
BIBLIOGRAPHIC DATA SBEET {I. CONTROL NUMBEAt Z SUBJECT CLASSIFICATION (695)
BIBLIOGRAPHIC DATA SHEET PN-AAJ-1985. TITLE AND SUBTfl LE 240) DP00-0000-G136 

Management consulting services for the Civil Aviation Administration improvement
program, Addis Ababas "Lhiopia; final.report 
4.ZERSONAL AUTHORS (100) 

5. CORPORATE AUTHORS (101) 

Systems Analysis and Research Corp. 

6. DOCUMENT DATE (110) 

1971 
7. NUMBER OF PAGES (120) 

l12p.[ 
t 8. ARC NUMBER (170) 

ET658.S995 
9. REFERENCE ORGANIZATION (130) 

SARC 
10. SUPPLEMENTARY NOTES (500) 

11. ABSTRACT (950) 

12. DESCRIPTORS (920) 
Management methods 
Management training 
Goverfiment 
Ethiopia 

Management systems 
Air transportation 
Personnel management 

13. PROJECT NUMBER (150) 
633011000 
633011000 

14. CONTRACT NO.(140.) 5. (1NTRAC 
TYPE (140) 

Ethiopia 
16. TYPE OF DOCUMENT (160) 

AfD 5SU-7 (10-79) 



9 E-r PN-4Y 

REPORT ON 

Management Consulting Services
 

FOR THE 

Civil Aviation Administration 

IMPERIAL ETHIOPIAN GOVERNMENT 

September 1970 - December 1971 

Systems Analysis and Research Corporation 

WASHINGTON, D. C. 



FINAL REPORT 

MANAGEMENT CONSULTING SERVICES 

CIVIL AVIATION ADMINISTRATION IMPROVFM7AT PROGRAM 

ADDIS ABABA, ETHIOPIA 

by 

SYST0IS ANALYSIS AND RESEARCH CORPORATION 

WASHINGTON, D. C. 

AID LOAN NO. 663.H.015
 

December 1971
 



1 

page 1 

TABLE OF CONTiTS 

PAGE NO.
 

I. INTRODUCTION 


II. THE RESTRUCTURING OF CAA 4 
REVIEW OF EXISTING ORGANIZATION AND PROCEDURES 4 

1. Background
 
2. Review of Past Studies 
 5 
3. The Initial Interview Program 6
 

.THE PROPOSED NEW ORGANIZATION 8 

APPROVAL AND ANNOUNCFAIUT OF THE RMRGANIZATION 10 

"IMOLEMENTING THE NEWi ORGANIZATION 11 

1. defitification of Key Functions 11 
2. Proparation of Position Descriptions

3. Staffing the New Organization 

11 
12
 

III. DEVELOPMENT OF PERSONNEL PROGRAM 
 14 
DESIGNING A SALARY SCALE 
 14 

1. Approach in Constructing the Scale 
 U 
2. Deac-iption of the New Scale 
 15
 

THE CLASSIFICATION OF POSITIONS 
 16
 

PERSONNEL PROCEDURES 
 17
 

REQUEST TO CPA FOR DELEGATION OF AUTHORITY 
 18
 

IV. ADMINISTRATIVE PROCEDURES AND OPERATING GUIDELINES 20 

POLICIES, ORGANIZATION AND FUNCTIONS 
 20
 

GENERAL ADMINISTRATIVE PROCEDURES 20 

OPERATING GUIDELINES 
 22 

V. FINANCIAL MANAG131ENT 
 24
 

FINANCIAL PROCEDURES 
 24 

ESTABLISHING AN INVENTORY 
 25 

THE NEW FINANCIAL ARRANGEMENT 26 

FINANCING THE CA AS AN AUTONOMOUS AGENCY 27 

1. Primary Areas of Potential Revenues 
 28 



page i
 

PAGE NO 
2. Other Possibilities for Increasing Revenues

3. Summary 

30 
34
 

THE QUESTION OF SUBSIDY FOR GAA 
 35
 

V19 SUPERVISORY TRAINING PROGRAM 
 37
 

VII. RECOJMENDATION NLADE TODCAA 39 

VIII. EVALUATION OF THE PROJECT 
 49 

QUALIFICATIONS OF THE STAFF 
 49 

PROSPECTS ,1F1R IINANCIAL SELF-SUFFICIENCY 51 

OPERATING PROCEDURES AND GUIDELINES 52
 

TRAINING 
 53
 

UNRESOLVED PROBLEMS FACING CAA 
 54 

IX. BREAKDOWN OF PROJECT COSTS 
 57
 

X. FINAL SHIPPING REPORT 
 59 



I 'INTRODUCTION 

BACKGROUND 

In September 1970, the Civil Aviation Administration (CAA) contracted with 
Systems Analysis and Research Corporation (SARC) to provide management consulting 

services. The contract called for SARC "to 	assist CAA in establishing an organi­
zation with adequate authority, power and capabilities to fulfill its responsibili­

ties for the Administration of Civil Aviation in Ethiopia."
 

The 	 contract became effective on September 3, 1970 and covered a one-year 
period. However, to provide more time for implementing recommended changesp and 
to provide supervisory training, it was extended for an additional four 
onths,
 

to January 3, 1972. 

SCOPE OF THE PROJECT 

Article 3 of the Contract established in some detail the work to be performed 
under the contract. For reference purposes, the items listed under Article 3 are
 

included here: 

1. 	 Review the presant organization and administrative procedures of the Civil 
Aviation Administration (CAA) for the purpose of recommending and asaisting 

in the implementation of improvements in the organizational structure. Re­
view all previous studies and recommendations available and if necessary 

conduct a financial and management audit of CAA. 

2. 	 Develop a scheme of organization for CAA to accomplish the objectives of 
the contemplated reorganization, and prepare job descriptions showing the 

responsibilities and duties required by each key position.
 

3. 	 Develop total staff requirements and personnel qualifications required to 

man the positions in Item 2 above. 

4. 	 Develop necessary clearnace functions within each division as related to 
other divisions within CAA. 
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5. Prepare an administrative manual and a technical manual that will seve 
as guidelines for the operation of the CAA organization. 

6. Riview and revise job classifications and recommend to CAA pay scales 
based on the revised job classifications, incremental increases and incer.­
tives designed to attract aru 
 retain qualified personnel. "he procedures 
shall inclu!e recommondations for all personnel regulationa, training re­
quirements, promotional opportunities and disciplinary procrdures and re­
gulations, applicable to CAA and consistent with Central Persnnnai Agency 

regulations.
 

7. Prepare procedural and operational manuals for budgeting, revenua collection 
and billing, accounting, auditing, property control and procurement and 

stores.
 

8o Study existing sources of revenue and suggest additional methods of increas­
ing CAA revenues, looking toward eventful financial autonomy for CAA. 

9. Review the existing arrangements regarding the coordination between the 
Head Office and the Branch Offices.
 

10. Review the existing procedures for enforcing the law and regulations relative 

to Civil Aviation in Ethiopia.
 

11. Identify supervisory training requirement-%, develop and conduct Immic and 
advanced supervisory courses; train a CAA "Supervisory Training Officer"; 
evaluate effects of training course; and recommend future actionz and pro­
cedures for pre-assignment training of newly-.selected supervisors" (added 
by contract amendment No. 2).
 

FORMAT OF THE REPORT
 

This report essentially is a chronicle of the work performed, beginning with the 
initial review and continuing through the implementation period. Major aspects of
 
the program are treated separately, and include discussions of organizational restruc­
turing, personnel program development, administrative and operating procedures, 

financial management and supervisor development. 
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The substantive portion of the report concludes with an evaluation of the work 
accomplished during the pariod of the contract. 

ACKNOWLFGEME TS 

In an endeavor which spans a period of more than a year, and which includes in 
its scope the activities of a complete government agency, it is inevitable that 
contacts will be numerous and close. Under such circumstances, it would be 
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having been particularly helpful in the conduct of this program. The cooperation 

of all CAA staff was outstanding, and relations between SARC and CAA personnel 
were candid, but most cordial. The many very frank discussions were helpful in 
assessing the problems, and the extremely pleasant personal relationships greatly
 

facilitated the implementation process.
 

The assistance and cooperation of Ato Hailu Alemayehou, Administrator of Civil
 
Aviation, is pratefully acknowledged. His understanding of the nature of the 

work being performed and his very evident desire to improve the organization was
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Board, under the Chairmanship of H. E. Ato Getachew Bekele, and to H. E. Lij 
Endalkachew Mikonnen, Minister of Communications, Telecomnunications, and Posts, 
for their support of and interest in the program. 

In the course of the project numerous contacts were made with individuals in
 

agencies outside CAA, including the Ministry of Finance, the Auditor General, 

Ethiopian Electric Light and Power Authority (EELPA), Imperial Highway Authority
 

(IlA)p Central Personnel Agency (CPA), Imperial Board of Telecomyunications of
 

Ethiopia (IBTE), Ethiopian Air Lines (EAL), and the local USAID Mission. Officials 

in all these agencies were responsive, and most cooperative in SARCs efforts to
 

develop an autonomous CAA suitable for the needs of Ethiopian civil aviation. 
In 

particular, the assistance of Ato Kebede Gebre Mariam, CPA Commissioner, (Vice 

Minister) in providing information and guidance on personnel matters, and the 

cooperation of Mr. Joseph L. Brumit, General Manager of Ethiopian Air Lines, who 

gave so generously of his time, are gratefully acknowledged. 
S 

The contributions and cooperation of all these officials and CAA staff members 
were fundamental to SARC's work, and recognition for their help is appropriate. 



-4-

II. THE RESTRUCTURING OF CAA 

REVIEW OF EXISTING ORGANIZATION AND PROCEDURES 

1. Background 

When -work commenced under the present contract# in September 1970, the Civil 

Aviation Administration was functioning under authority granted by the Emperor in 

Order No. 25 of 1962 and Decree No. 48 of 1962. The organization thus established 

was in effect a semi-autonomous government agency. It had an Administrator and a 

Board, but was located within the Ministry of Communications. Its budgeting and 

financing were subject to the regulations and actions of the Ministry of Finance 

as a part of the Ministry of Communications, which among other things necessitated 

that all revenues collected by CAA be transmitted to the Ministry of Finance for 

general government use; and its personnel administration was subject to the regula­

tions and authorizations of the Central Personnel Agency (CPA). 

The Civil Aviation Order of 1962 coincided generally with intensive development 

of civil aviation in Ethiopia. The national carrier, Ethiopian Air Lines (EAL)p 

had ordered its first jet aircraft; new airport construction was undertakenp to 

provide facilities suitable for anticipated increases in international air travel;
 

and the CAA was busily training technicians to undertake the technical services 

and regulatory functions contemplated in Order No. 25. 

In 1962 the organization of CAA was largely an informal one, with substantial 

assistance being given by International Civil Aviation Organization (ICAO) advisors, 

and other expatriate personnel. By 1966 the functions of the agency were crystallized 

sufficiently to be grouped into four operating departments, and an administrative 

department, all under the direction of the Administrator and a Director Gcaieral. 

Although not included on the 1966 organization chart, a field organization vras also 

in being, at Haile Selassie I International Airport , Addis Ababa, at Asmara# and to 

a minor extent at Dire Dawa and Jimma. Numerous meteorological stations oompleted 

the field arrangement.
 

During the developmental period beginning in 1962, and more predominantly from 

1966 on, the CAA found itself handicapped in carrying out its responsibilities to 

develop and regulate civil aviation in Ethiopia. It required technicianse but could 
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not retain them once they were trained, because of inadequate salaries and incentives. 

It generated revenues which would have assisted materially in operating the agency, 

but could not utilize these funds. Financing the operation was difficult because of
 

the inadequacy of funds in the nation's general treasury. 

Against this background, the Ethiopian government applied to the United States 

Agency for International Development (AID) for a loan to improve the Addis Ababa 

and Asmara airports. AID recogi.ized the difficulties facing CAA in its attcpts to 

finance its routine operations, and the necessity for having a well-qualified, 

adequately-funded organization to operate and maintain the new equipmant. Therefore, 

when the loan was approved, it carried with it the condition that CAA be made an 

autonomous government authority, with the ability to generate and keep its own re­

venues. Eventually, it 4as expected that CAA would be financially self-bufficient. 

An additional precedent to the loan was a requirement that CAA engage a management 

consulting firm to assist in creating an organization which was geared to operate 

as an autonomous corporation. SARC was selected to assist in developing the new
 

structure. 

2. Review of Past Studies 

Since 1962 a number of studies have been made dealing with civil aviation in 

Ethiopia. A US Federal Aviation Agency (FAA) group drafted a report in 1964 after 

inspecting the work done in connection with the original airport expansion program; 

in addition, a brief report was submitted by the General Accounting Office (GAO) 

which assessed the work of the contractors in the tame program. In 1968 the engi­

neering firm of Tippetts-Abbett-McCarthy-Stratton (TAMS) prepared an economic 

analysis related to Addis Ababa and Asmara. Finally, Public Administration Service 

(PAS) submitted a report to AID on the organization, operation, and general manage­

ment of CAA. 

Prior to undertaking the initial examination of CAA's structure and operation 

all of the foregoing studies or reports were reviewed. Of the group, only the 

PAS report had any relevance to the current review of CAA. The FAA report dealt 

primarily with how physical components installed under the previous loan could be 

improved, with no reference to organization or management. The GAO audit report 

contained allegations and counter allegations about performance under the previous 

loan, which, of course, had little bearing on the current project. The TAMS report 

apparsntly was the economic feasibility study which provided the basis for the pre­
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sent improvement program at the Addis Ababa and Asmara Airports. 

The PAS study highlighted the management and financial difficulties in the
 
existing CAA organization, 
 and presented certain recommendations which it felt 
would mitigate the agency's difficulties and make it more efficient. Among other 
things, it recommended that (1) CAA be established as an autonomous agency; (2) it 
be permitted to keep its own revenues; (3) it improve relationships with CPA and
 
the Ministry of Finance; 
 44) salaries be improved; and (5) top level management be 
strengthened. 

The analysis by PAS has been helpful in the present management consulting program, 
and in fact appears to have inspired some of the actions taken in connection with 
the AID loan - notably the creation of CAA as an autonomous agency. The PAS report 
provided a good background for SARC's initial review of CAA. 

3. The Initial Interview Program 

During September, October and part of November of 1970, the present Civil Avia­
tion Administration was reviewed in detail, in order to learn as 
mucn as possible
 
about the organization - its functions and its people. About 
 sixty-five persons 
were interviewed, within the agency and outside. 
Contacts within the CAA rLnged
 
in level from the Administrator to a typing pool member. Outside interviews were
 
held with officials in Ethiopian Air Lines, 
 the Ministry of Finance, Office of the
 
Auditor General, Imperial Board of Telecommunications 
 of Ethiopia (IBTE), Ethiopian 
Electric Light and Power Authority (EELPA), Imperial Highway Authority (IHA) and 
the Central Personnel Agency (CPA). 

Facilities were inspected at Asmara, Addis Ababa and Dire Dawa, and staff were 
interviewed at these locations. Tours were made of Headquarters offices and stcres 

facilities.
 

As a result of the interviews and inspections, a aer'd understanding of CAA was 
developed. The interviews in many instances follow, -apattern which aide it re­
latively easy to identify certain problems, e.g. low salaries, lack of coordination 
mechanism and inconsistent personnel practices. Also, strong points of the organi­
zation soon became evident as a result of the interviews. 

a. Strengths of CAA 

On the positive side, it became apparent that the initial organization 
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of 1966 represented a valuable move in the direction of ordering the funotions of
 
CAA into a logical framework. As a result of this good work, the changes re­

commended to CAA represented for the most part, a refinement and extension of that 

effort.
 

Secondly, it was evident that with some exceptions the technical aspects of
 

CAA were in a relatively good state, primarily due to emphasis on technical training,
 

and the fact that senior technical people as a group are well qualified.
 

Thirdly, there are able people in the non-technical area (although not enough
 

of them) who could assist in the establishment of a new organization.
 

Finally, the initial survey revealed an intense desire to make whatever
 
changes as may be necessary to improve the organization. There appeared to be sub­

stantial pride in CAA, with the staff psychologically prepared for a change.
 

b. Weaknesses in the CAA Operation
 

The review disclosed a number of weaknes&es, which could be classified into
 

four broad areas:
 

(1) Organizational Deficiencies
 

(a) Policy and staff functions, as contrasted with operating 

functions, needed to be clearly defined. The question of 

precise jurisdiction at airports, as between the airport 
management and the technical departments at Headquarters, 

raised serious coordination problems. Key Headquarters 

personnel found themselves involved in such matters as dis­

cussing annual leave for an employee in the field. 

(b) Groupings of homogeneous functions were needed. The existing
 

organization contained a mixture of functions within an area 

which by their nature logically should be separated.
 

(c) Provision for specialized functions was required.
 

(2) Need for Mananement/Supervisory Capability 

It became evident at an early stage of the review that many of CAA'. 
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problems stemed from the fact that supervisory personnel had training beforeno 
their assignment to supervisory positions, and little such training since.or no 
In most cases the individuals were employed first as technicians and later elevated 
to supervisor status. 
Many of the discipline problems which were encountered at
 
the first line of operation could in fact have been eased, had the supervisor been 
given some training in dealing with people at a su )rdinate level. 

The lack of management background .-an through the organization, and,
 
as a result, management activity which would prevent a situation from developing
 
did not occurl or some system was not developed which could facilitate the agency's
 
work. It is likely that this situation was the result of the emphasis which CAA 
technical functions has received in the past. 

