
applicable to civil aviation. 

 
(2) Chicago Convention. (“Convention”) The Convention on International Civil Aviation 

concluded in Chicago, U.S.A. in 1944, in effect, 1947. The Articles of the Chicago 
Convention govern the actions of the contracting States in matters of international civil 
aviation safety directly and through the Annexes to the Convention, which set forth 
ICAO Standards and Recommended Practices. 

 

(3) Civil Aviation. The operation of any civil aircraft for the purpose of general aviation 
operations, aerial work or commercial air transport operations. 

 

(4) NCAA. The Nigeria Civil Aviation Authority 
 

(5) Notice of Proposed Amendment (NPA). An NPA proposes NCAA's specific 
regulatory changes for public comment and contains supporting information. It includes 
proposed regulatory text. 

 
(6) Final Rule. sets out new or revised requirements and their effective date. It also may 

remove requirements. When preceded by an NPA, a final rule will also identify 
significant substantive issues raised by commenters in response to the NPA and will 
give the NCAA's response. 

 

(7) Final Rule with Request for Comments. A final rule with request for comment is a  
rule that the NCAA issues in final (with an effective date) that invites public comment  
on the rule. Usually, the NCAA does this when it has not first issued NPA, because it 
founds that by doing so would be impracticable, unnecessary, or contrary to the public 
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interest. NCAA gives the reasons for this determination in the preamble. The comment 
period often ends after the effective date of the rule. A final rule not preceded by an 
NPA is commonly called an “immediately adopted final rule.” NCAA invites comments 
on these rules only if the NCAA thinks that it will receive useful information. For 
example, the NCAA would not invite comments when is just making an editorial 
clarification or correction. 

 

(8) Direct Final Rule. A direct final rule is a type of final rule with request for comments. 
The reason for issuing a direct final rule without an NPA is that the NCAA would not 
expect to receive any adverse comments, and so an NPA is unnecessary. However, to 
be certain that the NCAA is correct, it will set the comment period to end before the 
effective date. If the NCAA receive an adverse comment or notice of intent to file an 
adverse comment, then the NCAA withdraw the final rule before it becomes effective 
and may issue an NPA. 

 

(9) Proposal for Rulemaking. A petition for rulemaking is a request to NCAA by an 
individual or entity asking the NCAA to adopt, amend, or repeal a regulation. 

 

1.5 ABBREVIATIONS AND ACRONYMS 
 

1.5.1 The following abbreviation and acronyms in this manual have the following meanings: 
 

(1) BAGASOO - Banjul Accord Group Aviation Safety Oversight Organisation; 
 

(2) CC/EFOD - Compliance Checklist / Electronic Filing of Differences; 
 

(3) ICAO - International Civil Aviation Organization; 
 

(4) NCMC- National Continuous Monitoring Coordinator 
 

(5) NPA - Notice of proposed Amendment; 
 

(6) NIG.CARs – Nigerian Civil Aviation Regulations 
 

(7) PANS - Procedure for Air Navigation Services; 
 

(8) SARPs - Standards and Recommended Practices; 
 

(9) PPM- Policy And Procedures Manual; 
 

(10) RWG - Rulemaking Working Group 
 

(11) ToR- Terms of Reference. 
 

(12) USOAP – Universal Safety Oversight Audit Programme 
 

(13) CMA – Continuous Monitoring Approach 
 

(14) OLF – Online Framework 
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(15) AIP – Aeronautical Information Publication 
 

(16) AIB – Accident Investigation Bureau 
 

(17) AVSEC – Aviation Security 
 

(18) NCAA – Nigeria Civil Aviation Authority 
 

(19) DATR – Directorate of Air Transport Regulation 
 

(20) DAWS - Directorate of Airworthiness Standards 
 

(21) DAAS - Directorate of Aerodrome and Airspace Standards 
 

(22) DGCA - Director General Civil Aviation 
 

(23) DOLTS - Directorate of Licensing, Operations & Training Standards 
 

(24) SSP – State Safety Programme 
 

(25) USAP- Universal Security Audit Programme 
 

(26) USAP CMA - Universal Security Audit Programme Continuous Monitoring Approach 
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CHAPTER 2: ROLES, FUNCTIONS AND RESPONSIBILITIES 
 
 

2.1 PURPOSE 
 

2.1.1 The purpose of this Chapter is to establish the roles, functions and responsibilities of the 
staff involved in the rulemaking tasks. 

 
2.2 NCAA STRUCTURE FOR RULEMAKING PROCESS 

 
2.2.1 The NCAA Rulemaking process involves the DGCA NCAA, Regulation Committ,ee 

Rulemaking Working Group, Rulemaking Functions Working Group NCMC and Advisory 
Bodies. 

2.3 DIRECTOR GENERAL /DIRECTORS/HEADS OF DEPARTMENTS /Staff Members 
 

2.3.1 Director General Civil Aviation. As the Chief Executive officer NCAA is responsible for for 
setting the overall policy and direction of the NCAA and resolving any rulemaking issues 
raised by the Regulation Committee (RC). 

 

2.3.2 Functions and responsibilities. The DGCA NCAA shall be responsible for: 
 

(a) Establishing and monitoring the RC. 
 

(b) Approving the annual rulemaking plan and budget; 
 

(c) Approving the terms of reference (ToR) for each rulemaking project; 
 

(d) Approving the rulemaking working groups (RWG) proposed by the RC; 
 

(e) Approving the amendment to regulations; 
 

(f) Approving the CC and EFOD; 
 

(g) Approving the differences identified as significant; 
 

Any of these may be delegated to the Chairman, Regulations Committee by the DGCA. 
 

2.3.3 Directors/Heads of Department. The Directors/Heads of department are responsible 
for making recommendations to the DGCA on policy and direction of the NCAA and resolving 
any rulemaking issues in coordination with Regulation Committee (RC). 

 

2.3.4 Functions and responsibilities. The Directors/Heads of Department shall be responsible for: 

(a) Nomination of experts to the RC. 

(b) Nomination of experts to the Rulemaking working groups (RWG) proposed by the RC. 
 

(c) Setting up a Rulemaking Functional groups/committee within the Directorates/Departments 
to handle the following 
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(i) The monitoring and reviewing of applicable sections of Nig. CARs against the 
latest ICAO SARPs/PANS for compliance. 

 
(ii) Making recommendations to the RC to amend applicable sections of the Nig.CARs. 

 
(iii) Coordination of the consultation and review of NPA/CRD within the directorates or units. 

 
(iv) Superintend Process of the drafting of Civil Aviation Directives and Orders (CAD/CAO). 

 
(v) Superintend Process of the review of ICAO State Letters related to ICAO Annex 

Amendments and maintaining a spreadsheet to track amendments (Refer to Forms 
O-GEN002M and O-GEN002N). 

 
(vi) Working with NCMC on the CC and EFOD and differences identified as significant. 

 
2.3.5 Director Legal Services: The DLS will be responsible for the gazetting of the Nig.CARs / Orders

 

2.3.6 Members of staff: All members of staff, especially those involved in economic and 
safety (and security) regulatory activities, have the responsibility to provide feedback on any 
challenges theyencounter with respect to the execution of oversight activities on service 
providers in the fieldthrough their respective Directorates and units to the RC; 

 

2.4 REGULATION COMMITTEE 
 

 
 

2.4.1 General. The RC is formally constituted by the DGCA of Nigeria Civil Aviation Authority. 
Authority 

 

2.4.1.1 The DGCA NCAA shall establish a Regulations Committee (RC) in accordance with 
Nig.CARs Part 1.7. 

 

2.4.1.2 The committee shall be a standing committee headed by a Chairman who inter alia shall 
act as the coordinator responsible for distribution and collating inputs from relevant 
Directorates/Units and stakeholders as relates to proposed amendments to the Civil 
Aviation Act and Nigeria Civil Aviation Regulations. 

 

2.4.1.3 The RC shall have representative from all Directorates/Units whose functions are relevant 
to ICAO Annexes, and the NCMC. 
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2.4.2 Functions and responsibilities 
 

2.4.2.1 The RC is a high-level strategic group, with the following tasks: 
 

(a) providing advice on the overall priorities of the rulemaking programme; 
 

(b) providing advice on horizontal or controversial issues, including on concept 
papers; 

 

(c) providing advice on the NCAA’s rulemaking processes and structures; 
 

(d) providing advice on the understanding of provisions of the primary legislation; 

 
(e) providing input on the implementation of rules, to assess the need for further 

rulemaking activities; 
 

(f) providing input on the coherence between existing rules and proposed rules; 
 

(g) providing advice on any specific technical aspects, on request of the DGCA NCAA. 
 

2.4.2.2 The RC shall be responsible for: 
 

(a) Interactions with ICAO and all Civil Aviation Organizations and stakeholders with 
regards to amendments to the civil aviation regulations of Nigeria; 

(b) Coordination of civil aviation international issues largely relating to amendment of 
ICAO annexes and PANS; 

 
(c) Monitoring of amendments to SARPs contained in the Annexes to the Convention 

on International Civil Aviation 
 

(d) Incorporating the amendments into the Nigeria Civil Aviation Regulations; 
 

(e) Consideration of proposal for amendment to the Nig.CARs made by stakeholders 
and other members of the public; 

 

(f) Proposing on its motion, amendments to the Nig.CARs 
 

(g) Ensuring implementation of these procedures by all concerned Directorates, Units 
and industry; 

 

(h) Ensuring that the NCMC Identifies/notifies differences to ICAO SARPs and PANS. 
 

2.4.3 Membership and participation 
 

2.4.3.1 The Members of the RC shall be persons nominated by each Directorate and department 
and approved by the DGCA.The person nominated shall be qualified experts able to advise 
authoritatively on the relevant subject matter. 
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RC Members may indicate an observer when they are unable to attend a meeting. This 
observer can only attend in the absence of the Member and can only exercise his/her 
rights and duties for the meeting in question. 

 
 

2.4.3.2 RC Members may be accompanied by an additional expert, if so justified by the agenda 
of the meeting. In this case, they shall inform the Chairman in advance. 

 
2.4.3.3 The Chairman may invite regional or international organization. The Chairman may also 

decide to invite additional experts to join the RC as observers when specific issues need 
to be discussed. 

 

2.4.3.4 The NCAA (RC Secretariate) will maintain an RC contact list updated (Appendix 2-1). 
 

2.4.4 Meetings 
 

2.4.4.1 The RC shall meet, at least, once a month, at dates to be defined by the Chairman. The 
meetings’ calendar will be provided one year in advance. 

 
2.4.4.2 Further meetings of the RC may be convened by the Chairman, either at his initiative, or 

following the request of at least half of the Members. These additional meetings should 
focus on specific issues. 

 
2.4.4.3 The ground rules for the RC meeting is contained in (Appendix 2-3) 

 

2.4.4.4 RC Members should: 
 

(a) attend all meetings from beginning to end on a regular basis, in order to ensure 
harmony and efficiency; 

 

(b) participate in discussion whenever relative views and/or information could be given 
and contribute proposals for the text of new/amended rules as appropriate; 

 

(c) assist in efficient planning of the meeting, inform the Chairman and Secretary 
before the meeting of non-availability for a group meeting. 

 
2.4.5 RC, Chairman 

 

2.4.5.1 The RC shall be chaired by an officer of NCAA appointed by the DGCA NCAA in consultation 
with the NCAA management and the officer must not be lower than Grade Level 17. 

 

2.4.5.2 The RC, Chairman shall be an officer that is versed in regulation matters and have 
experience in drafting of rules and ICAO SARPs. 

 

2.4.5.3 The tasks of the Chairman include: 
 

(a) Chairing RC meetings and conduct the meeting in a fair, orderly and effective 
manner consciously, in this context, give room for opposing views and protect the 
weak or junior members from being intimidated by their superiors. It‘s also 
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important that the person prevents a few over-active and loquacious members 
from dominating and monopolizing discussions. Most importantly, the person must 
ensure judicious use of time and make sure that all contributions are relevant to 
the purpose at hand. It is his/her prerogative to decide who takes the floor to 
speak.The person is also  the  one  to  give  clearance  as to  when  lunch should 
be served, if appropriate. 

 

 
(b) Preparing the agenda and documentation for the meetings and should conduct the 

meeting in a fair, orderly and effective manner, using as much as possible the 
adopted Agenda; 

 

(c) Signing the adopted minutes of the meetings and review of Matters Arising that 
requires actions; 

 

(d) Serving as the NCAA’s contact point on subjects dealt with by RC Members 
between meetings; 

 

(e) Taking interest in welfare issues and see to it that the Secretariat makes requisite 
arrangement for such matters as Tea, Lunch, Transport Allowance, Honorarium 
etc. as applicable; 

 
(f) Ensuring appropriate co-ordination with the work of the State aviation safety 

coordination platform under the State Safety Programme. 
 

(g) In bringing a meeting to a close, it is the duty of the Chairman to carry out a number 
of responsibilities of which the following are the most notable: 
i) summarise the conclusions of the forum to the agreement of the other 

members and for the benefit of the Secretariat which should reflect these 
in the minutes. 

ii) highlight the follow-up actions required, the party responsible for each 
action and the time frame for action. 

iii) direct the Secretariat as to the time for the production and circulation of the 
minutes of the meeting. 

iv) secure agreement of the house on the date, time and venue of the next 
meeting, as applicable. 

 

2.4.5.4 The RC, Chairman report to the DGCA NCAA. Soon after each meeting,  the 
Chairman/Secretary should provide the DGCA NCAA with the adopted minute of meetings. 
Appendix 2-2 provides a template for the Minutes of Meeting. Action items from meeting shall be 
tracked by secretary using the action tracker spreadsheet as in appendix 2.4. 

2.4.6 RC, Secretary 

2.4.6.1 The Secretary supports the work of RC, providing the necessary administrative and 
logistical support for meetings and to the Chairman. This support shall include the 
following: 

 
(a) Distribution of preparatory documents, agenda, working papers and minutes for 

meetings; 

���� �� ��
��

��

��
��

�� ���� �� ���� ����
����������� �	����������� �������'�!���� ���1�>�����%���� ���&�!�&�.�� �(�������������!�'�����������
�������
� ���'



  NCAA RULEMAKING PROCESS-POLICY AND PROCEDURES MANUAL  
 

 Rulemaking Process-Policy And 
Procedures Manual 

Approved by: DGCA NCAA Number of Pages: 

PAGE 11 OF 97 

 

(b) Updating the list of RC Members; 
 

(c) Making available meeting roomsand arrangements for such matters as Tea, 
Lunch, Transport Allowance, Honorarium etc. as applicable; 

 

(d) Distributing position papers, communications etc.; 
 

(e) Assisting the group with information on procedural questions; 
 

(f) Drafting the agenda and preparatory documents as necessary; 
 

(g) Drafting the minutes; 
 

(h) Collecting and drafting working papers/position papers if necessary. 
 

(i) Monitoring the Matters Arising that requires follow-up actions on the part of any 
official before the meeting, and drawing the attention of such an official to the point. 

 
(j) Keeping records of all Civil Aviation Orders issued as per Master List of Orders issued 

(appendix 3-2). 

(k) As may be directed by the Chairman RC. 
 

2.5 RULEMAKING WORKING GROUPS 
 

2.5.1 General 
 

2.5.1.1 The role of rulemaking working groups is to assist in the drafting of rules and review of 
comments on rules to be issued by the NCAA. 

2.5.1.2 RWGs teams are created after RC has decided to begin a regulatory project to develop 
the regulatory actions and supporting materials. 

 
2.5.1.3 Members of rulemaking groups are appointed by the Directors/Head of Directorates/Units 

for each rulemaking project in consultation with the Chairman RC. Membership shall be 
limited while taking into account the need to include the necessary expertise to execute 
the tasks specified in the ToR. Membership may be changed in case members cannot 
fulfil their role or additional expertise is needed to execute the tasks of the group. 

2.5.2 Functions and responsibilities 
 

2.5.2.1 The RWG Team Members shall be responsible for: 
 

(a) Drafting the regulations and carrying out the reguatory impact assessment; 
 

(b) Evaluating the comments of NPA; 
 

(c) Preparing the CC; 
 

(d) Identifying and drafting the EFOD and significant differences. 

���� �� ��
��

��

��
��

�� ���� �� ���� ����
����������� �	����������� �������'�!���� ���1�>�����%���� ���&�!�&�.�� �(�������������!�'�����������
�������
� ���'



  NCAA RULEMAKING PROCESS-POLICY AND PROCEDURES MANUAL  
 

 Rulemaking Process-Policy And 
Procedures Manual 

Approved by: DGCA NCAA Number of Pages: 

PAGE 12 OF 97 

 

2.5.2.2 RWG Team Members should: 

(a) Attend all group meetings from beginning to end on a regular basis, in order to 
ensure harmony and efficiency; 

 

(b) Participate in discussion whenever relative views and/or information could be 
given and contribute proposals for the text of new/amended rules as appropriate; 

 

2.5.3 Reporting. The RWG leader who is the Directorate’s representative on the RC shall 
report to the RC Chairman with a progress report on the tasks of the group. 

 
2.5.4 Composition of Rulemaking Working Group 

 
2.5.4.1 This process is followed when the NCAA makes use of a group for the drafting of the NPA 

as set out in chapter 3. 
 

2.5.4.2 The process starts with the sending of the invitation to the directors/heads to request 
qualified staff with the necessary expertise as identified by the RC members. 

 

2.5.4.3 The group composition shall be approved by DGCA NCAA. 
 

2.5.4.4 Once approved, it is communicated to the affected staff through the directors/heads and 
dispatched for publication in the NCAA Official Publication (INTRANET) or by internal memo. 

 
2.5.5 Change in group composition 

 

2.5.5.1 This process is applied when an established group composition needs to be modified for 
the following reasons: 

 
(a) when a member is unable to fulfil his/her duties (e.g.: retirement, illness, etc.); 

 

(b) when the implementation of the task shows the need for additional or different 
expertise. 

 
2.5.5.2 The process is initiated on request of the Team Leader of an established group, whenever 

additional or different expertise is needed requesting the RC to consider a group 
composition change accompanied with the justification for such a change. 

 
2.5.5.3 The RC evaluates the quality of the justification. If the request is confirmed, it co-ordinates 

with the Team Leader of the group an appropriate and acceptable new composition 
keeping in mind the requirement that the RWG size should normally not exceed six 
persons. The new group composition is verified by the Team Leader and endorsed by the 
RC. 

 
2.5.5.4 The new group composition is then approved by DGCA NC.AA. 

 

2.5.5.5 Once approved, it is communicated to the RC, Team Leader, Directors/Units for their 
information and published in the NCAA Official Publication (INTRANET) or by internal memo. 

 
2.5.5.6 The RC notifies the new experts of their appointment as group members. 
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2.5.5.7 If the Chairman request for group composition modification is rejected by the DGCA NCAA, 
the process ends without any change in the group composition. 

 

2.5.6 Rulemaking Working Group Team Lead 
 

2.5.6.1 A Rulemaking working group Team Lead shall be the most senior member of the RC 
representing the directorate/ unit. 

 

2.5.6.2 The Team Lead is responsible for the efficiency of the group and the fulfilment of its ToR, 
as well as for the following tasks: 

 
(a) Organising and scheduling of group meetings; 

 

(b) Proposing the agendas of the group; 
 

(c) Organising the discussions, and notably for ensuring that all representatives may 
express their opinions; 

 

(d) Adopting the reports of the group’s meetings; 
 

(e) Establishing the synthesis of all the opinions expressed in the rulemaking group, 
using if necessary, the principles of consensus; 

 

(f) Reporting to the RC Chairman any difficulties met in the fulfilment of the tasks of 
the group and eventually proposing changes to the ToR and necessary changes 
in the composition of the group; 

 

(g) Proposing the creation of subgroups according to this chapter; and 
 

(h) As regards subgroups, the subgroup Team Lead reports to the Team Lead of the 
main RWG. 

 
2.5.7 Rulemaking Working Group Secretary 

 
2.5.7.1 The Secretary of the group will be appointed by the Team Lead, normally from NCAA’s 

staff or persons contracted by the NCAA. 
 

2.5.7.2 The secretary of a group shall be responsible for the practical organisation of the work, 
including: 

 
(a) Preparing the reports of each meeting of the group; 

 

(b) Distributing reports, minutes, agendas and any other relevant material to the group 
members; and 

 
(c) File retention as necessary to maintain efficiency in the group’s work. 

 

2.5.8 Rule of Procedure for Rulemaking Working Groups 
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2.5.8.1 Working methods 
 

(a) Based on the timetable set for the task in hand, the group will determine a suitable 
meeting schedule, and forward this schedule to the RC. 

 
(b) The NCAA will provide the necessary administrative and logistical support 

necessary for the fulfilment of its tasks. Meetings shall be held at the NCAA’s 
office, except in exceptional circumstances, subject to agreement with the RC. The 
working language of all meetings shall be English Language, unless specific 
alternative arrangements are made for acting differently. 

 
(c) The group will perform its work by means of correspondence and/or meetings. 

 
(d) The work of the group shall be in accordance with its ToR. Without prejudice to 

the provisions of this manual, such ToR may be amended as appropriate in the 
light of progress with the task. 

 
(e) Decisions in the group shall be taken by consensus, as follows: 

 
(i) Consensus is agreement by all that a specific course of action is 

acceptable. Consensus can be unanimous or near-unanimous. Consensus 
does not mean “majority rule”: 

 
(1) Full consensus means that agreement among members is 

unanimous. All members of the group agree fully in context and 
principle and all members fully support the specific course of action. 

 
(2) General consensus means that, although there may be 

disagreement among the members of the group, the group has 
heard, recognised, acknowledged and reconciled the concerns or 
objections to the general acceptability of the group. Although not 
every member fully agrees in context and principle, all members 
support the overall position of the group and agree not to object to 
the proposed recommendation. 

 

(ii) It is important to reach consensus in every phase of the joint regulatory 
process because disagreement in later phases of the process is 
counterproductive to its objectives and extremely costly to it. 

 

(iii) When consensus cannot be achieved, each member has the right and 
responsibility to have its objections considered. The following guidance is 
provided for those situations where consensus cannot be obtained: 

 
(1) The dissenting member(s) may present written objections to the 

group in a format that can be understood clearly by all members. 
To ensure communication and understanding, the group’s position, 
relative to the objections, must be documented with reasons why 
the group chose to retain its position. The documentation of 
objections and positions offers additional opportunity for meaningful 
communication among all group members in the hope 
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of attaining consensus. By this means, disagreements can, through 
compromise, be resolved. If consensus still cannot be attained, the 
group has the documentation required to refer the disagreement to 
the RC. In such case, the decision of the RC shall be considered 
as providing a consensus for the continuation of work. 

 
(2) Sometimes reaching a consensus is a matter of ensuring that all 

avenues of the problem have been explored and investigated. At 
times it is advantageous to bring in a group facilitator to help with 
the process. 

 

(3) If all above attempts to reach consensus fail and major opposition 
to the group’s position still exists, the proponents of the existing 
opposition must document their position, summarise their 
understanding of the group’s position and state why they believe 
their opposing position is superior. The group must document its 
position, summarise the opposition’s position and state why the 
group believes its position is superior and why the opposing 
position should not be accepted. This documentation must be part 
of the group’s report. 

 
(f) As regards decisions of the subgroup, these shall be subject to approval by the 

main group. 
 

(g) When drafting a Notice of Proposed Amendment (NPA) the group shall develop a 
draft of the Regulatory Impact Assessment (RIA), proposing alternatives, and 
present it to the RC for possibly selecting one of the alternatives. The group will 
then proceed with the establishment of the detailed RIA to be included in the NPA. 
When reviewing comments, the group shall adapt the RIA accordingly. 

 
(h) If the group is not able to complete its tasks within the given timeframe, it may 

make suggestions on how to resolve the problem. 
 

2.5.9 Meetings. The number of meetings shall be kept to a minimum to draft the NPA and for 
the Comment Response Document (CRD). The following example provides a typical 
meeting schedule: 

 

(a) The objective of the first meeting is to kick-off the work. The Team Lead presents 
the rulemaking process, the ToR with the objectives of the task, the legal 
framework, the tasks of the group members, and initiates the discussion on the 
rulemaking task including safety risk and mitigating measures. 

