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ALBANIAN CIVIL AVIATION AUTHORITY

1.0 Introduction

This manual will serve as a guide for all users in the applicant role who has rights to access the
flight permit system. The system will enable the institution to manage flight permits electronically.
Each user will be uniquely identified in the system. Their registration is performed by a general
administrator, who is responsible for the various system configurations.

2.0. Applicant Registration

To register in the system, user should enter his email and click continue button .

== SELF

Registration

Put your email and
wait for the registration link

test@self.com

After continue button is clicked, a page which will contain message “An email has been sent to
your email with additional instructions. To continue with the registration, the link sent to the email
must be clicked.” will be appeared.
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=f= EFAS

Konfirmimi

Njé email éshté dérguar n& email-in tuaj me instruksione shtesé.

To finish the registration process, link that is sent in the email should be clicked. When the link is
clicked Profile Page will be opened, this page contains some sections: Profile Progress, Personal
Data, Address, Emails, Phone Numbers, Security, and navigation panel.

In navigation panel if one of panel’s title is clicked, it should be redirected to specific section page.

Details

Company name, legal status, address, postal code, city,
country, phone, email

Address

Country, District, Prefecture, Municipality, Admninistrative
Unit, Road, Building, Postal Code, Floor Number, Additional
Info

Emails

Add more than one Email

Phone Numbers

Phone/Telephone Number
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In Profile Progress section it is showedthe percentage of data completion to complete the
registration successfully.

Profile Progress

20%
I

@ Enter Personal Data &) Enter Addresses & Enter Emails &) Enter Phone Numbers

In the personal data section the following data must be filled, and then save button should be
clicked to save completed information.

Personal Data

Profile Photo
o
<= SELF
X import Photo
Firstname * Lastname *
Complete firstname Complete Lastname
Nationality *
Choose nationality... v
NID
Complete NID
Birthday * Gender
dd/mm/yyyy Female b
Username *
Complete usermame
New Password Confirm new Password
) Physical person
@ Legal person
Subject information
Company Name *
Compiete subject
Company ID* Registration date *

Compilete NIPT dd/mm/yyyy
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In the address section you have to click'the:Add-New-button to add a new address which will be
displayed in this section.

Address

Your Address

Fields which have an * on the right such as. State, Country, Prefecture, etc. are mandatory areas.
Once the fields are filled in, the Save button must be clicked.

Add new address

Fill the fields below

Country * District * Prefecture *
Select country... v Select district... v Select prefecture... v
Municipality * Administrative unit * Road *
Select municipality... N Select administrative unit... AL Select road... v
Building Postal code Floor number
Fill the building Fill the postal code 0

Additional info

Fill the additional info

Save

In the emails section Add New button should be clicked to add a new email which will be displayed
in this section.
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Emails

Your Email

In the opened popup, email address should be entered and if this email is main one, the button on
the right should be clicked, when this button is clicked it should turn into green color, this means
that this email will be used for different notifications.

-~
d @‘
Add new email

Email * Main email

email@domain.com

Save

In the phone numbers section, the Add New button should be clicked to add a new number which
will be displayed in this section. The same logic is followed as above.

Phone Numbers

Your Phone
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Add new phone

Telephone * Main number

Complete phone number

Save

Once the data above are completed the Login page will be opened.

3.0. Login

To login in the system, fields like "Username™ and "Password" should be filled with the data that
were filled during registration and then the Login button must be clicked.

=R= SELF

Login to your account

'Jsername

Password

| Remember Me

& Forgot username

ELECTRONIC FLIGHT AUTHORISATION SYSTEM

The Albanian Civil Aviation Authority

& Forgot password?

You don't have an account? Register now

For any problem or difficulty email us at
support-trafficrights@acaa.gov.al
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4 O Creatlng appliCation%BANIANC\V\LAVIATIONAUTHORITY

Once logged in successfully the list of applications will be displayed, which is initially empty as
no application has been made.

To create a new application, Apply button need to be clicked located at the top right of the page.

H SELF  ©® s

™

After Apply Now button is clicked page below is displayed where there need to be selected the
application type and flight category.