(3) Inconsistent Personnel Policies and Practices 

Although an effort waoi made to follow CPA personnel regulationsp these
 
regulations are not detailed 
in many areas, and as a result inconsiatencies were
 
present which 
resulted in serious morale situations. This condition probably
 
developed because of the lack of specific guidelines for personnel handling, and
 
the lack of management training discussed Also, to be
earlier. there appeared 

some inequities in salary arrangements, in addition 
 to the low level which applied
 
generally within CA, which contributed materially to poor morale.
 

(4)Inadequate Financial System
 

The financial affairs of CAA were keyed to Ministry of Finance account­
ing, budgetary and allocation processes. 
 The result was not good. As an indepen­
dent agency it will be necessary that CAA have adequate financial procedures which 
maximize revenues, provide effective cost controls and maintain adequate inventory 

protection.
 

THE PROPOSED NEW ORGANIZATION 

With the knowledge and background obtained frou the initial studyp an organiza­
tion plan was developed for presentation to CAA. The proposed organization sought 
to correct the basic organizational difficulties discovered during the review, and 
to create an opportunity to operate effectively as an independent agency. Principal 
points of the proposed organization were as follows, 



1. It distincuished betwUen oeraing and poliav/staff functions bv .1actna
 

all operating responsibilitv in the field, with policy and staff functions
 

mntained in Headquarters.
 

This concept is generally accepted as a logical organizational arrangement. 

It minimizes jurisdictional difficulties between the field and Headquarters. 

Probably more important, it frees Headquarters from operations details and allows 

it to concentrate on improvement of r.ystems, development of operating standards, 

monitoring the field operations and development of regulations.
 

2. It recognized and gave appropriate weirht to the three primary areas of (:AA 

activy- operations, ehyineerinr, and. administration. 

This arrangement has the advantage and logic of grouping like activities 

into functional areas. Thus, for example, it consolidates en.ineering functions,
 

and avoids jurisdictional difficulties which arise from including operations 

activity within an enpineerinq unit. 

3. It regrouped operating divisions into areas which correspond to field oDerations. 

Under this arranvement, the appropriate office can respond to requests for 

guidance from the field, and are loqicil for determining standards. All aero­

drome matters were located in the Aerodrome Services Division, and all as.ectF 

of Air Traffic Sorvice. were ircltded in that Mivision to facilitate policy and 

staff direction. 

4. It provided an independpnt nffie for flight safetv. 

This is essential, for as an investigator and interpreter of safety rules, 

it should not be part of the unit which creates them. 

5. 	 It provided a Controller, for close financial superviqion, to reflect the 

ortance of financial aspects in an independr.nt a °encv. 

6. It established an office for Plans and Poley, torrovide a plar-ing f, mction, 

and a nucleus for fut,.ire ,;A activities. 

It was contemplated that initia-lly, in addition to planninr!, this office would 

http:independr.nt
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contain several miscellaneous functions, some of which were being hamled in 
operating offices. By tranaferring international affairs and interageney 

liaison reaponsibility to this office, the operating division would be re­
lieved of what amounts to extraneous activities. Also, legal and public 
information functions could best be handled as adjuncts to the Administrator's 

officep since they cut across all CA functions. With a planning function, 
the groundwork is established for an organized approach to policy-making, and 
for economic regulatory functions not presently performed, but which will be 

necessary as aviation develops. 

7-	 It provided for a coordinated trainin proW.am 

By giving the Personnel Management Division responr~ibility for coordinating 

all training programs, CAA will be assured of consistency and uniformity in its 
training activity. This office will conduct some non-technical traininagp and 
will work with technical offices in developing a coordinated rogram. 

To support the proposed organization there were developed appropriat. state­
ments of responsibility, functions, coordination procedures and job descriptions 
for key positions. A broad statement of functions accompanied the proposed or­
ganization chart, which covered only primary levels of activity. 

APPROVAL AND ANNOUNCEMENT OF THE REORGANIZATION 

The proposed organization plan was presented to the Administrator for his consi­
deration. Except as noted below, the proposal was satisfactory, and the modifica­

tions suggested by the Administrator and accepted by SARC were not inconsistent with 
the principles which dictated the original organizational plan. Modifications in­

cluded: 

1. 	 Changing the level of meteorology from that of a Division to a 

Department. 

2. 	 Creating an additional position as Assistant Managerp Administrative 

Services.
 

3. 	 Creating an Office of Technical Planning. 

With respect to the first modification, SARC expressed its written reserva­
tion. It was our contention that aviation meteorology was not sufficient to warrant 



Department status. CAAp however, took the position that this level was Justified 

because the meteorology function in fact was the Ethiopian national msteorogy 

service. 

After having come to tentative agreement with the Administrator on a proposed 

new arganization, it was necessary to have it approved by the Civil Aviation Board. 
A presentation was made and the matter deferred for additional study. In the, mean­

time. H. E. the Minister of Communications, Telecommunications and Posts requiested
 

that the substance of the new organization be given to a "Coordinating Committee", 

comprised of the heads of each agency within the Ministry. This was done, and 

provided a basis for the later, final presentation to the Board. After full consi­

deration and minor revisions, principally in position titles, the Board approved
 

the proposed plan of organization, and it was announced to the staff by the. Adminis­

trator on February 10, 1971. The organization chart as approved is included with
 

this report as Appendix 1.
 

IMPLEMENTING T11E NEW ORGANIZATION 

1. Identification of Key Functions
 

With t he adoption of the reorgaaiization plan, the implementation process was 
begun. Statements of functions and position descriptions which had been prepared
 

for key positions shown on the organizational chart were discussed with the
 

employees designated for these spots. This was a valuable exerci .. -,tended to 

eliminate ambiguities and any apparent duplication of functions which the officials
 

might have detected. With these interviews, the allocation of major responsibilities
 

was clear to the principal staff members. The function statements and position
 

descriptions for these key offices, together with administrative procedures dis­

cussed later, established appropriate clearance mechanisms between offices within 

CAA Headquarters, and between Headquarters and Field Offices. Appendix 2 

summarizes the functions of key positions.
 

2. Preparation of Position Descriptions
 

Although the contract specified that position descriptions be prepared only for 

key posi1toas, it appeared desirable to develop uniform descriptions for each of 

the 200 different positions incorporated in the activity of CAA. Previously, 

position deseriptions had been prepared in a uniform format only as to a particu­
lar technical activity. Periodically, Central Personnel Agency Forms 14 were 
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subitted, which detailed the duties of the individual whose name appeared on the 
form. There appeared to be little coordination of the duties performed by persons 

with identical position titles. 

Thus# the preparation of position descriptions, uniform in format and in
 

content as to identical positions, provided CAA for the first time with a systematic 

basis for position classification and salary assignment. During the period follow­

ing the development of the posit-on descriptions, there occurred the inevitable 

revisions of position titles. However, this phase passed quickly and the position 

descriptions were then coorcinated with the classification schedule. Samples of
 

position descriptions appear as Appendix 3. One feature of the description writ­

ing was to include multiple functions, particularly at the lower levelap to insure
 

flexibility in the assignment of tasks. For example, the airport firemang who 
usually are not active, were assigned, in addition to their fire duties, responsibi­
lities for landscaping, carpentering, etc. as directed.
 

3. Staffing the New Organization 

Having outlined the key elements of the new organization, it was then necessary
 

to develop substructures and to determine staffing requirements with the advice and 
assistance of CAA offices. This process was long and tediousfor the qualifications 

and present salary of each of the nearly 700 employees had to be consideredp in
 

relation to the salary scale, the position classification schedule, and the require­

ments of the new organization. 

Under the old organization, there were 701 positions, excluding the Administrator
 
and Deputy Administrator. The new staffing arrangement which incorporates staff 

thinking for the near future, calls for a total complement of 818 people. SARC feels
 

that the plan is most generous, and has recommended to CAA that except for certain 

specialities, any increase in CAA activity over the next five years be absorbed by
 

the present staff. The agency in fact is planning to fill only a small number of 

vacancies in the first year, with a "wait and see" attitude for the balance. In 
addition to its fiscal benefits, maintenance of staff at present levels will permit 

a continuity of service which should contribute to the afficiency of the organization. 

Because of the changes in organization, a minor number of employee transfers took 

place. Also, as a result of the reorganization, there were about twenty unassigned 

individuals to be reported to CPA as redundant. Unfortunately, reductions in staff 
cannot be affected until every effort has been made to locate a position for one 
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declared redundant. It may be possible to separate the surplus people after one 
year's time has elapsed, but in the meantime they must be maintained on tke payroll. 

This procedure, as can be expected, results in overstaffing, for only if a person 
is untrainable or otherwise complately unsatisfactory is an attempt made to terminate 
his serrice because of his redundancy. CAA is no exception, and the staffing plan 

which finally evolved is, as stated earlier, extremely gelcrous, although not too 
costly because the excess staff is for thA most pairt at the lower grade lovel&. 

The qual-ity of appointmcji-s to key positions generally has been good. It is 
SARC's view that the administrative area, in which momy of CAA's problems flourished, 
in particular has been strengthtened. Technical management, with a few eceptions, 

also should be satisfactory in light of key appointments in technical ares. 
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III. DEVELOPMENT OF A PERSONNEL PROGRAM 

It was clear from SARC's initial review of CAA that an urgent need existed for
 

a coordinated personnel management program. The existing salary structure was not 

adequatep indeed no formal agency scale was in use; there was no agency classifica­

tion schedule, although positions were graded in a sense; no written procedures 

were available; personnel evaluation and discipline were conducted on a rather
 

haphazard basis; and there was no incentive awards program. SARC's efforts were
 

directed first to creating a satisfactory salary arrangement, then to the proper 
classification of positions, and finally to the development of a series of proce­

dures for proper personnel administration.
 

DESIGNING A SALAPY SCALE 

One of the more serious personnel problems confronting CAA over the years has
 

been the agency's difficulty in providing adequate salaries for its staff. Up
 
to this time, CA had no uniform wage or salary policy. Salaries and wages in
 
the past had been established primarily on a judgment basis. Salary increments 

were given at irregular intervals, in varying amounts depending on the availability 
of funds, and the selection of employees to receive increments was mide on a judg­

ment basis, by committee. 

Because no definite policy existed, CAA has suffered. Technical personnel 
trained at great expense moved to other agencies or firms because of )ow salary 

levels. Personnel morale has been adversely affected by the lack of uniformity 

in granting salary increments. 

As an autonomous agencyp it is necessary that CAA have an appropriate salary 

scale competitive with other technical agencies or corporations, and with provision 

for uniform salary increments, based on length of service and performance. Pro­

vision also must be made for rewarding those employees whose performance warrants 
merit increases. The salary scale developed by SARC incorporated these provisions. 

1. Approach in Constructing the Scale 

Several principles were established prior to he research which was necessary in 
establishing the salary scale. In the first placep it was determined that the 
mmm, salary for persons required to be on the job full-time would be W50 per 
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month. Secondly, an attempt would be made to attain the average (not the highest 

or the lowest) levels of current salaries paid by similar agencies. Thirdly, the 

spread between the minimum and maximum levels should be adequate to assura reason­

able financial advancement for the individual employees, but with due rcgard to the 

financial impact which such wage increase would be likely to have on the agency's
 

budget in future years. Finally, the spacing of incremental increases should be
 

such as to encourage employees in the conduct of their functions. 

With theae principles in mind, a detailed comparative analysis was made of 

current aLlary scales in effect for IBTE, EELPA, I11A and Ethiopian Air Lines. These 

agencies were selected as being the ones which most nearly resemble CAA in their 

scope of activity and geographical coverage. A proposed scale by the Central Per­

sonnel Agency was included in thn analysis, to reflect the influence of government 

ministry salary scales. 

2. Doscription of the New Scale
 

Following the approach outlined above, a salary scale was developed which it is 

believed will meet CAA's present and future requirements. The scale begins at $40 

per month in Grade 1 and has a maximum beginning salary of $1300 in Grade 20. rhe 

Grade 1 level would be used to classify those employees who perform manual er 

custodial duties, and who are required to be present on the jab less than full-time. 

In other respects the scale meets the principles which were specified. The mini­

mums and maximums fluctuate around the average of the five agency scales, and for 

the most part are below the highest salary levels among the five agencies analyzed. 

The average spread between the beginning rates and the maximum, among the five 

agencies, ranges from 160% for Grade 1, to 481 for Grade 20. The CA scale has a 

spread of 100% for Grade 1, then tapering downwards to a constant 40 percent from 

Grade 9 through Grade 20, for service increments only. Including the merit incre­

ments discussed below, the maximum is from 150% for Grade 1, tapering down to 60%, 

from Grade 9 through Grade 20. 

The CAA scale will cover a service period of 12 years, providing annual salary 

increments for the first four years, and biannual increments for the next 8 years. 

It is felt that modest annual service increments for the first several years, plus 

an opportunity for merit increments, offer an incentive for better performance on 
the part of the employees. ThG increments would provide for a minimum increase of 

$5 in the lowest grade and a mdyinim of % beginning with Grade 8. Because ef the 
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unusual costs associated with implementation of salary adjustments, it may be
 

necessary to alter the nnual increment arrangement slightly during the transi­

tion period of two or three years.
 

The salary scale has been designed to permit eight successive salary increases
 

based on satisfactory performance. However, the personnel evaluation procedures
 

provide that only 5Y// of an increment shall be granted to an employee whose service
 
is only marginally satisfactory. In addition, special merit increases may be given,
 

which permit attainment of a salary level in each class which is above the maximum
 

allowable for normal satisfactory service only. Thus, the normal maximum may be
 

reached in less than twelve years through a combination of normal service increments
 

and merit increases.
 

In establishing a salary scale, it is essential, of course, to consider the cost
 

impact on the agency. If the maximum for each grade is too high, and that period
 

covered by the scale is comparatively short, salary costs for the agency could in­

crease beyond the agcncy's financial capability. The CAA scale, as pointed out
 

earlier, is limited to an increase of 40 percent (for Grades 9 - 20, which would
 

involve the greatest dollar amounts) over a 12-year period, which would not appear
 

to represent an unreasonable liability on CAA.
 

It is believed that the CAA scale is reasonable fro, all points of view. It is 
well within the range of salaries paid by comparable agencies; it provides for 

reasonable service increments; and the spread between grade minimums and maximums 

does not unduly commit the agency in a future period. A copy of the salary scale
 

is included here as Appendix 4.
 

THE CLASSIFICATION OF POSITIONS
 

The proptc classification of positions in a graded salary scale presents an
 

extremely complex problem. 
Books have been written on the subject and numerical
 

rating systems have been devised in order to make the classification as objective
 

and scientific as possible. However, in the final analysis it is the elemeat of
 

informed judgment, gained by a study of the relative responsibilities and qualifi­

cations of the positions, which is the decisive factor.
 

In the assignment of positions to grades, as reflected in the classificatien
 

schedule developed by SARC for CAA, the primary consideration was the respentibility
 

attached to a given position, relative to other positions. Where possible the
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classification of positions in Imperial Highway Authority, IBTE, EELPA and
 
Ethiopian Air 
Lines which could be identified as similar were examined, averaged 
and fitted into the proposed CAA ichedule. 
 In determining the classification of
 
technical positions, the results of a CAA analysis of several years ago, and CPA
 
comments on that proposal, were useful guidelines. Current salaries of CAA 
employeas were not ignored, for they do represent classifications of a a&rt. 
How­

ever, the salary element was a minor consideration.
 

A statistical classification system advanced by one Dr. Seyoum, a Haile Selassie
 
University consultant who worked with CAA in 1963 and 1964, was tested. Although 

useful in some respects, it was found to be impractical for most of the CAA posi­

tions.
 

While there undoubtedly will be reclassifications in the future, it is believed
 
that the initial schedule of position classifications (Appendix 5) is fair to the 
employees, reasonable in relation to the comparati-:- lob responsibilities and reason­
able in relation to other agency classifications.
 

PERSONNEL PROCEDURES (VOLUME II, PART 1 OF THE MANUAL) 

In the past, CAA has operated without the benefit of personnel procedures specifi­
cally keyed to the CAA operatLon. Instead, the managers relied on CPA regulations 
which were satisfactory as general guidelines but were not specific. 
Consequently,
 
inconsistencies in personnel practices occurred which resulted in inequitable treat­

ment of CAA personnel. 

In developing procedures which would provide an integrated personnel program, 
SARC attempted, generally, to follow the regulations of CPA. Every effort bas
 
been made to protect the e..qloyees' rights with, however, specific penalties for 
violations of agency rules. A key element in the personnel management system is 
the personnel evaluation system, which forms the basis for determining the size of 
the increment, whether the employee's performanze warrants a merit increase and 
whether additional training is required. It was SARC's intention that the performance
 

evaluation be discussed with the employee. 
However, at the'request of CAA the pro­
cedure was modified to require discussions of the general level of performance but 
not the rating. Also, SARC advocated that a copy of the rating be given to the 
employee, but CAA requested a change which made performance ratings confidential,
 
unless the employee's performance was graded "Unsatisfactory" or "Outstanding". 
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Thisp incidentally, is the practice generally followed under CPA regulations. 

The personnel procedures as a group were designed to inform the employee of his 
duties, responsibilities and rights, provide opportunities for advancement under
 
the incentive 
program, arrange for uniform performance evaluation and provide fair
 
but constructive discipline. 
 The personnel procedures, which have been put into
 
manual format 
 with provision for amendments with a minimum of difficulty, are as 

follows:
 

Attendance and Leave 

Conduct and Discipline
 

Employee Evaluation Procedure and Performance Improvement 

Program 

incentive Awards 

Personnel Recruitment, Selection and Placement
 

Position Classification
 

Promotion
 

Resignation and Retirement
 

Salary Policy and Procedures
 

Training
 

Transfers
 

In addition to the above procedures, an employee information handbook was developed 
and printed to better acquaint the employee with CAAp and to provide him with
 
essential information relative to his employment in the agency.
 