 
(b) The objective of the second and the third meeting is to jointly develop key 

mitigating measures and to finalise regulatory options. 
 

(c) The fourth meeting should be used to review the draft RIA prepared by the one of 
the members of the RWG based on the inputs received. In addition, the draft NPA 
produced by one of the members of the RWG, based on the results of the RIA and 
the ideas put forward by the group should be reviewed. In exceptional 
circumstances, depending on the controversy or complexity of the task, more or 
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fewer meetings may be considered here. This should be decided by the Team 
Lead and the RC Chair, in consultation with the group. The task of finalising the 
NPA, taking into account the comments of the group, falls on the Team Lead, as 
well as the preparation for publication of the NPA for public consultation. 

 

(d) The fifth and sixth meetings should be used, as necessary, to review the draft CRD 
prepared by one of the members of the RWG based on a preliminary review of the 
comments received and to review the final deliverable prepared by the Team Lead. 
These meetings could be replaced by a written consultation, in cases where the 
final deliverable follows closely, after the review of comments, the proposals of the 
NPA. 

 

2.6 NATIONAL CONTINUOUS MONITORING COORDINATOR 
 

2.6.1 The National Continuous Monitoring Coordinator (NCMC) shall be responsible for: 
 

(a) The coordination of OLF platform activities namely the upload of compliance 
checklists (CC), and Electronic Filing of Differences (EFOD) and answer PQ. 

 
(b) Ensures data updated in USOAP/USAP CMA OLF platform; 

 
(c) Coordination with RC PQ, Findings, Annex amendments and CAPs related to 

regulations. 
 

2.7 ADVISORY BODIES 

2.7.1 State Safety/ Security Programme 
 

2.7.2 Airlines and Personnel Unions. 
 

2.7.3 BAGASOO 
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CHAPTER 3: RULEMAKING PROCEDURE 

Rulemaking Process – Milestones and Timelines 
6 months 
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3.1 PURPOSE 
 

3.1.1 This procedure outlines the major steps of the processing of a rulemaking task contained 
in the Annual Rulemaking Programme. 

 

3.2 GENERAL 
 

 

3.2.1 The Rules development starts from the publication of the Annual Rulemaking programme 
and finishes with the DGCA NCAA approval. Upon approval, the amended Regulations will 
be published on the NCAA website and subsequently processed for Government official 
publication (gazetting). The office of the Legal Adviser and RC Chair is responsible for this 
activity Refer to Figure 3-1 above. 

 

3.2.2 The Rules development follows different steps: 
 

(a) Initiation of the rule by defining the Terms of References; 
 

(b) Drafting of the rule; 
 

(c) Consultation of the NPA/ Stakeholders’ conference, 
 

(d) Analysis of comments from stakeholders and NCAA's response. 
 

(e) Final review for adoption and publication of the Rule. 
 

3.2.3 The major milestones of the Rules Development are: 
 

(a) The publication of the Terms of Reference (ToR) of the rulemaking task; 
 

(b) The publication of the Notice of Proposed Amendment (NPA), which contains the 
draft rule and the Regulatory Impact Assessment (RIA); 

 
(c) The stakeholders’ consultation of the NPA; and 

 
(d) The Comment Response Document (CRD), which includes the comments 

received during the public consultation together with the NCAA’s responses; 
 

(e) The publication of the Rule on NCAA website (www.ncaa.go.v.ng) and subsequently 
by Official Government gazetting. 

 

(f) Amendments to the Nig.CARs if any be published in the June and December of 
every year. 

 

3.2.4 Flowchart with an overview of the rulemaking process 
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3.3 DETERMINATION AND APPROVAL OF THE ANNUAL RULEMAKING PROGRAMME 

3.3.1 Introduction 
 

3.3.1.1 The Annual Rulemaking Programme details the expected production of rules for the 
subsequent year and is included as an Appendix to the Annual Work Programme. 
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3.3.1.2 During preparation of the Annual Rulemaking Programme, the NCAA takes into account 
the current implementation of the Annual Rulemaking Programme, legal obligations, 
NCAA SSP, ICAO programme, the current resources available, the assessment in the 
Preliminary Regulatory Impact Assessment, and various adopted NCAA’s budgetary and 
staff planning documents for the reference period (e.g. Business Plans, Work Programme, 
Policies). 

 

3.3.1.3 The process starts with the receipt of a proposal for rulemaking by any person or 
organisation. This is individually acknowledged by RC. An initial assessment takes place 
by the RC to evaluate the quality of the justification for the development of a new rule or 
an amendment thereto. 

 
3.3.1.4 If the proposal is accepted, the NCAA will evaluate the urgency for rulemaking. In case of 

an urgent issue, the proposal will lead to a “Programme modification” in accordance with 
paragraph 3.3.6, whereas non-urgent proposals will be considered in the context of the 
Programme development and used as an input to the “development of the Rulemaking 
Inventory”. 

 
3.3.1.5 If it is decided not to accept the proposal, the NCAA will provide the author of the proposal 

with a justification for his/her decision not to act. This will then be the final step of the 
process. 

 
3.3.2 Continuous Reception of Proposals for Annual Rulemaking Programme 

 
3.3.2.1 Proposal for a change in regulation. A proposal for a change in Civil Aviation 

Regulations can be made to the Director General by any NCAA Directorate or Unit, a 
Stakeholder, the  RC,  an  individual  or any other entity. The committee shall receive  
and consider for amendment proposals  made by  stakeholders and other members of 
the Public. These proposals shall be made in accordance with Part 1.7 (f) of the Nig.CARs. 
Also, the Advisory Circular 001 (Circular reference NCAA/DG/RC/AC.2014/001/VOL I) 
is applicable. 

 
3.3.2.2 Reasons for a proposal for a change in regulation. A proposal for introduction, 

amendment or withdrawal of a regulation will be initiated for inter alia any of the following 
reasons: 

 

(a) An amendment to an ICAO Annex or document; 
 

(b) An amendment to National Regulations that affects Aviation Safety and Security; 
 

(c) New technology or scientific data; 
 

(d) Required reviews; 
 

(e) Statutory mandates; 
 

(f) Lawsuits; 
 

(g) Petitions; 
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(h) Recommendations from other external agencies/government bodies; 
 

(i) Other operational and environmental demands; 
 

(j) When it is no longer relevant, applicable or effective 
 

3.3.2.3 Submission of proposal. A proposal to amend, adopt or repeal a regulation should be 
submitted using the following methods: 

 
(a) By internet: Using the NCAA website at www.ncaa.gov.ng and follow online 

instructions; 
 

(b) Mail: Send to regulations.committee@ncaa.gov.ng; 
 

(c) Hand Delivery or courier: The Director General Office; 
 

3.3.2.4 Content of the proposal 
 

(a) The following information should be included in the proposal: 
 

(i) Name, mailing address, telephone number, or e-mail address of the 
proposer. Other contact information such as a fax number is optional; 

 
(ii) An explanation of the proposer’s interests and its purpose; 

 

(b)  State the contents of the regulation, technical standard or 

amendment proposed or specify the  regulation  or  technical  standard  which 
the proposer wishes to be withdrawn: 

 
(i) An explanation of why the proposed action would be in the public interest; 

 
(ii) Information, views and arguments that support the proposed action, 

including relevant technical and scientific data available to the proposer; 
 

(iii) Any specific facts or circumstances that support or demonstrate the need 
for the action being proposed. 

 
 

(c) The following information may be required: 
 

(i) The costs and benefits of the proposed action to society in general, and 
identifiable groups within the society in particular; 

 
(ii) The regulatory burden of the proposed action on small businesses, small 

organizations, small governmental jurisdictions; 
 

(iii) The recordkeeping and reporting burdens of the proposed action and 
whom the burdens would affect; 
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(iv) The effect of the proposed action on the quality of the natural and social 
environments. 

 

(e) It is recommended that the proposal be submitted using the form in Appendix3-1. 
 

3.3.2.5 Preliminary Review 
 

(a) The DGCA NCAA shall send received proposals for amendments to the RC. 
 

(b) The RC shall review the proposal to determine if it is justified. The RC may request 
inputs from the relevant NCAA Office when deemed necessary. The review will 
take account of the following: 

 
(i) The urgency of the safety or security concerns raised; 

 
(ii) The priority of other issues the Authority must deal with; and 

 
(iii) The resources available to address these issues. 

 
(iv) If an NPA has been previously issued by the Authority on the subject 

matter, the proposers request for a regulation change will be treated as his 
or her comments on the subject and not as a separate action. This also 
applies if a rulemaking project has begun on the same subject. 

 
(c) Thereafter, the RC will prepare and forward to the DGCA NCAA a report stating its 

determination or proposed action. 
 

3.3.2.6 Acceptance of Proposal/Public Meeting 
 

(a) If the Director General determines that implementation of the proposal is justified, 
the Director General will request the Regulation Committee, RC to prepare an NPA 
incorporating a draft of the proposed amendment for subsequent publication. 

 
(b) A proposer may request a public meeting. The Authority may hold a public meeting 

when more than written comments are needed to make a fully informed decision. 
A proposer requesting public comment shall submit his or her written request that 
the Authority holds a public meeting not later than 30 working days after issuance 
of the NPA. If the Authority agrees to convene a meeting, it shall publish a notice 
of the meeting in the website. 

 
3.3.2.7 Dismissal of Proposal. If the Authority identifies that the issues raised by the proposer 

may have merit, but do not address an immediate safety and security concern or cannot 
be addressed because of other priorities and resource constraints, the proposal may be 
dismissed. The comments and arguments for a rule change will be placed in a database 
(Master Inventory (MTL – Master Tasks List)), which will be examined at an appropriate 
time in future. 

 

 
3.3.2.8 Master inventory List. The programming cycle for each year starts with the compilation 

of the draft Rulemaking Inventory. All proposals are recorded in a Master Inventory (MTL 
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– Master Tasks List), which is an internal Microsoft Excel table centralizing all rulemaking 
tasks carried out by the NCAA throughout the years. 

 

3.3.3 Development of the rulemaking inventory 
 

3.3.3.1 The process starts with the compilation of all proposals to be considered for rulemaking 
submitted through formal processes or brought to the attention of NCAA staff during the 
execution of their work. 

 
3.3.3.2 From the Master Inventory List the draft Rulemaking Inventory (RI) for year N is drawn. 

This document incorporates all possible items, collected by the NCAA through various 
sources that could be progressed through rulemaking, including items from previous 
years. The draft Rulemaking Inventory is evaluated inside the RC to assess the quality of 
the justifications. 

 
3.3.3.3 This document is circulated within the RC to validate data, to propose new items or to 

modify the items’ scope and description. 
 

3.3.3.4 After the meeting of the RC, a revised Rulemaking Inventory (version 01) is prepared and 
work is initiated on the drafting of the Regulatory Impact Assessment on tasks to be 
initiated or completed in the year N. 

 

3.3.3.5 The next step is the endorsement of version 01 of the Rulemaking Inventory by the DGCA 
NCAA. At this stage, the RWG initiate work on the drafting of the Regulatory Impact 
Assessment that shall support the tasks envisaged in the year N Rulemaking Programme. 

 
3.3.3.6 The final step is the filing of all records that lead to version 01 of the Rulemaking Inventory. 

 

3.3.4 Draft and internal consultation on annual rulemaking programme 
 

3.3.4.1 The process starts with the identification of tasks to be included in the year N Rulemaking 
Programme by RC. A consolidated version of the draft year N Rulemaking Programme is 
then developed by RC taking into consideration the Rulemaking Inventory containing all 
tasks already started or initiated in year N and leading to a rule during the subsequent 
years. 

 
3.3.4.2 The consolidated version of the draft year N Rulemaking Programme is prepared and 

circulated to the NCAA’s Directorates/Units for their consideration. 
 

3.3.4.3 The NCAA’s Directorates/Units review and provide inputs on task scope and priorities. 
Bilateral meetings can take place between the RC and the NCAA’s Directorates/Units to 
further clarify issues raised during the internal consultation. 

 
3.3.4.4 The draft year Notice of Rulemaking Programme are updated taking into account the 

discussions with the NCAA’s Directorates/Units and version 01 is produced. 
 

3.3.4.5 The next step is the endorsement of version 01 of year N Rulemaking Programme by the 
DGCA NCAA. 

 
3.3.4.6 The final step is the filing of all records that lead to version 01 of the year N Rulemaking 

Programme.
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3.3.5 Adopt and publish the annual rulemaking programme 
 

3.3.5.1 The process starts with the preparation of the transmission file by Chairman RC for the 
approval of the Annual Rulemaking Programme by the DGCA. 

 
3.3.5.2 Once approved, the year N Rulemaking Programme is published in the NCAA’s Official 

Publication. (No need publish this, circulation to members should suffice) 
 

3.3.5.3 At this stage, a list of items to be addressed by non-rulemaking means (studies, research, 
etc.) is established. These items will be progressed in accordance with the established 
procedures. 

 
3.3.5.4 Additionally, the NCAA notifies all authors of a proposal about the decision on the follow- 

up given to their proposal. 
 

3.3.5.5 The final step is the filing of all records that lead to the year N Rulemaking Programme. 
 
3.3.5.6 Flowchart with the determination and approval of the annual rulemaking programme 

 

Rulemaking Process-Policy And 
Procedures Manual 

Approved by: DGCA NCAA Number of Pages: 

PAGE 24 OF 97 

 

 
 

 
 

 

 

Issue: 03 amendment 1 
 

Effective Date: 04 SEPTEMBER 2023 



 

 

 

NCAA RULEMAKING PROCESS-POLICY AND PROCEDURES MANUAL 
 

 

 

Rulemaking Process-Policy And 
Procedures Manual 

Approved by: DGCA NCAA Number of Pages: 

PAGE 25 OF 97 

 

  
 

 
 

 
 

 

Issue: 03 amendment 1 
 

Effective Date: 04 SEPTEMBER 2023 



 

 

 

 
3.3.6 Modify annual rulemaking programme 

 
3.3.6.1 The process starts either by the registration of an external request from an interested 

party to address an urgent/unforeseen issue by rulemaking or a situation/event identified 
by the NCAA that needs urgent rulemaking action. 

 
3.3.6.2 As a first step, the RC evaluates the quality of the justification for an urgent rulemaking 

action. If necessary, the RC asks the Directorates/Units for advice to ensure consistency 
in approach to comparable problems and co-ordination issues. 

 
3.3.6.3 If the urgency of the request is confirmed, the RC evaluates the impact on the current 

programme priorities taking into account available resources and provides a justification 
for the modification of the respective Annual Rulemaking Programme. The Annual 
Rulemaking Programme is verified by the RC and approved by the DGCA NCAA. 

 
3.3.6.4 Once approved, it is published in the NCAA’s Official Publication; the Directorates/Units 

are notified about the change. 
 

3.3.6.5 If the urgency of the request is not confirmed but the need for rulemaking identified, it will 
be considered in the context of the Annual Rulemaking Programme development and 
used as an input to the Rulemaking Inventory (see section 2.3). 

 
3.3.6.6 In case of a request made by an interested external party, the NCAA has to inform the 

author of the request on its decision to act. Additionally, if the request is rejected, the 
NCAA provides the author of the request with a justification for its decision on not to act. 

 
3.3.6.7 The final step is the filing of all records in accordance with the archiving policy. 
 
3.3.6.8 Flowchart for the modification of the annual rulemaking programme: 
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3.4 INITIATION OF THE RULE BY DEFINING THE TERMS OF REFERENCES 
 

3.4.1 Introduction 

 

3.4.1.1 Rulemaking projects shall be initiated in accordance with the priorities set out annually in 
the Annual Rulemaking Programme. 

 
3.4.1.2 The RC shall draw up Terms of Reference (ToR) for each rulemaking project. The ToRs, 

which may be published on the NCAA’s website, shall include the following: 
 

(a) a clear definition of the project and its scope; 
 

(b) the process to be followed for the development of the project, including use of any 
of the special procedures referred to in chapter 4 and, if applicable, the estimated 
length of the consultation taking into account the assessment of the complexity 
and controversy of the project; 

 

(c) the necessity to conduct an RIA; 
 

(d) a timetable for the completion of the project; 
 

(e) the type of the deliverable; and 
 

(f) a concept paper, if developed in the case of a complex or controversial project. 
 

(g) details on the composition of the group, its working methods and reporting 
requirements. 

 

3.4.1.3 The RC Chairman shall decide the working method, which includes but it is not limited to 
a drafting group (RWG) or external resources, for the execution of each rulemaking 
project, taking into account the complexity and controversy of the project at hand and the 
need to draw upon the expertise of persons involved in the implementation of the new or 
amended rule. 

 
3.4.1.4 When a rulemaking group is set up, the DGCA NCAA shall determine its final 

composition, which shall draw upon the technical expertise available among in-house 
expertise and, where necessary, interested parties, as well as external resources. 

3.4.1.5 The NCAA shall provide rulemaking groups with administrative and logistical support 
necessary to perform their tasks, including the provision of standard working procedures. 
Rulemaking Working groups shall follow the working procedures specified in section 2.5 

 

3.4.2 Development of terms of reference 
 

3.4.2.1 The process starts with the drafting of the Terms of Reference (ToR) for each task in 
accordance with the rulemaking priorities defined in the Annual Rulemaking Programme. 

3.4.2.2  Once approved, the final ToR are circulated to the Directorates/Units for their information. 
The ToR is also sent to the leader of the RWG via the official email for NCAA Official 
Publication (INTRANET). 

3.4.2.3 The final step is the filing of the final version of the ToR in accordance with the archiving 
policy. 
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3.4.3 Amendments of terms of reference 
 

3.4.3.1 The process starts with the amendment of the Terms of Reference (ToR) in light of 
progress of the rulemaking task as set out in Article 5.1 of the Rulemaking Procedure. 
The draft ToR is circulated within the NCAA for comments. 

 
3.4.3.2 The draft ToR is updated taking into account the inputs received from the consultation 

and is put for verification and approval by hierarchy. 
 

3.4.3.3 Once approved, it is circulated to the Advisory Bodies for their information and for 
publication in the NCAA Official Publication. 

 
3.4.3.4 The final step is the filing of the final version of the ToR in accordance with the archiving 

policy. 
 

3.5 THE DRAFTING OF THE RULE 
 

Introduction. New rules or amendments to existing ones shall be drafted in accordance 
with the ToRs referred to in chapter 3, section 3.4. The RC may amend the ToRs as 
appropriate in the light of the progress of a given rulemaking project. 

 

3.5.2 Drafting the NPA 
 

3.5.2.1 This process starts with the drafting of the Notice of Proposed Amendment (NPA) by the 
RWG in accordance with the corresponding Terms of Reference and shall take into 
account: 

 
(a) State laws; 

 

(b) ICAO Standards and Recommended Practices; 
 

(c) harmonisation objectives with other authorities and international organisations in 
accordance with applicable arrangements with third parties; 

 
(d) relevant findings and recommendations of air accident investigations; 

 
(e) existing industry standards; 

 

(f) timely implementation of the proposed rules; 
 

(g) compatibility with existing rules and interfaces with other ongoing rulemaking 
projects; 

 

(h) state of the art and best practices in aviation safety, security and environmental 
requirements; 

 

(i) scientific and technological developments; and 
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(j) the regulatory impact of the rules being drafted, if applicable, as specified in the 
ToRs. 

 

3.5.2.2 A sample Notice for Proposed Change in Regulation Document is in Appendix 3-7 
 

3.5.2.3 The full Regulatory Impact Assessment is developed in parallel to the drafting of the rule 
as an integral part of the NPA. The Regulatory Impact Assessment (RIA) Methodology is 
applied (Chapter 5). 

 
3.5.2.4 The RC shall monitor the progress of the rulemaking task to ensure the respect of the 

timescale set in the corresponding Terms of Reference. 
 

3.5.2.5 The RC shall evaluate whether the corresponding Terms of Reference and/or the group 
composition (when a group is convened) needs to be amended in light of the progress 
with the rulemaking task. 

 
 

3.5.2.6 Upon the completion of the draft NPA, it is transmitted to the RC for endorsement, 
including the following information: 

 

(a) an explanatory note describing: 
 

(i) the development process, including the type and the estimated length of 
the consultation period, which may differ from the one indicated in the 
ToRs, as well as a planned date for the publication of the related comment- 
response document (CRD) and the final rule; 

 
(ii) a summary of the proposed changes and full details of significant, 

contentious or interface issues identified during the drafting process; and 
 

(iii) details of the situation with respect to ICAO SARPs and harmonisation with 
other aviation authorities or international organisations; 

 

(b) the proposed draft rule; 
 

(c) a RIA, if applicable, as specified in the ToRs; 
 

(d) proposed actions to support implementation. 
 

3.5.2.7 The RWG shall evaluate whether the NPA contains provisions to be applied by the NCAA. 
In such a case, the RWG has to notify the Offices/Directorates when the NPA contains 
provisions they have to implement. 

 
3.5.2.8 The RC shall verify that the rule satisfies the objectives of the ToRs established for the 

rulemaking project. The RC shall also approve the notification to the Offices/Directorates 
(only if it is applicable). 

 
3.5.2.9 Once endorsed, the draft NPA is transmitted to RWG to launch the internal consultation 

of the NCAA Directorates/Units. At this stage, the RWG shall verify whether the normal 
consultation period of 3 months applies or whether there is a need for a shorter/longer 
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consultation period because of the potential impact and complexity of the rule envisaged. 
If so, the “change of consultation period” process is applicable (see section 3.6). 

 
3.5.2.10 The various contributions from the interdepartmental consultation are collected and the 

draft NPA amended as appropriate by the RWG. 
 

3.5.2.11 The amended NPA is sent for verification and approval by RC, who shall verify that the 
rule satisfies the Terms of Reference established for the rulemaking task. 

 
3.5.2.12 Once approved, the Notice of Proposed Amendment (NPA) the consultation of the NPA 

is launched in accordance with the procedures in section 3.6.2. 
 

3.5.2.13 The final step is the filing of the following records in accordance with the archiving 
policy: 

 

(a) the submission initiating the NPA; 

(b) Terms of Reference of the rulemaking task in question; 
 

(c) the published NPA including justification and Regulatory Impact 
Assessment; 

 
(d) the Comment Response Document(s); 

 

3.5.2.14 In case the drafting of the NPA is carried out by an RWG, the Team leader shall 
ensure that the following items are also retained in the NCAA’s NPA file: 

 

(a) minutes of group meetings; 
 

(b) documents submitted to the group and discussed under specific item; and 
 

(c) correspondence files 
 

3.5.3 Regulatory Impact Assessment 
 

3.5.3.1 The RIA shall be part of the drafting of the rules, with the objective to ensure that their 
content is based on evidence and sound analysis, and to assess the need for a 
performance-based approach. 

 
3.5.3.2 The RIA shall be conducted based on the principle of proportionate analysis: in-depth 

analysis to be performed for rulemaking projects with expected high impact, and light 
analysis for rulemaking projects with expected lower impact. 

 
3.5.3.3 The advisory bodies and the rulemaking group members (when a rulemaking group is set 

up) shall support the development of the RIA by providing economic and other quantitative 
data. 

 

3.6 CONSULTATION PHASE 
 

3.6.1 Introduction 
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3.6.1.1 Any person or organisation with an interest in or being affected by the draft proposed rule 
may submit their comment on the published NPA. 

 
3.6.1.2 In those cases where the NPA contains provisions to be applied by NCAA 

directorates/units, they shall be notified. 
 

3.6.1.3 The public consultation period is for a minimum of 30 days. 
 

3.6.1.4 During the public consultation period, the DGCA NCAA may at the request of industry 
(operators, AMOs, etc.) or interested parties extend, in exceptional and duly justified 
cases, the public consultation period specified in the NPA. Such changes to the length of 
the public consultation period shall be published on the NCAA’s website. 

 
3.6.2 Launch the consultation 

 

3.6.2.1 The Notice of Proposed Amendment (NPA) is published in the NCAA’s Official Publication 
(web site, newsletter, etc.) with an indication of the start/end date of publication, together 
with the following information: 

 
(a) The regulation involved; 

 

(b) the proposed rule; 
 

(c) The Authority’s legal authority for issuing the proposal; 
 

(d) an explanatory note describing the development process; 
 

(e) full details of significant or contentious or interface issues identified during the 
drafting process; 

 

(f) details of the situation with respect to ICAO Standards and Recommended 
Practices and relative to harmonisation with other Authorities or International 
Organisations; and 

 

(g) a full Regulatory Impact Assessment; 
 

(h) How interested persons may respond (for example, by filing written comments or 
making oral presentations at a public meeting); 

 
(i) Persons to contact if there are issues requiring clarification; 

 
(j) The date, time, and place of any public meetings the Authority will hold to discuss 

the proposal. 
 