Clearance

Type of application* Flight category *

Select v Select ~

Airport *
® LATI O LAKU

We have several types of applications and the way of creation of each application will be shown.

For the Scheduled Flights application type we have the Scheduled Flights category.

Clearance

Type of application * Flight category *

Scheduled Flights ~ Scheduled Flights v

Airport *
® LATI O LAKU

Once the Next button is clicked the Scheduled Flights application page will be opened. The
required documents for scheduled flights must be uploaded on this page. For each type of
document, it is necessary to upload one or more documents. Once all the documents are uploaded,
the Send Application button should be clicked, and the application list page will open.
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Documents required for scheduled flight

Air operator certificate

Mo Document

Airworthiness review certificate

Mo Document

Cerfiticate of airworthiness

No  Document

Certificate of registration

Mo Document

Noise certificate

Ne Document

Radio license

No  Document

-

No  Document

Fleet statement

No  Document

Official letter

Ne  Document

For Overflights application type we have three flight categories: Civil Flights, Military Flights and
Weapons Danger goods flights.

Clearance
Type of application * Flight category *
overflights v Select v
. . Civil Overflight
Airport Military Overflight
@ LATI O LAKU Weapons Danger goods

For the Civil Flights category one or more model documents must be uploaded AM / AS and then
Submit Application button should be clicked.
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Documents required for civil flights

AMJ/AS model

No Document

Send Application

For Military Flights category one or more AM /AS model documents must be uploaded and then
Submit Application button should be clicked.

Documents required for military flights

AM/AS model

No Document

For Weapons Danger goods category all mandatory fields which have an * to the right of the name
must be completed. Also for each type of document it is necessary to upload one or more
documents.

Flight details
Flight number * Date of flight *
Please fill out flight number dd/mm/yyyy €8
Airport departure * Airport arrival *
dd/mmiyyyy (4 dd/mm/yyyy &
Air waybill number * Destination*
Please fill out the air waybill number Please fill out the destination
Dangerous goods details
Munition type * Manufacturer *
Please fill out the munition type Please fill out the manufacturer
Import/Export license number * License exp. date *
Please fill out the import/export license number dd/mm/yyyy 6
Consignor name * Consignor surname *
Please fill out the consignor name Please fill out the consignor surmame
Consignor address * Consignee name *
Please fill out the consignor address. Please fill out the consignee name
Consignee surname * Consignee address *
Please fill out the consginee sumame Please fill out the consigne address
Division * Packing method *
Please fill out the division Please fill out the packing method
Explosive content *

Please fill out the explosive content

ELECTRONIC FLIGHT AUTHORISATION SYSTEM

Mail: support-trafficrights@acaa.gov.al, Website: http://trafficrights.acaa.gov.al/
Tel: ++355 4 22 51 220



mailto:contact@softsolution.al
http://trafficrights.acaa.gov.al/

ALBANIAN CIVIL AVIATION AUTHORITY

Once all the fields have been filled and all the documents have been uploaded, the Send
Application button must be clicked.

Documentary requirements for clearance of aircraft

Certificate of competency and air operator's certif dan ineg license issued by the al authority of the country of origin n
No  Document
Cerfiticate of alrworthiness

No  Document

Certificate of registration
No Document
Certificate of insurance

Ho  Document

liability for o third party risk, For cargo flights, certificate of third party liability n
No  Document
Certificate of approval of aircraft radio installation

No  Document

Dangerous goods confirmation “
No  Docement
Statement aboul aerodrome minima n

No  Document

Naise certificate of aircraft to be used

No  Document

Pilot license

No  Decwment

Note: Application for pricr permission shall be submitted to:
Application must be made at least 10 warking days before the proposed day of fight.

Non-Scheduled flight type include categories such as: Private Single Commercial Flight, Serial
Charter, Cargo, Aerial, Weapons Danger goods, Emergency and Flights within Albanian territory.
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For Private Flights category as well as other categories-that are in the Non-Scheduled Flights
application type after selecting the flight category all the required fields which have an * to the
right of the name must be filled and then the button Next to proceed with the relevant application.