The process of developing these procedures (and other procedures later in the 
period) incorporated the ideas and thoughts of CA key staff before they were 
finalized. Thus the product is one with which the staff is familiar and for this 

reason should prove to be useful. 

Copies of procedures developed for CAA, except for the samples designated ad 
Appendix 89 are not included as part of this report because of their volume. How­
ever, a complote set has been given to the AID mission in Addis Ababa for their 

records. 

REQUEST TO CPA FOR DELEGATION OF AUTHORITY 

Within the Imperial Ethiopian Government, the Central Personnel Agency has res­
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ponsibility for developing and maintaining the Ethiopian "Public Service". Public 
servants include "all officials, employees and servants of the government and 
Public Authorities and Administration of the government which enjoy juridical
 
status..." 

The CPA has rublished a set of regulations for the guidance of all organiza­
tions falling under 
 its j'arisdiction. These regulations are broad, and cover all 
aspects of personnel administration.
 

The Civil Aviat~on Administration, as a part of the Ministry of Communications,

Telecommunications and Posts under the previous arrangement, end as an autonomous 
government body under Order No. 69,of 1971, continues to be subject to CPA regula­
tions. 
However, CPA has followed the practice of delegating to orgaizations which
 
enjoy independent status the authority and responsibility for handling their own
 
personnel matters. 
Before such delegation is given, the agency seeking such autho­
rity must demonstrate to CPA that the agency's policies and procedures shall follow
 
the general principles established by CPA for personnel administration. 
 As an in­
dependent body, (.AA is seeking this delegation of authority. In support of the CAA request SABC assembled a comprehensive presentation, including a proposed salary

scale, position classification schedule, position descriptions and copies of all
personnel procedures. A copy of the statement is attached, as Appendix 6. We have 
not included Appendixes B and E of the statement, which are detailed listings of

CAA employees, with salaries, naw grade assignments and other detail, which would 
not be suitable for this report.
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IV. ADMINISTRATIVE PROCEDURES AND OPERATING GUIDELINES 

SARC's responsibility under the contract included, among other things, the pre­
paration of "administrative" and "technical" nanuAls which will "serve as guide­
lines for the operation of the -CAA organization." SARC has interpreted the 
"technical" manual as managemezit or administrative procedures governing the 
technical portion of the CAA organization. CAA agrees with this interpretation.
 
The manuals which CAA has covering purely technical aspects of its operations
 
have b.men in being for a number of years. 
They correspond to ICAO recommendations
 
and are adequate. 
Thus SARC has prepared what it and CAA agreed were management
 
procedures and guidelines necessary to assist in the conduct of CAA as an indepen­
dent agency.
 

The Manual prepared for CAA consists of three volimes, comprising 72 different
 
procedures or functional statements, for a total of more than 400 pages. 
Volume
 
I covers the organization of CAA. 
Volume II is in two parts. The first part
 
contains the personnel procedures discussed earlier, 
and the second part is uade
 
up of other administrative procedures. 
Volume III is made up of operating guide­
lines which are instructions and guidance items for the staff in all areas of 
CAA activity. The indexes of -.11 manuals are included as Appendix 7.
 

POLICIES, ORGANIZATION AND FUNCTIONS (VOLUME I)
 

This volume of the Administrative Manual has been designed to provide nanage­
ment staff with a readily-available source of information on the organization. 
It 
contains policies of the CAAp a copy of the "Civil Aviation Reostablishment Order, 
1971", organization charts and statements of function for all offices appearing 
on the new organization chart. 

GEERAL ADMINISTRATIVE PROCEDURES ( VOLUME II, PART 2)
 

In addition to the financial and property management procedures, which are die­
cussed later, general administrative procedures have been formulated to cover the
 
following areass
 

Records Management
 

Correspondence Control
 

Reproduction Services
 

Official Travel
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Local Transportation
 

Management Reporting Program
 

Having had no policy on the retention of records, it appeared to be necessary todevelop guidelines for the storage or retention of official papers and to establish

responsibility for their custody. This is done in the Records Management procedures.
The Cn"respondence Control procedure is designed to facilitate the movement of corres­pondence, with controls to avoid loss or unnecessary delay. The Reproduction
vices procedure simply 

Ser­
outlines the responsibilities and steps in reproducing official 

documents.
 

Uniform tra.,l regulations for CAA employees are embodied in the Official Travelprocedure. Per diem allowances were developed after comparisons with other agencies.A uniform Travel Order was designed, accompanied by a corresponding Travel Expense
 
Voucher.
 

The Local Transportation procedure reflects a substantial revision in the practice
which had been followed previously. Because there was no written procedure or policy,there existed substantial variations, and inequities, in the assignwent of official
vehicles, provision of bus transportation, petrol allowances, etc. Loose administra­
tion and the lack of a standard policy were largely responsible for the fact that 25%of the agency's total operating budget, (excluding salaries and the cost of technical
 
equipment and supplies) was being spent on vehicle upkeep and fuel. 
 The new procedure

should result in greatly reduced transport costs, with more equitable administration.
 

It is vital that selected, concise information be available to management on a
timely basis. The Management Reporting Program 
 is designed to do this. Previously,
the accumulation of statistical data was not systematic, with the result that it
 was difficult and time-consuming to assemble analytical material. The program isdesigned to keep up-to-date and comparative information concerning CA's financial

situation, employment, 
 airport activity, etc. flowing to management on a regular
basis. The list of items was intentionally kept to a useful minimum, and in high­
light form, to be most helpful to busy executives.
 

The administrative procedures identified here, together with financial procedures,seem to be adequate for the CAA operation. Howeera, in the manual numbering arrange­ment, provision has been made for additional procedures which may become necessary 
in the future. 
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OPERATING GUIDELINES (VOLUME III)
 

To assist CAA staff further in the management of CAA's affairs, a group of 

"operating guidelines" was developed. These guidelines are not procedures in 
the same sense as, e.g. Official Travel, or Management Reporting. In a sense
 

they amplify the procedures or provide guidelines on matters which require
 

instruction or clarification. SARC has developed the following items which fall
 

into this category:
 

Organization
 

Delegations of Authority
 

Field-Headquarters Relationships
 

Horizontal Staff Relationships
 

Relationship between Aerodrome Services and Aerodrome
 

Engineering
 

Admnstration 

Publishing Procedures and Guidelines or Amendments
 

Public Information Releases
 

Annual Report Preparation
 

Establishment of Fees and Charges
 

Absences from the Office
 

Disposal of Surplus Stock
 

Field Offices
 

Formal and Informal Communications
 

Visits to Field Office by Technical Personnel
 

Coordination of Travel by Bole Technicians with Headqjarters
 

Field Office Expenditures
 

Investigation of Alleged Air Traffic Violations
 

Requests for Technical Information
 

Maintenance of Outstation Structures
 

Technical Management 

Validating Requirements
 

AIS Information - Collection and Dissemination Within CAA
 
Maintenance and Use of Automatic Telecommunications Logs 
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Channeling Planning Information 

Policy Committee
 

It is obvious that the Guidelines cover a wide range of activities within CAA, 

and undoubtedly additional Guidelines will be required as new problems are encountered. 

The format provided for this series will permit substantial expansion. The Guidelines 

are arranged by key CAA function, and by subject matter within each key function. 

Samples of personnel procedures, administrative procedures and operating guidelines 

are attached (Appendix 8).
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V. FINANCIAL MANAGEMENT 

Probably the most significant feature of CAA as an autonomous body will be its
 
financial management. 
 For unless there are sufficient resources to maintain a com­
petitive salary arrangement, to keep its technical facilities in good order and to 
be able to plan an effective improvement program for the future, the agency will
 
not achieve the standards of performance or other goals inherent in its charter.
 

Indeed, the primary motivation for autonomy was the financial difficulty expe­
rienced by CAA during the past years. 
As pointed out earlier, although it generated
 
substantial revenues, CAA was unable to retain them, since it was a regular govern­
ment agency whose budget was supplied by 
 the Ministry of Finance. As an autonomous
 
body, CAA will have the responsibility and, we believe, the capability to be self­
supporting.
 

As a government agency responsible to and under the financial control of the
 
Ministry of Finance, the accounting function in 
 the CAA under the previous arrange­
ment was simply that of a cashier - for all record-keeping was on a cash basis. 
There was no.accounting in the conventional sense 
- no balance sheet, no attempt
 
to measure costs against revenues generated, no depreciation accounting. Under 
the new arrangement it is expected that CAA will be operating as a corporation, with 
full financial accountability. It was, therefore, necessary to devise a set of 
financial procedures which would provide the required accounting for funds.
 

FINANCIAL PROCEDURES 

Order No. 69, dated March 5, 1971 ostensibly provided CAA with autonomous status. 
(Appendix 9) On the basis of this action, SARC arranged to have an accounting system 
installed in time for the beginning of CAA's new fiscal year, beginning on July 8,

1971. To support the new system, the following financial procedures were developed; 

Accounting 

Auditing
 

Budgeting
 

Billing and Collection of Revenues
 

Rental Contracts 

In addition, related procedures in property management were designed, to cover 
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the procurement and supply function and to provide appropriate inventory controls. 

The first draft of the basic procedures was submitted to the Auditor Genral's
 
office for comments. 
 The Auditor General provided a number of helpful comments and
 
suggestions, while observing that the material which had been submitted was not
 
complete. SARC incorporated the Auditor General's comnents in subsequent drafts
 
and prepared a detailed classification of accounts together with explanatory
 
material. 
 The accounting procedures as published represent a complete, self-con­

tained document.
 

The accounting staff of CAA is well-qualified, and demonstrated a thorough under­
standing of the new accounting system in a simulation which was conducted by the 
SARC Controller prior to the actual installation of the new system. 

The new budgeting procedure was introduced in time for preparing the estimated
 
income and expenditures for the new year. A briefing session with key staff was 
held, and the new budgets were produced without difficulty. The new system will
 
relate the budget to cost centers and thus permit managerial analysis of cost
 
characteristics not heretofore possible.
 

The procedure on Rental Contracts was developed because it was apparent that no
 
consistent policy existed with respect to the terms of rentals and concessions. 
Consequently, revenues were minimized and some rental contracts probably were nego­
tiated at rates which did not cover costs. 
 The procedure outlines a specific process
 
to insure that revenues will be maximized.
 

It is SARC's belief that the procedures developed will provide for proper finan­
cial management of CAA as an independent agency.
 

ESTABLISHING AN INVENTORY
 

As a prelude to installing a new accounting system, it was necessary to determine
 
the value of assets owned or controlled by CAA. 
There was no requirement to maintain
 
inventory registers under the previous system and the record of supplies, equipment
 
and property was meager indeed. 

At SARC's request, therefore, a complete inventory of CAA assets was made, in­
cluding land, buildings, equipment, furniture and fixtures, supplies and materials. 
Values were assigned to all items, and unusable, obsolete or unused supplies or 
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equipment were identified and set aside for disposal. Furniture and all equipment 
items were registered. Under the purchasing and inventory control procedures which 
have been developed, it will be possible to maintain current inventory values, to 
keep consumable stores items at useful levels, and to minimize the number of items 

which become obsolete. 

That the inventory-taking was beneficial is evidenced by the fact that valuable 
equipment items worth thousands of dollars were uncovered, which were not registered 
anywhere in CAA, and which were about to be reordered. The new procedures will
 
eliminate the possibility of "losing" inventory items.
 

As a matter of interest, the inventory disclosed the following fixed assets in
 

CAA: 

Item Current Value
 

Land ES 6,174,000
 

Building & Runways 26,733,300
 

Technical Equipment 887,600
 

Motor Vehicles 735,600
 

Furniture & Fixture 241,000
 

Construction in Progress 6,500,000
 

Es 41,271,500
 

THE NEW FINANCIAL ARRANGUIENT 

The new accounting system was put into effect at the beginning of the new fiscal
 
year, on July 8, 1971. The minor difficulties usually inherent ir undertaking a
 
new system were encountered, but these did not cause unusual difficulty. 
However,
 
a more basic problem was encountered because it appeared that CAA may not be fully
 
autononous until July 8, 1972.
 

In the first place, CMI's budget for the current fiscal year was requested in 
1970 from the tinistry of Finance, as a regular government agency, and was approved 
by Parlkament. Under these circumstances CAA was required to report montily expen­
ditures in the same breakdown as that appearing in the budget, i.e. by Headquarters, 
Airport,%and Meteorology. This posed a problem because the cost breakdown under the 
new acounting system was keyed to the new organizational arrangement. 
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To comply with the first condition listed above would have required keeping 
dual sets of accounts. This difficulty was overcome when the Council of 
Ministers issued the necessary waiver to permit the reporting by CAA of a con­
solidated figure, without any breakdown. This permitted CAA to use the new 
accounting system and still meet Ministry of Finance requirements.
 

In the second place, the Ministry of Finance took the position that Order
 
No. 69 of March 
 5, 1971 by itself was not sufficient legally to grant CAA
 
autonomy, and therefore CAA 
 could not retain the revenues which it collected. 
Previous legislation governing civil aviation in Order No. 25 of 1962, 
was
 
accompanied by a Decree (No. 48). Therefore, according to informed sources,
 
in order to amend the Decree, 
 it will be necessary to have a Proclamation by 
Parliament (or a Decree by His Imperial Majesty) to effectuate Order No. 69.
 
An order cannot amend a Decree under 
 Ethiopia law. 

Until CAA becomes fully autonomous, CAA must continue to operate as a regu­
lar government ministry entity, with the attendant difficulties of insufficient
 
operating funds. The Ministry of Finance did make a concession, to the extent 
of permitting CAA to retain funds collected each month, up to 1/12 of the CAA
 
annual budget. However, if revenues exceeded this amount, the excess would be 
required to be turned over to Finance. In the next month, if collections were
 
less than 1/12 of the budget, and the Ministry of Finance had insufficient funds, 
CAA would be subject to this situation and probably have insufficient operating 

capital.
 

Thus, although it was thought to be autonomous, CAA was in fact subjected
 
to the same difficulties which it has been 
 experiencing over the years. Hope­
fully, this will be only for the current, transitional year. With a new Pro­
clamation effective and with increased revenue, as outlined later, the future 
of CAA should be vastly improved. 

FINANCING THE CAA AS AN AUTONOMOUS AGENCY 

The Civil Aviation Reestablishment Order of 1971 clearly had as one of Its 
goals the financial autonomy of CAA. The second paragraph of the Order statcc 
that "We deem it necessary that (CAA's) autonomy be comprehensive." Further 
Article 5 which lists the "Powers and Duties of CAA" includes financial provi­
sions which are singularly applicable to an autonomous corporation, eg. "Enter 
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into contracts", "buy, sell, own, lease and sell property...", "sue and be sued", 
etc.
 

Analysis of CAA's income and experses and potential additional revenue sources 
revealed that financial self-sufficiency, at least for an operating budiet, is
 
achievable in the next fiscal year, provided that (1) measures reconmended by

SARC for increasing revenues are implemented before July 8, 1972; and (2)prompt

and forceful action is taken with other government agencies in negotiating for
 
relief from situations which adversely and inequitably affect CAA's revenues
 
and expenses. 

Without any planning for additional revenues, the operating situation in CAA,

for FY 1962-63 (E.C.) and estimatns for the current year and FY 1964-65 appears
 
to be as follows:
 

Revenues Operating Expenses Subsidy 
FY 1962 - 3 ES 2,600,000 E$ 3,022,080 E$ 422,080 

1963 - 4 2,828,200+ 3,483,594 
 655,394
 

1964 - 5 
 2,900,000+ 3,S06,682' 906,682 

Thus, it appears that the deficit to be overcome for Fiscal Year 1964-65
 
would be in the neighborhood of $907,000. 
The means for meeting this deficit 
without requesting subsidy are available to CAA, in SARC's opinion. 

1. Primary Areas of Potential Additional Revenues
 

There are three substantial areas, any one of which holds the key to self­
sufficiency for CAA in the next fiscal year, and in future years as well. These 
are (1) disputed billing to the USAF, which amount to about ESI200,000; (2)
Royal Air Force billings, amounting to $635,000; and (3) Ethiopian Air Lines.
 

USAF Billings
 

The USAF and the Ethiopian Government presumably agreed that the USAF
 

+Includes USAF and RAF activity. 

++Includes first year salary adjustments, assumes other costs will re­
main constant. 



should refrain from paying landing fees for aircraft serving the MAAG program, 
to offset costs which the Ethiopian government agreed to pay in connection with 
MAAG services. Although this is a satisfactory arrangement for the USAF, it is 
depriving CAA of revenues properly due for services rendered. As an autenomus 
agencyp it means that CA is in fact paying an obligation of the Ministrr of 
Foreign Affairs of the IEG. 

These billings should be sold to the Ministry of Foreign Affairs. They 
could be paid over years, meanthe next two which would about $600,000 annually 
to CAA. This item alone would meet a substantial portion of the expected operat­
ing deficit.
 

RAF Billings
 

Apparently the British Government has objected to paying some $635,000 
in billings for some alleged deficiency in service. SARC understands that by 
their actions in another country, the British have negated the basis for their
 
claim. 
If these facts are correct, immediate and forceful action should be
 
taken, by diplomatic means if necessary, to collect revenues due Thethe CAA. 
amount due would assist materially 
in placing CAA on a self-sustaining basis. 

Ethiopian Air Lines 

The real key to CAA self-sufficiency, of courselies with Ethiopian Air 
Lines. 
Landing fees and navigational charges for international flights have
 
been estimated by the CAA's Office of Plans and Policy to be $1,549,000 for 
the current fiscal year, if paid by the carrier. Thus far, however, the national 
carrier has enjoyed an exemption from the payment of such charges. It is SARC's 
strong conviction that an early arrangement should be made to have EAL pay at 
least some portion of the charges which it should bear, under normal circumstances. 
There are several persuasive reasons actionwhy should be taken promptly. 