3.6.2.2 A sample Notice for Proposed Change in Regulation Document is in Appendix 3-7. 
 

3.6.2.3 DGCA NCAA may notify BAGASOO about the publication of a new NPA in the NCAA's 
Official Publication. 

 
3.6.3 Comments 
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3.6.3.1 Comments shall be forwarded on to the DGCA NCAA and shall contain the following: 
 

(a) identification of the commentator; 
 

(b) NPA reference number; and 
 

(c) position of the commentator with regard to the proposal (including justification for the 
position taken). 

3.6.3.2 The RWG shall continuous monitoring the consultation process for the registration of 
comments received and checks for requests by interested parties to extend the public 
consultation period. 

3.6.4 Change in consultation period prior to publication 
 

3.6.4.1 This process starts with the RWG or RC verifying the need for a change of the normal 
consultation period of 30 days. The RWG or RC shall take account of the potential impact, 
the complexity of the rule envisaged and any controversial issues. If the need is identified, 
the RWG prepares a justification and requests for the opinion of the NCAA Offices. 

3.6.4.2 The RWG collects the contributions and transmits them to the RC for consideration. 
 

3.6.4.3 The justification and the consultation letter are sent for verification and approval by 
hierarchy. 

 
3.6.4.4 The final step is the filing of all records in accordance with the archiving policy. 

 

3.6.5 Extension of consultation period during consultation 

3.6.5.1 This process starts with a request by an interested party to extend the public consultation 
period of an ongoing consultation. The request is submitted to the RWG in charge of the 
NPA to evaluate the quality of the justification. In his/her evaluation the RWG shall take 
account of the complexity of the rule published, the implications of the rule on regulated 
parties, any controversial issues and the period of publication. If the request is confirmed, 
the RWG requests an extension of the ongoing public consultation period. 

 
3.6.5.2 The request for extension of the public consultation is sent for verification and approval 

by hierarchy. 
 

3.6.5.3 Once approved, the NCAA publishes in the NCAA’s Official Publication the new timetable 
for public consultation for the NPA in question. 

 
3.6.5.4 The final step is the filing of all records in accordance with the archiving policy. 

 
3.7 COMMENTS AND REVIEW PERIOD 

 

3.7.1 Introduction 

3.7.1.1 Following receipt of comments from concerned stakeholders, the RWG or RG with the 
support of the relevant Offices and RC shall undertake a review of the comments received 
and produce a Comment Response Document (CRD). 
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3.7.1.2 This document shall reproduce the comments received on the individual issues and the 
respective responses provided and amendments to the proposed regulation. It may 
contain a list of all persons and/or organizations that have provided comments. 

 
3.7.1.3 The CRD shall be submitted to the head of relevant Office(s)/RC for validation. Once 

validated by the heads of relevant Office/RC and approved by the DGCA NCAA, it will be 
posted on the NCAA website. The CRD may contain a list of all persons and/or 
Organisations that have provided comments. It will be available for 30 days after 
consultation has closed. 

 
3.7.1.4 With the objective to improve the quality of the NCAA’s rules and to ensure fair and 

appropriate treatment of all the comments received, the NCAA shall ensure that all 
comments are reviewed by appropriately qualified experts. 

 
3.7.1.5 In the case of rulemaking projects with impact expected or systematic rulemaking projects 

addressing miscellaneous issues of controversial nature, the review of comments may be 
carried out by qualified experts not directly involved in the drafting of the proposed rule 
together with RWG tasked with the drafting of the rule in question. 

 
3.7.1.6 Further consultation with consultees may be undertaken as necessary for the sole 

purpose of ensuring a better understanding of the comments received. 
 

3.7.1.7 The RWG or RG shall review the comments received and shall publish the outcome of 
the consultation on the NCAA’s website. The CRD shall include the following: 

 
(a) a list of all parties who commented on the rule in question; and 
(b) a summary of the comments received and the NCAA’s responses thereto. 

 
3.7.1.8 If, based on the number or complexity of the comments received, the NCAA is unable to 

publish the CRD within the timescale indicated in the NPA, amendments to the timescale 
shall be published on the NCAA’s website. 

3.7.1.9 If the comments received during the consultation period indicate major objections to the 
proposed rule, or if the outcome of the review of the comments is that the revised text 
differs significantly from that presented at the beginning of the consultation process, the 
DGCA NCAA shall consider further consultation with the stakeholders. 

3.7.1.10 If the comments received from industry indicate major objections, as described in 
section 6.3 to the proposed rule, the DGCA NCAA shall consult the Advisory 
Groups to discuss the rule further. In those cases where additional consultation 
results infurther disagreement regarding the rule, the RWG shall include in the 
CRD the results of this. 

3.7.2 Review of comments 

3.7.2.1 The review of comments follows the end of the public consultation. To ensure publication 
of the CRD within the 45 days’ timeframe, the review process is continuously monitored. If 
the 45 days period cannot be respected, the process “Extension of Period for CRD 
Publication” will be applied. 

3.7.2.2 The RWG or the Review group reviews all comments, provides a response and adapts 
the proposed rule as appropriate. The RWG has to evaluate if the comments received 
indicate major objections to the proposed rule. In such a case, the process “Major 
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Objections from Industry” will be applied (see 3.7.3). 
 

3.7.2.3 Upon the completion of the draft CRD, The RWG will transmit it to the respective RC for 
endorsement. 

 
3.7.2.4 Once validated, it is transmitted to RWG to launch the consultation of NCAA Directorates 

/ Units. 
 

3.7.2.5 The various contributions from the interdepartmental consultation are collected and the 
draft CRD is amended as appropriate by the RWG. 

 

3.7.2.6 The RWG shall evaluate whether the revised text differs significantly from the draft rule 
(NPA) circulated at the start of the consultation process. If so, the RWG shall request for 
a further consultation round of the revised rule. Upon verification and approval by 
hierarchy, the RWG shall include a note in the explanatory part of the CRD, stating that 
the initial NPA will result in the publication of a new one. The reasons behind this NCAA’s 
decision should be also given. A new number will be later on assigned to the new NPA, 
but at this stage, reference to the title should be included in the CRD. This is especially 
important if changes of the title are envisaged. The RWG shall than request IT to publish 
the CRD in the NCAA’s Official Publication and proceed with the drafting of the new NPA. 

 
3.7.2.7 If no further consultation is required, the RWG will simply request publication of 

the CRD. 
 

3.7.2.8 The request for publication of the CRD is sent for verification and approval by 
hierarchy. 

 
3.7.2.9 Once approved, the CRD is published in the NCAA’s Official Publication with an 

indication of the start/end date of publication and the reaction form. 
 

3.7.2.10 The DGCA NCAA may notify BAGASOO about the publication of a new CRD on the 
NCAA’s Official Publication. 

 
3.7.2.11 The final step is the filing of the Comment Response Document and all comments 

received in accordance with the archiving policy. 

3.7.3 Major objections from industry 
 

3.7.3.1 This process starts when the NCAA receives comments with major objections from 
stakeholders. In such a case, the RWG shall evaluate whether Stakeholders have major 
objections to the proposed rule. If so, the RWG shall request consultation of RC and 
NCAA Directorates / Units. 

 
3.7.3.2 RWG launches the consultation of RC and NCAA Directorates / Units to have their 

opinion. This can take the form of a written consultation or a discussion taking place at a 
meeting. 

 
3.7.3.3 RWG collects the various contributions from RC and NCAA Directorates / Units. 

3.7.3.4 The RWG shall verify whether the RC and NCAA Directorates / Units consultation results 
in continuing disagreement regarding the rule. If so, RWG shall indicate in the CRD the 
results of the RC and NCAA Directorates / Units consultation and the impact and 
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consequences of the NCAA decision on the issue at hand. 
 

3.7.3.5 RWG files all records in accordance with the archiving policy. 
 

3.7.3.6 If no major objections are raised by industry, the process ends without any action. 
 

3.8 ADOPTION AND PUBLICATION 
 

3.8.1 Introduction 

3.8.1.1 The DGCA NCAA shall issue his or her decision in respect of the rule in question 
together with the CRD. 

 

3.8.1.2 Rules issued by the DGCA NCAA shall be published on the NCAA’s website together with 
an explanatory memorandum and, in the case of opinions, a revised RIA if the final text 
differs significantly from that presented at the beginning of the consultation. 

3.8.2 Adoption and publication of rules 
 

3.8.2.1 This process starts with receipt of the draft rule from the RWG requesting its publication. 
 

3.8.2.2 After 45 days following the publication of the Comment Response Document and once 
the rule is approved by the DGCA NCAA, it is published on the NCAA website and transmitted   
to The Legal Department for gazetting and archiving in accordance with extant laws. 

 
3.8.2.3 The NCAA shall publish the approved version of the regulations on NCAA official website 

and notify BAGASOO and other stakeholders about the publication. 

3.8.2.4 The DGCA shall approve and cause to be published the implementation date of the 
regulation where applicable. 

 

 

3.9 AMENDMENT OF THE CIVIL AVIATION ACT. 

 

3.9.1.1 GENERAL 

 

Under Section 4 (1) of the 1999 Constitution of the Federal Republic of Nigeria ( as amended)' 
( the ''constitution ''), the National Assembly (NASS) is vested with the legislative powers of the 
Federal Republic of Nigeria. That is the power to make or amend laws for the peace, order and 
good government of the Federation with respect to any matter included in the Exclusive 
Legislative List and the Concurrent List. This legislative power is typically exercised through 
Bills passed by the NASS which are assented to by the President. Bills generally come in two 
forms- either a Private Bill which affects private citizens, corporate entities and /or a particular 
class of people or Public Bills which affect the general public. A Bill can be introduced into either 
chamber of the NASS by members of the respective Chambers or the Executive arm of 
government. 

3.9.1.2 The NCAA's proposal for the making or amendment of the Nigeria Civil Aviation Act may come 
from the following sources: 
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3.8.2.5  Upon the publication of the amended regulations the previous issue stands repealed and cease
to have force of law except as saved in the Citation and Repeal subpart of the Nig.CARs.
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a) ICAO State Letter for adoption of amendment to a relevant Annex to the convention whose 
provision is classified as Critical Element 1 of the safety or security oversight system; or 

 

b) New or amended USOAP CMA Protocol Question classified as Critical Element 1. 

 

2) Internal memo with proposal requesting the amendment of the Civil Aviation Act as result of any 
change that needs to be captured in or is adjudged to affect the existing provisions of the Act. 

 

3.9.1.3 The Chairman of RC will issue an internal memo to all directorates and departments of the 
Authority informing of the decision to amend the Civil Aviation Act and requesting for inputs to 
be forwarded to the Legal Adviser of the Authority within 7 seven days. 

 

3.9.1.4 The Legal Adviser shall be responsible for collating all inputs and producing an initial draft of 
proposed amendment to the Civil Aviation Act for approval by the DGCA. 

 

3.9.1.5 The DGCA will send the proposed draft amendment to the ministry in charge of aviation to liaise 
with the Ministry of Justice in order to ensure that the language of the draft is in accordance with 
Nigeria Laws. 

 

3.9.1.6 The Minister in charge of aviation will present the proposed bill to the Federal Executive council 
for approval and onward transmission to the NASS as an executive Bill. 

 

3.9.1.7 The proposed Bill shall be subject to legislative processes in accordance with the provisions of 
section 58 of the Nigeria Constitution and other extant laws, including public hearing, adoption 
and concurrence of the Bill by the two chambers of the National Assembly and forwarding of the 
adopted Bill to the President for assent. 

 

3.9.1.8 Upon assent of the Bill by President, the Bill becomes an Act and the act is forwarded to the 
Government Printers for inclusion in the register of Government Gazette, printing and distribution. 

 

3.9.1.9 Upon receipt of the gazette version of the Civil Aviation Act, the DGCA shall immediately forward 
it to RC for assessment by completing the ICAO compliance Checklist. 

 

3.9.1.10 The DGCA shall direct the Head of ICT in coordination with the Legal Adviser to publish the 
Gazette version of the amended Civil Aviation Act on the Authority's website. 

 

3.9.1.11 Within 7 days, the NCMC will download an offline version of the CC-EFOD from the OLF and to 
fill it in coordination with the RWG Chairmen taking into consideration the affected provisions 
contained in the gazette version of the amended Civil Aviation Act in line with procedures 
contained in this manual. 

3.9.1.12 The filled CC-EFOD will indicate whether the gazette version of the amended Civil Aviation Act 
is in compliance with All the Annexes excluding Annex 13 or if any Difference is identified. 
If Difference is identified, then follow the procedures for filing of differences in Chapter 7.6 of 
this manual. 

 

3.9.1.13 The final step is the keep of all records of amendment of the Act in the file by the Legal Adviser 
and Secretary of RC. 
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1) Upon completion of the rulemaking process described in sections 3.1 to 3.8 above which was 
as a result of: 
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CHAPTER 4: PROCEDURE FOR ISSUING CIVIL AVIATION ORDER (CAO), CIVIL 
AVIATION DIRECTIVE (CAD) AND OTHER BULLETINS 

 

4.1 PURPOSE 
 

4.1.1 This chapter provides direction and guidance on developing, making, issuing and 
amending of Civil Aviation Orders, Civil Aviation Directives, All Operators Letters and 
other Bulletins accordance with the powers conferred on the Authority in the Civil 
Aviation Act. 

 

4.2 REASONS FOR ISSUING OR AMENDING CIVIL AVIATION ORDER (CAO) 
 

4.2.1 The DGCA NCAA will issue or amend CAO for inter alia any of the following reasons: 
 
 

(a) An urgent need to amend the Nigeria Civil Aviation Regulations for aviation safety 
and security exigencies. 

 
(b) An amendment to an ICAO Annex or document where it is impracticable to amend 

Nigeria Civil Aviation Regulations on or before the  applicability date of the ICAO annex; 
and 

 

4.3 DRAFTING AND ISSUING/AMENDING OF THE CAO 
 

4.3.1 The process starts with an applicant submitting a proposal for  amendment of the Nig.CARs
using rulemaking proposal from (Form 0-GEN002B appendix 3-1) to the DGCA or Chairman RC.
If it is determined by the RC in accordance with 4.2.1 that a CAO is required. The Secretary RC
in coordination with the applicable rulemaking functional group will draft the CAO. ( Note: 
otherwise the proposal would be handled as a normal amendment to the Nig.CARs). 

  
 

4.3.2 The RC will work with the  Rulemaking Functional working Group to deliberate on the 
CAO and make appropriate recommendation to the DGCA NCAA for issuing or amending 
of the CAO in the format in appendix 4-1. 

 

4.3.3 There shall be no public consultation because of the urgent and special nature of the CAO. 
Public consultation shall take place when CAO is being consolidated into the Nig.CARs 
following the Rulemaking Procedures of Chapter 3. 

 

4.3.4 The DGCA NCAA shall issue /amend the CAO by publishing it with official government 
publication (gazetting) and on the NCAA Website. 

 

4.3.5 The RC shall maintain a Master Inventory List of all CAOs issued/amended by DGCA NCAA 
stating effective date, amended date, and cancelled date. CAO reference will carry the 
following format NCAA/CAO/YYYY/NNN e.g. First CAO issued in year 2021 will be 
NCAA/CAO/2021/001 
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—(a) This CAO is subdivided into five hierarchical categories: 

(1) Part refers to the primary subject area. 
(2) Subpart refers to any subdivision of a Part. 
(3) Section refers to any subdivision of a Subpart. 
(4) Subsection refers to the title of a CAO and can be a subdivision 

of a Subpart or Section. 
(5) Paragraph refers to the text describing the CAO. All paragraphs 

are outlined alphanumerically in the following hierarchical order: (a), (1), (i), 
(A). 

 

4.3.9 The CAO also comprises the rules and implementing standards just like the Nig,CARs 

 

4.4 REASONS FOR ISSUING CIVIL AVIATION DIRECTIVE (CAD), ALL OPERATORS 
LETTERS (AOL) AND OTHER BULLETINS 

4.4.1 The DGCA NCAA will issue CAD, AOL and other bulletins for inter alia any of the following reasons: 

 

(a) CAD will be issued to require a mandatory action or compliance with any 
matter of operational safety and security that is not in the regulations but 
expedient for public interest. 

 

(b) All Operators Letter or other bulletins will be issued by the DGCA or director 
to provide guidance or safety/security information to the industry or require 
compliance with specific part of the regulations. 

 

4.5 DRAFTING AND ISSUING/AMENDING OF THE CAD AND OTHER BULLETINS 
 

4.5.1 The process starts with drafting of the CAD by the directorate/unit responsible for the 
affected area(s) and send it for further action by the RC. 

 

4.5.2 The RC will work with the directorate/unit to deliberate on the CAD and make 

appropriate recommendation to the DGCA NCAA for issuing or amendment of the CAD in 
the format in appendix 4-2. 

4.5.3 The RC shall maintain a Master Inventory List of all CADs issued/amended by DGCA NCAA stating 
effective date, amended date, and cancelled date. CAD reference will carry the following format 
NCAA/CAD/YYYY/NNN e.g. First CAD issued in year 2021 will be NCAA/CAD/2021/001 

 

4.5.4 All Operators Letter and other bulletins will be drafted by directorate/unit responsible for 
the civil aviation areas and issued by the DGCA or on behalf of the DGCA by the director. 
The AOL and other bulletins will not require any work from the regulation committee. 
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CHAPTER 5: REGULATORY IMPACT ASSESSMENT METHODOLOGY 
 

5.1 PURPOSE 
 

5.1.1 The purpose of this is to provide NCAA staff involved in regulations development with 
guidance on the regulatory impact assessments. 

 
 

5.2 INTRODUCTION 

5.2.1 The Rulemaking Procedure requires the establishment of Regulatory Impact 
Assessments (RIAs) to support the decision-making process. 

 
5.2.2 The present document specifies the scope and content of the RIAs to be provided by the 

NCAA to support its rulemaking decisions. 
 
 

5.3 REGULATORY IMPACT ASSESSMENT 
 

5.3.1 Regulatory Impact Assessment (RIA) is a systemic approach to critically assessing the 
positive and negative effects of proposed and existing regulations and non-regulatory 
alternatives. The Regulatory Impact Assessment is a tool to support decision-making. 

 
5.3.2 Regulatory impact assessment (RIA)’ means an assessment of the benefits (in terms of 

safety,security,environmental, level playing field or proportionality/efficiency aspects) 
expected from the proposed regulation as well as its implementation cost for NCAA and 
those subject to its provisions measured in relation to the option to not issue a regulation. 
The aim of the RIA shall be to improve the quality of regulations by helping ensure well- 
substantiated decisions and by clarifying the positive and negative safety, economic, 
environmental, social or other non-safety-related impacts of a proposed regulation. 

 

5.3.3 Regulatory Impact Assessment (RIA) Form should be attached to every drafted proposed 
regulation by RWG. The RIA Form will be reviewed by the RC as part of the rulemaking 
process. 

 
5.3.4. When starting the rulemaking task, the RWG may discuss the RIA methodology as well 

as possible cooperation on the new task. 
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CHAPTER 6: ICAO STATE LETTER 
 
 

6.1 PURPOSE 
 

6.1.1.1 This chapter describes the procedure adopted by the Nigerian Civil Aviation Authority for processing 
of ICAO State letters and handling of periodic reviews of the latest updates to ICAO SARPS. 

 
 

6.2 GENERAL 
 

6.2.1.1 The DGCA NCAA is responsible for interactions with ICAO and other civil aviation 
organizations and has designated DATR as a focal point responsible for  receipt,  
monitoring and distribution of ICAO state letters. 

 
6.2.1.2 The focal point designated to monitor ICAO state letters shall monitor the website 

(https:\\portal.icao.int). 
 

6.2.1.3 The Regulations Committee (RC) is responsible for coordinating NCAA’s technical 
response to the ICAO State letter dealing with proposal to amend an Annex and adoption 
of an amendment to an Annex. 

  
6.3 ICAO STATE LETTERS PROCEDURE 

 

6.3.1  Receipt of ICAO State Letters. State Letters are received by the Focal Point via 
the ICAO electronic distribution system (https:\\portal.icao.int). Upon receipt of an 
ICAO state letter the focal point shall: 

 

6.3.1.1 Forward the ICAO State letter to the DGCA NCAA by email; 
 

6.3.1.2 Distribute each State letter/Electronic Bulletin containing at least the following to 
NCAA Directorates/Units and relevant Agencies: 

 
6.3.1.3 Cover sheet indicating the type of the letter, the reference of the State 

letter/electronic bulletin, Subject and action required with the date while attention the 
letter to the Focal Point that has been appointed by Directorate/Units & relevant 
Agencies; 

6.3.1.4 Copy of the ICAO State letter;  
Note: The above process may be an electronic process. 

 
6.3.1.5 Processing of ICAO State letters. The process of ICAO state letters by the focal 

point will depend on the content as follows: 
 

6.3.1.6 Informative letter. This letter will be only dispatched to the concerned Offices, 
Agencies and staff for information. The ICAO State letter follow-up file established 
by the focal point shall be updated with an indication of date letter was dispatched 
and the officer(s) in receipt. The process will end at this step. 
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6.3.1.7  Letters requiring response (Apart from Amendment Letters). Upon collation of 
inputs from concerned directorates/units and Agencies, the Focal Point shall put up  
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 a reply to ICAO for the DGCA NCAA’s signature on the relevant action taken by the 
State in respect of the State letter. If the subject covers more than one area or domain, 
the  concerned directorates/units in charge of the main area shall be responsible 
for  coordination with other concerned directorates/units/agencies to obtain their 
views and comments. 

 

6.3.1.8 Invitation letter to an ICAO event. Upon receipt of this letter the DGCA NCAA 
will designate participants to the ICAO event in accordance with ICAO state letter 
notification procedure described in Chapter 2. The ICAO State  letter  follow-up  file 
shall be updated accordingly. The process will end at this step. 

 

6.3.1.9  Amendment letter: Two cases are covered under this subject: ICAO proposed 
amendments and ICAO adopted amendment. Upon receipt of proposed amendment 
letter from ICAO the focal point will forward such proposed amendment letter to the 
Chairman, RC who shall initiate a review with the relevant directorate/unit/agencies. 
Detailed description of this process is in section 6.4. 

 
6.4 PROCESSING ICAO PROPOSALS ON AMENDMENTS TO ANNEXES AND PANS 

 

6.4.1
 

ICAO Proposed
 

Amendment
 

Note: Use checklist (FORM:O-GEN002K) for processing of ICAO proposed Amendments

 6.4.1.1  Preliminary Review

 The Chairman or Secretary RC shall assign a tracking number for the state letter on the state
letter tracker to initiate a preliminary review of ICAO proposed
PANS in order to assess their impact on regulatory documents and to identify concerned 
stakeholders before the proposed amendment are circulated to them as appropriate for 
comments. The Chairman shall send a copy of the proposed amendment to the relevant
Rulemaking Functional Group of the applicable directorate/department via whatsapp  or email
for study and comments taking into account the ICAO deadline for reply. (Timeline: 10 days). 

amendments for SARPs and  

 

6.4.1.2  Consultation with Stakeholders. The RC shall send proposed amendment via
All operators Letter (AOL) on the authority's website for stakeholders comment within a 
specified timeline, taking into account ICAO deadline for reply. (Timeline: 30 days)

NOTE: If the Authority does not receive comment from the stakeholders it will proceed 
without the benefit of their representation. 
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6.3.2           ICAO State Letters Register. Chairman or Secretary RC maintain a register of ICAO State
                   Letters referred in paragraph 6.3.1.2(d) with the status letters for each year. 

Form O-GEN002M provides the template for the state letter tracker.

6.4.1.1.1

6.4.1.1.2  The Rulemaking Functional Group shall review and make comments on the proposed 
  amendments. (Timeline: 7 days).