Airport *
® LATI O LAKU
Hame of operator * Surname of operator *
Name of operator Surname of operator
Number of ADC* Type of Aircraft *
Number of AOC Type of Alrcraft
Call sign of aircraft * Mationality *
Call sign of aircraft Select ~
Registration number* Aerodrome of departure *
Registration number Aerodrome of departure
Estimated date of departure * Estimated time of departure
mn/ddyyyy R o)
Estimated date of arrival at LATI* Estimated time of arrival at LATI *
mm ddyyyy P o
Date of departure from LATI* Estimated time of departure from LATI *
mm/ddfyyyy e o)
Aerodrome of arrival * Estimated arrival time *
Agrodrome of armival i [e]
Route of flight *
Route of flight
V.
Estimated time over entry/exit points * Purpose of flight *
@ Select w
Type of flight * Number of crew and passengers *
Salect v Number of crew and passengers
Mature of carge Amount of cargo
Nature of cargo Amount of cargo
Name of charterer Surname of charterer
Name of charterer Surname of chartere
Address of charterer

Address of charterer

Business of charterer

Business of charterer

Once the button is clicked the application page for private flights will be opened. The required
documents for scheduled flights must be uploaded on this page. For each type of document, it is
necessary to upload one or more documents. Once all the documents are uploaded, the Send
Application button should be clicked, and the application list page will be opened.
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Documentary requirements for clearance aircraft

Certificabe of competency and air speratoss certificate and an operating by the al autharity of the country of origin
Ko Docwment
Corfiticate of sirmeribiness *
Ko Dooument
Rirworthmess review certificate * -
Ko Dacument
Certificabe of registration *
Ko Docwment
Cortificate of insurano *
Ha  Dooument
Awiation liabdlity insurance for passengers and thind party risk. For cargs flights, certificate of third party liability -
Ko Document
Certificate of approval of aircraft radic installatien * “
o Dowment
Dangerous goods confirmation
Ko Docsnment
Shutemeni about serodrome misima
Ho  Doosment
Moise Cortificate of Aircralt to be used *
Ko Docsment
Pilot licerse *
Ko Docsment
Pax Manilusi
Ho  Doosment

Note: Application for pricr permission shafl be submitted to:
4] 3 working days in advance for single fights {up fo four fights witiin fwo months |
B) 20 working s i advarce fox secies of Mights fmare than four fights within feo manths]

For Serial charter flights category for each type of document it is necessary to upload one or more
documents. Also, after all the documents have been uploaded, all the required fields must be filled
in and the Send application button must be clicked to complete the application. Once we click the
button the Applications List page will appear.
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serial charter tights

Documentary requirements for clearance of aircraft

Certificate of competency and/or Ar operator's Certificate andjor an Oper Isswed by cal authority of the country of origin u
No  Document
Carfiticats of alrwarthindss *
Ne  Document

'

Rarworthress review corlilicate *

Ne  Dacurmient

'

Certificate of registration *

N Docuint

'

Certificate of Insurance *

No Document

Wesiation Liability Insurance d third k. For cargo flights, certificate of third party liability
Ne  Document

'

Cartificate of approval of Alrcraft Radio Installation

Mo Document

!

Dangerous Goods Confirmation

N Docurment

'

Statement about Acrodreme Minimal

No  Document

'

Nesise Certificate of Aircraft to be used *

No Document

Pilod Licende *

No  Document

' n

Charter agreement with tour operator

N Docuisint

7
K
g
]

;
:
B
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Inclusive tour charters
Operator name *
Fill the operator name

Operator address =

Fill the operator address

Aircraft type * Aircraft callsign *
Fill the aircraft type Fill the aircraft callsign
Aircraft nationallity * Aircraft registration marks *
Complete aircraft nationallity Fill the aircraft registration marks
Aircraft capacity *
Departure date * Departure time*
delfmm/yyyy B9 e @
Arrival date * Arrival time =
ddjmmyyyy (i i @

Itinerary of the aircraft *

Fill the itinerary of the aircraft

Agency name *

Fill the agency name

Agency address *

Fill the agency address

Details of the conditions under which the inclusive tour is organised:

i bl the of the inclugive bour *

Complete routing *

Fill the complete routing
Duration of inclusive tour *
Note: ication for prior ission shall be itted to:

) 3 working days in advance for single Mights {up to four fights within two manths )
b) 20 working days in advance for series of flights (more than four fights within two months)

For Cargo flights category for each type of document it is necessary to upload one or more
documents. Once all the documents have been uploaded, the Send Application button must be
clicked to complete the application. Once we click the button the Applications List page will
appear.
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Documents required for the clearance of goods
Tranuport docusent (NWD)

Mo Docuses

Commercial mvosce

'

Mo Ducussent

Saniary cortificates or relsted decuments for ssimal snd plart thipments

H

{
i
{
i
B

|
g

Mo Document

B leter ofl cosfimnatives s Donsignes

Ho  Documend

y for

Certificate of competency and sir operat: nd lssued by the the country of origin

No  Documant

Cerfiticate of alrworthiness *

I I

No  Decumant

Abrwoethiness rrview cnrtsficate *

No  Decument

Certificate of registration

No  Docummnt

Certificate of Inswsrance *

Mo Document

Y risk. For cargo Mights, certificats of third party lability

No  Document

No  Decumant

Dangrrous goods confirmation

l

No  Decument

Statemant sbout serodroae minima

No  Decument

Noise cortificato of sircraft te be used *

No  Document

Péiot licenae *

No  Decumant

Pax Manifest

I

No  Decument

Note, Hor prior ahatt b fox
2) 3 wovking dayy in advance for single fights (wp to tws Aights withve fwe months )
B 20 wonking days iv advance for series of fights (more than foer Bights withis twe momtha)
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For Aerial flights category for each type of.document itiisnecessary to upload one or more
documents. Also, after all the documents have been uploaded, all the required fields must be
filled, and the Send application button must be clicked to complete the application. Once we
click the button the Applications List page will appear.

Application for aerial flights

Documentary requirments for clearance aircraft

Certificate of competency and air aperator's. certificate 3nd an operating license (ssued by the 3ersnautical suthority of the coantry of origin

Ho  Documsnt

Alrworthiness review cerfificate *
Ho  Documsst
Carfiticate of alrworthiness * -
Ho  Documset
Certificate of registration * n

Mo Documst

Certificate of insurance * n
Ho  Docuimest
Awiation liability insurance for passengers and third party risk. For carge fights, certificate of third party Hability -
Ho  Document
Certificate of approval of aircraft radia imstallation
Ho  Document
Dangerows geods confirmation
No  Documsent
Statement shout azrodrome minima
No  Documst
Nokse certificate of alrcraft to be used *
No  Docu st
Pilot license * n
Ho  Documsnt
Pax Manifest n

Ho  Documsed
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Application information

Operator name * Operator surname *

Fill out operator name Fill out operator surname

Operator adress *
Fill out operator address

Aircraft type * Aircraft nationality *

Fill sut aircraft type Fill out aircraft naticnallity

Aircraft registration marks *

Fill ut aircraft registration marks

Ministry of defence authorization for aerial work

Protocal number * Date ™

Fill out protocol no dd/mm/yyyy @8

Crew and employees

Name Surname

Fill out employee surname

Details of propesed operations, including data, location, height to be flown, ete. ™

Fill out operation details

Graphic presentation of the lying area concenred

Mo Document

for prior shail be itted to:
) 20 working days in advance for series of fiights

For Weapons Dangerous goods category all the required fields which have an * to the right of
the name must be filled. For each type of document, it is necessary to upload one or more
documents. Once all the fields have been filled in and all the documents have been uploaded, the
Sent Application button should be clicked. Once we click the button the Applications List page
will appear.