First of all, the CAA Office of Plans and Policy pointed out in a revenue 
study that it is the intention of the government that EAL pay for any service 
rendered by CAA, as expressed in the Third Five Year Plan. Thus, it appears 
that a policy decision on this matter has already been taken. 

Secondly, the IEG is in technical violation of the ICAO rule, and certain 
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clauses of Ethiopian bilateral agreements, which provide for "fair and equal 
opportunity" for competing foreign carriers. 
 There is no doubt that the
 
Ethiopian government would be faced with the decision either to exempt foreign 
carriers from paying landing fees, or require EAL to pay if any foreign ca ier 
pressed the point. By subsidizing EAL to the extent of landing fees, the Govern­
ment would protect its negotiating position this pointon with foreign flag 
carriers.
 

Finally, it appeared from informal conversations with EAL officials
 
that the carrier, in fact, is expecting to make some payment as result ofa 

CAA autonouy. 

It isi recognized that EAL, like CAA, is a govexrnment corporation perform­
ing a useful service and that, thoretically, it makes little difference whether 
the subsidy is paid directly to the carrier if its revenues are not sufficient,
 
or to CAA because EAL pays 
no landing fees. The important difference, of course, 
is that sound practice requires that each collect its own revenue and pay its 
own obligations to the extent possible. Only then should either seek subsidy. 
Furthermore, payment of subsidy to a national airline is a generally accepted
 
practice which does not carry with it the same concept of control as that exer­
cised with respsct to government agencies. Consequently, from CAA's point of 
view it would be infinitely more satisfactory to have subsidy paid directly to
 
EAL, if necesssr-y, rather than to CAA. Such an 
 arrangement would present a
 
more accurate picture of 
 both EAL's and CAA's operations. 

2. Other Possibilities for Inreasing Revenues 

It is SARC's view that revenues in addition to those discussed above are 
available to assist in financing the CAA operation. Our conclusions as to 
potential areas of improvement coincide generally with the analysis made by 
CAA's Office of Plans and Policy in its revenue study. 

Landing Fees
 

SARC has analyzed landing fees in other countries and has the general 
impression that Ethiopia is now near the top of the fees schedule. Consequently, 

doubtful whetherit is such fees should be increased. 
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SARC does not feel that the imposition of landing fees for domestic flights 
is practicable at this time. However, as a matter of policy, CAA shaUl 
move toward reimbursement for all services rendered whLeh, with reapect to
 
CAA operated airports, would include domestic 
landing fees. 

Navigational Charges 

The Office of Plans and Policy in its study recommended that navigational
 
fees be increased by about 14 percent, based 
on a new method of assessment.
 
Navigational charges 
 was a top item in recent ICAO and IATA discussions, and 
the trend is for very substantial increases. 
As a matter of fact, it is SARC's
 
understanding that fares have recently been raised to compensate the carriers 
for increased navigational charges in Europe. 
Consequently, it is appropriate
 

that the proposed structure change be put into effect. 

Embarkation Fees 

SARC is of the opinion that embarkation fees for international passengers
 
should be increased from $3 to $5 per passenger. The fee is not large, when
 
compared with other countries. While it may be considered that airport facili­
ties are not wholly satisfactory and therefore an increase is not justified,
 
generally embarkation fees are designed primarily to produce revenues, and even
 
to assist in financing future improvements. Based on the Plans and Policy 
estimate, this increase would produce about $118,000 additional revenue annually. 

Rentals 

During the period of our work in CAA, it became apparent that (1) rental 
schedules generally are too low, (2) there is no uniformity in rates and (3) rates 
are not related to costs. The Plans and Policy study has recommended changes in 
rates which would produce a minimum of about $56,700 additional as followsi 

Land Leases $ 39,140
 
Office Rentals 5,926
 
Check-in Counters 
 1,620
 

Warehouses 
 10,0o0 

$ 56686 
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From our general knowledge, it is clear that increases are in order.
 

Buildings and land rentals should be related to local going rates. 
 An airport 

is a concentration of business activity, and should command rental equal to 

choice business property when used for the production of revenue. Further, as 

much as possible, rental rates should be related to cost. 

Concession F?'es 

The primary concessions where additional revenues may be expected are 
the distribution of aviation fuel and duty free shops. Other possibilities 

exist in car parking, taxi service and restaurants, and should be considered, 

but possibly at a future time, because of the minimum volumes handled at pre­

sent. 

Aviation Fuel 

In 1968 nearly 12 million gallons of fuel were dispensed at the Addis 

Ababa and Asmara Airports by the concessionaires, Shell and Mobil. The volume 

presumably has increased since then. Revenues on 12 million gallons would
 

amount to about 10 million dollars. For this voluce the concessionaires pay 

less than $20,000 to CAA. Most countries offer the aviation fuel concession on 

the basis of a percentage of the gross sales, or on a gallonage fee basis, 

which provides much more revenue than would be available by merely leasing the 

spade used by the concessionaires.
 

It id clear that Shell and Mobil in Ethiopia have a bargain, and it 

is SARC's view that new agreements should be negotiated which will allow CAA 

to participate in this activity to a much greater extent. 

SARC has no view on the precise level of the charges to be impos.Z9 

but feels strongly that contracts should be arranged which produce substantially 
increased revenue. Revenue to CAA amounting to a minimum of 2o of the gross 

revenues would not be out of order. Because of differences in cost, it may be 

that separate arrangements will need to be made for Addis Ababa and Asmara. 

Duty Free Shops 

Contracts for the duty free shops at Addis and Asmara should be re­

http:impos.Z9
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negotiated, and put on the basis of a fixed rental plus percentage of gross
 
sales. This is a lucrative business and the arrangement proposed is customary.
 
In its study Plans and Policy have estimated that at 3% of 
 the gross, revenues
 
would incrense $17,460 per year. On the basis of 
published reports as to
 
activity at the Addis duty free shops, SARC feels this figure may 
 be understated. 
The duty free warehouse lease should be renegotiated as soon as possible with 
some arrangement for participating in the revenues. Appropriate weight would 
need to be given to the fact that ETO has constructed the building. 

Headquarters Revenue
 

This is a minor item, but nevertheless some adjustment should be made 
in the fees charged for 	permits, licenses and certificates. They are extremely 
low and ample,justification exists for an increase. 
It has been estimated that
 
a doubling of the rates charged would produce about $5,000 of additional income
 
annually, which appears to be reasonable in view of the present extremely low 

level.
 

Miscellaneous Sources of Revenue
 

1. 	 The airports act as a middleman for light, water and some other ser­

vices. A schedule of charges for these services should be maintained
 

and 	 the level fixed high enough to recover out-of-pocket coatsp with 

a small margin for overhead.
 

2. An area of potential ravenue that has not been explored is the pro­

vision of aircraft servicing for foreign air carriers. Although
 

such services are now provided by Ethiopian Air Lines, the airport 
management could probably undertake these services with no additional
 

personnel, by utilizing firemen as loaders and cleaners.
 

3* CAA presently handles class "B" message traffic for the air carriers,
 

and receives only 25% of the revenues, with IBTE taking the remainder. 

This ratio is backwards. The labor required for these messages is 
the larger cost, provided by CAA, P-nd the transmission, the lower 

cost, provided by IBTE. This should be renegotiated.
 

Non-Aviation Meteorology
 

Although not a producer of revenue, some effort should be undertakem to
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obtain funds for operating thL non-aviation meteorology services. It is doubt­

ful that revenues can be obtained from the other government departments which 

utilize the non-aviation services provided by CAA. However, strong representa­

tions should be made to the Ministry of Finance to cover this service, which 

should not be identified as subsidy, but as payment for a non-aviation services. 

Such representations should be made forcefully and repeatedly even though there
 

may be little chance for immediate reimbursement. Only by this means can the
 

fact that the CAA is providing essential services to non-aviation activities 

be impressed upon the authorities and the public, which in time, may bring about 

the necessary transfer of funds. 

3. Summ&arv 

There is little doubt that the Civil Aviation Administration can be self­

sufficient for operations in FY 1964-65 (E.C.), if a strong effort is made to 

correct governmental inequities, and if the proposed revenue increases are 

implemented. 

The following is a summary of the additional revenue sources available for 

financing CAA, as discussed herein: 

Recurring Non-Recurring 

USAF Billings $ 1,20,000 

RAF Billings 635,000 

EAL $ 715,000 ­ 1,549,00 

Landing Fees - -

Navigational Charges 350,000 

Embarkation Fees 115,000 

Rentals 57,000 

Aviation Fuel Concession 100,OO - 200,000 

Duty Free Shops 20,000 

Headquarters Revenue 5,000 

TOAL$1362 000 - 2.296.OOO $ 1 82500)TOTAL 1 z~ = 

It can be seen that the potential exists for covering an $907,000 CAA deficit 

rather easily. Certainly, participation by EAL, at least to the extent of mak­

ing CAA self-sufficient in its operations, is reasonable. The USAF and RAF bill­
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ings are actually outstanding accounts receivable for services rendered, and 
arrangaments should be made to reimburse CAA. 
On the basis of the potential
 
available to CAA, there is little justification for requesting subsidy from
 
the Ministry of Finance to 
cover its operating budget. Rather, efforts should
 
be directed towards collecting revenues now due CAA, negotiating some arrange­

ment with EAL, and increasing charges as outlined here.
 

THE QUESTION OF SUBSIDY FOR CAA
 

In the Order which moved to change CAA's status to that of an autonomous
 
agency, provision has been made to collect subsidy from the Ministry of Finance,
 
in the event revenues from self-generated sourcus are insufficient to cover 
operating costs. Such subsidy would be requested as an item in the budget of
 
the Ministry of Coimunications.
 

From SARC's observations during the period of its work with CM, and from
 
conversations with CAA staff, it is evident that so long as CAA must submit
 
a budget to the Ministry of Finance, even though just for subsidy support, and
 
no matter how small the amount, CAA will have little effective con~rol over 
its own affairs.
 

An integral part of the reorganization of CM, as recommended and implemented
 
by SARC, is a new 
pay scale, periodic pay increases, merit*programs, etc. If 
CAA must submit a request for subsidy equal, for example, to the amount of perio­
dic pay increases, the request for subsidy may be denied. The basis may be that
 
salary increments were granted the preceding year; other povernment agencies did
 
not receive succeeding salary increments and therefore CAA is not entitled to
 
favored treatment. 
While this rationale may not appear reasonable from the view­
point of CA, it is logical from the Ministry of Finance view since that agency 
is attempting to finance a government with funds which are insufficient to meet 
all requests. Thus it can be seen 
that so long as CAA is subject to this cotrol, 
any orderly and enlightened plans for maintaining a personnel program competitire 
with other independent agencies are in jeopardy. 

Actually there are at least two reasons why monies received from the Ministry
 
of Finance should not be treated as "Subsidy". In the first place, the 'JSAF
 
"accounts receivable" represents services rendered by CAA, and properly payable. 
If CAA requires additional funds from Finance, it would appear to be immaterial 
to that agency whether it is labeled "Foreign Ministry Payment on behalf of 
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USAF" or "Subsidy". From CAA's viewpoint, however, the labeling means the
 
difference in whether or not CAA is master of its own 
affairs. 

In the second place, CAA provides costly meteorologic.l services which are
 
not related to aviation. Someone should pay for this , rvice. 
 It is strange
 
logic indeed that classifies payments to CAA 
 for non-aviation services which
 
it is required to maintain as aviation subsidy, if CAA revenues are adequate
 
to cover aviation services. 
Again, the label makes little difference to the
 
Ministry of Finance, but to CAA it is important. Arrangements should be made
 
to retognize the non-avizAjon nature of these services compensate CAA accordingly ­

not as subsidy.
 

To be effective as an autonomos agency, CAA must refrain from seeking sub­
sidy. SARC has so recommcnded, and believes there are ample revenues availr..:-.
 
to CAA for paying its own way. 
Hopefully, by July 8, 1972 all procedural and
 
financial requirements for autonomy will have been met.
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VI* SUPERVISORY TRAINING PROGRAM 

As noted earlier SARC discovered that there was an urgent and significant 
requirement in CAA for supervisory and management training. Subsequently, 
SARC proposed a training program tailored specifically to CAA's needs. CAA 
accepted the proposal, the contract was appropriately amended, and the train­
ing program was conducted by an exceptionally well-qualified training specialist 
associated with SARC.
 

.The training program had two objective,: (1) to provide basic and advanced
 
training to CAA supervisor andgroups (2) to give on-the-job training to CAA 
training specialists who could continue supervisory training withi.n CAA in the 

future. 

Two Basic Supervisory courses were held - one in Addis and one in Asmara, 
with a total of 49 participants. In addition, 23 CA staff members at i.3age­
ment levels took an advanced supervisor course. The preparation, instruction, 
post-training analysis and briefing two CAA staff members who will continue the 
supervisory training, required a total of five calendar weeks. 

In the basic courses, instruction was given in the five broad areas discussed 
below. In each session participants were involved in analyzing situations drawn 
from their everyday experience. Thus, application of the techniques being studied 
had some very real meaning.
 

The five study areas of the basic course, and their objectives, were as
 

follows:
 

The Supervisor's Job - to introduce trainees to the series and to develop
 
an understanding of principal tasks, problems and requirements of superrisoi-s 

in the CAA.
 

Working in an Organization - to relate the individual trainee's position, 
obligations, authority, and communication caiannols to .the structure of .CAA; 
to build an understanding of the relationships between elements of the CAA
 
organization; and to demonstrate how the Administration's organization can 
contribute to an individual supervisor's ability to perform. The unit pre­
sented guidelines for the assignment of tasks and the issuing of clear 
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written and oral instructions. 

The Supervisor as a Leader - to give the trainees an understanding of therelationship of a supervisor to his work group; the factors for which afollower is dependent upon his leader; and how a supervisor can develop and 
use these dependencies to guide and direct his work group. 

Methods Improvement - to demonstrate to supervisors the importance of effi­cient methods in the work of their group and to teach simple methods of
analysis useable in CAA office and field op. ations. It demonstrated the
relation between methods improvement, cost control and training. 

DevelopingEmployee Work Skills - to give the supervisor an understanding
of the vital importance of training his employees; how to identify training
needs; principles of learning; and how to apply effective methods in on-the­job training. 
Relation of training to performance evaluation, to employee

motivation, and to effective work assignment was covered.
 

In the Advanced Supervisory course, training was concentrated on three major
 
areas:
 

Standards for Employee Evaluation
 
Constructive 
 Performance Evaluation 

Cost Management
 

all of which were particularly appropriate in view of CAA's new status. 

The employee evaluation aspects in both courses were specifically related
to personnel procedures developed by SARC in Performance Evaluation and Dis.­cipline. Thus the courses actually assisted in implementing these new proe.­
dures.
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VII. RE 30MMEDATIONS MADE TO CAA 

Barlier chapters of this report discussed the activities of SARC during the 
period of the contract. From time to time specific recommendations or requests 
were made to the CAA Administrator or his key aides in connection with an ele­
ment of the project which was in process. In other cases, recommended actions 
were implicit in procedures which were drafted. 
In this section, we shall iden­
tify those proposals presented to CAA, whether specifically recommended, or 
implicit in our submittals. For ease of comparison the recommended actions are
 
keyed to Article 3 of the contract "Statement of work and service,3 to be per­
formed".
 

Nos. 
1, 2, 4 & 9. Review present organization and procedures. Review
 
previous studies and recommendations Develop a scheme of organi­zation and prepare job descriptions showing responsibilities and
duties required by each key position. Develop necessary clearance
functions between Headquarters offices and review arrangements for

Headquarters -
Field Office coordination.
 

REGOWENDATIONs 
Adoption of New Organization Proposal
 

Status: Adopted and implemented with minor changes. 
SARC expressed 
its reservation at elevating the meteorology function to 
Departmental level. (February 1971)
 

RECOMMEDATION: Adoption ofProposed Position Descriptions and Function 
Statements. (Clearance and coordination are inherent in function state­
ments)
 

Status: 
 All position descriptions and functional statements were accepted,
 
with minor changes in position titles and some additional refine­
ment in definition of duties. Implementation was gradual, as 
staff assignments were made and transfers effected. (May to 
July 1971)
 

RECOMMNDATION: 
Adoption of Operating Guidelines Further Clarifying and 
Explaining Functional Relationships
 

Discussion: 
 During the implementation period following the reorganiza­
tion minor questions arose concerning functional relatiem­
ships. It
was felt advisable to issLe clarifying instnmo­
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tions (See Operating Guidelines 1000.2, 1000.3 and 1000.4) 

Status: 	 All suggested guidelines adopted and effective (March to Oct. 

1971). 

R 30MDATION s To Delegate Certain Administrative Authority to Key Officials 

Diecuasion: Prior to the reorganization, the Administrator was unduly
 

burdened 	 with paper work associated with payment of bills, 

authorizations to purchase, routine correspondence and 

signing pilots' licenses, etc. Delegation of a great deal
 

of this work 	was necessary to relieve the Administrator and
 

expedite 	the flow of administrative work. 

Status: 	 Recommendation adopted and delegations are in effect. (4 June, 

1971). The Adninistrator noted substantial relief.
 

:'o. 3. 	 Develop total staff requirements and personnel qualifications required 
to man the positions in the proposed organization. 

RECONMENDATION: Adoption of Proposed Staffing with-,an, the Filling of 

Vacancies to be Completed over Several Years on the Basis of Established 

Priority Needs. 

Discussion: 	 The staffing plan recommendation represented a joint effort 

by CAA's Personnel Management Division and SARC. During its 

preparation, 	SARC was continually pressing for fewer posi­

tions. A major revision downward was made in the Meterology
 

Department after strong representations were expressed by 

SARC.
 

Status: 	 Implemented (July 1971), generally along the lines recommended. 