6.4.1.1.3  The RC shall in consultation with the relevant Rulemaking Functional Group identify 
 concerned stakeholders to which copies will be sent and shall determine whether any  
explanations or guidance on NCAA position taken during or decisions arrived at during
ICAO meetings, shall be circulated to all relevant stakeholders when the ICAO proposed
amendments are sent to them for comments. Appendix 6-1 provides a list of the internal
and external stakeholders for each ICAO annex. (Timeline: 10 days)

6.4.1.3  Final Review. Following receipt of comments from concerned stakeholders, the RC with 
the support of the relevant directorates/units shall undertake a final review of the proposals 
and establish a final draft of its position on the ICAO proposed amendments to SARPs, 
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6.4.1.3 Comments received during final review. Comments received from Stakeholders during 
the final review period shall be taken into consideration by the RC in the final review. 

 

6.4.1.4 Comments received after final review. Comments received after the final review periods 
may not be considered at this stage. However, the RC shall analyse the reply and propose 
a course of action to the DGCA NCAA, if there is a significant impact of ICAO proposed 
amendments on the activities of a particular stakeholder or group of stakeholders and 
foreseen difficulties for the implementation. The final position of the RC shall be reviewed 
to take into consideration the stakeholders’ inputs and additional comments shall be 
added in the ICAO State letter follow-up file. 

 

6.4.1.5 NCAA position on ICAO proposed amendment. Within 10 days  from the final review, 
the RC shall prepare the following: 

6.4.1.5.1 Reference to the origin and purpose of the proposed amendment; 

6.4.1.5.2 Summary of the main agreement or disagreement with ICAO proposed 
amendment and filing of ICAO response form only for annexes. A typical ICAO 
response form is usually attached to the ICAO State Letter. There is no response 
form for PANS; 

6.4.1.5.3 Attachment of the proposed changes to the ICAO text using editorial practice 
showing deleted text with a line through it and new text highlighted with grey 
shading. 

6.4.1.6  Approval and Transmission to ICAO. The draft reply which reflects States’ position on 
ICAO proposed amendment will be submitted to the DGCA NCAA for approval. Once 
approved, the focal point in charge of receipt, monitoring and distribution of ICAO State 
Letters shall forward an electronic and hard copies of this reply to ICAO at least five days 
prior to the deadline. 

 

6.4.1.7  Filing. There shall be established an ICAO amendment file to contain all letters received 
from ICAO for proposed amendment and all materials produced during all the stages of 
review of the amendment proposal including the ICAO state letter on the amendment. 
File checklist used for processing of the proposed amendment. 

6.4.2  ICAO Adopted Amendment 

Note: Use Checklist Appendix 6.3 for processing of ICAO Adopted Amendment. 

6.4.2.1  Receipt of Green Edition. On notification by the ICAO Secretariat, State Letter Focal 
Point shall download the ICAO State Letters relating to the adoption of SAPRs/PANS 
which is referred to as “Green Edition” and forward same to the concerned 
Directorates/Departments/Units with copy to DGCA for further action.

 
6.4.2.2  Preliminary Review. The RC, with the support of relevant directorates/units shall carry 

shall assign subject matter experts who shall work with the RC in producing the draft final 
position and analysed stakeholder’s comments. This draft shall reproduce the comments 
received on the individual issues and shall be submitted to the head of relevant Office(s) 
for validation. Once validated, the RC shall make proposals for the action of the DGCA 
NCAA. (Timeline: 15 days). 
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6.4.2.4 Final Review. Following receipt of comments from concerned stakeholders, the RC with 
the support of the relevant directorates/units shall undertake a final review of the proposals 
and establish a final draft of its position on the ICAO adopted amendments to SARPs, 
PANS and associated attachments. This draft shall reproduce the comments received on 
the individual issues and shall propose the course of action for each ICAO provision. The 
final review document shall indicate whether the ICAO adopted amendments are 
accepted with differences or not. In all cases ICAO form of notification of compliance with 
or without differences shall be filed. If the whole ICAO adopted amendment is not 
acceptable, the ICAO notification of disapproval form shall be filled and enclosed to the 
final review document. The final review document shall be submitted to the head of the 
concerned directorates/units for appropriate validation action. Once validated, the RC 
shall present to the DGCA NCAA the final review document. 

 

6.4.2.5 Comments received during final review. Comments received from Stakeholders during 
the final review period (Two weeks after the consultation period) shall be taken into 
consideration by the RC in the final review. 

 

6.4.2.6 Comments received after final review. Comments received after the final review periods 
may not be considered. However, the RC shall analyse the reply. If there is a significant 
impact of ICAO adopted amendments on the activities of a particular stakeholder or group 
of stakeholders and foreseen difficulties for the implementation, the RC shall inform the 
DGCA NCAA, who will decide on the course of action to be taken. These difficulties and the 
decision taken shall be reflected in the final review document. 

 

6.4.2.7 NCAA position on ICAO adopted amendments. Within one week from the final review, 
the RC shall prepare a draft reply which shall enclose a final review document and ICAO 
disapproval form, if any. The reply shall cover the following: 

 

6.4.2.7.1 Reference to the origin and purpose of the adopted amendment; 

6.4.2.7.2 Summary of the main issues in the final review document; and 

6.4.2.7.3 ICAO disapproval form, if any. 

 

6.4.2.7 Approval and Transmission to ICAO. The draft reply which reflects State’s position on 
ICAO adopted amendment will be submitted to the DGCA NCAA for approval. Once 
approved, the focal point in charge of receipt, monitoring and distribution of ICAO State 
Letters shall forward an electronic and hard copy of this reply to ICAO at least five days 
prior to the deadline given in the ICAO State letter. (Timeline: 5 days). 

 

 

 

  

6.4.2.3 Consultation with Stakeholders. The RC shall also send adopted amendment for their 
comments within a specified timeline, taking into account ICAO deadline for reply.  

             
and this summary shall be circulated to stakeholders as appropriate for comment. These 
activities shall be performed within one week from the time of receiving ICAO State letter. 
The RC shall in consultation with the relevant directorates/units, identify concerned 
stakeholders to which copies will be sent and shall determine whether any explanations 
or guidance on NCAA position taken during ICAO meetings, shall be circulated to all 
relevant stakeholders when the ICAO amendments are sent to them for comments.
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6.4.3 Action plan for implementation of the new SARP: If after review, the DGCA decides 
that the new SARPs/PANS approved by the Council should be implemented by NCAA, 
NCAA should take appropriate action to effect necessary changes in the overall Safety 
Oversight System of Nigeria, as explained below depending on the circumstances: 

 
(a) Amend the Civil Aviation Act; 
 
(b) Amend the Nigeria Civil Aviation Regulations (see chapter 4); 
 
(c) Complete or review the Compliance Checklists (CC) for Annexes 

concerned; 
 
(d) Identification and notification of difference for Annexes concerned 

(see chapter 7); 
 
(e) Review PPMs or TGMs staff and guidance material for industry. 
 
(f) Train NCAA staff in the revised procedures and guidance material; 
 
(g) Conduct of workshops to increase awareness regarding 

amendments to concerned Annexes and guidance material 
 
(h) approve the installation of new equipment or upgrade of existing 

equipment, to comply with applicable requirements; 
 
(i) operational acceptance of policy and procedures of service 

provider(s) to comply with applicable requirements. 
 
Note. This list is not exhaustive.  

 
6.4.4 These actions identified are controlled Regulations Committee Meeting Action Form: 
 

(a) The actions identified related to amendment of regulation should be treated in 
accordance with the procedure for development and amendment of the annual 
rulemaking programme defined in Chapter 4 of this Manual. 

 
(b) The whole process involving local implementation of SARPs can be summarized 

as shown in the following chart. The time taken between Step-1 and Step-3 shall 
not be more than three months from the date of ICAO State Letter on the intention 
to amend the relevant Annex. The time taken between Step 4 and Step 6 should 
not be more than three months from the date of receipt of the green letter. All work 
involving the implementation of an amendment to an Annex shall be completed by 
the Applicable Date and position of Nigeria shall be notified to ICAO by the 
Notification Date. 
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6.5        PROCESS OF ADOPTION AND AMENDMENTS FOR NEW REGULATIONS  
 
6.5.1.    ADOPTION OF NEW REGULATIONS 
 
6.5.1.1  Where there is need to adopt a new regulation from any other state, body or commission the Chairman 

of RC will forward same to the concerned Directorates/Departments/Units with copy to DGCA for 
further action. (Timeline 7 days) 

 
6.5.1.2  Preliminary Review. The RC, with the support of relevant directorates/units shall carry out a 

preliminary review of the regulation. The RC shall establish a summary of the main changes with 
respect to NCAA position. (Timeline 15 days) 

 
6.5.1.3  Chairman RC shall assign subject matter experts who shall work with the RC in producing the draft 

final position and analysed stakeholder’s comments. This draft shall reproduce the comments 
received on the individual issues and shall be submitted to the head of relevant Office(s) for 
validation. Once validated, the RC shall make proposals for the action of the DGCA NCAA. (Timeline: 
21 days). 

 
6.5.1.4  Final Review. Following receipt of comments from concerned stakeholders, the RC with the support 

of the relevant directorates/units shall undertake a final review of the proposals and establish a final 
draft of its position on the adopted regulation. This draft shall reproduce the comments received on 
the individual issues and shall propose the course of action for each provision. The final review 
document shall indicate whether the adopted regulations are accepted with differences or not. In all 
cases. The final review document shall be submitted to the head of the concerned directorates/units 
for appropriate validation action. Once validated, the RC shall present to the DGCA the final review 
document. (Timeline 15 days) 

 
6.5.1.5  Comments received during final review. Comments received from Stakeholders during the final 

review period (Two weeks after the consultation period) shall be taken into consideration by the RC 
in the final review. 

 
6.5.1.6  Comments received after final review. Comments received after the final review periods may not 

be considered. However, the RC shall analyse the reply. If there is a significant impact of the adopted 
regulations on the activities of a particular stakeholder or group of stakeholders and foreseen 
difficulties for the implementation, the RC shall inform the DGCA , who will decide on the course of 
action to be taken. These difficulties and the decision taken shall be reflected in the final review 
document. (Timeline 7 days) 

 
6.5.1.7  Consultation with Stakeholders. The RC shall also send adopted regulations for them to comments 

within 7 days, the summary shall be circulated to stakeholders as appropriate for comment. The RC 
shall in consultation with the relevant directorates/units, identify concerned stakeholders to which 
copies will be sent and shall determine whether any explanations or guidance on NCAA position 
taken and shall be circulated to all relevant stakeholders. 

 
6.5.1.8  Filing/ Notification/Publication The file shall be updated with adopted regulations with the final 

review document and with all the materials and letters produced during all the previous steps. The 
file is a main source of information for the Nig. CARs amendment procedure. The notification and 
publication to stakeholders shall be in accordance with the procedures in Chapter 3.8.2 of this 
Manual. 

���� �� ��
��

��

��
��

�� ���� �� ���� ����
����������� �	����������� �������'�!���� ���1�>�����%���� ���&�!�&�.�� �(�������������!�'�����������
�������
� ���'



  NCAA RULEMAKING PROCESS-POLICY AND PROCEDURES MANUAL  
 

 

 
 

 
 
 

 
 

 

 

  

 

 

 

 

 

 

 

 

Rulemaking Process-Policy And 
Procedures Manual 

Approved by: DGCA NCAA Number of Pages: 

PAGE 48 OF 97 

6.5.2.     Amendment for New Regulations 
 
6.5.2.1   Preliminary Review 
             The Chairman, Secretary RC or stakeholder shall call for amendment of any adopted regulations. 

Preliminary review shall be carried out to assess their impact on the industry and to identify 
concerned stakeholders before the proposed amendment are circulated to them as appropriate for 
comments. The Chairman RC shall send a copy of the proposed amendment to the relevant 
Rulemaking Functional Group of the applicable directorate/department for study and Comments.  
(Timeline: 7 days). 

 
6.5.2.2   Consultation with Stakeholders. The RC shall send proposed amendment for 
              stakeholders’ comment within 7 days, taking into account the urgency and circumstances that led to 

the amendment.  
. 
6.5.2.3   The Rulemaking Functional Group shall review and make comments on the proposed amendments. 

(Timeline: 7 days). 
 
6.5.2.4   The RC shall in consultation with the relevant Rulemaking Functional Group identify concerned 

stakeholders to which copies will be sent and shall determine whether any explanations or guidance 
on NCAA position taken during or decisions arrived at during meetings and shall be circulated to all 
relevant stakeholders for the proposed amendments. (Timeline 21 days)  

 
6.5.2.5   Final Review. Following receipt of comments from concerned stakeholders, the RC with the support 

of the relevant directorates/units shall undertake a final review of the proposals and establish a final 
draft of its position on the proposed amendments to the regulations. (Timeline 15 days)  

 
6.5.2.6  Comments received during final review. Comments received from Stakeholders during the final 

review period shall be taken into consideration by the RC in the final review. (Timeline 2 weeks)  
 
6.5.2.7  Comments received after final review. Comments received after the final review periods may not 

be considered at this stage. However, the RC shall analyse the reply and propose a course of action 
to the DGCA, if there is a significant impact of proposed amendments on the activities of a particular 
stakeholder or group of stakeholders and foreseen difficulties for the implementation. The final 
position of the RC shall be reviewed to take into consideration the stakeholders’ inputs and additional 
comments shall be added. (Timeline 7 days)  

 
6.5.2.8   Filing. There shall be established regulations amendment file to contain all comments and review 

received for proposed amendment and all materials produced during all the stages of review of the 
amendment proposal, 

 
6.5.2.9   Final Review. Following receipt of comments from concerned stakeholders, the RC with the support 

of the relevant directorates/units shall undertake a final review of the proposals and establish a final 
draft of its position on amendments. This draft shall reproduce the comments received on the 
individual issues and shall propose the course of action for each provision. The final review document 
shall be submitted to the head of the concerned directorates/units for appropriate validation action. 
Once validated, the RC shall present to the DGCA the final review document. (Timeline 15 days)  

 

6.5.2.10 Comments received during final review. Comments received from Stakeholders during the final 
review period (Two weeks after the consultation period) shall be taken into consideration by the RC 
in the final review. Comments received after the final review periods may not be considered. 
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However, the RC shall analyse the reply. If there is a significant impact to the amendments on the 
activities of a particular stakeholder or group of stakeholders and foreseen difficulties for the 
implementation, the RC shall inform the DGCA, who will decide on the course of action to be taken. 
These difficulties and the decision taken shall be reflected in the final review document. (Timeline 7 
days)  

 

 Filing/ Notification/Publication The amendment file shall be updated with the final review document 
and with all the materials and letters produced during all the previous steps. The file is a main source 
of information for the Nig. CARs amendment procedure. The notification and publication to 
stakeholders shall be in accordance with the procedures in Chapter 3.8.2 of this Manual. 

 

 Where there is any lacuna or gap in the process of adoption and amendments for new regulations 
recourse shall be made to the processes in Chapter 3 of this Manual. 

 
Upon the publication of the adopted or amended regulations the previous issue stands repealed and 
cease to have force of law except as saved in the Citation and Repeal subpart of the Nig.CARs. 
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CHAPTER 7: IDENTIFICATION, NOTIFICATION AND PUBLICATION OF DIFFERENCES AND
 SIGNIFICANT  DIFFERENCES 

 

7.1 PURPOSE 
 

7.1.1. This chapter provides direction and guidance on the determination and notification of 
differences and publication of significant differences. 

 

7.1.2 Sections 7.2 to 7.5 provide the description of the systems to notify differences. It is 
intended to be used for instructions propose for new and developmental NCAA personnel. 

 

7.1.3 Section 7.6 contains the procedure to be used by NCAA personnel on the identification 
and notification of differences. 

 

7.1.4 Section 7.7 contains the procedure to be used by NCAA personnel on the determination 
and publication of significant differences. 

 

7.2  INTERNATIONAL OBLIGATIONS AND REQUIREMENTS RELATED TO 
DIFFERENCES 

 

7.2.1 General 

 

7.2.1.1 Article 1 of the Convention on International Civil Aviation (Chicago Convention) underlines 
that States have complete and exclusive sovereignty over their airspace above its 
territory. 

 

7.2.1.2 In accordance with Article 37 of the Chicago Convention, States undertakes to collaborate 
in securing the highest practicable degree of uniformity in all matters in which such 
uniformity facilitates and improves air navigation. 

 
 

7.2.1.3 To this end, the International Civil Aviation Organization (ICAO) adopts and amends from 
time to time, as may be necessary, international standards and recommended practices 
(SARPs) and procedures dealing with matters concerned with safety, regularity and 
efficiency of air navigation. 

 

7.2.1.4 SARPs are adopted by the Council in accordance with Articles 37, 54 and 90 of the 
Chicago Convention and are designated, for convenience, as Annexes to the Convention.

 

 
 

 

 
Definitions:  

Significant differences are  differences between the national regulations and practices of the State and the 
related ICAO provisions /PANS/Regional supplementary Procedures(SUPPs), given in a form that would enable 
a user to differentiate readily between the requirements of the State and the related ICAO provisions. PANS-
AIM requires the significant differences to be published in AIP under Gen 1.7( Source : Annex 15 ,5.2.2(b);  
Doc 8126,Doc 10055); 
 
Differences : Any other difference between the national regulations and practices and ICAO Annex provisions 
are as well illustrated under 7.4.3 . 
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safety or regularity of international air navigation while the uniform application of the 
specifications in the recommended practices is regarded as desirable in the interest of 
safety, regularity or efficiency of international air navigation. The definitions for 
“Standards” and “Recommended Practices” for Annex 9 — Facilitation (FAL) are slightly 
different and explained further below. 

 

7.2.1.7 The definitions of the terms "Standard" and "Recommended Practice" in Annex 9 were 
unanimously arrived at by the Air Transport Committee after thorough discussions in a 
Working Group and at several meetings of the full Committee. The nature of the FAL 
provisions require that the Standards and Recommended Practices be based on the 
general concept of "uniformity which will facilitate and improve air navigation”, as stated 
in the opening words of Article 37 rather than on the more specific items of "safety, 
regularity and efficiency" mentioned towards the conclusion of Article 37 (Doc 6764 
(C/780). 

 

7.2.2 Article 38 Of the Convention on The International Civil Aviation 

 

7.2.2.1 While the implementation of Standards is considered, by definition, as necessary, the 
Chicago Convention also recognizes, through Article 38, that there are instances when 
this is impracticable, or it is necessary to adopt regulations or practices differing from those 
established by Standards. 

 

7.2.2.2 Article 38 of the Chicago Convention states: 

 

Any State which finds it impracticable to comply in all respects with any such international 
standard or procedure, or to bring its own regulations or practices into full accord with any 
international standard or procedure1 after amendment of the latter, or which deems it 
necessary to adopt regulations or practices differing in any particular respect from those 
established by an international standard, shall give immediate notification to the 
International Civil Aviation Organization of the differences between its own practice and 
that established by the international standard. In the case of amendments to international 
standards, any State which does not make the appropriate amendments to its own 
regulations or practices shall give notice to the Council within sixty days for the adoption 
of the amendment to the international standard or indicate the action which it proposes to 
take. In any such case, the Council shall make immediate notification to all other states of 
the difference which exists between one or more features of an international standard and 
the corresponding national practice of that state (emphasis added).

 

 

 
 
 

1The word “procedure” in Articles 37 and 38 of the Chicago Convention does not refer to Procedures for Air Navigation Services (PANS) or Regional Supplementary 
Procedures (SUPPS). The drafters of the Chicago Convention had only envisaged international Standards and Recommended Practices embracing a variety of material, 
including specifications for equipment, procedures (for communications and air traffic control, for example) and practices (C/817). 
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7.2.1.6 The original A1-31 definition stated that uniform application by Contracting States of the 
specifications contained in the international standards is recognized as necessary for the 

            

7.2.1.5 The Chicago Convention does not define the terms “Standard” or “Recommended 
Practice”. Definitions were first adopted by the Assembly in 1947 (A1-31), which has been 
incorporated in and superseded by subsequent Assembly Resolutions. These definitions 
were then incorporated, by way of Council Decision, into the forwards of the individual 
Annexes. As they had thus become part of the Annex documentation formally approved 
by the Council, the definitions subsequently were removed from the relevant Assembly 
Resolution. 
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by the Standards contained in the Annexes, but further defined “differences” as covering 
“non-compliance in any respect” with a Standard. 

 
7.2.2.5 The following provides a non-exhaustive list of scenarios that present circumstances 

requiring the notification of a difference: 
 

(a) A situation in which the State does not bring its practices into full accord with 
the Standard. For example, when a Contracting State has incorporated a Standard 
into its national regulations but has only partially implemented or applied it in 
practice. 

 
(b) A situation in which the State’s regulation (or lack thereof) differs from the 

Standard. For example, when a State applies a Standard in practice, but has not 
incorporated it into its national regulations. 

 
(c) A situation in which the State does not comply with a Standard in all respects. 

For example, when a State has not incorporated a Standard into its national 
regulations and not implemented or applied it in practice. 

 
7.2.2.6 There can be circumstances when a State has temporary or short-term differences (e.g., 

exemptions/exceptions). In such cases, States need to be encouraged to notify 
differences and provide such information through other means, such as a Notice To 
airmen (NOTAM) or Aeronautical Information Circular (AIC) in accordance with Annex 15. 
Article 38 expressly requires that States immediately notify ICAO of differences, without 
exception. Therefore, whatever other actions States may take in regard to temporary or 
short-term differences, they would not serve to relieve States of their obligations under 
Article 38. 

 
7.2.2.7 It should be noted that the notification of differences does not relieve a State of its 

obligations as per the Chicago Convention. 
 

7.2.2.8 Assembly Resolution. While Article 38 sets out obligations for the notification of 
differences against Standards, it is recognized that knowledge of differences from 
Recommended Practices may also be important for the safety, regularity and efficiency of 
air navigation. The ICAO Assembly has resolved that the Council should urge Member 
States to notify the Organization of any differences that exist between their national 
regulations and practices and the provisions of SARPs, as well as the date or dates by 
which they will comply with the SARPs (Assembly Resolution A38-11). 

 
7.2.3 Requirements of Annex 15. Annex 15 – Aeronautical Information Services, Standard 

4.1.2 states: 
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7.2.2.3 In accordance with Article 38, a contracting State must notify ICAO any time it does not 
comply with a Standard in all respects; does not bring its regulations or practices into full 
accord with any Standard; or adopts regulations or practices differing in any particular 
respect from the Standard. 

7.2.2.4 The Resolutions of Adoption of Annexes 2, 3 and 5, approved by the Council at the twenty- 
second meeting of its Third Session, not only provided that States should notify the 
Organization of any differences between any of its own practices and those established 
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(b) the choice made by a State in each significant case where an alternative course of 
action is provided for in ICAO Standards, Recommended Practices and 
Procedures. 

 

7.2.3.2 The purpose of the publication of significant differences in the AIP is, primarily, to provide 
flight crews, and other stakeholders, with information which is essential to international 
operations, and which is not readily available. 

 

7.2.3.3 More guidance on significant differences can be found in Section 7.5. 

 
 

7.3 PURPOSE AND BENEFITS OF NOTIFYING DIFFERENCES 

 

7.3.1.1 The primary purpose of notifying differences is to promote safety, security, efficiency and 
regularity in air navigation by ensuring that all stakeholders, concerned with international 
civil aviation are aware of all national rules and practices in so far as they differ from those 
prescribed in SARPs. Therefore, lack of information on differences creates uncertainty 
and poses a potential hazard to the safety, regularity and efficiency of air navigation. 

 

7.3.1.2 Dissemination of differences enhances transparency of safety information, and, 
consequently, facilitates States’ decisions to accept or not accept other States’ aircraft 
and operators, specifically within the context of the management of safety. Incorrect 
notification of differences may also potentially lead to misunderstandings and could result 
in undesirable operational situations, or in other potential negative consequences in terms 
of recognition of certificates and licences, ramp inspections, and ultimately traffic rights. 

 

7.3.1.3 The notification of differences is therefore an important and useful factor that contributes 
to ensuring the safe and orderly growth of international civil aviation. 