Flight details
Flight number * Date of flight
1 gy
Alrport doparture * Alrport arrival *
v 2
Air waybill number * Destimation *
Pheasa ill out the air wa actin
Dangerous goods details
Munition type * Manufactieer *
ase 11l out the munition type
License exp, date *

Import/Export license number *

Consignor surmame *

Consignee name

Please M cot the conzignee name

Consignee address *

Mease 48 ot

Packing methad *

comuignes addre

wt the packing method
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tary requi nts for clearance of aircraft
Certificate of sompetency amd air operator's certiicats and an operating eense issued by the seromautical authority of the country of origin

Mo Doument

Corliticate of airwoet iness *
Mo Dosument
Certificate of registration * n

Mo Defument

Cortificate ol imsurance *

Mo Dogument

Seviation lability insurance for passengers and third party risk. For cargo flights, certificabe of thind party liability
Ho Document
Certilicate of approval of sircral radio installation ™ -

Mo Deturment

Oamgerous goods contiemation

Mo Doument

Statement aboat aervdnome minkma
Mo Dequrmesd
Melse certificate of aircraft fo be used * n

Mo Deument

P

Ho  Domument

Pax Manifest

Mo Dotumen

Nt Applie atie for pevae pavmiiiing Sha 1 b fubvwsinad fe:
Applicatian mus f b rruncle af Least 10 werking s belare the propased diy of fight.

For Emergency flight category for each type of document it is necessary to upload one or more
documents. Once the required documents have been uploaded, the Sent Application button must
be clicked. Once we click the button the Applications List page will appear.
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Documents required for emergency flights

Rir operatos cortilicate * -
Ho  Decsment
Alrworthiness review certificate * -
Ho  Decement
Cortificate of sirworthanoss * -
Ho  Decement
Certificate of registration * -
Ho  Docement
Hoise cortificat -
Ho  Docsment
Radio lconse =
Ho  Document
Insurance o ertificate * “
Ho  Decument
Pibat oense “
Wo Document
Pan Manifest “
Wo  Document

For Flights within Albanian territory category for each type of document it is necessary to upload
one or more documents. Once the required documents have been uploaded, the Sent Application
button must be clicked. Once we click the button the Applications List page will appear.
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Documents required for Might within Albanian territory

Ealirrmatios o | Foar Lamclin; aned = th ol private graperty

Ha  Bacuments

Condirmation fram locsl autharities, in the case of state property n

Ho  Documents

Cordfirmatios fram the lacsl pelice departmant * -

M Bacuments

P Manisdest “

Na  Dacumem

Abr operrator cerlifiale * -
Mo Bowmmern
Crefinkabe of sirmorthiness -

Ko Dacument

Al oot s revim il ate * -

s Dacumem

Cevtificabe of regishration ™ -

Ha  Document

Pisine Certificate of Alroraft 1o be used = -

ha  Dacurmernd

Ewrtificabe of maurance * u

Wa  Dacumen
Cortificabe of approval of airorei redio insteflation =

W3 Dacument

Ha Dacurrernd

Diplomatic Flight type of application has two flight categories: Civil Flights and Military
Flights.

Clearance

Type of application * Flight category *

Diplomatic Flights v Select v

) . civil
Airport Military

@ LATI O LAKU

Next

ELECTRONIC FLIGHT AUTHORISATION SYSTEM
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For Civil Flight category for each type of-document:itis-necessary to upload one or more
documents and then Sent Application button should be clicked. Once we click the button the

Applications List page will appear.

Documents required for civil flight

Model AS n

Sent Application

For Military Flight category for each type of document it is necessary to upload one or more
documents and then Submit Application button should be clicked. Once we click the button the

Applications List page will appear.

Documents required for military flight

Model AS

No Document

Joint Order

No Document

Sent Application

In the side menu bar there is Applications option, which if we click three other options are
appeared: For evaluation, In process, Completed.

Above the list of applications there are placed three tables with which you can filter applications
by airport type, if you click "All" all applications for both types of airports will be displayed, if
you click "LATI" only applications for LAT]I airport will be displayed, and if you click "LAKU"
only the applications made for LAKU airport will be displayed.
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Applications for evaluation

x
Application No PPR
Applicant
Permit type Application status
Selectatype v Select astatus v
From application date To application date

Clsa feids

Applications list ©

All LATI LAKU
No. ApplicationNo  Airport PPR Applicant Permit type Application status Application date
1 [New 1168 LATI [ Scheduled Flights (Scheduled Sent 14/04/2022 15:04
flights)
1166 LATI 333 [ Private/Single Commercial Flights.  Modified Data 14/04/2022 11:29 -
{Non - scheduled flights)
3 1163 LATI asas [ Serial charter flight (Non - scheduled  Modified Data 14/04/2022 08:45 n

flights)

For evaluation Applications will show all those applications which have been returned to the
applicant by the specialist to complete the documentation. The applicant must click on the details
icon lf&3Wiew the application details. To view incomplete documents, user should click on the
"Complement Documents" tab and a list of documents that need to be uploaded will be displayed.