Of the 140 new positions it was tentatively decided to fill only 

14 during 1971-72 and to withheld a decision on filling future 

vacancies until the need for funds availability were more pre­

cisely determined. 

R.OI4MiDATION: Fill Positions of Controller, Internal Auditor, Head, Opera­

tions Department, and Manager, Administrative Services as guickly as 

Possible. 
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Discussion: 	 When the new organization plan was announsed, the key posi­
tions named in the recommendation were not filled. Witk 
experience it became apparent that in order to maximi , the 

effectiveness of the new arrangement these key positions 

should be functioning.
 

Status: 	 Recommendation submitted on October 19, 1971. No action as of 
this report. 

Notes Qualifications for the positions established in CAA are inherent in 
position descriptions and staff assignments. No formal submission was 
made, however, a handbook of position qualifications to match positions 
in the staffing plan was prepared for the Personnel Management Division. 

No. 5. 	 Prepare an adinistrative manual and technical manual that will service 
as guidelines for the CAA organization. 

RECOMMENDATION: Adoption of General Administrative Procedures and Guidelines 
as Developed by SARC. 

Discussion: 	 Generu1 administrative procedures which exclude those deal­
ing 4iith personnel, financial and property matters were 
limited pretty much to "housekeeping" matters. The appli­

cable guidelines cover a broader range of CAA functions 
and, as explained earlier, are designed to clarify and 

amplify formal procedures.
 

Status: il procedures adopted and made effective (Aug. - Nov. 1971). 

No. 6. 	 Review and revise job classifications, pay scales, incremental increases 
and incentiven. Develop personnel regulations, training requirements#
promotion opportunities and disciplinary procedures. 

RECOMMENDATION: Adoption of Personnel Package Which IncludesAmonp Other 

Things, All the Items Specified Above. 

Discussion: 	 This subject was treated in some detail in earlier parts 

of this report. It is embodied in the CA request to 

CPA for a delegation cf authority on personnel matters. 
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Statues All items were accepted by CAA, with modifications as foows: 

a. 
SARC 	proposed annual salary increments, to be effective
 

immediately. However, CAA felt there was a need t, ease 
the financial impact on CAA resulting from the initial
 

salary adjustments plus immediate annual service incre­
ments. Therefore, it intends to grant biannual increments, 

instead of the annual increments proposed by SARC, during
 
the first three years. After three years, the increments
 

would be 	on an annual basis. 

b. Nine positions classified by SARC in the top three grades
 
were 	classified one grade lower by the Administrator for a 
temporary period. In prin, '- SARC classifications were
 

accepted 	but will not be imp,. :,ented until next year. 

c. 	 In the performance evaluation program as a means of stimulating 
improvement in performance, SARC recommended that performance 
ratings be discussed with the employee, and that the employee
 

receive a copy of the rating. CAA has modified this approach 
to require discussion of an employee's performance without
 

reference to his rating, and has made performance ratings
 
confidential, except "Unsatisfactory" or "Outstanding". 

d. 	 SARC proposed automatic salary increments based on service. 
CAA modified the arrangement to provide for 501%of the in­
crement if performance was marginal. 

The entire personnel package including the salary scale, poai­
tion classification and procedures was submitted to CPA on Oct. 

4, 1971. The delegation of authority has not been issued by 
CPA as of this report. 

REOMMODATION: To Undertake a Supervisory Management Training Program 

Discussion: The ne-d..
for this 	training was discussed earlier.
 

Status: 	 CAA contracted with SARC to provide such training. The proram 
was conducted Sept. 18 - Oct. 23, 1971 and is discussed in this 
report as a separate item. 
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REOOI [UDATI(O: To Provide Training for Selected Management Personnel. 

Discussion: Aside from the need for supervisory training, SARC noted
 

that a number of management personnel, although capable 

and performing adequately, had a need for additional 

training or familiarization, due principally to the fact
 

that new duties were undertaken when CAA was reorganized. 

Specifically, additional training was recommended as
 

follows:
 

Assistant Manager, Administrative Services. About two
 

years training abroad, to complete training toward a
 

degree in Business Administration. Incumbent is extremely
 

capable and has good administrative instincts. Previous 

background is accounting. Training abroad recommended in 
order to broaden his scope internationally, since CAA is 

an internationally-oreinted agency. 

Chief, Personnel Management Division - four to six months 

training in the field of personnel management. Although 

previously in the technical field, this man has an unusual
 

aptitude for personne] work. He needs a theoretical and
 

philosophical base to support him and a look at other
 

personnel situations.
 

Chief, Aerodrome Services Division - an orientation visit 

to a country which has central control over its airports. 

This position and function are new in CAA, and the incum­

bent feels somewhat unfamiliar in his new role. An oppor­

tunity to see how the function is carried out abroad will 

assist him in grasping the requirements of his new posi­

tion.
 

Chief, Office of Security - a visit to another country to
 

furnish him with the needed background to develop CAA's 

new Office of Security. This is an entirely new but 

necessary function. By observing security policies and
 

arrangements, the incumbent will be in a position to
 



develop the 	kind of security arrangement required for 

Ethiopia. 

Status: 	 This recommendation was presented in October 1971. Action 
has been taken with respect to the Personnel Manager, 

who is programmed for training in early 1972. No action
 

has yet been taken on the others, although there appears
 

to be an understanding that it is nocessary.
 

RECOMMENDATION: That the Administrator Participate in a Short Term Executive
 

Training Seminar Sponsored by the American Management Association. 

Discussion: Since CAA, when fully autonomouswill be operated in corpora­

tion-like fashion Instead of as a government ministry, SARC
 

felt that exposure to the type of training recommended would
 

be invaluable.
 

Status: No action as of this report; however the recommendation was 

submitted in late November and the Administrator has not had 
an opportunity to take the necessary action. He is interested, 

however. 

RECOMMENDATION: To Hold Regular Staff-Meetings and to Publish an Employee 

Newsletter.
 

Discussion: 	A basic problem within CAA, which has a substantial effect
 
upon employee morale, has been the lack of effective comuni­

catio between management and lower staff levels. It was 

SARC's feeling that staff meetings and a newsletter would
 

improve communications considerably. Weekly staff meetings 
by the Manager, Technical Services, and Manager, Administra­

tive Services, and monthly meetings by the Administrator, 

were recommended. A monthly employee newsletter was proposed. 

Status: 	 Staff meetings were introduced by the Managers in October 

1971, and the Administrator has indicated he intends to be­
gin. his meetings early, probably in January. As of this 

report, no action has been taken on the newsletter, although 
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responsibility for this function has been assigned. 

No. 7. 	 Prepare manuals for budgeting, revenue collecting, revenue collection 
and billing, accounting, auditing, property control and procurement 
and stores. 

RECOM1ENDATION: Adoption of all Procedures and Operatina Guidelines Related
 

to Financial 	and Property Management, as Outlined Above. 

Status: 	 All procedures have been adopted and put into effect. (Aug. -

Oct. 1971). 

No- 8. 	 Study existing sources of revenue and suggest additional methods of In­
creasing CAA revenues, looking toward eventual financial autonomy for 
CAA. 

RECOMMENDATION: Adoption of the Following Actions to Increase Revenues.
 

(1) 	 That CAA not request subsidy support for its operating budget for 

the fiscal year 1964-65 (E.C.). In light of the resources avail­

able to CAA, 	we do not believe there is justification for a subsidy 

request. By 	not reque*ting subsidy, CAA will be assured of direct
 

and complete 	 control over its own affairs. 

(2) 	 That CAA immediately begin negotiatipns with the Ministry I Finance 

and the Ministry of Foreign Affairs toward internal settlement of 

the outstanding obligations of the US Air Force, and the Royal Air
 

Force, amounting to about $1.8 million, which are properly due to 

CAA for services rendered. 

to 

some arrangement for the payment of landing fees and navigational 
(3) That negotiations be undertaken with Ethiopian Air Lines effect 

charges for international flights, at least to an extent sufficient
 

to eliminate CA's need for subsidy, taking into account other re­

venue increases. The arrangement should provide for ultimate full 

payment of such costs, and for the removal of discrimination against 

foreign carriers serving Ethiopian points. 

(4) 	 That navigational charges be increased by 14%, possibly using the 

formula developed by the Office of Plans and Policy, effective Jan. 
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1, 1972. 

(5) That embarkation fees be increased from $3 to S5 for international passen­

gers, effective January 1, 1972. 

(6) That rentals for land and building use be increased to (1) reflect the
 
going rate for business property; and (2) to cover costs of servicing
 

such property. 
No long term leases should be entered into until a
 

decision on the rental rates is made.
 

(7) 	That contracts for the distribution of aviation fuel be renegotiated as
 
soon as possible and new agreements signed which provided either for a
 

fee per gallon, or a percentage of the gross revenues from sales of avia­

tion fuel, designed to produce a minimum of S200,000 and a maximum of
 

$400,000 annually, with percentage decreasing as volume increases.
 

(8) 
That 	contracts for the duty free shops at Addis and Asmara be renegotiated
 

and 	put on a fixe6-rental + percentage-of-gross-sales basis. The minimum
 

percentage should be 3 percent, and tenders for this concession should so
 

indicate.
 

(9) 
That fees and rates for licenses, registration certificates, examinations,
 

etc. issued by the Flight Standards Division be doubled, effective Jan.
 

1, 1972.
 

(10) 	That rates charged for utility services (light, water, etc.) be re­
examined and the level fixed at a rate high enough to recover the costs
 
for handling these items, for effectiv'.ess on Jan:.ry 1, 1972.
 

(1]) 	 That the contract with IBTE for handling class "B"messages be renego­
tiated, with a view to obtaining a more equitable proportion of the re­

venue 	from such messages.
 

(12) 	That representations be made to the 'Ainistry of Fin'nce to secure payment ­
not designated as subsidy - for non-aviation meteorology services provided
 

by CAA.
 

Status: 	 In response to SARC recommendations, CAA is moving to implement some
 
of them, as follows:
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Increase in navigation fees (4) and passenger embarkation fees (
 

as recommended have received initial informal approval.
 

Action has been taken to increase rental fees, when leases expire (6).
 

Discussions are underway to increase revenues from the aviation fuel con­

cession (7). 

An administrative decision has been made to charge EAL for navigational 

charges on international flights, since EAL has increased its fa-c* for 

this purpose ( 3). 

The recommendation by SARC that no subsidy be requested has not been
 

accepted. (1)
 

Action on other recommendations has not yet been taken.
 

No..'0 	 Review existing procedures for enforcing the law and regulations relative
 

to civil aviation in Ethiopia.
 

RECOMMENDATION: To Adopt a System of Safety Regulations to Become Effeetive 

by January 1, 1972 if Possible. 

Discussion: 	 CAA has responsibility for the regulation of civil aviation 

in Ethiopia and actually carries out the functions of licens­

ing airmen and aircraft, conducting airworthiness examinations, 

investigating safety matters, etc. However, there are no 

formally-issued regulations to support the work, and the 

safety staff is hampered in its work because it has no basis 

for imposing penalties. Regulations have bean drafted but 

never promulgated. 

Status: 	 Recommen__tion submitted on Oct. 7, 1972. No action as of 

this report. 

No. 11. 	Identify Pupervisory training requirements; conduct training; tram CAA
 

"Superv.sory 	Training Officer"; recommend future actions and prooedrzs 
for training 	newly-selected supervisors.
 

REOMENDATION: Adoption of Specified Practices or Procedures in Camusetien 
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with Supervisor Development, in Order to Maintain the Momentum of the
 
Training Program and 
 to Maximize its Usefulness. 

Discussiont Detailed recommendations were made to CAA, as a result of 
the supervisor development training program given in
 
September and October 1971. 
 The detailed recommendations
 
dealt with the following broad areas: 
 (1) pre-assignment
 

training of supervisors selected for promotion; 
(2) identi­
fication of training needs and method improvement program,
 
to increase employee productivity; (j) follow-up of super­
visory training, by conference conference and newsletters;
 
and (4)establishment of a reference library on supervisor
 
development.
 

Statust Insufficient time has elapsed since the submission of this
 
recommendation to permit implementation of the detailed 
practices. 
However, the stated intention is to do as much
 
as possible to retain the benefits attained from the course. 
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VIII. EVALUATION OF THE PROJECT
 

Recommendations which were made to CAA during the course of the Management 

Consulting Contract covered practically every aspoct of organization, manage­

-vent and administration. Implementation of organizational changes and mot of 

the procedures was a gradual process, beginning with the reorganization annouce­

ment to the staff in February 1971. However, there has been insufficient tine 
to measure the manner and result of all proposed and implemented changes. Some
 

reasons for this include: (1) the long range nature of some procedures, for
 

example, personnel evaluation, which is performed annually; (2) the requirement
 

to obtain CPA approval of the salary and ponition classification schedulespwhich
 

has not yet been received; (3) the procedural difficulties with the Ministry of
 

Finance, which prevented full implementation of tho financial procedures; (4)the 

fact that implementation of a number of recommendations have not yet been under­

taken by CAA; and (5) the delay in filling a number of key management positions 

which are essential to the smooth functioning of the organization as proposed 

by SARC.
 

Generally. SARC feels that the changes which have been accomplished thus far
 

have been beneficial, an opinion concurred in by key CAA staff, who 
 incidentally 

were generally very receptive to the entire program. The availability of written
 

personnel procedures, for example, if properly applied, will r$d'ce suhqt~ntnil 

complaints of inequitable treatment. The delegations of authority made thus far 

have expedited the action through CAA offices; and according to the Administrator 

has given him much more time for policy matters; the supervisory training program 
was extremely successful, based on reactions of the participants; and the caliber 

of appointments to managerial posts, with a few exceptions has, we believe 

strengthened the organization. To sum up, SARC believes that CMA staffing is 
capable and the new organization and procedures provide the necessary tools for 
an effective operation. There is no reason why the CAA should not be successful 

as an autonomous agency. 

In the following paragraphs specific aspects of the CAA operation will be 
discussed, hopefully, to provide an indication of the agency's status as of the 

end of the contract period. 

QUALIFICATION OF THE STAFF 

In SARC's opinion, the CAA staff, with proper direction, is capable of mott­
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ing an example in the Ethiopian government. They generally are well qualified
and are broad in their outlook, undoubtedly due in large measure to the exposure 
of many to international living. By and large there is a pride on the part o! 
all CA employees in their work and in their agency - probably because of the 
dynamic - and to some romantic - nature of aviation.
 

When SARC commenced its work, the administrative aspects of CAA were in 
disarray, chiefly because most attention in the agency was devoted to the tech­
nical operation. 
As a result, insufficient consideration was given to the
 
quality of administrative appointees, and that part of CAA 
 was, in fact some
 
times a "dumping ground" for unsatisfactory employees. Changes made in the
 
administrative arrangement, and quality appointments made by the Administrator
 
under the new organization, 
 have made the administrative side of CAA as strong 
as the technical operation. 
With a fixed staffing plan, and position classifi­
cation schedule, the practice of transferring 
 ,vloyees to positions for which
 
they are not qualified cannot be accomplished as easily as before. 
The employee
 
evaluation and discipline procedures now provide a basis for dealing with un­
satisfactory employees.
 

On the technical side, the management staff are well trained, and knowledg­
able in their subjects. 
 They are conscientious in providing additional orien­
tation for technicians on 
 the line. The separation of Field and Headquarters
 
responsibility 
was somewhat difficult for Headquarters tec'mical management to 
adjust to at first. 
They were accustomed to sEpervising the day to day opera­
tions, and the matter of developing standards was not familiar. However, as
 
of this report most of them 
 have now "changed gears" and are actively flaying to 
fulfill the roles contemplated for Headquarters technicians. 

Top management, of course, ultimately is responsible for the successful or
unsuccessful operation of CAA. The Administrator and his Deputy, together with 
the two Managers, form a team which could do an outstanding job in directing
CAA activities. Excellent judgment characteristics are present, individually 
and collectively. The two Managers have no difficulty in making decisions 
promptly and work well together, thus insuring that the day-to-day operatias

will move along. At the top level, all matters are studiously considered, and 
the resulting decisions are sound. However, on some items involving the opera­
there appears to be unusual delay, a fact which preduces some frustrations at 
Lower levels. 



Field operations are generally well staffed but some adjustments are required, 

and these have been made known to the Administrator. The technical mtintenance 

and administrative personnel have the capability of performing well, thus the 

key is management. The PAS report, which was discussed at the beginning of this 

report, commented at length on the fire services at field locations. While SARC 

has looked at the purely management and organizational aspects, no evaluation 

has been made of the technical requirements. It is SARC's opinion, expressed 

often to AID and CAA, that a thorough technical review of this operation is re­

quired to determine precisely what personnel and equipment requirement- exist# 

considering among other things, the relatively limited use of airports in Ethiopia. 

SARC recommended to CAA that no additional fire personnel be engaged until such a 

study is made. 

In summary, SARC believes the CAA staff, as a group, is well qualified to 

carry out its responsibilities. Despite this qualification problems do exat, 

and these will be discussed in a following section. 

PROSPECTS FOR FINANCIAL SELF-SUFFICIENCY 

Throughout this report, we have stated or implied that the potential for CAA 

self-sufficiency is excellent. If the recommendations made by SARC are carried 

out, CAA will have little difficulty in meeting all of its operating expenses, 

and in time, contribute to capital requirements. Beginning with July 1972p soma 

of the financial difficulties will be overcome, assuming that the proclamation
 

implementing Order No. 69 is issued, and CAA is completely autonomous. As an 

independent agency, CAA cannot be committed by any other government ministry or 

agency to exempt operators from CAA charges. Thus, with autonomy the USAF will 

be expected to pay its charges. 

If the Mnistry of Foreign Affairs desires to continue the present arrange­

ment, under which t,.e USAF does not pay, then CAA charges will probably be forth­

comiug from the Foreign Affairs budget. 