 

7.4 GENERAL GUIDELINES ON THE IDENTIFICATION AND NOTIFICATION 
OF DIFFERENCES 

 

7.4.1 Annex Components to Which the Notification of Differences Process Apply 

 

7.4.1.1 The forward to the Annexes describes the components that are considered as material 
comprising Annex proper. The application of the difference process to these are as 
follows: 

 

(a) Standard. Any specification for physical characteristics, configuration, materiel, 
performance, personnel or procedures, the uniform application of which is 
recognized as necessary for the safety or regularity of international air navigation 
and to which Contracting States will conform in accordance with the Convention; in 
the event of impossibility of compliance, notification to the Council is compulsory 
under Article 38.
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7.2.3.1 Aeronautical Information Publications (AIP) shall include in Part 1 — General (GEN): 

(a) a list of significant differences between the national regulations and practices of the 
State and the related ICAO Standards, Recommended Practices and Procedures, 
given in a form that would enable a user to differentiate readily between the 
requirements of the State and the related ICAO provisions; 

���� �� ��
��

��

��
��

�� ���� �� ���� ����
����������� �	����������� �������'�!���� ���1�>�����%���� ���&�!�&�.�� �(�������������!�'�����������
�������
� ���'



  NCAA RULEMAKING PROCESS-POLICY AND PROCEDURES MANUAL  
 

 

 
 

endeavour to conform in accordance with the Convention; in the event of 
impossibility of compliance notification to the Council is encouraged under 
Assembly Resolutions. 

 

(c) Appendices. Material grouped separately for convenience but forming part of the 
SARPs adopted by the Council. The notification of differences therefore applies to 
appendices. In order to file a difference against an appendix, States should file a 
difference against the SARP, if any that makes reference to the Appendix. 

 

(d) Definitions. These do not have independent status but are an essential part of 
each SARP in which the term is used, since a change in the meaning of the term 
would affect the specification. Therefore, differences against definitions should be 
notified. Once a difference against a definition has been notified, differences 
against the SARPs using that definition should be notified as well. Therefore, the 
attention of Contracting State is drawn to the possible far reaching consequences 
of deciding to adopt a definition differing in substance from an Annex definition. 

 

(e) Tables and figures. These add to or illustrate a SARP and which are referred to 
in an Annex, form part of the associated SARP and have the same status. The 
notification of differences therefore applies to such tables and figures. In order to 
file a difference against a table or figure, States should file a difference against the 
SARP that makes reference to the table or figure. 

 

7.4.1.2 The notification of differences process does not apply to Forewords, Introductions, Notes 
and Attachments. 

 

7.4.1.3 Not Applicable SARPs. While most SARPs are applicable to all States, some SARPs 
may only apply to some States. For instance, Annex 3 contains provisions which apply 
only to States which have accepted the responsibility for providing a world area forecast 
centre (WAFC) within the framework of the world area forecast system. Likewise, Annex 
8 contains provisions which apply to the State of Design of a particular aircraft type. In 
such cases, States do not have to notify differences against that SARP which is not 
applicable to them. 

 

7.4.2 General guidelines regarding the determination of differences 

 

7.4.2.1 When determining whether a difference against a SARP exists, the NCAA will assess 
to what extent the conditions in Articles 38 are met. To this end, the following should be 
considered. 

 

7.4.2.2 Compliance with SARPs may be regarded, in general, as having two main characteristics. 
The first comprises the administrative arrangements necessary to bring the ICAO 
requirements into force nationally; the second consists of the practical arrangements 
necessary, such as the provision of facilities, personnel, equipment, guidance, 
enforcement mechanisms etc.
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(b) Recommended Practice. Any specification for physical characteristics, 
configuration, materiel, performance, personnel or procedures, the uniform 
application of which is recognized as desirable in the interest of safety, regularity 
or efficiency of international air navigation, and to which Contracting States will 
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practical implementing activities take place, the NCAA will notify a difference to the 
corresponding Standard until compliance is achieved. 

 
7.4.2.4 Implementation of Recommended Practices is recognized as desirable in the interest of 

safety, regularity or efficiency. If NCAA chooses to implement a particular Recommended 
Practice, it should have a requirement with sufficient administrative force. For instance, 
Annex 10, Volume I, recommended practice 2.1.4.2 states: 

 
“Recommendation. A State that approves GNSS-based operations should ensure that 
GNSS data relevant to those operations are recorded”. 

 
If NCAA decides to implement this Recommended Practice, it should issue a national 
requirement in order to ensure that GNSS-based operations data are recorded. 

 
7.4.2.5 Therefore, if the NCAA has determined that it has implemented the SARP through sufficiently 

robust administrative arrangements (such as regulations, or other documents carrying 
sufficient administrative force), and that those arrangements are enforced and 
implemented, the NCAA does not need to notify ICAO of any differences since it “complies 
in all respects” with the ICAO requirement and has brought its “regulations and practices” 
into full accord with it. 

 
 

7.4.2.6 The ICAO Council, on 13 April 1948 adopted a resolution inviting the attention of 
Contracting States to the desirability of using in their own national regulations, as far as 
practicable, the precise language of those Standards that are of a regulatory character. In 
this regard, it should be noted that close adherence of a national regulation to the wording 
of SARPs be supported by effective enforcement mechanisms and rigorous 
implementation monitoring. 

 
7.4.2.7 The determination of differences for all the Annexes will be performed by the NCAA except 

for Annex 13 under the responsibility of the NSIB in keeping with Nigeria's commitment, as a 
Contracting State, to comply with the Convention. 

 
7.4.3 Categories and descriptions of differences 

 
7.4.3.1 Categories of differences. As notifications of differences may correspond to different 

scenarios, the following categories of differences are provided as a guide in determining 
whether a difference in the context of Article 38 exists: 

 
(a) A Contracting State’s requirement is more exacting or exceeds SARP. This 

category applies when the national regulation and practices are more demanding 
than the corresponding SARP, or impose an obligation within the scope of the 
Annex which is not covered by a the SARP. This is of particular importance where 
a Contracting State requires a higher standard which affects the operation of aircraft 
of other Contracting States in and above its territory; 
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7.4.2.3 Therefore, Standard implementation, in general, can only be considered satisfactory when 
suitable administrative and practical arrangements exist. For instance, when an 
administrative arrangement, bringing the regulation into force, is in place but not applied 
in practice, or when no suitable administrative arrangement exists even though some 
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Annex 
reference 

Provision Text of the 
difference 

Comments, 
including the 

   reason for the 
difference 

Annex 2, 
3.3.1.3 

A flight plan shall be submitted 
before departure to an air 
traffic services reporting office 
or, during flight, transmitted to 
the appropriate air traffic 
services unit or air-ground 
control radio station, unless 
arrangements have been 
made for submission of 
repetitive flight plans. 

For flights crossing 
international 
borders, the flight 
plan should be 
submitted at least 
30 minutes prior to 
departure 

This additional 
requirement is 
necessary for the 
air traffic flow 
management 
system and 
procedures used 
(in the State 
notifying the 
difference) 

 

(b) A Contracting State’s requirement is different in character or other means of 
compliance. This category applies when national regulation and practices are 
different in character from the corresponding SARP, or when the national regulation 
and practices differ in principle, type or system from the corresponding SARP, 
without necessarily imposing an additional obligation. The expression “different in 
character or other means of compliance” in b) would be applied to a national 
regulation and practice which achieves, by other means, the same objective as that 
of the corresponding ICAO SARPs and so cannot be classified under a) or c); and 

Example: 

 
Annex 
reference 

Provision Text of the 
difference 

Comments, 
including the 
reason for the 
difference 

Annex 3, 
6.5.3 

Area forecasts for low-level 
flights prepared in support of 
the issuance of AIRMET 
information shall be issued 
every 6 hours for a period of 
validity of 6 hours and 
transmitted to meteorological 
watch offices and/or aerodrome 
meteorological offices 
concerned not later than one 
hour prior to the beginning of 
their validity period. 

The area forecasts 
are issued every 3 
hours instead of 6 
hours, from 0700 
to 2200 local time, 
and once at 0100 
with a validity of 6 
hours (until 0700) 

The frequency and 
issuance periods 
are considered to 
offer a better 
benefit/cost ratio. 

 
(c) A Contracting State’s requirement is less protective or partially 

implemented/not implemented. This category applies when the national 
regulation and practices are less protective than the corresponding SARP; when 
no national regulation has been promulgated to address the corresponding SARP, 
in whole or in part; or when the Contracting State has failed to bring its practices 
into full accord with the corresponding SARP. 
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Annex 
reference 

Provision Text of the 
difference 

Comments, 
including the 
reason for the 
difference 

Annex 11, 
2.31.1 

Each prohibited area, 
restricted area, or danger area 
established by a State shall, 
upon initial establishment, be 
given an identification and full 
details shall be promulgated. 

Even though this 
standard is 
implemented in 
practice, it has not 
been incorporated 
into national 
regulations 

Incorporation is 
planned for the 
2016 air traffic 
services code of 
regulations update. 

 

7.4.3.2 Description of differences. Differences in substance should be described clearly and 
concisely and should allow the reader to easily grasp the scope of the differences. In 
general, the description should not be a copy of the national requirement, leaving it up 
to the reader to identify the differences against the ICAO requirement, but rather a 
description of the variances. 

 
7.4.4 Notification of differences 
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90 days all things being equal.
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7.5.1 Notification of differences in the AIP 

7.5.1.1 The primary purpose of reporting differences is to promote safety and efficiency in air 
navigation by ensuring that governmental and other agencies, including operators, 
concerned with international civil aviation are made aware of all national rules and 
practices in so far as they differ from those prescribed in the ICAO Annexes, Procedures 
for Air Navigation Services and Regional Supplementary Procedures. If identified in AIP, 
significant differences would not only provide a clear picture of the operational 
significance of the differences to users of that document but facilitate the process of 
isolating and eliminating those that do not have an important bearing on the safety of air 
navigation or are inconsistent with the objectives of the ICAO provisions. 

7.5.1.2 Annex 15 requires that a Contracting State record in its AIP any significant differences 
between its national regulations and practices and the related ICAO provisions. It is 
intended that any such differences be included in GEN 1.7 of the AIP. This is to ensure 
that an AIP will provide up-to-date information on the status of implementation of 
Standards, Recommended Practices and Procedures (SARPs), particularly those 
concerned with aircraft operations and the provision of facilities and services. Any 
deviation from SARPs that needs to be taken into account in aircraft operations, as 
indicated below, constitutes a “significant difference”. 

7.5.1.3 All significant differences notified to ICAO must also be included in the AIP in a form that 
will enable a user to differentiate easily between the national rules and practices of a 
State and the related ICAO provisions. They comprise differences from: 

a) Any of the International Standards; 

b) Recommended Practices that are important for the safety of air navigation or, in the case 
of facilitation, for the speedy handling and clearance through customs, immigration, etc. 
of aircraft and the loads they carry; 

been previously entered. The system also provides additional information and 
functionality such as latest ICAO provisions for which a re-filing of differences is required, 
remarks which can help State staff in managing compliance with individual SARPs and 
in passing on knowledge to incoming staff, statistical data which provides a “big picture” 
overview of the situation in the State, and differences information from other States. 

7.4.4.5 While the paper-based process employing the Form on Notification of Compliance with 
or Differences is still the primary means, Contracting States have been encouraged to 
transition to using the EFOD system in order to address issues associated with the 
timeliness of the notification and/or dissemination of differences, as provided in Article 
38 of the Chicago Convention. 

7.5 GENERAL GUIDELINES ON THE IDENTIFICATION AND PUBLICATION 
OF SIGNIFICANT DIFFERENCES 
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7.5.1.7 In the notification of a difference, it is necessary to make an explicit statement of intent 
to comply where such intent exists, or where such is not the intent, of the difference or 
differences that will exist. This statement should be made with respect to the whole of 
the ICAO Annex or document concerned, i.e. including any associated amendments, 
and should be with regard to existing as well as new installations. Additionally, where 
the intention is to comply, an indication should be given in general terms if, for a certain 
period, there will be cases where facilities will not be provided in accordance with the 
provisions of an Annex but without giving details of such differences since this will be a 
matter for notification through the AIP. Where an alternative course of action is provided 
for in the SARPs, the choice made should be indicated. 

7.5.1.8 The reporting of differences to Annexes such as Annex 11, which deals with the provision 
of air traffic services, can only be determined by the State concerned, although the 
recommendations of regional air navigation meetings will provide considerable 
assistance. In the case of Annex 11, differences will generally fall under two main 
headings: 

(a) the non-adoption of procedures for air traffic services contained in the Annex; and 

(b) the non-provision of facilities for air traffic services; 

although in this Annex the division between facilities and procedures is less distinct than 
in others. Differences under a) are likely to be more numerous than those under b). 

7.5.1.9 In so far as b) — the non-provision of facilities — is concerned, this is likely to become 
a question of whether or not the physical equipment specified in the Annex is provided. 
In practice, the most common cases of “non-provision” are likely to be in respect of the 
communication and recording equipment necessary to meet the specifications of Annex 
11, Chapter 6. 

7.5.1.10 In the case of Annex 3, there would be a notifiable difference if available meteorological 
information for departing aircraft and for arriving aircraft were observed, computed or 
presented in a manner that differs substantially from the provisions of the Annex (without 
the non-standard nature of the meteorological information being known to the pilot). 

For example, according to 4.7.13 of Annex 3, any observed runway visual range value 
which does not fit the reporting scale in use should be “rounded down to the nearest 
lower step in the scale”; similarly, according to 4.11.4 and 4.11.5, QNH or QFE values 
should be “rounded down to the nearest lower whole hectopascal”. Any rounding up of 
such values to a higher value, or provision of units different from the hectopascal, would 
result in non-standard, and possibly misleading, data and should be notified. Such cases, 
however, are understood to be very rare. In most cases, an AIP should and generally 
does show which of the alternative formats, methods and means for providing 
meteorological information that are foreseen in Annex 3 have been chosen and are 
applied by the State. For example, an AIP should indicate which of the different kinds of 
flight documentation set out in Annex 3, Chapter 9, are available as well as the 
procedures and means used for providing them to operators or flight crew members. 

7.5.1.11 In general, significant differences to Annex 14, Volume I, exist when: 
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Note. — For an explanation/clarification of what a significant difference is, see Chapter 7, 
7.7.1 
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(b) AIP template for significant difference: 

Reference: Cite the paragraph or subparagraph of the Annex, PANS or SUPPS in 
respect of which the difference exists. 
Description of the difference: Describe the difference precisely and include any 
additional information necessary to make its effect clear. 
Remarks: Indicate the reason for the difference or, if the difference is likely to be 
eliminated in the future, indicate the date by which conformity with the ICAO 
provision may be expected. 

a) 
 
b) 
 
c) 

All significant differences must be listed under this subsection. All the Annexes must be 
listed, in numerical order, even if there are no differences to a particular Annex, in which 
case the word “NIL” must be inserted following the Annex number, title and edition 
number. National differences from, or the degree of non-application of, the Procedures for 
Air Navigation Services (PANS) and the Regional Supplementary Procedures (SUPPS) 
must be listed immediately following the Annex to which the PANS or SUPPS relate. 
 
Each difference should be notified in the following form: 

Provision concerned (Annex number, title, edition number and paragraph) 
The complete text of the difference. 

1) 
2) 

GEN 1.7 DIFFERENCES FROM ICAO STANDARDS, RECOMMENDED PRACTICES 
AND PROCEDURES 
 
A list of significant differences between national regulations and practices of the State and 
related ICAO provisions, including: 

7.5.6.2 the provided service does not follow a practice advocated in Annex 14, Volume I. 

(a) An example of notification of differences is given below: 

The statements contained in the present supplement for paragraphs .... still apply. The 
remaining paragraphs in the supplement should be eliminated. In addition, the following 
differences should be included in the supplement to Annex 14, Volume I: 

 
Chapter 3, 3.1.1 — Usability may be reduced to 92 per cent (instead of 95 per cent) for 
code letters D or E. 

 
Chapter 5, 5.2.2.4 — This administration does not use a zero preceding a single digit 
runway designation marking. 

 
Chapter 5, 5.2.7 — Not provided. This administration has the matter of runway side stripe 
markings under consideration. 

 
Chapter 8, 8.1.3 — Secondary power supply is available at precision approach runways. 
However, switch-over times are longer than those specified in Table 8-1. 
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7.6.1.9 The first one is responsibility of the RC, chair and the respective focal point for each 
Annex established in appendix 6-1 and should be done in accordance with the procedure 
established on chapter 6. 
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7.6.2.6 RC will conduct a review of the package for accuracy, justification and completeness 
and will then forward the package to the DGNCAA for approval. 

7.6.2.7 New or revised rules for an Annex amendment 

PAGE 65 OF 97

7.6.1.10 The second is done each time an RWG is changing a regulation for an existing Annex. 

7.6.1.11 NCAA has identified a focal point in Nigeria for processing ICAO State letters including 
State letters related to amendments to Annexes, proposals for the amendment and 
notification of differences. 

7.6.1.12 NCAA has identified expert units/stakeholders corresponding to each Annex 
(appendix6-1) 

7.6.1.13 Procedure for the treatment of ICAO State Letter is established in chapter 06 of this 
manual. 

7.6.1.14 New or revised rules for an existing Annex 

7.6.2.1 All RWG originating or revising rules are directed to compare the 
new/revised rule with the existing ICAO Annex’s and fill in the CC/EFOD. 

Note: The RWG should request the NCMC to export the CC/EFOD from the OLF website. 

7.6.2.2 If no difference from an ICAO SARP is found, notification of compliance must be submitted 
to the RC using the format sent by ICAO. (Timeline: 15 days) 

7.6.2.3 If it is found that no equivalent regulations exist in the national regulation, NCAA shall 
adopt the new ICAO Standards. If the new Standards is not adopted, such fact shall be 
documented as a difference. 

 Once it is determined that a difference exist between a new/revised NCAA rule and a 
SARP, notification of that difference must be submitted to the RC, using the format sent 
by ICAO. 

7.6.2.5 The notification must include, at a minimum: 

(a) the number of the paragraph or subparagraph as amended which contains the 
SARP to which the difference relates; 

(b) category of the differences (see paragraph 7.4.3.1) and if it is a significant 
difference; 

(c) the reasons for the difference why Nigeria does not comply with the SARP, or 
considers it necessary to adopt different regulations or practices; 

(d) a clear and concise description of the difference; and 

(e) intentions for future compliance and any date by which Nigeria plans to confirm 
compliance with and remove its difference from the SARPs for which the 
differences have been notified. 

7.6.2.4

 (Timeline: 15 days)
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7.6.2.16 Once a difference is approved, the NCMC should import the CC/EFOD on the OLF and 
validate the differences.  

Note: Nigeria validates both standards and recommendations.  

7.6.2.17 After the validation of the differences the NCMC should generate an E-Supplement for 
the entire Annex.  

7.6.2.18 The E-Supplement should be published on the NCAA official website.  
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(d) a clear and concise description of the difference; and 

(e) intentions for future compliance and any date by which Nigeria plans to confirm 
compliance with and remove its difference from the SARPs for which the 
differences have been notified. 

7.6.2.14 If a proposal is submitted, the RWG, during the drafting of the new or amended rules are 
directed to compare the new/revised rule with the existing ICAO Annex’s and fill in the 
CC/EFOD. The existing differences should also be review. If any change is determined 
related to the existing difference or new differences is identified the RWG should follow 
the paragraph 2.2.7 of this chapter. 

Note: The RWG should request the NCMC to export the CC/EFOD from the OLF 
website. 

7.6.2.15 Notification of differences (Timeline: 7 days after the approval of the difference) 

7.6.2.11 If It is found that no equivalent regulations exist in the national regulation, RC should 
follow the procedure established in Chapter 3, Paragraph 3.3.2 and prepare a proposal 
for amendment of national regulation. Either if the RC decided to adopt the new ICAO 
SARPs and submit a proposal or decided that new SARP will not adopted, such fact 
shall be documented as a difference. 

7.6.2.12 Once it is determined that a difference exist between an existing NCAA rule and a 
new/amended SARP, notification of that difference must be prepared by the RC and 
submitted to the approval of the DGCA NCAA, using the format sent by ICAO. 

7.6.2.13 The notification must include, at a minimum: 

(a) the number of the paragraph or subparagraph as amended which contains the 
SARP to which the difference relates; 

(b) category of the differences (see paragraph 7.4.3.1) and if it is a significant 
difference; 

(c) the reasons for the difference why the Nigeria] does not comply with the SARP, or 
considers it necessary to adopt different regulations or practices; 
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 7.7  NOTIFICATION AND PUBLICATION OF SIGNIFICANT DIFFERENCES IN AIP       
  

7.7.1.1 Significant differences are differences between ICAO SARPs/PANS/SUPPs and the national 
regulations and practices which may significantly impact on the affected  aviation activity with
or without consequent safety risk implication.   

7.7.1.2 Each of the differences identified in section 7.6 will be analysed using the risk 
management process described in the following paragraph. 

7.7.1.3 Determine the Safety Risk Probability: is defined as the likelihood or frequency that a 
safety consequence or outcome might occur. This can be assigned a value according to 
the table below:
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Important note: The above steps for notification of significant difference will commence after the procedures in 7.4.4
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Table 2 Safety risk severity table 

 

Severity Meaning Value 

Catastrophic 
— Equipment destroyed 
— Multiple deaths A 

 

 
Hazardous 

— A large reduction in safety margins, physical 
distress or a workload such that the operators cannot 
be relied upon to perform their tasks accurately or 
completely 
— Serious injury 
— Major equipment damage 

 

 
B 

 
Major 

— A significant reduction in safety margins, a 
reduction in the ability of the operators 
to cope with adverse operating conditions 

 
C 

 as a result of an increase in workload or as a result of 
conditions impairing their efficiency 
— Serious incident 
— Injury to persons 

 

 
Minor 

— Nuisance 
— Operating limitations 
— Use of emergency procedures 
— Minor incident 

 
D 

Negligible — Few consequences E 

 

7.7.1.5 Safety Risk Assessment Matrix: After assigning values to the safety risk probability and 
the safety risk severity, the matrix below should be used to assign an assessment value 
to the safety risk. 

 

Table 3 Safety risk assessment matrix 

 

RISK 
PROBABILITY 

RISK SEVERITY 

Catastrophic 
A 

Hazardous 
B 

Major 
C 

Minor 
D 

Negligible 
E 

Frequent 
5 5A 5B 5C 5D 5E 

Occasional 
4 

4A 4B 4C 4D 4E 
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tolerability criteria for the NCAA. The organization must therefore follow the 
recommended action for each index 

 

Table 4 Safety risk tolerability matrix 

 

 
Tolerability Description 

Assessed 
Risk Index 

Range 

 
Description 

Suggested 
Criteria 

 
Recommended Action 

  
 
 
 
5A, 5B, 5C, 
4A, 4B, 3A 

 
 
 
 

High risk 

 
 

 
Unacceptable 
under the 
existing 
circumstance 

Cease or cut back operation 
promptly if necessary. Perform 
priority risk mitigation to ensure that 
additional or enhanced preventive 
controls are put in place to bring 
down the risk index to the moderate 
or low range. 
 
The difference must be classified as 
significant difference and must be 
published in the AIP. 

  
5D, 5E, 4C, 
4D, 4E, 3B, 
3C, 3D, 2A, 
2B, 2C, 1A 

 
 

Moderate 
risk 

Acceptable 
based on risk 
mitigation. It 
may require 
management 
decision. 

Schedule performance of a safety 
assessment to bring down the risk 
index to the low range if viable. 
 
DGCA must approve the publication 
of the difference in the AIP 

  
 
3E, 2D, 2E, 
1B, 1C, 1D, 1E 

 

 
Low risk 

 

 
Acceptable 

Acceptable as is. No further risk 
mitigation required. 
 
The difference is not a significant 
difference and is not required to be 
published in the AIP. 

 

7.7.1.7 If there is any significant difference, the RC in coordination with the head of ANS 
Department will prepare the AIP GEN 1.7 and forward it for publication on the AIP in 
accordance with the procedures established for publication of significant difference in 
the AIP. 
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7.7.1.8 All differences classified as significant are submitted to ANS  department by the RC Chairman
or Secretary. (Timeline: 7 days).