Clearance  Documents  History  Complement documents

Certificate of approval.of radie installation of airplane *

Ne Document

Insurance certificate *

Ne Document

Aircraft noise certificate *

Ne Document

Airworthiness review certificate *

Ne Document

After user has uploaded the documents Send button should be clicked. The application then goes
to the specialist for approval.

In the process applications will display all those applications that the applicant has in the process
and is waiting for an answer to them.

Completed applications will show all applications that have been approved or rejected for the
logged applicant. To view the details of an application you need to click on the details icon
in the specific application.
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For approved applications the modify button & will also be displayed in addition to the details
one, if this button is clicked the application made by the applicant will be opened and the applicant
should have the possibility to modify this application, after changing the specific data of the
application "Modify" button should be click. The application will be forwarded to the specialist
again for approval after this step.

Applications list ©

No. ApplicationNo  Airport PPR Applicant Permit type Application status Application date

1 1205 LAKU fsdfsdf =) Serial charter flight (Non - scheduled  Approved 22/04/202223:13
flights)

2 1204 LAKU aAs rewia Cargo Flight (Non - scheduled Approved 22/04/2022 22:52
flights)

3 1203 LATI 123456 R Private/Single Commercial Flights. ~ Approved 22/04/202222:48
(Non - scheduled flights)

4 1202 LATI DAS i Serial charter flight (Non - scheduled  Approved 22/04/2022 11:19
flights)

5 1201 LATI ba ST Serial charter flight (Non - scheduled  Approved 22/04/2022 10:47 n
flights)

Depending on the type of application, the applicant will be able to modify the application data. For
the type of "Non-Scheduled Flights" flights, Clearance data can be modified in the "Clearance"
tab, for flights which have fields filled in for travel details, application information or Inclusive
tour charters, these data can also be modified by clicking on the respective tabs "Travel Details",
"Information™ and "Inclusive tour charters". Meanwhile, documents for all types of flights can be
added by clicking on the tab "Documents”. After these steps, the "Modify application™ button will

be clicked.

Clearance Inclusive tour charters ~ Documents

Operator name: * ot Operator address: * g

Aircraft type: * dig Aircraft callsign: * fdg

Aircraft nationality: * dig Aircraft registration marks: * dig

Aircraft capacity: * 1 Departure date: * 04/22/2022
Departure time: * 111 A0 O Arrival date: * 04/22/2022
Arrival time: * WL AM O Itinerary of aircraft: * 11

Agency name: * 1 Agency address: * 1

Minimum price payablea the passenger of the 1 Complete routing: * 1

inclusive tours: *
Duration of inclusive tour: * 1

Modify application
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Clicking the blue filter button at the top right:makes it possible to filter applications by application
number, applicant name, clearance number (PPR), permit type, status of application and by of
application date.

X
Application No PPR
qs PPR

Applicant

Applicant
Permit type Application status

Selectatype v Select a status v
From application date To application date

dd/mm/yyyy £ dd/mmyyyy £

\ Clear fields

Applications list ®

No. ApplicationNo  Airport PPR Applicant Permittype Application status Application date
241 261 LATI 1 Eomititds Military Overflight (Overflights) Modified Data 25/10/2019 14:15 n
242 265 LATI Foldite; Civil Overflight (Overflights) Modified Data 25/10/2019 14:35
243 M LATI PPR6002019 aaaldiled Civil Overflight (Overflights) Modified Data 25/10/2019 15:47 H
244 291 LATI PPR6052019 PR Military Overflight (Overflights) Modified Data 26/10/2019 10:35 H
245 480 LATI PPR0132019 Ptz Serial charter flight (Non - scheduled  Modified Data 07/11/2019 10:51
flights)
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