Also, it is highly probable that Ethiopian Air Lines will be expected to pay 

navigation charges on its international flights. It is our understanding that 

the carrier has recently begun charging its passengers an additional amountp 

to assist the carrier in defraying navigational charges. Therefore, it is logi­

cal and appropriate that EAL pay CAA for navigational charges. 
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me 
indication of the prospects for self-sufficiency is apparent from the
 
figures in Appendix 1O,which is a forecast of operating results for the present 
fiscal yearp and two future periods, submitted to AID on November 11, 1971.
 
The revenue 
assumptions incorporate the changes contemplated by the Adminis­
tration in fee levels. The statement is conservative in that it assumes no 
increase in air activity or number of passengers, even though the Addis Ababa
 
aixport will be operated on a 24-hour basis, with the number of flights almost
 
certain to increase. Additionally, provision has been made for filling a number
 
of vacancies.
 

It is readily apparent that even with a minimum of action by CA 
to in­
crease revenues, the prospects for financial self-sufficiency are excellent.
 
With full exploitation of all potential revenue sources, it is SARC's firm 
belief that all of the operating budget plus a substantial portion of CAA's
 
capital requirements can be met.
 

OPERATING PROCEDURES AND GUIDELINES 

Considering the fact that CAA had no written procedures of its own before
 
the period of this contract, the agency did a commendable job of coping with 
its various administrative functions. The development of uniform written pro­
cedures was welcomed, 
nd it became evident shortly after they were introduced
 
that the staff intended to take them seriously. If they continue to do sop CAA
 
will operate more smoothly. Undoubtedly many minor revisions will be necessary,
 
as experience is accumulated. 
However, provision has been made to facilitate
 
procedure amendments so adjustments should pr-esent no difficulty.
 

The various procedures and guidelines have been in operation for periods 
varying from two to five months. Therefore, experience with some of them is 
quite limited, so it is difficult to measure their value. Because of the re­
quirements of the Ministry of Finance and the lack of full autonomy, it has not
 
been possible to implement all aspects of the new accounting system. However, 
the Accounting Division is preparing for full implementation as soon as there 
is no further need to report to the Ministry of Finance. 

Those procedures covering the most active CAA administrative areas, such 
as purchasing and procurement, agency tra el, persounel transfers, etc., appear 
to be fulfilling the agency's needs satisfactorIly.
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TRAINING 

A procedure was developed which provides for a coordinated CAA training pro­
gram# with the Personnel Management Division having primary responsibility for 
coordination. This should provide the balance which is required to insure that
 
all training requirements are met.
 

SARC believes that the "mass" training of technicians which was programmed
 
during the past eight years 
or so will no longer be required in CAA. Nor will
 
it be necessary any longer to send candidates abroad for from four to six years
 
for training, with the increasing capability of H. S. I. University. As a 
matter of fact, the training procedure provides for a maximum of two years of
 

study abroad. From SARC's observation training will be needed primarily for 
refresher, orientation and upgrading purposes, most of which will be on an
 
individual basis. The technical complement of CAA will need to be augmented
 
from time to time, but not in any large numbers. So training will be selective,
 
and will cover administrative as well as technical areas. The procedure arranged 
for training developed jointly by SARC and the staff should meet CAA's needs. 

Supervisory Training
 

Evaluation of the real effectiveness of the supervisory training can be
 
accomplished only after enough time 
has elapsed to give the trainees an oppor­
tunity to demonstrate their application in day-to-day sup-rvisory action.
 
Apparent effectiveness can be evaluated 
upon the basis of observation of the
 
trainees during training, and their expressed reactions to the training.
 

Enough time has not elapsed to permit a reliable assessment of the real effects 
of the conferences held in September and Oc'ober 1971. Supervisors will be greatly 
influenced by the attitudes ef their own supervisors. Application of the knowledge 
gained through training will be increased by the positive backing of newly-trained 
supervisors by higher levels of supervision. Each level should encoui:-' 'he use
 
of the techniques for problem solving, leading, work assignment, methods improve­
ment, and on-the-job training at every opportunity. As real effectiveness is 
devoloped, managers will observe a reduction in employee complaints, an increase 
in employee morale and job satisfaction, less confusion regarding work assign­
ments and work authority, increased work output due to simplification dt mark 
methods, and higher job skill levels due to systematic training. 
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Indications of apparent effectiveness of the training have been:
 

I 
 Active participation by virtually every trainee in the discussions 

and practice of techniques. 

2. 	A large majority of the participants expressed great personal satisfao­
tion with the content and the method of presentation. These comments 
were made to the training specialists and to the trainees' managers. 

3. 	 Several trainees solicited further help in solving specific problems, 

indicating acceptance of the concepts presented. 

4. 	Numerous requests were received for continuation of training for the
 

same trainees.
 

5. 	The trainees during the basic prog-am frequently expressed the need for 
the training by the higher levels of supervision. As a matter of fact, 
the summary of basic program content given to the advanced group was 
extended from one hour to four and one-half hours. 

6. 	Several indications of interest were received in the possible extension
 
of the training program to other ministries and agencies.
 

The net effect of these indicators is to show a clear, positive effect upon
 
initial attitudes and a recognition of the value of the knowledge and techniques
 

received.
 

UNRESOLVED PROBLEMS FACING CAA
 

From the foregoing discussion it can be inferred, and rightly so, that CAA
 
possesses the qualifications and potential to be a successful, self-governing
 
autonomous agency. SARC feels that progress has been made in the past sixteen
 
months in constructing an organized and orderly management and administrative
 
arrangement. However, there are several characteristics, at management'and
 
staff levels alike, which cannot be governed by procedures, yet which can make
 
the difference between a successful, vibrant agency and one that "gets by",
 

but 	is lifeless and is not too successful. 
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Communication
 

One of the basic difficulties in CAA based on SARC observations over tke
 
past sixteen monthsp 
 is a continuing lack of satisfactory communication - between 
management components, between management and lower level staff and between
 
lower level staff components. Until two months 
before this report, staff meet­
ings were called at the top management level only when a crisis arose, or when 
something special wa5 to be considered. At lower levels, a few of the super­
visors hold regular staff meef.ings. 

There is no general circulation of agency news to employees, with the result
 
that employees are uninformed and have a feeling of not belonging. Employee re­
cognition is extremely limited. No acknowledgment has been made of staff members 
for service to the agency - some with twenty years.
 

In an effort to assist CAA in meeting this problein, SARC has done several
 
things. An employee's information handbook has been developed to provide at
 
least basic information to the employees; an incentive program 
 has been designed; 
there have been incorporated into the functional statements and position do*­
criptions functions and responsibility for producing a monthly newsletter for
 
employees; the supervisory training specialist has recommended a periodic manage­
ment newsletter; and a formal recommendation has been made as to the frequency 
and content of regular staff meetings at the management level. Informally SARC 
has urged regular meetings at lower levels.
 

There are indications that the regular staff meetings, implemented at SARc's
 
recommendation, have already 
 contributed to improved communications. As time 
goes on, if these meetings are continued, communication should gradually improve. 
If other recommendations by SARC are also implemented, there undoubtedly will 
be a significant improvement in communications. If they are not implemented 
or if staff meetings are not continued, the problem of poor communication will 
continue.
 

Delegation of Authority
 

An inherent and apparently cultural characteristic which was discussed at 
length in the supervisor training sessions is a lack of trust among the 
employees. Supervisors are reluctant to delegate authority to their subordi­
natesp with the natural consequence of a lack of interest. This has remslted 
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in poor job performance and disciplinary problems which, in functions which in­
volve,public service to the public, inevitably redounds to the discredit of 
the agency. 

As a result of SARC recommendations, and in procedures, delegations of 
authority at management levels have increased significantly, but the problem
 
persists at lower levels. 
It is our hope that the supervisor training con­
ferences will assist in overcoming this characteristic. However, it remains
 
with the management of CAA to continually encourage lower level supervisors
 
to develop a sense of trust and cooperation with their subordinates.
 

Identity as a Regulatory Agenc
 

During the past decade, CAA has not been identified by the public as the
 
body responsible for regulating civil aviation in Ethiopia. 
There seem to be
 
several reasons for this. 
 One of these is that during the early years of the
 
decade the agency was not technically competent to fully discharge its regula­
tory duties. The second reason is the predominance of Ethiopian Air Lines, with
 
its relatively good management, sophisticated public relations and well trained
 
technical staff. As a result the Ethiopian public considers EAL as the only 
civil aviation entity. 
 Many people, in fact, understand that CAA is part of
 
the EAL organization.
 

The situation has changed, but the image persists. 
CAA with its technicians
 
now well trained is fully capable of fulfilling its regulatory responsibilities.
 
However, it has no published regulations, so that it lacks the "teeth* to take 
firm regulatory action.
 

SARC has recommended the prompt promulgation of safety regulations and has
 
submitted a draft procedure for imposing penalties to enforce these regulations.
 
A public information function has been establishedp and all units of CAA have
 
been alerted to feed information for public release. 
If these recommendations
 
are implemented, CAA will become recognized as the primary agency i 
Ethiopia
 
responsible for civil aviation. 
It is management's duty "o 
see that this result 

is accomplished. 
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IX. BREAKDOWN OF PROJECT COSTS 

Costs incurred under the contract, including negotiation costs and other 

expenses incident to the contract, are broken down in the following tabulation. 
Precise accounting figures are not available, pending submission of the final 
statement. Therefore, the amounts shown are estimates which, however, we be­
lieve will be near the actual amounts expended. 

US DOLLAR COSTS 

1. Overseas Salaries at US Base Pay 	 $ 34,760 
2. Overseas Differential 	 5,214
 

3. Overhead on Item 1 19,606
 
4. Home Office Salaries 	 36,800
 
5. 	 Overhead on Item 4 37,539
 

Sub Total 133,919
 

6. 	Fixed Fee @ I0lo 13,392
 
Sub Total 147,311
 

7. International Travel 	 9,427 
8. International Travel - Per Diem 	 1,122
 

9. Other Direct Costs 	 6,614 

TOTAL 	 $ 164,474 

LOCAL COSTS
 

Subsistence in Ethiopia
 

10. 	 Project Manager ES 11,196
 

11. 	 Other 
 5,850
 

12. Car Expense 	 5,140 
13. Local Travel 	 1,405 
14. Telephone, Telegraph & Postage 	 1,100
 

15. Supplies, Equipment & Printing 	 4,700 
A. Administrative, Liaison & Secretary 

Services 
 42,163
 

17. Miscellaneous 	 2,500 

TOTAL 	 EA 74,054 
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SUMMARY 

Original Amount of Contract $ 119,533.00 1 155,824.00 
Revised Amount of Contract 75,450.00 171,898.00 
Estimated Total Expenses Under Con­

tract 74,054.00 164,474.00 
Estimated Amount Unspent $ 1,396.00 7,424.00 
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X. FINAL SHIPPING REPORT
 

During the entire period of the contract, there were no items of 

equipmentr materials or supplies of United States source or origin shipped 

by SARC. 
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200.3 SUMMARY OF FUNCTIONS
 

ADMINISTRATOR
 

The position of the Administrator is that of chief executive of the
 
Civil Aviation Administration and as such is responsible for the proper
 
administration and operation of all activites of CAA. 

CONTROLLER
 

To ensure that the operations of the Agency conform to established
 
principles of fiscal responsibility; that internal procedures provide proper
 
accountability and effective records and reports; and that the programs and
 
plans of CAA are integrated with other financial requirements set forth by 
the Government. 

OFFICE OF PLANS AND POLICY 

To develop and recommend to the Administrator broad basic objectives

and policies of the CAA; to maintain and coordinate a liaison with other goven­
ment agencies particularly on broad policy matters; to advise and assist the
 
Administrative in international relations and facilitation; to provide a focal
 
point and assist the Administrator on economic planning; and to be responsible

for legal matters and the public information program of the CAA.
 

' ANAGER - TECHNICAL SERVICES 

To direct and coordinate the operational and engineering plans and pro­
grams of the Civil Aviation Administration. 

OFFICE OF SAFETY 

To provide an organizational mechanism for the conduct of objective

accident investigations; to provide for the issuance of necessary, well-coordi­
nated, enforceable safety regulations with methods and procedures for enforcing 
same; and to provide for the continuous review of all factors affecting safety. 

OFFICE OF TECHNICAL PLANNING 

To develop and recommend to the Manager, Technical Services basic tech­
nical objectives and plans of the CAA; to provide a focal point and assist the 
Manager, Technical Services on technical planning. 

METEOROLOGY DEPARTMENT 

To provide coordinated advice and assistance to the Manager, Technical 
Services on all aspects of aviation meteorology and to provide for the develop­
ment and operation of a meteorological service adequate to meet the needs of 
the Imperial Ethiopian Government. 

OPERATIONS DEPARTMENT 

To provide coordinated advice and assistance to the Manager, Technical 
Services on all operational aspects of CAA's aerodromes and iirways plans and 
programs.
 



Appendix 2
 

Page 2 of 

AERODROME SERVICES DIVISION
 
To provide the principal staff advice and support for the operation 

of Ethiopian civil airports.
 

AIR 'iRAFFIC SERVICES DIVISION
 

To provide for the management of air traffic in the navigable airspace
by developing and recommending national policies and national programs, regu­
lations, standards and procedures for the management of the airspace, operation
of the air navigatioi. and communications systems and facilities, separation and 
control of, and flight assistance to, 
air traffic; provides for the aeronautical
 
informatioa service; and provides for the operation of the search and rescue
 
alerting network.
 

FLIGHT STANDARDS DIVISION
 

To promote safety of flight of civil aircraft by assuring the airworthi­
ness of aircraft; the competence of airmen; the quality of air Agencies; the

adequacy of flight procedures and air operations; and the maintenance of aircraft
 
registries.
 

FACILITIES AND ENGINEERING DEPARTMENT 

To provide coordinated advice and assistance to the Manager, Technical

Services on all engineering aspects of the CAA's aerodromes and airways plans
 
and programs.
 

ELECTRICAL AND ELECTRONICS ENGINEERING DIVISION 

To provide the principal engineering staff advice and support for thedesign, installation and maintenance of air traffic control and navigation aids,

communications systems and facilities, visual aids, and power supply systems
required by the Civil Aviation Administration.
 

AERODROME ENGINEERING DIVISION
 

To provide the principal engineering staff advice and support for the
design, construction and major maintenance of Ethiopian civil aerodromes and 
the buildings and structures required by the Civil Aviation Administration.
 

MANAGER, ADMINISTRATIVE SERVICES
 

To direct and coordinate the administrative plans and programs of the 
Civil Aviation Administration.
 

OFFICE OF SECURITY
 

To safeguard CAA security interests through effective information,
 
physical, and financial security programs.
 

PERSONNEL MANAGEMENT DIVISION 

To provide the principal staff advice and £upport on personnel and
 
training policy, standards and procedures in the Civil Aviation Administratio.
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ACCOUNTING DIVISION 

To ensure that CAA financial records are maintained so as to refleot
properly the CAA's fiscal status and current operations. To ensure that
accepted accounting and accountability procedures are established and adhered 
to. To provide on both continuing and ad hoc bases the varieties of financial
information required for effective administration of the CAA. 

PROCUREMENT AND SUPPLY DIVISION 

To ensure that the logistics requirements of the CAA are fully met,under the best possible prices and terms, and to provide record-keeping and

house-keeping and inventory accountability. 

FIELD OFFICES
 

To operate and maintain the aerodromes and aviation facilities and toprovide services in its geographical area of responsibility.
 

CLIMATOLOGY AND RESEARCH DIVISION - METEOROLOGY DEPARTMENT 

To provide for the establishment, maintenance and supervision of anetwork of meteorological stations as well as the collection, processing
t
analysing, and storing of meteorological data; to conduct appropriate meteoro­logical research, to thatensure the varied meteorological requirements of
the different national economical developmental activities are met, by develop­ing and recommending policies and programs to meet the Empire's total national 
and international requirements. 

SYNOPTIC DIVISION - METEOROLOGY DEPARTMENT 

To provide meteorological services for national and international
navigation of aviation and maritime systems, as an element in their safe, effi­
cient and economical operation; and to participate in the World Weather WatchProgram in order to obtain full benefits from the improved meteorological ser
vices resulting from such program. 
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POSITION DESCRIPTION 

Title: Senior Cashier 

I. 	 Position Summary 

The cashier io responsible for receiving cash and making cash payments 
and for the associated record-keeping in the Accounting Division. 

II. Principal Duties and Responsibilities 

1. 	Maintains Receipts Journals and Disbursement Journal.
 

2. 	Keeps voucher copies of pending payments and direct expenses
 
in file.
 

3. 	 Pays salaries and other expenses according to vouchers prepared 
by Disbursement Accountant. 

4. 	 Signs receipts vouchers and other financial reports to be submitted 
to the Ministry of Finance or other ageniies. 

5. 	 Personally carries funds from the Central Treasury for salary, 

running expenses and capital expenditures. 

6. 	 Makes bank deposits and withdrawals. 

7. 	 Prepares the daily cash report. 

8. 	Makes payment to the respective payees deductions made from employees'
 
salaries.
 

9. Performs other duties as assigned by Accounting Chief from time to
 

time.
 

III. Supervision Received
 

The incumbent reports to the Chief, Accounting Division, but will have
 
continuing work-relationship with Revenue and Disbursement Accountants.
 

IV. Other Factors
 

Must have experience in handling cash. Complete honesty is essential.
 
Education should include commercial subjects.
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POSITION DESCRIPTION
 

Title: 
 Watch Supervisor, Aeronautical Communications
 

I. 	Position Summary
 

The 	 incumbent is the Watch Supervisor responsible for the proper accom­plishment of all objectives of the aeronautical fixed telecommunication hetwork

services cn a specific shift at an International Airport.
 