7.7.1.9 The head of ANS Department will prepare the AIP GEN 1.7, in coordination with RC Chairman
or Secretary, and forward it for publication on the AIP in accordance with the procedures
established for publication of significant difference in the AIP. (Timely: Next AIRAC cycle).
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APPENDIX 2-1 

2-1 Form O-GEN002A RRC contact list 
 

S/N NAME DIRECTORATE PHONE- 
NUMBER 

E-MAIL 

1 Engr. 

Godwin 
Balang 

DAAS/ Chairman 0905597735 Godwin.Balang@ncaa.gov.ng 

2  
 

   

3 Mr. 
Macaulay 
Onyeneke 

DAAS 08055096125// 
08150883335 

Macaulay.Onyeneke@ncaa.gov.ng 

4 Mrs. 

Oyetoun 
Adegbesan 

DATR 08055093614/ 

08166184373 

Oyetoun.Adegbesan@ncaa.gov.ng 

5  
 

   

6 Engr. Akwuh, 
Suleiman 
Nasir 

DAWS  
08056222033 

 
Suleiman.akwuh@ncaa.gov.ng 

7  
 

   

8 Engr. 

Eyitayo 
Yusuf 

DAWS 08055093383 Yusuf.Eyitayo@ncaa.gov.ng 

9 Mrs. Ifueko 
Abdulmalik 

DATR 07055523256 Ifueko.Abdulmalik@ncaa.gov.ng 

10 
 

   

11 Mr. Sule 
Aminu 

DAAS 08157292495 Sule.Aminu@ncaa.gov.ng 

12 
 

  
 

 

13  
 

   

14  
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15 Engr. Ini 
Udofia 

SSP 
Co-ordinator 

08057698698 ini.udofia@ncaa.gov.ng 

16 
  

 

   

17 Mrs. Julie 
Obumselu 

DOLTS 08034009590 Julie.Obumselu@ncaa.gov.ng 

18 Mr. Austin 
Eboigbe 

DOLTS 08023220991 Augustine.Eboigbe@ncaa.gov.ng 

19 Bar. Adepeju 
Adebiyi .I. 

Legal 07033675529 Adepeju.Adebiyi@ncaa.gov.ng 

20 Bar. Ogechi. 
Louis-Azode 

Legal/Secretary 08023147973 Ogechi.louis-azode@ncaa.gov.ng 

 
SECRETARIAT 

21 Barr.Gulla 
Yunana John 

 

Legal 

 

08054552965 

 

yunana.gula@ncaa.gov.ng 
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APPENDIX2-2 

2-2 Minutes Meeting Template 

MINUTES OF MEETING No. 20XX/00X 
 

TYPE OF 
MEETING 

 

CHAIR  

MINUTE TAKER  

 
 
 

 
ATTENDEES 

Attendees Absentees 
  

  

  

  

  

   

   

   

   

   

   

   

   

   

   

VENUE  

DATE 
 

 

AGENDA 
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Discussion 

 
 

 

Issue: 03 
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1. COMMENCEMENT 
 

Discussion  

Conclusion  

Action items Person responsible target date 

   

 

2. Minutes of the last meeting (XX/XX/20XX) 
 

Discussion  

Conclusion 1. 

Action items Person responsible target date 

   

 

 
4. Matters Arising 

 

 

DISCUSSION 

CONCLUSION  

ACTION ITEMS 
PERSON 
RESPONSIBLE 

TARGET DATE 
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CONCLUSION  

ACTION ITEMS PERSON 
RESPONSIBLE 

TARGET 
DATE 

   

   

   

 

6. Adjournment 

 

 

MEETING ENDED 1.50pm 

 

Signed 

 

___   _   _  _   _  __   _  ___   _   _  _   _  __ __ 

CHAIRMAN SECRETARY 

 
 

Name _    _   _   _  __   _  Name _    _   _   _  _  _______    

 
 

 

Date _    _    _   _   _  __   _  Date _    _    _   _   _  __ _ _ _ 
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Appendix 2-3 

NCAA REGULATION COMMITTEE MEETING GROUND RULES 
 

a) Committee members are required to come with a draft of the regulatory parts they wish to 
amend and/or introduced in a format agreed by the committee. 

b) It’s ok to disagree, respectfully and openly. 
 

c) Listen as an ally and with an open mind. 
 

d) Only one person speaks at a time. 
 

e) Honor the limitations of time, speak concisely. 
 

f) If you state a problem, try to offer a solution. 
 

g) Please put cell phones on vibrate or turn them off. 
 

h) If you must take a cell phone call, please leave the room quietly. 
 

i) Members who have agenda items to be discussed in subsequent meetings should have 
such items forwarded to the secretary of the committee at least three days before the 
actual meeting in order for such items to be included in the agenda. 

 
j) Voice any disagreement with the process in a timely manner. 

 
k) Critique ideas, not people. 

 
l) Respect each others’ thinking and value their contributions. 

 
m) Twelve (12) members of the committee is required to form a quorum to commence a 

meeting. 
 

n) Two-Thirds Majority (15) of the committee members is required in the case of a need to 
make a decision by vote. 

 
o) Representatives from the directorate(s) responsible for the implementation of the 

regulation part/subpart will handle deliberations on such regulations during meeting. 
 

p) Proxy representation is not encouraged. A Member may however, send a proxy with the 
consent of the Chairman. The Chairman can in his capacity request for a proxy. 
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APPENDIX 2-4 
ACTION ITEMS TRACKER 

  REGULATIONS COMMITTEE MEETING 

ACTION ITEMS 

 

S/ 
N 

SUBJECT/ 
Meeting 

Reference 

DATE DUE TASK / ACTION WHO CLOSURE 
DATE 

STATUS 

       

1       

2       

3       

4       

5       

6       
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APPENDIX 2-5  FORM No: FORM:O-GEN002J 

MASTER LIST OF CIVIL AVIATIONS ORDERS ISSUED 

Order N0 SUBJECT Basis APPLICABILITY PURPOSE ICAO Annex Ref Nig.CARs Parts affected Issue No Rev.No Date 
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APPENDIX 3-1 

3-1 Form O-GEN002B Rulemaking proposal form 
 

  
Rulemaking Proposal Form 

Reference: AF.GEN.00x 

Revision: Revision 0 

Date: 30-10-2019 

 
Proposal No (for NCAA use only):……….. 

1. PERSON/ORGANISATION PROVIDING THE PROPOSAL: 

Name : 

Organisation: 
Address: 
Country: 
Phone : 
Fax : 
E-mail : 

 
2. RULE NUMBER (Regulation/order/instructions/directive, etc.) (e.g. Part 5.XXX) 

(If new rule state “New Rule” and appropriate regulation/code) 

Part 5.xxx 

3. SUBJECT TITLE 
 

 

4. DESCRIPTION OF PROBLEM / BACKGROUND 
 

 

Include reference to any supporting documents i.e. Accident reports/analysis): 
 

 
5. OBJECTIVE OF PROPOSAL (How does the proposal intend to address the problem? 

Include recommendations from WGs, research studies, etc. (where available)) 
 

 
6. SCALE OF THE ISSUE (Aviation sectors affected (number of aircraft, organizations, 

persons) 
 

 
7. IMPACT 

7.1 SAFETY IMPACT 
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7.2 ECONOMIC IMPACT 
 

 

7.3 OTHER IMPACTS (Environmental, social, harmonization, aviation requirements 
outside NCAA scope, issues of equity & fairness) 

 

 
8. PROPOSED TEXT (If developed) 

 

 

9. JUSTIFICATION (Why should your proposal be adopted? How and to what extent 
is it likely to address the problem?) 

 

 
10. OTHER COMMENTS 

 
 
 
 
 

…………………………………………………………………………………………………………….. 

(For NCAA use only) 
 

Date Received: 

Acknowledgement Receipt Sent: 

Initial Assessment: 

Date Responded to Proposer: 
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APPENDIX 3-2 

3-2 Form O-GEN002C Master Task List 
 

  

CHAPTER 5: Master Task list 

Reference: 
Form O- 
GEN002C 

Revision: Revision 0 

Date: 30-10-2019 

 
Proposal Subject Date Initial Decision Priority Status Remarks 
Numbers Title received Assessment (Accepted,    

    not    

    accepted)    
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APPENDIX 3-3 
3-3 Form O-GEN002D Rulemaking inventory list 

 
 

  
CHAPTER 6: Rulemaking Inventory List 

Reference: Form O-GEN002D 

Revision: Revision 0 

Date: 30-10-2019 

Task 
Numbers 

Task 
(Title) 

Date 
received 

Initial 
Assessment 

Driver 
(legal 
obligations, 

Area 
(OPS, 
PEL, 
AIR, 
ANS, 
AGA, 
ATR, 
AVS) 

Affected 
rules 
(Regulations, 
Orders, 
directives 
and 
instructions) 

Task 
leading to 
(law, 
regulations 
or 
directive) 

Work 
Method 
(internal, 
external) 

Priority Status Remarks 
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APPENDIX 3-4 

3-4 Form O-GEN002E Annual rulemaking programme 
 

  
CHAPTER 7: Annual rulemaking programme 

Reference: Form O-GEN002E 

Revision: Revision 1 

Date: 30-10-2019 

 
Task 
Numbers 

Task (Title) Driver 
(legal 
obligations, 

Area (OPS, 
PEL, AIR, 
ANS, AGA, 
ATR, AVS) 

Affected rules 
(Regulations, 
Orders, 
directives and 
instructions) 

Work 
Method 
(internal, 
external) 

Task 
leading to 
(law, 
regulations 
or 
directive) 

Start 
date 
(Quarter) 

End 
Date 

Status Remarks 
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APPENDIX 3-5 

3-5 Form O-GEN002F Terms or reference 
 

  

TERMS OF REFERENCE 

Reference: 
Form O- 
GEN002F 

Revision: Revision 0 

Date: 30-10-2019 

 

TOR Nr: Issue Nr: 

 
New Revision 

Regulatory reference (affected rules): 

Reference documents: 

1.Subject: 

2.Problem / Statement of issue and justification; reason for regulatory evolution: 

3.Objective (What we want to achieve): 

4. Specific tasks and interface issues (Deliverables): 

5. Working Methods: 

Rulemaking groups 

External 

Affected stakeholders 

6. Time scale, milestones, deliverables: 

Start date: 

NPA 

CRD 

Adoption date 

 
 
 
 

Rulemaking Process-Policy And 
Procedures Manual 

Approved by: DGCA NCAA Number of Pages: 

 
 

 
 

 

Issue: 03 
 

Effective Date: 01 SEPTEMBER 2023 
PAGE 83 OF 97



NCAA RULEMAKING PROCESS-POLICY AND PROCEDURES MANUAL 
 

 

 

APPENDIX 3-6 

3-6 Form O-GEN002G Working group composition 
 

 
TERMS OF REFERENCE 

Working Group Composition 
for a rulemaking task 

Reference: 
Form O- 
GEN002G 

Revision: Revision 1 

Date: 30-10-2019 

 
TOR Nr: Issue Nr: Date: 

Members: 

Reference documents: 

Additional members for Review Group (if applicable): 

Chair: 

Secretary: 
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APPENDIX 3-7 

3-8 Notice of Proposed Amendment (NPA) Template 
 
 
 

 
 

 

NIGERIA CIVIL AVIATION AUTHORITY 

 

 
NOTICE OF PROPOSED CHANGE IN REGULATION 

 
 
 
 
 

PROPOSED CHANGES TO PART [INSERT THE NUMBER] 

[TITLE OF AFFECTED REGULATION] 
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TABLE OF CONTENTS 
 

 
1 EXPLANATORY NOTE 

1.1 GENERAL 

1.2 CONSULTATION 

1.3 COMMENT RESPONSE DOCUMENT 

1.4 PRELIMINARY IMPACT ASSESSMENT 

1.5 DISCUSSION OF THE PROPOSAL 

 
2 PROPOSED CHANGES 

 

 
1 EXPLANATORY NOTE 

 
1.1 GENERAL 

 
(Discuss the purpose of the proposed changes to the regulation) e.g. the purpose 

of the proposed changes to the Part XXXX (Title of this Part) is to provide further 

guidance and explanatory material. 

 
(List the factors that have made it necessary for the changes being proposed to 

the regulation). For example 

 
There are a number of factors that have determined the need for and timing of this 

amendment 

 
 Changes to ICAO Standards and Recommended Practices (SARPs) that 

are due to become effective in (date) as outlined in ICAO State Letter 

(reference) 

 Additional technology and procedural development etc. 

 

 
1.2 CONSULTATION 

 
In order to reach a wide audience and collect relevant comments, the text of this 

notice of proposed change in regulation is submitted for consultation to all (specify 

stakeholders) and other interested parties on the NCAA website. 
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A comment form is included with the consultation details on the web page, for 

completion and submission to: 

 
Mail: The Director General 

Attn: Chm Regulation Review Committee 

(Address)XXXXXX 

 
Hand Delivery or courier: The Director General 

Attn: Chm Regulation Review Committee 

(Address)XXXXXX 

 
Website: XXXXXXX 

 
A 30-day consultation period is given, effective from (date). The NCAA must 

receive comments back by (date). Comments that are not submitted in the 

appropriate form provided or which are received after this date may not be 

considered. 

 
1.3 COMMENT RESPONSE DOCUMENT 

 
The comments will be reviewed by (XXX). All comments received will be 

responded to and incorporated in a Comment Response Document (CRD), which 

will also be posted on the consultations page of the NCAA website. The CRD may 

contain a list of all persons and/or organisations that have provided comments. 

The CRD will be available for four weeks after the consultation has closed. 

 
1.4 REGULATORY IMPACT ASSESSMENT 

Intent 

(Discuss intent of the amendment) e.g. The intent of this proposed change to Part 
XXXX (title of regulation) is to ensure that the requirements of this regulation 
remain current. 

Option 

(State whether or not there are options) e.g. There are no alternative options. To 
do nothing would mean that NCAA has neither adopted nor implemented changes 
to ICAO State letters and that requirements and guidance for part XXXX will not be 
current 
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Impact 

Safety: (State whether negative or positive and the nature of the impact). e.g. The 
intended changes are expected to have a positive impact on safety. 

Economic: (State whether negative or positive and the nature of the impact) 

Conclusion of the Proposal 

 
Discuss the overall impact e.g. The majority of the proposals are considered as 

having a positive safety and a limited economic impact. Therefore, progress of the 

proposal is justified. 

 
1.5 DISCUSSION OF THE PROPOSALS 

 
Discuss the types of changes in the proposal e.g. 

Administrative Changes 

The following changes are incorporated throughout this proposal on changes to 

Part XXX 

i) Typographical errors have been corrected 

 
 

Other Changes 

Other changes are outlined in Part B of this Notice. For each chapter, only the 
amended paragraphs are shown, in tabular format, providing the rationale for the 
change, the previous text (if applicable) and the proposed amendment. Shading 
denotes new or amended text, whereas text to be deleted is shown with a line 
through it. Table and diagram are shown 
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2 PROPOSED CHANGES 
 

Part XXX Title of Section 
 

Paragraph No: Rationale: 

 

Proposed Text: (Provide the proposed text – text to be deleted has a line 
running through it and new text is shaded) 
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CIVIL AVIATION ORDER TEMPLATE 
 

 

 

 
CIVIL AVIATION ORDER 

(CAO) 

ORDER NO NCAA/CAO/2021/001 

SUBJECT CARBON OFFSETTING AND REDUCTION 
SCHEME FOR INTERNATIONAL AVIATION 
(CORSIA) 

BASIS/COMMENCEMENT Pursuant to the powers vested on the Director 
General by Section 30(5) of the Civil Aviation Act 
2006, the Nigerian Civil Aviation Authority (NCAA) 
hereby Orders as contained in this document 

APPLICABILITY Aeeroplane(s) with a maximum certificated take- 
off mass greater than 5 700 kg conducting 
international flights on or after 1 January 2019, 
with the exception of humanitarian, medical and 
fire fighting flights. 

PURPOSE An Order to adopt the amendments to ICAO 
Standards and Recommended Practices as 
contained in Annexes to the Convention on 
International Civil Aviation but yet contained in 
the Nigerian Civil Aviation Regulations. 

ICAO ANNEX REFERENCE 
OR OTHER SOURCES 

 ANNEX 16 ,VOL. IV AMENDMENT XXX 

NIG.CAR PARTS AFFECTED PART 16 

ISSUE /REV NO /DATE. ISSUE 1/REV.00 

EFFECTIVE DATE 21/01/2021 

ACTIONS REQUIRED AND 
COMPLIANCE TIMELINES 

 

APPROVED BY 

NAME < DGCA’S NAME> 

TITLE DIRECTOR GENERAL CIVIL AVIATION 

SIGNATURE/DATE <SIGN> <DD/MM/YYYY> 
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PREAMBLE 
 

1. WHEREAS the Nigeria Civil Aviation Regulations (Nig. CARs 2015) issued in December 2015; 
2. WHEREAS the Nig. CARs 2015 was promulgated to correspond with the International Civil Aviation standards 

published by the International Civil Aviation Organisation (ICAO) 

3. WHEREAS ICAO has amended the Annexes by adopting new Standards and Recommended Practices (SARPs) since 
December, 2015 

4. WHEREAS there has been observed some gaps between the Nig. CARs 2009 and the new ICAO SARPs: and 
5. WHEREAS there is an urgent need to bring the Nig. CARs 2015 up to date with the ICAO SARPs 

 
 
 
 
 
 

TABEL OF CONTENT 

 
 

Title/Approval Page 

Preamble ..................................................................... i 

Record of Amendments ......................................................... ii 

Amendment Procedure --------------------------------------------- iii 

List of Effective Pages ---------------------------------------------- iv 

Acronyms ----------------------------------------------------- v 

Definitions ------------------------------------------------------- vi 

Organization of the CAO---------------------------------------- 

Main Contents of the Order /implementing Standards as applicable (using similar numbering system as the 
Nig.CAR) 

 RECORD OF REVISIONS AND REASONS FOR REVISIONS 

Rev. No Date of Revision Sections Affected Reason for Changes 

Rev. 00 21-01-2021  Initial Issue 
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 AMENDMENT PROCEDURES: 

 

1. The RC is responsible for amendment of this document. 

2. All request for amendment shall be sent to info@ncaa.gov.ng and attention Chairman 
Regulations Committee 

3. All amendments will be issued as a new revision to the whole ORDER. Text of changes will be 
highlighted in grey. 

 

 LIST OF EFFECTIVE PAGES 

Page Rev No. Date 

All 00 21-01-2021 

   

 ACRONYMS 
ABC-Alpha Bravo Charlie 

 

 DEFINITIONS 

 
 

 
<MAIN TEXT OF ORDER INCLUDING ANY IMPLEMENTING STANDARDS AS APPLICABLE> 

The number of parts, sections, subsections of the CAO will carry the same format as the Nig.CAR but 

may not 
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CIVIL AVIATION DIRECTIVE (CAD) 

SUBJECT <ENTER TITLE> 

DIRECTIVE NO NCAA/CAD/YYYY/XXX (EG NCAA/CAD/2021/001) 

BASIS Pursuant to the powers vested on the Director 
General by Section 30(5) of the Civil Aviation Act 
2006, the Nigerian Civil Aviation Authority (NCAA) 
hereby issues directive as contained in this document 

APPLICABILITY <SERVICE PROVIDER/PUBLIC ETC> 
REASON(S)  

ACTIONS REQUIRED 
AND COMPLIANCE 
TIMELINES 

 

ISSUE /REV NO.  

ISSUE/REV DATE  

EFFECTIVE DATE  

REFERENCES  

REMARKS THIS DIRECTIVE REMAINS VALID UNTIL 
SUSPENDED/SUPERCEDED/ REVOKED/CONTACT 
DETAILS FOR ENQUIRIES ETC 

APPROVED BY 

NAME < DGCA’S NAME> 

TITLE DIRECTOR GENERAL CIVIL AVIATION 

SIGNATURE/DATE DD/MM/YYYY 
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REGULATORY IMPACT ASSESSMENT (RIA) FORM 

Regulatory Impact Assessment (RIA) is a systemic approach to critically assessing the positive 
and negative effects of proposed and existing regulations and non-regulatory alternatives. 

 

To be completed by Rulemaking Working Group (RWG) 
 Name Title Signature/Date 
Prepared by    

RWG Members    

    

    

    

    

    

Approved by 
Team Lead 

   

Sector of the 
Industry to be 
impacted 

   

     

     

 
 

1.What is the problem that 
this proposed regulation is 
designed to address? 

Please include specific details including objectives and 
intended effects: 

2. What alternatives to 
proposed regulation were 
considered to solve the 
problem? 

None Advisory 
Circular 

Manual Policy Other 
(please 
explain) 

Please justify the preference for regulation option 

3a. What is the impact of this proposed regulation on Nigeria as a State? 

  Strongly 
Agree 

Agree Neutral Disagree Strongly 
Disagree 

Implementing this 
proposed regulation will 
enhance civil aviation 
safety 

     

Rationale: 

Implementing this 
proposed regulation will 

Strongly 
Agree 

Agree Neutral Disagree Strongly 
Disagree 
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increase air navigation 
capacity and improve 
efficiency 

     

Rationale: 

Implementing this 
proposed regulation will 
enhance Nigeria and 
global civil aviation 
security and facilitation 
(taking into account impact 
on human rights, health 
and privacy, if any) 

Strongly 
Agree 

Agree Neutral Disagree Strongly 
Disagree 

Rationale: 

Implementing this 
proposed regulation will 
foster the development of 
a sound and economically- 
viable civil aviation system 

Strongly 
Agree 

Agree Neutral Disagree Strongly 
Disagree 

Rationale: 

Implementing this 
proposed regulation will 
minimize the adverse 
environmental effects of 
civil aviation activities 

Strongly 
Agree 

Agree Neutral Disagree Strongly 
Disagree 

Rationale: 

3b. Do the benefits of this 
proposed regulation justify 
the cost of its 
implementation? 

Yes No Not sure Not 
applicable 

 

Please justify cost 

4a. What is the impact of this proposed regulation on Industry? 

Implementing this 
proposed regulation will 
enhance civil aviation 
safety 

Strongly 
Agree 

Agree Neutral Disagree Strongly 
Disagree 

Rationale: 

Implementing this 
proposed regulation will 

Strongly 
Agree 

Agree Neutral Disagree Strongly 
Disagree 
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increase air navigation 
capacity and improve 
efficiency 

     

Rationale: 

Implementing this 
proposed regulation will 
enhance Nigeria and 
global civil aviation 
security and facilitation 
(taking into account impact 
on humanrights, health 
and privacy, if any) 

Strongly 
Agree 

Agree Neutral Disagree Strongly 
Disagree 

Rationale: 

Implementing this 
proposed regulation will 
foster the development of 
a sound and economically- 
viable civil aviation system 

Strongly 
Agree 

Agree Neutral Disagree Strongly 
Disagree 

Rationale: 

Implementing this 
proposed regulation will 
minimize the adverse 
environmental effects of 
civil aviation activities 

Strongly 
Agree 

Agree Neutral Disagree Strongly 
Disagree 

Rationale: 

4b. Do the benefits of this 
proposed regulation justify 
the cost of its 
implementation? 

Yes No Not sure Not 
applicable 

 

Please justify cost 

5. How long would it take 
for NCAA and Industry to 
implement this proposed 
regulation? 

Already 
implemented 

0-1 years 1-2 years 2-5 years More than 
5 years 

       

Section For Regulation Committee 

We have read the Regulatory Impact Assessment and We are satisfied that (a) it represents 
a fair and reasonable view of the expected costs, benefits and impact of the policy, and (b) 
that the benefits justify the costs. 

