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V2010 ISU Registration and Flight Authorization Program

Organizational Contact and Personnel Registration
These instructions provide the information necessary to register your Organizational Contacts, Crews, Instructors, Students and any other personnel who might be required to fly in the restricted airspace known as the Olympic Control Area (CYR186, CYR187 and CYR188) between 29 Jan and 24 Mar 2010. Please read and follow them closely, as any deviation will undoubtedly delay processing.

****************************************************************

A separate form is required for each individual. Do not complete them in Outlook. The originals received with the email should be saved in one of your own directories, then opened/completed using the appropriate program. If the files have been removed or corrupted by firewall(s) or security protocols, please advise us in a reply email and we will provide alternate download instructions. Detailed completion instructions for all forms are provided in the following paragraphs: 
 

1. Organizational Contacts (OCtc) must be registered first, using the Organizational Contact Registration Form. An OCtc is any individual who will be required to submit forms (manifests, individual registration forms, bulk flight authorization requests, etc) to R&FA on behalf of their respective organization. Do not wait to receive OCtc approval. Begin registering Crew and/or Employees right away, using the Individual Registration form. Private operators should register using the Individual Registration form. We do not require actual signatures - they must be retained on file by the submitting organization.
2. Acrobat Reader (.pdf) forms: Acrobat Reader 7.0 or above is required for the .pdf email and print macros to work (download is free from the Adobe site: http://www.get.adobe.com/reader/). Saving the form with data is not possible, but the completed form can be printed for signature and retention. The button at the top of the form must be used to generate an email which will send the electronic data to R&FA (see para 4).

3. MSExcel and MSWord (.xls/.doc) forms must be saved in the original format (.xls or .doc). Some agencies have experienced problems saving in these formats, however, and if you are experiencing the same difficulties you may choose to save and email the completed forms in .xml format instead. Instructions for accomplishing this are included in paragraph 7, below.

4. All forms have macro buttons embedded that generate an email and attachment for transmission to R&FA. The lead-in of the email subject line, if provided, should not be changed, but a suffix may be added for tracking purposes. The Acrobat macro button will generate an email with an .xml file attached, but it contains only the data from the form itself. MSWord and Excel “Save” buttons offer the option of saving the completed form to the desktop under a unique name.

5. Enabling macros will allow several forms to be saved and submitted in succession, and macro security can be adjusted from any open Word or Excel document window. Open the "Tools" pull-down in the top menu, then scroll to "Macros" and "Security" in succession. Select "Medium" and “OK”, then close and reopen the form. This will induce a security warning asking whether you want to enable macros, and you should answer yes (“enable macros”). This prompt will always come up when macros are detected, so the computer will not be left open to attack.

6. If macros cannot be enabled, completed MSWord and Excel forms may be saved, attached to a new email manually and sent to R&FA. The email subject line for OCtc registration forms must begin with the phrase: OCtc Registration:, and the email subject line for Crew and Employee registration forms must begin with the phrase: Individual Registration: in order for our filters to function properly. The R&FA email address is: V2010-R&FA@rcmp-grc.gc.ca, and full-form emails should be limited to five attachments each.

7. Saving in .xml data format: After completing the form and saving/printing a copy for signature and retention, select "Save As" from the "File" menu. Open the "Save as Type" pulldown at the bottom of the window, select "XML Data", and type a unique name for the file (i.e [Your Organization]_Smith) in the “File name” box. Select the "Save" button on the right. If there is a problem with the .xml data a warning will appear advising that the data can't be saved. If all is OK, however, you will receive a warning that formatting will be lost. Disregard the warning and click "Continue" to save the data file. We only require these .xml files for our import, and they can be attached to an email in large batches. We recommend no more than twenty at a time, however, to avoid problems with email size limitations.
8. “Explicit” consent, in the form of a signature, to release the personal information contained on either form must be obtained from the individual identified therein whenever possible, and a signed hard-copy of each form must be retained on file by the organization. The “Type/Method of Consent” box on the bottom-left side of the form must be annotated “Explicit”, the date must be entered on the right, and the rest of the section may be left blank.
9. If “Explicit” consent is not possible, it may be received verbally, in writing, or by another means. This must be indicated on the completed form by entering “Other” in the “Type/Method of Consent” box on the left, typing the name of the OCtc who received the consent in the appropriate middle block, describing the method whereby consent was received in the adjacent box and enetering the date consent was received. A hard copy of this consent form must be signed by the receiving OCtc and retained on file by the organization as well.
10. Some individuals will be requested to attend a personal interview(s) with RCMP personnel. OCtc will be advised if/when this is required, and a suitable date/time and location will be arranged. When this is necessary, individuals will be requested to sign a copy of the consent form by the RCMP member conducting the interview.
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