II. Principal Duties and Responsibilities 

1. 	Directs the work of employees assigned to the 	shift, assigns res­ponsibility for specific positions; as required, makes assign­
ments of on shift training responsibility; observes performance
of employees; offers advice where required and takes actiono to

relieve employees who appear excessively fatigued; combines or 
separates positions of operation as required by traffic or employee 
capability.
 

2. 	Assures that proper aeronautical telecommunication service proce­dures and techniques are observed by all shift personnel; assures

effective coordination within his internal organization and withother services; assures that corrective actions are taken whenever
 
short comings regarding circuit discipline and violation of stand­
ards are found, handles complaints or other matters presentedby users of the heronautical telecommunication services; 
assures notification of maintenance personnel in regard to
malfunctioning equipment; 
assures appropriate action in emergency
 
situations.
 

3. 	 Makes written and oral reports on employee performance, maintains 
a telecommunication diary and records all unusual happenings. 
Certi­
fies all radio log books and reports of activities conducted during 
his shift. 

4-. 	Performs such other duties as may be assigned from time to time.
 

III. Supervision Received
 

Reports to the Chief, Aeronautical Communications, Station, from whomhe receives general supervision and program guidance. Supervision is generally
limited to a spot check of work as it is performed, post review of recorded
communications, or shownas to b, necessary, and provinon of training in rega-d
to new procedures and techniques.
 

IV. Other Factors
 

The incumbent must be thoroughly familiar with the responsibilities
and 	capabilities of his subordinates, ability to plan and schedulo work assign­ments, ability to direct the operaticns of a small group of employees, and
knowledge of administrative and practices. 
He must be firm and decisive.
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POSITION DESCRIPTION 

Title& Administrative Superintendent 

I. 	 Position Summr 

The incumbent supervises the day-to-day administrative activities at

the Airport.
 

II. 	 Principa Duties and Re
 

1. Directs the work of employees engaged in administrative functians
at the airport, including personnel, tr 
 ;sport, accounting and
statistics, tenant administration and procurement and stores.
Evaluates and reviews employee performance and ensures that
personnel procedures are appropriately and uniformly applied.
 

2. 	 Reviews administrative procedures on a continuing basis to ensurethat they are appropriate and effective; recommends changes which may be needed to improve the system. 

3. Makes certain that appropriate statistical and financial data re­lating to the airport operation are complete, and kept current.Responds promptly to requests from Headquarters for statistical 
or accounting data.
 

4. 	 Ensures that an effective transport system to meet the needs of 
the airport is maintained. 

5. Assists the airport management in special administrative assignments
which may arise. 

6. 
Performs 	other duties as assigned.
 

III. Supervision Received
 

Reports to the 
 who guides and instructs
 
him in his work.
 

IV. 	 Other Factors 

The incumbent must have demonstrated ability to haidle a variety ofadministrative matters. 	 He should be skilled in 	 at least ,ne of the 	admintstra­tive 	activities "hich he supervises. He must be able iadto his followemployees. 
He must be tactfulp but decisive. 
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POSITION DESCRIPTION 

Title: Aeronautical Radio Operator (Grade III)
 

I. 	 Position Summary 

The 	incumbent is a Junior Aeronautical Radio Operator responsible for
 
performing the duties required for acceptance, transmission, delivery and relay
of aeronautical messages. He is responsible for the continuity of traffic over
 
the circuit he has been asnigned, either on a lightly loaded national or inter­
national circuit. In addition he assists Senior Aeronautical Radio Operators 
or Aeronautical Radiv Operators on busy circuits in endorsing and registering 
messages.
 

II. Principal Duties and Responsibilities
 

1. 	 Transmits and receives messages using radio telegraphy, landline 
teleprinter,redo-teletypewriter and rado-telephony techniques 
on a lightly loaded national or international circuit.
 

2. 	 Endorses all received and transmitted messages and registers them 
accordingly. 

3. 	 Maintains continuous liaison with supervisor while carrying out 
his duty and consults on any unusual happenings and difficulties. 

4. Assists the Watch Supervisor in filing and amending documents 
and other publications.
 

5e 	 Records mal-functions of equipment, interference, fading and any

other unusual happenings and difficulties. 

6. 	 Performs such other duties as may be assigned from time to time. 

III. Supervision Received
 

Reports to the Watch Supervisor from whom he receives general supervision

and 	guidance. Reserves continuo s supervision and his work is spot checked for 
proper and efficient performance.
 

IV. Other Factors
 

The 	incumbent should have a fair knowledge to demo~atrate his position.
He must be able to send and receive messages on both teletype and MAS circuit. 
He should be generally familiar with procedures and with codes and other inter­
national abbreviations.
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POSITION DESCRIPTION 

Titles 	 Coinicationa Registrar (Junior Clerk I)
 

I. 	 Position Summary
 

The incumbent works in Communications Operations Section 
at the Addis 
Ababa Airpor*, where he performs registry and minor communications functions. 

II. Princ',pal Duties and Responsibilities 

I. Registers incoming And outgoing comunications messages. 

2. Delivers incoming mtessages to ai,'port sections designited to 
receive 	them.
 

3. Transmits local te.etype messages between the airport and CAAHeadquarters and Ethiopian Air Linev. 

4. Performs other related duties as required. 

III. Supervision Received 

Reports 	 to the Watch Supervisor. 
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CAA POSITION TITLES WHICH DIFFER FROM CLASSIFICATION TITLE 

Position Title 
Classification
 

Aircraft Mint. Mechanic Licensing Officer Licensing OfficerAirman Licensing Officer Licensing OfficerAirport Cashier 
CashierAssistant Carpenter 
Craftsman IV

Assistant Network Officer a ftsaIAssistant Purchasing Coordinator Purchasing Clerk III 
Carpenter
 
Chief, Fire Protection & Rescue
Chief of Archives, Asmara Aerodrome Fire OfficerArchives Clerk IClerk-Stenographer 

Jr. Secretary
Coin Machine & Turnstyle Monitor 
 Junior Clerk II
Communications Registrar Junior Clerk IDisbursement Clerk 
Accounting Clerk II
File Clerk 
Archives Clerk II
Finance & Statistics Officer Asmara Revenue AccountantJunior Mason 
Craftsman II+Junior Plumber 

Craftsman III
Maintenance and Inspection Officer Engineer


+Mason Instruments Chief
Meteorology 
Craftsman II
Meteorology Instruments Tech­nician 

Meteorology Staff Asst., AsmaraOClerkeTypist Clerk Typist III

Offioe A Ofistant III
Junicr Clerk I
Operations Officer Safety Operations OfficerPainter 

Craftsman IIIPersonnel and Transport Chief, Bole Personnel Officer IPersonnel Chcf, Asmara Personnel Officer IPersonnel Records Officer Personnel Officer IIIPlan, Operator 
Driver IPlumber 


Procurement & Stores Chief, Craftsman II
Field Purchasing Clerk IPurchasing Coordinator Purchasing ClerkRegistry Clerk I 
Archives Clerk IRegistry Clerk (Asmara) Archives Clerk IIIRevenue Clerk 
Accounting Clerk IIRevenue Collector 
Accounting Clerk I+Senior Plumber 
Carftsman ISr. Carpenter 
Craftsman IStaff Assistant, Administrative Officer Clerk/Typist IIStaff Assistant, Meteorology Clerk/Typist IITransport Chief Transport SupervisorVehicle Cleaner 

Cleaner I
Water and Sewage Mechanic Craftsman ISurvey & Design Officer EngineerStores Assistant 
Jr. Clerk IIRegulations & Standards Officer Safty Regulations OfficerFlight Operations Officer Safety Operations Officer. 

+ Not Assigned 
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CIVIL AVIATION ADMINISTRATION
 

POSITION CLASSIFICATION SCHEDULE
 

Grade & Salary Range 	 Position Description
 

40 to $ 80 Cleaner 	II
 

2 55 to S 95 	 Cleaner I
 

Gardener
 

General Maintenance Crewiman
 

Guard 

Guard - Messenger
 

Messenger
 

Cleaner - Gardener
 

3 S 70 to S 118 	 Chief Gardener
 

Cle.ner/Gardener Supervisor
 

Fuel Attendant/Mechanic Helper
 

Lead General Maintenance Crewman
 

Jr. Clerk II
 

Motorcycle Messenger
 

Sewage Treatment Attendant
 

4 $ 87 to S 143 	 Craftsman IV 

Electrician & Radio Technician Helper 

Fireman 

Junior Clerk I
 

5 S 106 to S 170 	 Clerk IV 

Driver III 
Storekeeper III 

6 S 130 to $ 202 Assistant Aerological Observer 

Assistant Electrician/Radio Technician 
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Clerk III 

Craftsman III 
Driver II 

Rescue Fireman 

7 8 160 to S 240 Archives Clerk III 

Clerk II 

Driver I 
Fireman Driver 

First Aid Dresser 

Leading Fireman/Marshaller 

Storekeeper II 
Telephone Operator 

Typist II 

8 $ 195 to $ 280 Archives Clerk II 

Assistant Aerological Observer 

Chief Driver 

Clerk I 

Craftsman II 

Radio Operator III 

Typist I 

9 $ 238 to 332 Accounting Clerk II 

Aerological Observer 

Archives Clerk I 
Assistant Air Traffic Controller 

Clerk/Typi'at III 

Driver/Mechanic 

Electrician IV 
Meteorological Observer & Data Processor 
Personnel Clerk 
Purchasing Clerk III 
Radio Operatdr II 

Shift Fire Officer 

Statistics Clerk II 
Storekeeper I 

Transport Supervisor 
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10 Z 288 to 9 403 Accounting Clerk I 

Aerodrome Services Clerk 

Aerodrome Air Traffic Controller 

Assistant Automotive Mechanic 

Cashier 

Electrician III 

Clerk/Typist II 

Craftsman I 

Communications Statistics Clerk 

Librarian 

Public Announcer & Receptionist 

Purchasing Clerk II 

Radio Operator I 

Radio Technician III 

Senior Storekeeper 

Statistics Clerk I 

Tenant Administration Officerp 

Field Office 

11 $ 345 to $ 482 Aeronautical Information Supervisor, 

Field Office 

Approach Air Traffic Controller 

Assistant Aerodrome Fire Officer 

Assistant Aerological Officer 

Assistant Meteorological Forecaster 

Assistant Meteorological Officer 

Cartographer 

Clerk/Stenographer 

Clerk/Typist I 

Disbursement Accountant 

Draftsman 

Electrician II 

Junior Secretary 

Maintenance Supervisor 

Meteorology Archives Officer 
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Personnel Officer III 

Purchasing Clerk I 

Radio Technician II 

Revenue Accountant 

Sr. Aeronautical Radio Operator 

Surveyor (Engineering) 

Technical Librarian 

Senior Cashier 

12 $ 415 to $ 582 Area Air Traffic Controller 

Automotive Mechanic 

Communications Watch Supervisor 

Electrician I 

General Services Chief, Asm,.ra 

Internal Auditor 

Meteorology Fo!'ecaster 

Meteorology Instrument Technician 

Personnel Officer II 

Radio rechnician I 

Secretary 

13 $ 500 to $ 700 Administrative Officerp Dire Dawa 

Administrative Superintendent, 

Field Office 

Aerodrome Fire Officer 

Agrometeorology Officer 

Aerological Observatory Chief, 

Field Office 

Aeronautical Communications Chief, 

Field Office 

Air Traffic Control/Communications 

Officer - Headquarters 

Chief Aeronautical Information 

Services 

Chief Aeronautical Meteorology 

Officerp Field Office 
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Chief Air Traffic Controller 

Climatology Officer 

Executive Secretary 

General Accountant 

Hydrometeorology Officer 

Licensing Officer 
Meteorology Network Officer 

Personnel Officer I 

Section Chief, Administrative Divisions 
Senior Air Traffic Control Officer 

Senior Radio Technician 

14 S 590 to S 826 Airfield & Building Maintenance 

Supervisor 
Airworthiness Surveyor 

Chief Airman Personnel Licensing 

Section 

Chief, Office of Security 

Engineer 

Ground Services Supt., Field Office 

Inspection & Training Officer -

Electronics 
Installation and Workshop Supervisor 

International Affairs Officer 

Legal Officer 

Meteorology Research Officer 

Meteorology Section Chiefs 

Safety Operations Officer 

Safety Regulations Officer 
Section Chiefs, Electrical & Electronics 

Branch, Field Office 

Senior Budget Analyst 

Statistics Officer 

15 $ 690 to S 966 Aerodrome Engineering Section Chief 

Aerodrome Services Division Chief 
Air Traffic Services Branch Chief, 

Field Office 
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Airworthiness Section Chief 
Division Chief, Administrative 

Services 

Electrical & Electronics Branch 

Chief, Field Office 

Flight Operations Section Chief
 

Manager, Dire Dawa Airport 

Meteorology Branch Chief, Field Office 

16 $ 790 to $ 1106 	 Accideit Investigator
 

Aerodrome Engineering Division Chief
 

Air Traffic Services Division Chief
 

Asst. Head, Meteorology Dept. 

Climatology & Research Division Chief 

Deputy Manager, Field Office 

Electrical & Electronics Division Chief 
Flight Standards Division Chief 

Synoptic Meteorology Division Chief 

Technical Services Supt., Field Office 

17 $ 900 to S 1260 	 Asst. Manager Administrative Services 

Chiefs, Office of Safety 

Chief, Office of Technical Planning 

18 $ 1025 to $ 1435 	 Controller 

Department Heads 
Head, Office of Plans and Pelicy 

Manager, Field Office 

19 $ I1M to $ 3$17 Manager, Administrative Services 

20 $ 13oo to $ 1820 	 Managerv Technical Services 

21 Sept. 1971 
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CIVIL AVIATION ADMINISTRATION 

STATEMENT IN SUPPORT OF REQUEST 

FOR DELEGATION 

FROM CENTRAL PERSONNEL AGENCY 

GENRAL 

In connection with the Civil Aviation Re-establishment Order of 1971, the
Civil Aviation >Iministration has been reorganized to perform as an autonomous
public authority. An integral and important part of the reorganizaticn is thecreation of 
a Personnel Management Division, and the development of appropriate
personnel procedures, salary scale and a positlion classification schedule. 
These
three elements have been designed to provide a coordinated system of persoL.Ael
management which will effectively meet 
 the personnel requirements of CAA in itshighly specialized and technical field of international civil aviation.
 

Development of the personnel management package was undertaken with the prin­ciple that current Central Personnel Agency regulations should represent thebasis for CAA procedures. 
To the extent possible, these regulations were followed
with some amendments and specifics which will w..ake them more useful to CAA'sPersonnel Management aims. Some innovations, e.g,, the incentive program, havebeen introduced which hopefully will have the effect of improving employee morale 
and performance. 

In summary, the Personnel Management system of CAA includes the following
items: 

1. Uniform position descriptions for all positions. 

2. A new salary scale, which includes provision for merit increments.
 

3. Position classification schedule, for all positions. 

4. Procedures, as follows: 

a) Recruitment, Selection and Placement
 
b) Salary
 
c) Position Classification
 
d) Personnel Evaluation
 
e) Discipline
 
f) Incentive Program
 
g) Promotions
 
h) Transfer
 
. Resignation and Retirement

is Attendance and Leavek Training 

Included with this statement are copies of all the procedures listed above,with the exception of that for tritining, which has not yet been completed andwhich we believe is not essential to a delegation of authority 

The first three items listed above were transmitted to CPA on June 3, 1971,together with copies of the CAA organization chart and a sumary statement offunction covering the major organizational limits. 
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To complete the package, there is included with the submission a complete 
Valysis of the effects of the new salary scale and position classification on
 
the employees of CAA, and upon the CAA budget.
 

THE PROPOSED SALARY SCALE
 

The statement accompanying the salary scale, transmitted on June 3, 1971 ex­
plains fully the rationale underlying its development. We will only repeat
 
hero that the scale, in effect, is roughly the average of salary scales used
 
by IBTE, EELPA, IHA and EAL, and one proposed by CPA, but not yet adopted. The
 
enclosed graph (Appendix A) shows clearly that CAA's scale is modest, and reason­
able in relation to the others. Since the basic scale was transmitted to CPAt
 
a refinement has been made to provide that only 50y of an increment be granted
 
to an employee who is only marginally satisfactory. The procedure is spelled
 
out in the Personnel Evaluation Procedures, included with this statement.
 

POSITION CLASSIFICATIONS
 

As pointed out in the statement which accompanicd the proposed position
 
olassification schedule, the assignment of grades to the various positions is
 
an extremely complex problem and the result i uwiikely to satisfy everyone.
 
A great deal of care was exercised in the current CAA clas3ification operation.
 
Again, to the extent possible, we drew upon the excperionce of similar agencies.
 

There is a great variety of technical positions in CAA, including civil
 
engineering, scientific meteorology, radio and electronic communications, and
 
highly specialized aviation technology, which requires, among other things, the
 
control of air traffic, a knowledge of power plant maintenance, flight opera­
tions techniques and accident investigation capability. We believe this variety
 
of technical requirements makes CAA a unique agency and presents classification
 
problems which are not present in most other Ethiopian agencies.
 

Likewise, the administrative and economic responsibility of CAA to provide
 
an effective communication service to the Empire is substantial and includes
 
the unusual and intricate aspects of negotiating international bilateral agree­
ments, the economic regulation of air carriers and the provision of adequate
 
facilities together with necessary qualified personnel.
 

It is our belief that the classifications assigned to CAA personnel, on the
 
basis of the salary scale proposed here are sufficiently competitive with other
 
agencies to permit the retention of trained technicians and recruitment of new
 
people, as the demands of the industry increase. On the other hand, the classi­
fications are at a reasonable level, for we have not attempted to glorify the
 
technical positions by assigning unduly high grades. Care was taken to insure
 
appropriate lines of promotion, and compensation for the unusual qualifications
 
which are required in CAA.
 