Secretary Regulation 
Committee 

 Signature Date 

Chairman Regulation 
Committeee 
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ISSUE: 03 

 

Appendix 6-1 

 
 

Annex 

Internal Stakeholders 

Number of Pages: 
Appendix 6-1 

ICAO State letters national focal 
point, accountable 

directorates/units for each Annex 

 
 

External Stakeholders 

Annex 1 - Personnel Licensing DOLTS 
Medical accessor 

Authorized Aviation Medical Examiner, 
Unions/ATOs/Airlines/AMOs 

Annex 2 - Rules of the Air DOLTS & DAAS NAMA, Operators 

Annex 3 - Meteorological Services DAAS NIMET 

Annex 4 - Aeronautical Charts DAAS NAMA 

Annex 5 - Units of Measurement DAAS Standards Organization of Nigeria 

Annex 6 - Operation of Aircraft 

(Pt.1,2,3) 

DOLTS & DAWS Operators 

Annex 7 - Aircraft Nationality and 

Registration Marks 

DAWS Aircraft owners and operators 

Annex 8 - Airworthiness of Aircraft DAWS Aircraft owners and operators 

Annex 9 - Facilitation DATR & AVSEC Operators 

Annex 10 - Aeronautical 

Telecommunications (Vol.I-VI) 

DAAS NAMA 

Annex 11 - Air Traffic Services DAAS NAMA 

Annex 12 - Search and Rescue DAAS NAMA/NEMA/ Air Force 

Annex 13 - Aircraft Accident and 

Incident Investigation 

NSIB NSIB 

Annex 14 – Aerodromes (Vol.I &II) DAAS FAAN 

Annex 15 - Aeronautical Information 

Services 

DAAS NAMA 

Annex 16 - Environmental Protection DAWS Operators 

Annex 17 – Security AVSEC Operators, FAAN, NAMA, Security 

Companies 

Annex 18 - The Safe Transportation 

of Dangerous Goods by Air 

DOLTS & AVSEC Operators, AMOs, ground handling 

companies 

Annex 19 - Safety management SSP UNIT ALL 
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FORMS LIST 
 

ITEMS FORM LIST SUBJECT 

1. FORM:O-GEN002B RULE MAKING FORM 

 
2. FORM:O-GEN002C 

 

MASTER TASK LIST 

3. FORM:O-GEN002E ANNUAL RULEMAKING PROGRAMME 

4. FORM:O-GEN002F TERMS OF REFERENCE 

5. FORM:O-GEN002G WORKING GROUP COMPOSITION 

6. FORM:O-GEN002H NOTICE OF PROPOSED AMENDMENT 

7. FORM:O-GEN002I REGULATORY IMPACT ASSESSMENT 

8. FORM:O-GEN002J MASTER LIST OF CIVIL AVIATION ORDERS ISSUED 

 
9. 

 

FORM:O-GEN002K 
ICAO STATE LETTERS PROCESSING CHECKLIST- 
ANNEX/PANS AMENDMENT PROPOSAL 

 
10. 

 

FORM:O-GEN002L 
ICAO STATE LETTERS PROCESSING CHECKLIST- 
ADOPTED ANNEX/PAN AMENDMENT 

 
11. FORM:O-GEN002M 

STATE LETTERS TRACKER (ADOPTED ANNEX 
AMENDMENT) 

 
12. 

 

FORM:O-GEN002N 
STATE LETTERS TRACKER (PROPOSED ANNEX 
AMENDMENT) 

NIGERIAN CIVIL AVIATION AUTHORITY 
AVIATION HOUSE 



3-1 Form O-GEN002B Rulemaking proposal form 

 

 

 
 

 
 

  
Rulemaking Proposal Form 

Reference: AF.GEN.00x 

Revision: Revision 0 

Date:  
 

Proposal No (for NCAA use only): …………. 

1. PERSON/ORGANISATION PROVIDING THE PROPOSAL: 

Name : 

Organisation: 
Address: 
Country: 
Phone : 
Fax : 
E-mail : 

 
2. RULE NUMBER (Regulation/order/instructions/directive, etc.) (e.g. Part 5.XXX) 

(If new rule state “New Rule” and appropriate regulation/code) 

 
 

3. SUBJECT TITLE 
 
 
 

 

4. DESCRIPTION OF PROBLEM / BACKGROUND 
 

 

Include reference to any supporting documents i.e. Accident reports/analysis): 
 

 
5. OBJECTIVE OF PROPOSAL (How does the proposal intend to address the problem? 

Include recommendations from WGs, research studies, etc. (where available)) 

NIGERIAN CIVIL AVIATION AUTHORITY 

AVIATION HOUSE 

P. M. B. 21029, 21038, Ikeja, Lagos, Nigeria 



3-1 Form O-GEN002B Rulemaking proposal form 

 

 

6. SCALE OF THE ISSUE (Aviation sectors affected (number of aircraft, organizations, 
persons) 

 

 
7. IMPACT 

7.1 SAFETY IMPACT 
 

 

7.2 ECONOMIC IMPACT 
 
 
 

 

7.3 OTHER IMPACTS (Environmental, social, harmonization, aviation requirements 
outside NCAA scope, issues of equity & fairness) 

 

 
8. PROPOSED TEXT (If developed) 

 

 

9. JUSTIFICATION (Why should your proposal be adopted? How and to what extent 
is it likely to address the problem?) 

 

 
10. OTHER COMMENTS 

 
 
 

…………………………………………………………………………………………………………….. 

(For NCAA use only) 
 

Date Received: 

Acknowledgement Receipt Sent: 

Initial Assessment: 

Date Responded to Proposer: 

Send your proposal to: regulations.committee@ncaa.gov.ng 
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3-2 Form O-GEN002C Master Task List 
 

  

Master Task list 

Reference: 
Form O- 
GEN002C 

Revision: Revision 0 

Date:  

 
Proposal Subject Date Initial Decision Priority Status Remarks 
Numbers Title received Assessment (Accepted,    

    not    

    accepted)    
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3-4 Form O-GEN002E Annual rulemaking programme 
 

  
Annual rulemaking programme 

Reference: Form O-GEN002E 

Revision: Revision 0 

Date:  

 
Task 
Numbers 

Task (Title) Driver 
(legal 
obligations, 

Area (OPS, 
PEL, AIR, 
ANS, AGA, 
ATR, AVS) 

Affected rules 
(Regulations, 
Orders, 
directives and 
instructions) 

Work 
Method 
(internal, 
external) 

Task 
leading to 
(law, 
regulations 
or 
directive) 

Start 
date 
(Quarter) 

End 
Date 

Status Remarks 
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3-5 Form O-GEN002F Terms or reference 
 

  

TERMS OF REFERENCE 

Reference: 
Form O- 
GEN002F 

Revision: Revision 0 

Date:  

 

TOR Nr: 0001/21 Issue Nr: 0001/21 

 
New Revision 

Regulatory reference (affected rules): 

Reference documents: 

1.Subject: 

2.Problem / Statement of issue and justification; reason for regulatory evolution: 

3.Objective (What we want to achieve): 

4. Specific tasks and interface issues (Deliverables): 

5. Working Methods: 

Rulemaking groups 

External 

Affected stakeholders 

6. Time scale, milestones, deliverables: 

Start date: 

NPA 

CRD 

Adoption date 
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3-6 Form O-GEN002G Working group composition 
 

 
TERMS OF REFERENCE 

Working Group Composition 
for a rulemaking task 

Reference: 
Form O- 
GEN002G 

Revision: Revision 0 

Date:  

 
TOR Nr: Issue Nr: Date: 

Members: 

Reference documents: 

Additional members for Review Group (if applicable): 

Chair: 

Secretary: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Form O-GEN002G 
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Form O-GEN002H 

 
3-8 Notice of Proposed Amendment (NPA) Template 

 
 

 
 
 

NIGERIA CIVIL AVIATION AUTHORITY 

 

 
NOTICE OF PROPOSED AMENDMENTS 

 
 
 
 
 

PROPOSED CHANGES TO PART [] 

[] 



Form O-GEN002H 

 

 

TABLE OF CONTENTS 
 

 
1 EXPLANATORY NOTE 

1.1 GENERAL 

1.2 CONSULTATION 

1.3 COMMENT RESPONSE DOCUMENT 

1.4 PRELIMINARY IMPACT ASSESSMENT 

1.5 DISCUSSION OF THE PROPOSAL 

 
2 PROPOSED CHANGES 

 

 
1 EXPLANATORY NOTE 

 
1.1 GENERAL 

 
 

(Discuss the purpose of the proposed changes to the regulation) e.g. The purpose of the proposed 
changes to the regulation is to provide further guidance and explanatory material. 

 

(List the factors that have made it necessary for the changes being proposed to the regulation). 

For example 

 
There are a number of factors that have determined the need for and timing of this amendment 

 
 Changes to ICAO Standards and Recommended Practices (SARPs) that 

are due to become effective in (date) as outlined in ICAO State Letter 

(reference) 

 Additional technology and procedural development etc. 

 

 
1.2 CONSULTATION 

 
In order to reach a wide audience and collect relevant comments, the text of this 

notice of proposed change in regulation is submitted for consultation to all (specify 

stakeholders) and other interested parties on the NCAA website. 

 
A comment form is included with the consultation details on the web page, for 

completion and submission to: 

 
Mail: The Director General 

Attn: Chm Regulation Review Committee 

(Address)PMB 21038, 21029 Ikeja, Lagos 



Form O-GEN002H 

 

 

 

Hand Delivery or courier: The Director General 

Attn: Chm Regulation Review Committee 

(Address) Aviation House, Ikeja Lagos 

 
Website: www.ncaa.gov.ng 

 
A 30-day consultation period is given, effective from (date). The NCAA must 

receive comments back by (date). Comments that are not submitted in the 

appropriate form provided or which are received after this date may not be 

considered. 

 
1.3 COMMENT RESPONSE DOCUMENT 

 
The comments will be reviewed by (RWG and relevant offices). All comments 

received will be responded to and incorporated in a Comment Response 

Document (CRD), which will also be posted on the consultations page of the NCAA 

website. The CRD may contain a list of all persons and/or organisations that have 

provided comments. The CRD will be available for four weeks after the consultation 

has closed. 

 
1.4 REGULATORY IMPACT ASSESSMENT 

Intent 

(Discuss intent of the amendment) e.g. 

Option 

(State whether or not there are options) e.g. 

Impact 

Safety: (State whether negative or positive and the nature of the impact). e.g. The 
intended changes are expected to have a positive impact on safety. 

 
 
 

Economic: (State whether negative or positive and the nature of the impact) 
 

 
Conclusion of the Proposal 

Discuss the overall impact e.g. 

1.5 DISCUSSION OF THE PROPOSALS 



Form O-GEN002H 

 

 

Discuss the types of changes in the proposal e.g. 

Administrative Changes 

The following changes are incorporated throughout this proposal on changes to 

Part XXX 

i) Typographical errors have been corrected 

 
 

Other Changes 

Other changes are outlined in Part B of this Notice. For each chapter, only the 
amended paragraphs are shown, in tabular format, providing the rationale for the 
change, the previous text (if applicable) and the proposed amendment. Shading 
denotes new or amended text, whereas text to be deleted is shown with a line 
through it. Table and diagram are shown 



Form O-GEN002H 

 

 

2 PROPOSED CHANGES 
 

Part xxxxx Title of Section 
 

Paragraph No: (a) Rationale: 

 

Proposed Text: (Provide the proposed text – text to be deleted has a line 
running through it and new text is shaded) 



Form O-GEN002i 
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Appendix 5-1 

REGULATORY IMPACT ASSESSMENT (RIA) FORM 

Regulatory Impact Assessment (RIA) is a systemic approach to critically assessing the positive 
and negative effects of proposed and existing regulations and non-regulatory alternatives. 

 

To be completed by Rulemaking Working Group (RWG) 
 Name Title Signature/Date 
Prepared by    

RWG Members    

    

    

    

    

    

    

Approved by 
Team Lead 

   

Sector of the 
Industry to be 
impacted 

   

     

     

 
 

1.What is the problem that 
this proposed regulation is 
designed to address? 

Please include specific details including objectives and intended 
effects: 

2. What alternatives to 
proposed regulation were 
considered to solve the 
problem? 

None Advisory 
Circular 

Manual Policy Other 
(please 
explain) 

Please justify the preference for regulation option 

3a. What is the impact of this proposed regulation on Nigeria as a State? 

  Strongly 
Agree 

Agree Neutral Disagree Strongly 
Disagree 

Implementing this 
proposed regulation will 
enhance civil aviation 
safety 

     

Rationale: 

Implementing this 
proposed regulation will 
increase air navigation 

Strongly 
Agree 

Agree Neutral Disagree Strongly 
Disagree 
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capacity and improve 
efficiency 

     

      

Rationale: 

Implementing this 
proposed regulation will 
enhance Nigeria and 
global civil aviation 
security and facilitation 
(taking into account impact 
on human rights, health 
and privacy, if any) 

Strongly 
Agree 

Agree Neutral Disagree Strongly 
Disagree 

      

Rationale: 

Implementing this 
proposed regulation will 
foster the development of 
a sound and economically- 
viable civil aviation system 

Strongly 
Agree 

Agree Neutral Disagree Strongly 
Disagree 

      

Rationale: 

Implementing this 
proposed regulation will 
minimize the adverse 
environmental effects of 
civil aviation activities 

Strongly 
Agree 

Agree Neutral Disagree Strongly 
Disagree 

      

Rationale: 

3b. Do the benefits of this 
proposed regulation justify 
the cost of its 
implementation? 

Yes No Not sure Not 
applicable 

 

     

Please justify 

4a. What is the impact of this proposed regulation on Industry? 

Implementing this 
proposed regulation will 
enhance civil aviation 
safety 

Strongly 
Agree 

Agree Neutral Disagree Strongly 
Disagree 

      

Rationale: 

Implementing this 
proposed regulation will 
increase air navigation 

Strongly 
Agree 

Agree Neutral Disagree Strongly 
Disagree 
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capacity and improve 
efficiency 

     

      

Rationale: 

Implementing this 
proposed regulation will 
enhance Nigeria and 
global civil aviation 
security and facilitation 
(taking into account impact 
on humanrights, health 
and privacy, if any) 

Strongly 
Agree 

Agree Neutral Disagree Strongly 
Disagree 

      

Rationale: 

Implementing this 
proposed regulation will 
foster the development of 
a sound and economically- 
viable civil aviation system 

Strongly 
Agree 

Agree Neutral Disagree Strongly 
Disagree 

      

Rationale: 

Implementing this 
proposed regulation will 
minimize the adverse 
environmental effects of 
civil aviation activities 

Strongly 
Agree 

Agree Neutral Disagree Strongly 
Disagree 

      

Rationale: 

4b. Do the benefits of this 
proposed regulation justify 
the cost of its 
implementation? 

Yes No Not sure Not 
applicable 

 

     

Please justify cost 

5. How long would it take 
for NCAA and Industry to 
implement this proposed 
regulation? 

Already 
implemented 

0-1 years 1-2 years 2-5 years More than 
5 years 

      

       

Section For Regulation Committee 

We have read the Regulatory Impact Assessment and We are satisfied that (a) it represents 
a fair and reasonable view of the expected costs, benefits and impact of the policy, and (b) 
that the benefits justify the costs. 

Secretary Regulation 
Committee 

 Signature Date 

Chairman Regulation 
Committeee 
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REGULATORY IMPACT ASSESSMENT (RIA) FORM 

Regulatory Impact Assessment (RIA) is a systemic approach to critically assessing the positive 
and negative effects of proposed and existing regulations and non-regulatory alternatives. 

 

To be completed by Rulemaking Working Group (RWG) 
 Name Title Signature/Date 
Prepared by    

RWG Members    

    

    

    

    

    

    

Approved by 
Team Lead 

   

Sector of the 
Industry to be 
impacted 

   

     

     

 
 

1.What is the problem that 
this proposed regulation is 
designed to address? 

Please include specific details including objectives and intended 
effects: 

2. What alternatives to 
proposed regulation were 
considered to solve the 
problem? 

None Advisory 
Circular 

Manual Policy Other 
(please 
explain) 

Please justify the preference for regulation option 

3a. What is the impact of this proposed regulation on Nigeria as a State? 

  Strongly 
Agree 

Agree Neutral Disagree Strongly 
Disagree 

Implementing this 
proposed regulation will 
enhance civil aviation 
safety 

     

Rationale: 

Implementing this 
proposed regulation will 
increase air navigation 

Strongly 
Agree 

Agree Neutral Disagree Strongly 
Disagree 
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capacity and improve 
efficiency 

     

      

Rationale: 

Implementing this 
proposed regulation will 
enhance Nigeria and 
global civil aviation 
security and facilitation 
(taking into account impact 
on human rights, health 
and privacy, if any) 

Strongly 
Agree 

Agree Neutral Disagree Strongly 
Disagree 

      

Rationale: 

Implementing this 
proposed regulation will 
foster the development of 
a sound and economically- 
viable civil aviation system 

Strongly 
Agree 

Agree Neutral Disagree Strongly 
Disagree 

      

Rationale: 

Implementing this 
proposed regulation will 
minimize the adverse 
environmental effects of 
civil aviation activities 

Strongly 
Agree 

Agree Neutral Disagree Strongly 
Disagree 

      

Rationale: 

3b. Do the benefits of this 
proposed regulation justify 
the cost of its 
implementation? 

Yes No Not sure Not 
applicable 

 

     

Please justify 

4a. What is the impact of this proposed regulation on Industry? 

Implementing this 
proposed regulation will 
enhance civil aviation 
safety 

Strongly 
Agree 

Agree Neutral Disagree Strongly 
Disagree 

      

Rationale: 

Implementing this 
proposed regulation will 
increase air navigation 

Strongly 
Agree 

Agree Neutral Disagree Strongly 
Disagree 
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capacity and improve 
efficiency 

     

      

Rationale: 

Implementing this 
proposed regulation will 
enhance Nigeria and 
global civil aviation 
security and facilitation 
(taking into account impact 
on humanrights, health 
and privacy, if any) 

Strongly 
Agree 

Agree Neutral Disagree Strongly 
Disagree 

      

Rationale: 

Implementing this 
proposed regulation will 
foster the development of 
a sound and economically- 
viable civil aviation system 

Strongly 
Agree 

Agree Neutral Disagree Strongly 
Disagree 

      

Rationale: 

Implementing this 
proposed regulation will 
minimize the adverse 
environmental effects of 
civil aviation activities 

Strongly 
Agree 

Agree Neutral Disagree Strongly 
Disagree 

      

Rationale: 

4b. Do the benefits of this 
proposed regulation justify 
the cost of its 
implementation? 

Yes No Not sure Not 
applicable 

 

     

Please justify cost 

5. How long would it take 
for NCAA and Industry to 
implement this proposed 
regulation? 

Already 
implemented 

0-1 years 1-2 years 2-5 years More than 
5 years 

      

       

Section For Regulation Committee 

We have read the Regulatory Impact Assessment and We are satisfied that (a) it represents 
a fair and reasonable view of the expected costs, benefits and impact of the policy, and (b) 
that the benefits justify the costs. 

Secretary Regulation 
Committee 

 Signature Date 

Chairman Regulation 
Committeee 

   



 

 

APPENDIX 2-5  FORM No: FORM:O-GEN002J 

MASTER LIST OF CIVIL AVIATIONS ORDERS ISSUED 

Order N0 SUBJECT Basis APPLICABILITY PURPOSE ICAO Annex Ref Nig.CARs Parts affected Issue No Rev.No Date 
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 ICAO STATE LETTERS PROCESSING CHECKLIST-ANNEX/PANS AMENDMENT 
PROPOSAL 

This checklist shall be followed in the processing of ICAO State Letters on proposal of amendments 
to Annexes and PANS. This checklist must accompany the ICAO State Letter until final signature by 
the RC Chair. 

 

REGULATION COMMITTEE (RC) CHAIR/SECRETARY PRELIMINARY REVIEW 

SL TRACKING NUMBER: YYYY/NN ( YYYY-YEAR, NN-SERIAL NUMBER) 

ICAO STATE LETTER REF:  

DATE OF ISSUE:  

ICAO STATE LETTER SUBJECT:  

ANNEXES/PANS APPLICABLE  

DATE FOR COMMENTS TO 
REACH ICAO 

 

REGULATION IMPACTED  

STAKEHOLDERS IDENTIFIED 
YES   NO 

Tick as appropriate 

STATE DIRECTORATE/UNIT TO 
PROCESS DETAILED REVIEW 

 

 

RC CHAIR / SECRETARY 

 
Name………………………………Signature/date…………………… 
….. 

DIRECTORATE/UNIT DETAILED REVIEW 

REGULATIONS/ DOCUMENTS 
IMPACTED 

 

 

COMMENTS 

 

 
RECOMMENDED NCAA 
POSITION 

 

CONCERNED STAKEHOLDERS 
IDENTIFIED 

 YES   NO 
Tick as appropriate and attach list 

DIRECTORATE/UNIT 
FUNCTIONAL GROUP (RC 
MEMBER/ LEAD) 

 
Name………………………………Signature/date…………………… 
….. 

STAKEHOLDERS CONSULTATION (RC AND DIRECTORATE/UNIT) 

NAME OF STAKEHOLDERS Date Proposal was sent Date Comments was received 
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FINAL REVIEW (RC AND DIRECTORATE/UNIT) 

NCAA position on ICAO proposed 
amendment 

 Agree   Disagree with Proposed Amendment. 
Tick as appropriate 

If NCAA Disagrees with proposal 
give reason(s) 

 

DRAFT RESPONSE CONTAINS YES NO REMARKS 

Reference to the origin and purpose 
of the proposed amendment 
indicated? 

   

Summary of the main agreement or 
disagreement with ICAO proposed 
amendment indicated? 

   

Filing of ICAO response form 
completed? (only for annexes) 

   

Attachment of the NCAA proposed 
changes to the ICAO text using 
editorial practice showing deleted 
text with a line through it and new 
text highlighted with grey shading 
done? 

   

The draft reply which reflects 
States’ position on ICAO proposed 
amendment submitted to the DGCA 
NCAA for approval? 

   

The focal point in charge of receipt, 
monitoring and distribution of ICAO 
State Letters has forwarded an 
electronic and hard copy of this 
reply to ICAO? 

   

The ICAO amendment file has been 
updated with the review document? 

   

DATE NCAA COMMENTS SENT 
TO ICAO 

 

 
RC CHAIR / SECRETARY 

 
Name………………………………Signature/date…………………… 
….. 
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ICAO STATE LETTERS PROCESSING CHECKLIST-ADOPTED ANNEX/PAN 
AMENDMENT 

This checklist shall be used and followed in the processing of ICAO State Letters on adoption of 
amendments to Annexes and PANS. This checklist must accompany the ICAO State Letter until 
final signature by the RC Chair. 

 

REGULATION COMMITTEE (RC) PRELIMINARY REVIEW BY RC CHAIR/SECRETARY 

SL TRACKING NO: <YYYY/NN > (YYYY-YEAR, NN-SERIAL NUMBER) 

ICAO STATE LETTER REF:  

DATE OF ISSUE:  

ICAO STATE LETTER 
SUBJECT: 

 

RC STATE LETTERS 
DATABASE UPDATED? 
(BY RC SEC) 

YES   NO 
Tick as appropriate and attach list 

ANNEXES/PANS APPLICABLE  

DATE OF NOTIFICATION OF 
DISAPPROVAL DEADLINE 

 

DATE OF NOTIFICATION OF 
DIFFERENCES AND 

COMPLIANCE DEADLINE 

 

ADOPTED DATE  

EFFECTIVE DATE  

APPLICABLE DATE  

REGULATION IMPACTED   

STAKEHOLDERS 
IDENTIFIED? 

 
Tic

YES   NO 
k as appropriate 

STATE DIRECTORATE/UNIT 
TO PROCESS DETAILED 
REVIEW 

  

RC CHAIR / SECRETARY  
Na

 
me………………………………Signature/date……………………….. 

DIRECTORATE/UNIT DETAILED REVIEW 

REGULATIONS/ 
DOCUMENTS IMPACTED 

  

 
COMMENTS 

  

RECOMMENDED NCAA 
POSITION 
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CONCERNED 
STAKEHOLDERS 
IDENTIFIED 

 YES   NO 
Tick as appropriate and attach list 

ICAO STATE LETTER 
SUMMARY SHEET 
UPDATED? 

 YES   NO 
Tick as appropriate and attach list 

DIRECTORATE/UNIT RC 
MEMBER/ LEAD 

 
Name………………………………Signature/date……………………….. 

STAKEHOLDERS CONSULTATION 

NAME OF STAKEHOLDERS Date Proposal was sent Date Comments was received 

   

   

   

   

   

   

   

FINAL REVIEW (RC AND DIRECTORATE/UNIT) 

NCAA position on ICAO 
Adopted amendment 

 Approval    Disapproval of Adopted Amendment. 
Tick as appropriate 

DRAFT RESPONSE 
CONTAINS 

YES NO REMARKS 

Reference to the origin and 
purpose of the adopted 
amendment indicated? 

   

Summary of the main issues in 
the final review document(if 
any) 

   

Filing of ICAO Disapproval 
form? (only for annexes) if 
necessary 

   

Notification of Compliance with 
or Differences from Annexes 
form completed? 

   

The draft reply which reflects 
State’s position on ICAO adopted 

ed amendment submitted 
to the DGCA NCAA for approval? 

   

The focal point in charge of 
receipt, monitoring and 
distribution of ICAO State 
Letters has forwarded an 

   



NCAA RULEMAKING PROCESS POLICY AND PROCEDURES MANUAL 

FORM O-GEN002L 

Appendix 6-3 Page 3 of 3 

 

 

electronic and hard copy of this 
reply to ICAO? 

   

The ICAO amendment file has 
been updated with the final 
review document? 

   

Nig. CARs amendment 
procedure has been initiated.? 

   

Intended Compliance Date  

State Letter Master Task List 
completed? 

 YES   NO 
Tick as appropriate and attach list 

RC CHAIR / SECRETARY 
 
Name………………………………Signature/date……………………….. 



 

 

 

State Letters Tracker (Adopted Annex Amendments) 

FORM:O-GEN002M 
 

S/N 
(YYYY/NN) 

Date 
received 

SL 
Ref 

Pub 
Date 

Effect 
Date 

Subject Annex Part Vol Amend 
# 

Audit 
Area 

Directorate Status(select 
from drop list- 
Closed/open) 

Closure 
date 

Remarks 

               

               

               

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
FORM:O-GEN002M 



 

 

 

State Letters Tracker (Annex Proposed Amendments) 

FORM:O-GEN002N 
 

S/N 
(YYYY/NN) 

Date 
received 

SL 
Ref 

Subject Annex Part Vol Audit 
Area 

Directorate Status(select from 
drop list- 
Closed/open) 

Closure 
date 

Remarks 
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3-4 Form O-GEN002E Annual rulemaking programme 


 1. Annual rulemaking programme 


Reference: Form O-GEN002E 


Revision: Revision 0 


Date:  


 
Task 
Numbers 


Task (Title) Driver 
(legal 
obligations, 


Area (OPS, 
PEL, AIR, 
ANS, AGA, 
ATR, AVS) 


Affected rules 
(Regulations, 
Orders, 
directives and 
instructions) 


Work 
Method 
(internal, 
external) 


Task 
leading to 
(law, 
regulations 
or 
directive) 


Start 
date 
(Quarter) 


End 
Date 


Status Remarks 


           
           
           
           
           
           
           


 





		Date: 

		Revision 0: 
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		fill_1: 

		fill_2: 
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ICAO STATE LETTERS PROCESSING CHECKLIST-ADOPTED ANNEX/PAN 
AMENDMENT  


This checklist shall be used and followed in the processing of ICAO State Letters on adoption of 
amendments to Annexes and PANS. This checklist must accompany the ICAO State Letter until 
final signature by the RC Chair. 


REGULATION COMMITTEE (RC) PRELIMINARY REVIEW BY RC CHAIR/SECRETARY 


SL TRACKING NO: <YYYY/NN >  (YYYY-YEAR, NN-SERIAL NUMBER) 


ICAO STATE LETTER REF:  


DATE OF ISSUE:  


ICAO STATE LETTER 
SUBJECT: 


 


RC STATE LETTERS 
DATABASE UPDATED? 
(BY RC SEC) 


       YES        NO 
Tick as appropriate and attach list 


ANNEXES/PANS APPLICABLE  


DATE OF NOTIFICATION OF 
DISAPPROVAL DEADLINE 


 


DATE OF NOTIFICATION OF 
DIFFERENCES AND 
COMPLIANCE DEADLINE 


 


ADOPTED DATE  


EFFECTIVE DATE  


APPLICABLE DATE  


REGULATION IMPACTED  


STAKEHOLDERS 
IDENTIFIED? 


       YES        NO 
Tick as appropriate 


STATE DIRECTORATE/UNIT 
TO PROCESS DETAILED 
REVIEW 


 


RC CHAIR / SECRETARY 
  
Name………………………………Signature/date……………………….. 


DIRECTORATE/UNIT DETAILED REVIEW 


REGULATIONS/ 
DOCUMENTS IMPACTED 


 


COMMENTS 
 
 
 


RECOMMENDED NCAA 
POSITION 
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CONCERNED 
STAKEHOLDERS 
IDENTIFIED 


       YES        NO 
Tick as appropriate and attach list 


ICAO STATE LETTER 
SUMMARY SHEET 
UPDATED?  


       YES        NO 
Tick as appropriate and attach list 


DIRECTORATE/UNIT RC 
MEMBER/ LEAD 


  
Name………………………………Signature/date……………………….. 


STAKEHOLDERS CONSULTATION 


NAME OF STAKEHOLDERS Date Proposal was sent Date Comments was received 


   


   


   


   


   


   


   


FINAL REVIEW (RC AND DIRECTORATE/UNIT) 


NCAA position on ICAO 
Adopted amendment 


       Approval        Disapproval of Adopted Amendment. 
Tick as appropriate  


DRAFT RESPONSE 
CONTAINS 


YES NO REMARKS 


Reference to the origin and 
purpose of the adopted 
amendment indicated? 


   


Summary of the main issues in 
the final review document(if 
any) 


   


Filing of ICAO Disapproval 
form? (only for annexes) if 
necessary 


   


Notification of Compliance with 
or Differences from Annexes 
form completed?  


   


The draft reply which reflects 
State’s position on ICAO 
adopted amendment submitted 
to the DGCA NCAA for approval? 


   


The focal point in charge of 
receipt, monitoring and 
distribution of ICAO State 
Letters has forwarded an 
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electronic and hard copy of this 
reply to ICAO?  


The ICAO amendment file has
been updated with the final 
review document? 


   


Nig. CARs amendment 
procedure has been initiated.?    


Intended Compliance Date  


State Letter Master Task List 
completed? 


       YES        NO 
Tick as appropriate and attach list 


 
  
Name………………………………Signature/date……………………….. 


 


 


RC CHAIR / SECRETARY





		ICAO STATE LETTER REF: 

		DATE OF ISSUE: 

		ICAO STATE LETTERSUBJECT: 

		ANNEXESPANS APPLICABLE: 

		DATE OF NOTIFICATION OFDISAPPROVAL DEADLINE: 

		DATE OF NOTIFICATION OFDIFFERENCES ANDCOMPLIANCE DEADLINE: 

		ADOPTED DATE: 

		EFFECTIVE DATE: 

		APPLICABLE DATE: 

		REGULATION IMPACTED: 

		REGULATION IMPACTED1: 

		YES NOTick as appropriate1: 

		REGULATIONSDOCUMENTS IMPACTED: 

		COMMENTS1: 

		RECOMMENDED NCAAPOSITION: 

		Date Proposal was sent: 

		Date Comments was received: 

		fill_1: 

		fill_2: 

		fill_4: 

		fill_5: 

		fill_7: 

		fill_8: 

		fill_10: 

		fill_11: 

		fill_13: 

		fill_14: 

		L REVIEW RC AND DIRECTORAT: 

		EUNIT: 

		REMARKS: 

		YES: 

		NO1: 

		REMARKS1: 

		Summary of the main issues inthe final review documentifany: 

		fill_15: 

		Summary of the main issues inthe final review documentifany1: 

		 only for annexes ifnecessary: 

		fill_16: 

		 only for annexes ifnecessary1: 

		Notification of Compliance withor Differences from Annexesform completed: 

		fill_17: 

		Notification of Compliance withor Differences from Annexesform completed1: 

		The draft reply which reflectsStates position on ICAOadopted amendment submittedto the DG NCAA for approval: 

		fill_18: 

		The draft reply which reflectsStates position on ICAOadopted amendment submittedto the DG NCAA for approval1: 

		The focal point in charge ofreceipt monitoring anddistribution of ICAO StateLetters has forwarded an: 

		The focal point in charge ofreceipt monitoring anddistribution of ICAO StateLetters has forwarded an1: 

		The focal point in charge ofreceipt monitoring anddistribution of ICAO StateLetters has forwarded an2: 

		electronic and hard copy of thisreply to ICAO: 

		electronic and hard copy of thisreply to ICAO1: 

		electronic and hard copy of thisreply to ICAO2: 

		The ICAO amendment file hasbeen updated with the finalreview document: 

		The ICAO amendment file hasbeen updated with the finalreview document1: 

		The ICAO amendment file hasbeen updated with the finalreview document2: 

		 CARs amendmentprocedure has been initiated: 

		fill_19: 

		 CARs amendmentprocedure has been initiated1: 

		Intended Compliance Date: 

		Intended Compliance Date1: 

		YES NOTick as appropriate and attach list3: 

		Text Field0: 

		Text Field1: 

		Check Box0: Off

		Check Box1: Off

		Check Box2: Off

		Check Box3: Off

		Check Box4: Off

		Check Box5: Off

		Check Box6: Off

		Check Box7: Off

		Check Box8: Off

		Check Box9: Off

		Check Box10: Off

		Check Box11: Off

		Text Field2: 

		Text Field3: 

		Text Field4: 

		Text Field5: 

		Text Field6: 

		Text Field7: 

		Text Field8: 

		Text Field9: 

		Text Field10: 

		Text Field11: 
 
 


		Text Field12: 
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 ICAO STATE LETTERS PROCESSING CHECKLIST-ANNEX/PANS AMENDMENT 
PROPOSAL 


This checklist shall be followed in the processing of ICAO State Letters on proposal of amendments 
to Annexes and PANS. This checklist must accompany the ICAO State Letter until final signature by 
the RC Chair. 


REGULATION COMMITTEE (RC) CHAIR/SECRETARY PRELIMINARY REVIEW 


SL TRACKING NUMBER: YYYY/NN ( YYYY-YEAR, NN-SERIAL NUMBER) 


ICAO STATE LETTER REF:  


DATE OF ISSUE:  


ICAO STATE LETTER SUBJECT:  


ANNEXES/PANS APPLICABLE  


DATE FOR COMMENTS TO 
REACH ICAO 


 


REGULATION IMPACTED  


STAKEHOLDERS IDENTIFIED 
       YES        NO 
Tick as appropriate 


STATE DIRECTORATE/UNIT TO 
PROCESS DETAILED REVIEW 


 


 
  
Name………………………………Signature/date……………………
….. 


DIRECTORATE/UNIT DETAILED REVIEW 


REGULATIONS/ DOCUMENTS 
IMPACTED 


 


COMMENTS 


 
 
 
 


RECOMMENDED NCAA 
POSITION 


 
 
 
 


CONCERNED STAKEHOLDERS 
IDENTIFIED 


       YES        NO 
Tick as appropriate and attach list 


DIRECTORATE/UNIT 
FUNCTIONAL GROUP (RC 
MEMBER/ LEAD) 


  
Name………………………………Signature/date……………………
….. 


STAKEHOLDERS CONSULTATION (RC AND DIRECTORATE/UNIT) 


NAME OF STAKEHOLDERS Date Proposal was sent Date Comments was received 


   


   


RC CHAIR / SECRETARY
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FINAL REVIEW (RC AND DIRECTORATE/UNIT) 


NCAA position on ICAO proposed 
amendment 


       Agree        Disagree with Proposed Amendment. 
Tick as appropriate  


If NCAA Disagrees with proposal 
give reason(s) 


 


DRAFT RESPONSE CONTAINS YES NO REMARKS 


Reference to the origin and purpose 
of the proposed amendment 
indicated? 


   


Summary of the main agreement or 
disagreement with ICAO proposed 
amendment indicated? 


   


Filing of ICAO response form 
completed? (only for annexes) 


   


Attachment of the NCAA proposed 
changes to the ICAO text using 
editorial practice showing deleted 
text with a line through it and new 
text highlighted with grey shading 
done? 


   


The draft reply which reflects 
States’ position on ICAO proposed 
amendment submitted to the DG 
NCAA for approval? 


   


The focal point in charge of receipt, 
monitoring and distribution of ICAO 
State Letters has forwarded an 
electronic and hard copy of this 
reply to ICAO?  


   


The ICAO amendment file has been 
updated with the review document? 


   


DATE NCAA COMMENTS SENT 
TO ICAO 


 


 
  
Name………………………………Signature/date……………………
….. 


 


 


RC CHAIR / SECRETARY





		ICAO STATE LETTER REF: 

		DATE OF ISSUE: 

		ICAO STATE LETTER SUBJECT: 
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		fill_2: 

		NCAA RULEMAKING PROCESS POLICY AND PROCEDURES MANUALForm OGen002K: 

		NCAA RULEMAKING PROCESS POLICY AND PROCEDURES MANUALForm OGen002K1: 

		fill_5: 

		fill_6: 

		fill_8: 

		fill_9: 

		fill_11: 

		fill_12: 

		VIEW RC AND DIRECTORAT: 

		EUNIT: 

		Tick as appropriate1: 
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 1. Master Task list 


Reference: 
Form O-
GEN002C 


Revision: Revision 0 


Date:  


 
Proposal 
Numbers 


Subject 
Title 


Date 
received 


Initial 
Assessment 


Decision 
(Accepted, 
not 
accepted) 


Priority Status Remarks 
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APPENDIX 3-7 


3-8 Notice of Proposed Amendment (NPA) Template 


 


NIGERIA CIVIL AVIATION AUTHORITY  


 


 


NOTICE OF PROPOSED AMENDMENTS 


 


 


 


PROPOSED CHANGES TO PART [] 


     [] 


 


 


 


 


 


 


 







TABLE OF CONTENTS   


 


1 EXPLANATORY NOTE  


1.1 GENERAL  


1.2 CONSULTATION 


1.3 COMMENT RESPONSE DOCUMENT 


1.4 PRELIMINARY IMPACT ASSESSMENT  


1.5 DISCUSSION OF THE PROPOSAL  


 


2  PROPOSED CHANGES 


 


1 EXPLANATORY NOTE  


 


1.1 GENERAL 


 


(Discuss the purpose of the proposed changes to the regulation) e.g. The purpose of the proposed 
changes to the regulation is to provide further guidance and explanatory material. 


 


(List the factors that have made it necessary for the changes being proposed to the regulation). 


For example  


 


There are a number of factors that have determined the need for and timing of this amendment  


 


 Changes to ICAO Standards and Recommended Practices (SARPs) that 


are due to become effective in (date) as outlined in ICAO State Letter 


(reference) 


 Additional technology and procedural development etc. 


 


1.2 CONSULTATION  


 


In order to reach a wide audience and collect relevant comments, the text of this 


notice of proposed change in regulation is submitted for consultation to all (specify 


stakeholders) and other interested parties on the NCAA website.  


 


A comment form is included with the consultation details on the web page, for 


completion and submission to: 


 


 Mail:    The Director General 


Attn: Chm Regulation Review Committee 


(Address)PMB 21038, 21029 Ikeja, Lagos 







 


 Hand Delivery or courier: The Director General 


           Attn: Chm Regulation Review Committee 


         (Address) Aviation House, Ikeja Lagos 


 


 Website: www.ncaa.gov.ng 


 


A 30-day consultation period is given, effective from (date). The NCAA must 


receive comments back by (date). Comments that are not submitted in the 


appropriate form provided or which are received after this date may not be 


considered. 


 


1.3  COMMENT RESPONSE DOCUMENT  


 


The comments will be reviewed by (RWG and relevant offices). All comments 


received will be responded to and incorporated in a Comment Response 


Document (CRD), which will also be posted on the consultations page of the NCAA 


website. The CRD may contain a list of all persons and/or organisations that have 


provided comments. The CRD will be available for four weeks after the 


consultation has closed. 


 


1.4  REGULATORY IMPACT ASSESSMENT  


Intent  


(Discuss intent of the amendment) e.g. 


Option  


(State whether or not there are options) e.g.  


Impact  


Safety: (State whether negative or positive and the nature of the impact). e.g. The 
intended changes are expected to have a positive impact on safety. 


  


 


 Economic: (State whether negative or positive and the nature of the impact) 


 


Conclusion of the Proposal  


 


Discuss the overall impact e.g. 


 


1.5  DISCUSSION OF THE PROPOSALS 


 







Discuss the types of changes in the proposal e.g. 


 


Administrative Changes  


 


The following changes are incorporated throughout this proposal on changes to 


Part XXX 


i) Typographical errors have been corrected  


 


Other Changes 


Other changes are outlined in Part B of this Notice. For each chapter, only the 
amended paragraphs are shown, in tabular format, providing the rationale for the 
change, the previous text (if applicable) and the proposed amendment. Shading 
denotes new or amended text, whereas text to be deleted is shown with a line 
through it. Table and diagram are shown  


  







2 PROPOSED CHANGES 


Part xxxxx   Title of Section  


Paragraph No: (a) Rationale:  
 


Proposed Text: (Provide the proposed text – text to be deleted has a line 
running through it and new text is shaded) 


 


 


 


 


 


 


 


 


  


 


 


 


 


 


 


 


 


 


 


 


 





		Rationale: 

		Paragraph No a: 

		Proposed Text Provide the proposed text  text to be deleted has a linerunning through it and new text is shaded: 








 


     Appendix 5-1  


REGULATORY IMPACT ASSESSMENT (RIA) FORM 


Regulatory Impact Assessment (RIA) is a systemic approach to critically assessing the positive 


and negative effects of proposed and existing regulations and non-regulatory alternatives.  


To be completed by Rulemaking Working Group (RWG) 


 Name Title Signature/Date 


Prepared by     


RWG Members    


    


    


    


    


    
    


Approved by 
Team Lead 


   


Sector of the 
Industry to be 
impacted  


   


     


     


 


1.What is the problem that 
this proposed regulation is 
designed to address? 
 


Please include specific details including objectives and intended 
effects:  


2. What alternatives to 
proposed regulation were 
considered to solve the 
problem? 
 


None 


 
Advisory 
Circular 


Manual Policy Other 
(please 
explain) 


Please justify the preference for regulation option 
 


3a. What is the impact of this proposed regulation on Nigeria as a State? 
 


  Strongly 
Agree  


Agree  Neutral  Disagree  Strongly 
Disagree 


Implementing this 
proposed regulation will 
enhance civil aviation 
safety 


     


Rationale:  
 


Implementing this 
proposed regulation will 
increase air navigation 


Strongly 
Agree  


Agree  Neutral  Disagree  Strongly 
Disagree 







capacity and improve 
efficiency 
      


Rationale: 
 


Implementing this 
proposed regulation will 
enhance Nigeria and 
global civil aviation 
security and facilitation 
(taking into account impact 
on human rights, health 
and privacy, if any) 


Strongly 
Agree  


Agree  Neutral  Disagree  Strongly 
Disagree 


      


Rationale: 
 


Implementing this 
proposed regulation will 
foster the development of 
a sound and economically-
viable civil aviation system 


Strongly 
Agree  


Agree  Neutral  Disagree  Strongly 
Disagree 


      


Rationale: 
 


Implementing this 
proposed regulation will 
minimize the adverse 
environmental effects of 
civil aviation activities 


Strongly 
Agree  


Agree  Neutral  Disagree  Strongly 
Disagree 


      


Rationale: 
 


3b. Do the benefits of this 
proposed regulation justify 
the cost of its 
implementation? 
 


Yes No Not sure Not 
applicable 


 


     


Please justify  
 
 


4a. What is the impact of this proposed regulation on Industry? 
 


Implementing this 
proposed regulation will 
enhance civil aviation 
safety 


Strongly 
Agree  


Agree  Neutral  Disagree  Strongly 
Disagree 


      


Rationale: 
 


Implementing this 
proposed regulation will 
increase air navigation 


Strongly 
Agree  


Agree  Neutral  Disagree  Strongly 
Disagree 







capacity and improve 
efficiency 
      


Rationale: 
 


Implementing this 
proposed regulation will 
enhance Nigeria and 
global civil aviation 
security and facilitation 
(taking into account impact 
on humanrights, health 
and privacy, if any) 


Strongly 
Agree  


Agree  Neutral  Disagree  Strongly 
Disagree 


      


Rationale:  


Implementing this 
proposed regulation will 
foster the development of 
a sound and economically-
viable civil aviation system 


Strongly 
Agree  


Agree  Neutral  Disagree  Strongly 
Disagree 


      


Rationale: 
 


Implementing this 
proposed regulation will 
minimize the adverse 
environmental effects of 
civil aviation activities 


Strongly 
Agree  


Agree  Neutral  Disagree  Strongly 
Disagree 


      


Rationale: 


4b. Do the benefits of this 
proposed regulation justify 
the cost of its 
implementation? 


Yes No Not sure Not 
applicable 


 


     


Please justify cost 


5. How long would it take 
for NCAA and Industry to 
implement this proposed 
regulation? 


Already 
implemented 


0-1 years 1-2 years 2-5 years More than 
5 years 


      


       


Section For Regulation Committee 


We have read the Regulatory Impact Assessment and We are satisfied that (a) it represents 
a fair and reasonable view of the expected costs, benefits and impact of the policy, and (b) 
that the benefits justify the costs. 


Secretary Regulation 
Committee 


 Signature Date 


Chairman Regulation 
Committeee 
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3-6 Form O-GEN002G Working group composition 


 
TERMS OF REFERENCE 


Working Group Composition  


for a rulemaking task 


Reference: 
Form O-


GEN002G 


Revision: Revision 0 


Date:  


 


TOR Nr:   Issue Nr:                             Date:  


 


 


Members:  


 


 


 


Reference documents:  


 


 


Additional members for Review Group (if applicable): 


 


 


Chair: 


 


 


Secretary: 
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3-1 Form O-GEN002B Rulemaking proposal form 


 


 


 Rulemaking Proposal Form 


Reference: AF.GEN.00x 


Revision: Revision 0 


Date:  


 
Proposal No (for NCAA use only): …………. 


 
1. PERSON/ORGANISATION PROVIDING THE PROPOSAL: 


 Name :  
 Organisation:  
 Address:   
 Country:   
 Phone :   
 Fax :   
 E-mail :   
 
2. RULE NUMBER (Regulation/order/instructions/directive, etc.) (e.g. Part 5.XXX)  


        (If new rule state “New Rule” and appropriate regulation/code) 
 
 


3. SUBJECT TITLE 


  


  


4. DESCRIPTION OF PROBLEM / BACKGROUND 


   


 Include reference to any supporting documents i.e. Accident reports/analysis):  


 


5. OBJECTIVE OF PROPOSAL (How does the proposal intend to address the problem? 
Include recommendations from WGs, research studies, etc. (where available)) 


 


NIGERIAN CIVIL AVIATION AUTHORITY 


AVIATION HOUSE 


P. M. B. 21029, 21038, Ikeja, Lagos, Nigeria 







3-1 Form O-GEN002B Rulemaking proposal form 


6. SCALE OF THE ISSUE (Aviation sectors affected (number of aircraft, organizations, 
persons) 


 


7.  IMPACT 


7.1     SAFETY IMPACT 


  


7.2     ECONOMIC IMPACT 


 


 


7.3  OTHER IMPACTS (Environmental, social, harmonization, aviation requirements 
outside NCAA scope, issues of equity & fairness) 


  


8.  PROPOSED TEXT (If developed) 


 


9.  JUSTIFICATION (Why should your proposal be adopted? How and to what extent 
is it likely to address the problem?) 


 


10. OTHER COMMENTS 


  


Send your proposal to:  regulations.committee@ncaa.gov.ng 


…………………………………………………………………………………………………………….. 


(For NCAA use only)  
 


Date Received:           


Acknowledgement Receipt Sent:   


Initial Assessment:  
 
Date Responded to Proposer:  
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3-5 Form O-GEN002F Terms or reference 


 TERMS OF REFERENCE 


Reference: 
Form O-
GEN002F 


Revision: Revision 0 


Date:  


 
TOR Nr:  0001/21  Issue Nr: 0001/21 
 


New    Revision 


Regulatory reference (affected rules):  


 


Reference documents:  


 


1.Subject: 


 


2.Problem / Statement of issue and justification; reason for regulatory evolution:  


 


3.Objective (What we want to achieve):  


 


4. Specific tasks and interface issues (Deliverables):  


 


5. Working Methods: 


Rulemaking groups  


External   


Affected stakeholders  


 


6. Time scale, milestones, deliverables: 


Start date:  


NPA 


CRD 


Adoption date  
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