PERSONNEL PROCEDURES 

For the most part, the personnel procedures are self-explanatory. We have 
attempted to follow, generally, the regulations of CPA. The salary and position 
classification procedures are largely philosophical and state CAA's policies in
 
these areas. Every attempt has been made in the program to protect tho employees'
 
rights - in matters of personnel evaluation and discipline - by providing specific,
 
and we believe adequate, appeals mechanism.
 

The personnel evaluation system is tied into the incentive award program. In 
other words, we have provided the means for a factual, written basis to determine 
whether the employee should receive a merit increase. We do not expect the per­
sonnel evaluation system to be very useful the first time it is employed, since 
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the concept is new in the agency. However, with experience and proper instruo­
tions to supervisors as to its use, it should become an extremely valuable mana­
geral tool.
 

The incentive program will offer the employees an opportunity to increase
 
their income by earning additional increments or by obtaining cash awards, if
 
they meet the requirements. On the other hand, the discipline procedure pro­
vides for penalties which are quite specific for specific offenses. It is our
 
conviction that an incentive program, coupled with a fair but firm disciplinary
 
procedure will be of substantial assistance in maintaining a high level of morale
 
in the agency.
 

The attendance and leave procedures proposed here incorporate several changes
 
from the CPA regulations which we believe represent an improvement, and hence will
 
provide more incentive to the employee, and in the case of sick leave, provide a
 
more equitable arrangement.
 

1. Work Week
 

The proposed CAA attendance procedure proposes a five day, forty-hour work 
week, to replace the present arrangement of 5J days, for 39 hours. We feel 
strongly that such a plan will have the dual effect of lifting employee morale,
 
by permitting them a full two days leisure time, and at the same time increase
 
the productivity of the agency much more than just the addtional one hour per
 
week which the plan calls for. It has been the experience within CA (and we
 
believe the situation prevails governm,-.nt-wide) that Saturday morning is a 
"casual" work period, with time being spent on arrangements for personal activi­
ties over the brief week-end. The result is that production is low. It may be
 
argued that the "let down" will simply be moved up to Friday afternoon, instead
 
of Saturday morning. We are not aware that this has been the case where such
 
a change has been made. In any event, new CAA disciplinary procedures will be
 
in effect to deal with any offenses related to working hours.
 

We firmly believe that the proposed approach is an enlightened one Laid will
 
be mutually beneficial to the employees and CAA. The proposed procedure prevides
 
for staff coverage on Saturday mornings to provide communication with agencies
 
on a a day week, to the extent required. We urge that this proposal be approved.
 

2. Sick Leave
 

CAA here proposes the grant of twenty (20) days of sick leave an.iually to
 
each employee, with the right to accumulate unused leave to a maximum of ninety
 
(90) days. It is our view that the present CPA regulation unduly penalizes the
 
conscientious worker, and permits those who are not so scrupulous to use sick
 
leave without, in effect, paying for it.
 

Under the present system, it is possible for an employee to use 5 days of
 
sick leave per year, and still receive the benefit of a month's sick leave (on
 
a single illness) with full pay, and the second month with half pay. Also,
 
the present system allows an employee, for example, to have a month's sick
 
leave each year for five years, at full pay. Yet if an employee has taken no
 
sick leave for five years and becomes ill for two months, he is entitled to
 
only one month at full pay.
 

CAA's proposal is considerably more equitable, and provides an incentive to
 
use sick leave prudently. By (1) giving a sick leave allowance of twenty (20)
 
days annually, (2) charging all sick leave against that allowance, including
 
the occasional single days of illness and (3) permitting an accumulation of
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ninet-) (90) days, the employee will be faced with the loss of sick leave insu­
rance if he uses it casually, and if he uses it prudently, can increase his
 
full salary coverage to ninety .(90) working days. We think the arrangement is
 
more fair than the CPA regulation, and we urge that CAA be authorized to insti­
tute the procedures as proposed.
 

3. Maternity Leave 

The present CPA regulation on maternity leave is confusing, but we believe 
the intent is to protect the position of the employee during the maternity period, 
to permit a reasonable period of recovery, and to utilize sick leave. (The CPA 
regulation uses the phrase "reckoning against sick leave entitlement"). 

Under the procedure proposed by CAA, the above principles would still be re­
cognized. The proposed would permit a six weeks absence, with full pay, if the
 
employee has the sick and/or annual leave to cover it.
 

It is our opinion that the proposed CAA procedure for maternity leave is much
 
more clear than that of CPA and provide the coverage intended by CPA. Wfe res­
pectfully request approval of thls arrangement.
 

Altogether, the personnel procedures will permit a personnel management pro­
gram wh_a should enable CAA to maintain the high standard of employee performance
 
which is vital to the proper discharge of its responsibilities.
 

EFFECT OF NE SALAY SCALE AND 

POSITION CLASSIFICATION
 

General 

The assignment of salaries to CAA employees was an intricate process. This 
was due in large measure to the situation which existed in the past, wherein no 
standard salary scale or standard increments were employed. Having developed 
a scale which included standard steps wthin each grade, and having determined
 
the classification for a particular position, it was inevitable 
that there would 
be differences in the salary increases for the same position. While there may
be temporary dissatisfaction because of this situation, it is the price which 
CAA must pay in order to establish a systematic salary program. 

Pri r to assigning individual salaries, the following two guidelines were 
employed: 

1. First of all, to the extent practical, employees were placed at the
 
beginning of the grade to which assigned, provided at least a $10 
increase resulted for employees currently earning $50 or less, $15 
for employees earning from $51 to 81OO and 10% for everyone else. 
If current salar y was too high to use the base salary of the grade, 
the salary was fixed at the step in the grade which would meet these
 
ainimuma. 

2. The initial assignments were then reviewed to give some credit for 
seniority. This was done by adding an additional grade step, for
 
those who had at laast 10 years of service. Departvnt Heads or 
above, and those who had an increase of $150, were not included. 

The salary adjustments, which resulted from the application of these guide­
lines is shown in Appendix B - a detailed listing of all assignments. A dis­
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by grade assigned, is given in Appendix C. Appendix D is a sumnary ofsent the pro­and pr4,posed positions and salary costs to CAA.
 

Generally, 
 the figures in these Appendixes reflect the moderate nature ofthis major overhauling of the CAA position and salary structure. The increaseamounts to 21, and the average per employeo is $47.77 per month. When con­sideration is given to the fact that this is not simply a determination ofannual incr=ant, but a ancomplete structuring of the position arrangement,that an agency-wide increment has and 
not been available to CAA for two years, theincrease is modest indeed.
 

The Increases 

As rAn be seen in Appendix C, the increases, for the most part, follow thepattern which is to be expected in a rather uniform percentage increase,smaller amounts accruing to the lower grades, and greater amounts 
with 

grades, There to the higherare some unusual salary changes - large and small - which reflectunusual conditions, as follows: 

1. Employees who have many years of service and have reached or exceeded
the maximum of the grade to which assigned. 

2. Employees in positions which have been grossly underclassified. Thecorrect claesification results in an unusual increase. 

3. Employees moving from a trainee position to a classified position. Insuch cases the increase would be large. 

The positions classified in Grade 13, which starts at $500,grades, represent the and in higherarea where salaries have been most depressed, when con­sideration is given to the assigned responsibilities. There are 78 persons inthese levels, and 37 would receivo increases in excess of $100. 
The average
increase for this entire group, however, is 22.7 percent which is substantiallythe samn as the agency-wide average of 21 percent.
 

The salaries of ten meteorological observers 
would increase from $150 te$238 per month, or sixty (60) percent. This is duenewly graduated and in their probation period. They 
to 
are 

the 
new 

fact that they are 
elegible for fullObserver classification.
 

Also included in the position 
listed are six (6) assistant air traffic con­troller trainees, who are at present unsalaried, receiving only expense money.They will receive S-38 per month when training in completed. 

Implementation of the Increases
 

It is recognized that the implementation of a program such as the one developedhere may pose problems, from budgetary view point anda from the stand point thatin the excptional cases the increment may be considered excessive, if given inone atep. To overcome this objection,
which may we have planned to have those adjustmentappear to be high implemented in two steps, exclusive of service incre­ments to which 
ing it 

the employee may be entitled. In a reorganization and restructur­simply would not be good, nor fair,more to require an employee to wait forthan two fiscal years to get him to his assigned classification. With thisin mind, we have used tha following basic formula, with some judgment for un­usual cases, in insuring that the program would be implemented in two fiscal
perieds: 
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Persons with salaries of less than $100 would receive the increments 
iii one step. 

Persons with salaries of $100 - S250 would receive increments of $50or less in one step. If more, in two steps.
 

Persons with salaries of $250 - $500 would receive increments of $75or less in one step. If more, in two steps.
 

Persons with salaries of more than S500 would receive increments of$100 or less in one step. If more, in two steps.
 

In those cases where the amount is marginally abovewhere the foregoing limits,or the percentage increase of the first increment would be less than10 percent, the entire increase is proposed for one step.
 

This procedure appears to be the fairest, to the individual and to CAA,from the view point of orderly implementation. We understand the concern of
CPA in authorizing increments 
opinion 

of more than 875. However, we reiterate ourthat the situations here should not be considered in the same manneras an annual increment would be considered. is aIt restructuringtion classification adjustment which requires special consideration. 
and posi-

In Appendix E, we have listed those cases which we assume CPA would wish to
examine, and trust that with the supporting explanation CPA can see its way
clear to approve as requested.
 

Implementation of the program of increases, without considering the fillingof vacancies, which will be discussed later, would be as follows:
 

Total Increase 
 $ 32,392
1963 Increments 26,924 83%1964 Increments 
 5,468 17%
 

To minimize the financial 
as CAA becomes 

burden on the government's budget until such timeself-sufficient (hopefully in three years time), weimplement the annual will notservice increments provided in the salaryfourth year. Rather, scale until thetwo groups of employees will receive their first andsecond service increments on alternative years, with annual increments beginninfrom the fourth year. Thus, the implementation plan will look like this: 

1st year ­ salary adjustment J 20,927 

Group2 

$ 5,987 

CA Total 

$ 26,924 
2nd year - salary adjustment 

1st service increment 
-
-

5,468 
2,009 

TOTAL 2nd Year 7,477 7,477 
3rd year ­ 1st service increment 7,042 - 7,042 
4th year ­ 2nd service increment 7,042 2,009 9,051 
5th year ­ 3rd service increment 7,042 2,009 9,051 
6th year ­ 4th service increment 7,042 2,0X 9,051 
NOTE:- Group 1 includes those who receive their entire salary adjustment
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in one step. 

Group 2 includes those who receive their salary adjustment in two 
steps.
 

Vacancies 

The listing of positions in Appendix B includes 140 vacancies. Thesevacancies,if filled, would round out the organization which it is felt Will
most 
effectively s,'rve the needs of reorganizedAdministratici. 1towever, and autonomous Civil Aviationthe staffing plan will be implementedcome available, as funds be­over the next several years. Priorities are now being established,and it is anticipated that only the most critically-needed positions willin the current fiscal year, be filledbecause of the unusual budget requirement to aeet thesalary adjustments outlined herein. 

CONCLUSION 
The Civil Aviation Administration,been designated to represent as an autonomous organization, hasthe Ethiopian government in a highly sensitiveand technically complex international field. It has been reorganized, funotion­ally, and new fiscal policies and systems are being established. To meet itsstatutory obligations effectively, it must be able to recruit, and keep qualifiedpersonnel. 

We believe that the documents transmitted with this statement,analysis reflect a and oursound personuel policy with proper implementing procedures.It is a policy which, in our opinion,
personnel, and maintain a high degree of 

will result in attracting the required

employee morale, 
 with provision forincentive stimulation, reward for proper performancenary provisions. The salary level is 

and firm but fair discip)i­
compl.titive with similar agencies, butnot excessive, and the careful evaluation of positions, as reflected in tb,.
classification schedule, is moderate. 

In summary, we feel that the material nere presented fully dt -onstratethat the personnel policies of the Civil A-iation Administrationwith policies of are consonentthe Central Personnel Agv y, and warrantspersonnel the conduct of itsactivities under a delegation of authority from the CentralAgency. PersonnelWe urge that prompt action be taken to issue such delegation. 
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CIVIL AVIATION AMINISTRATION 

ANALYSIS OF PROPOSED SALARY INCREASES 

DOLLARS OF INCREASE PER MONTH 

"RADE 0-9 
IVJ-
14 

15-
19 

20-
24 

25-
34 

35-
49 

50-
74 

75-
99 

100-., 
124 

125-
149 

150-
199 

200-
OVER TOTAL 

1 

2 40 21 7 1 69 

3 4 5 2 11 
4 1V 61 13 13 88 
5 1 3 1 1 IV 7 
6 16 19 7 2 44 
7 17 34 12 12 1 76 
8 6 13 3 IV 23 
9 i2"/ A / 59 23 15 15 2 IV 129 
10 7 37 10 5 2 61 
11 22 19 12 1 1 55 
12 7 11 16 3 1 38 
13 7 22 5 3 2 39 
14 5 5 3 1 2 16 
15 1 3 1 2 7 
16 1 1 3 3 .8 
17 2 1 3 
18 4 4 
19 

20 1 1 
DTAL 13 42 87 61 142 122 82 81 20 10 8 11 679 

a/ Thee persons have reached or exceeded the maximum of the grade to which 

aaigned. 

b Reflects a simultaneous promotion and position reclas.3ification. 
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SUMMARY OF POSITIONS
 

Presents 

No. of Positions 679J1 
Salary $ 152t2081 

Proposed:
 

No. of Positions 
 818
 

Salary $ 224,612 

Vacant Positions 	 1402/ 

Salary 	 $ 40,Ol22/ 

Salary for Present Positions $ 184,600 

Total Increase 
 S 32,392
 

Percent Increase 21%
 
Average Increase Per Person 
 $ 47.77 

1/ Excludes (A) 	 Administrator and Deputy Administrator, who are not in
 

acale. ($2300)
 
(B) Six (6) persons in trainee capacity (unlsalaried). 
(C) Twenty two (22) individuals unassigned, who may be tranaferred, 

retired or declared redundant. ($4709) 

Includes six (6) positions earmarked for trainees. ($1428) 
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1 Nor. 1971 

FOREWORD 

This Handbook h" been designed to be a basic reference 
document governing the organization and operation of the Civil 
Aviaticn Alministration. It is divided into three volumos as 
foilows: 

Volume I - Organization 

Volume II - Administrative Procedures 

Volume III - Operating Guidelines 

Volume II is in two parts. Part I contains Personnel 
Management Procedures, and Part 2 includes other administrative 
procedures. 

The manuals have been arranged in 1oos# lI -d form, with a 
numbering system to simplify the making of amendments. Each page 
bears the section number and a date in the upper left hand corner. 
As changes are made, the new date will be inserted, and thus enable 
the user to know when changes have been made. 
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8 July 71 

TABLE OF 0ONTETS 

VOLUME I 

OPICNIZATION 

PAGE NO. 

100.0 POLICIE AND PHILOSOPHY 

100.1 Nature of the Civil Aviation 
Administration POL - 1 

100.2 Statutory Basis 1 

100.3 Purposes 7 

100.4 Policies 7 

200.0 ORGANIZATION AND FUNCTIONS 

200.1 General Plan of Organization ORG - I 
200.2 Spheres of Responsibility 1 
200.3 Summary of Functions 2 

201.0 CIVIL AVIATION BOARD 

201.1 Membership CAB v I 
201.2 Powers of the Board I 
201.3 Delegation of Power 1 

202.0 OFFIC; OF THE ADMINISTRATOR 

202.01 Mission ADM ­ 1 
202.02 Functions 1 
202.03 Authority 1 
202.04 Special Delegation 1 
202.05 Special Relations 1 

203.0 OFFICE OF PLANS AND POLICY 

203.01 Mission PAP ­ 1 
203.02 Functions 1 
203.03 Special Delegation 4 
203.04 Special Relations 4 

204.0 OFFICE OF CONTROLLER 

204.01 Mission CON ­ 1 
204.02 Functions 1 
204.03 Special Relations 2 
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8 July 71 

PAGE NO. 

205.0 MANAGER, TECHNICAL SERVICES 

205.01 Mission IMS- 1 
205.02 Functions 1 
205.03 Special Delegation 1 
205.04 Special Relations 1 

206.0 OFFICE OF SAFETY 

206.01 Mission SFT - 1 
206.02 Functions 1 
206.03 Special Relations 1 

207.0 OFFICE OF TECHNICAL PLANNING 

207.01 -Mission OTP - 1 
207.02 Functions 1 
207.03 Special Delegation 1
 
207.04 Special Relations 2 

208.0 OPERATIONS DEPARTMENT 

208.01 Mission OPS - 1
 
208.02 Functions 1
 
208.03 Special Delegation 1
 
208.04 Special Relations I
 
208.10 Aerodrome Services Division 2 
208.20 Air Traffic Services Division 4 
208.30 Flight Standards Division 6 

209.0 METEOROLOGY DEPARTMENT 

209.01 iesion MEr­
209.02 Functions 1 
209.03 Special Relations 1 
209.10 Synoptic Division 3 
209.20 Climatology and Research Division 5 

210.0 FACILITIES AND ENGINEERING DEPARTMENT 

210.01 Mission FAE - 1 
210.02 Functions 1
 
210.03 Special Delegation 1 
210.04 Special Relations 1 
21.lO Electrical and Electronics ignLnaering 

Division 3 
210.20 Aerodrome Engineering r±-4 on 5 
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211.0 MANAGER, ADMINISTRATIVE SERVICES 

211.01 
211.02 
211.03 
211.04 

Mission 
Functions 
Special Delegation 
Special Rnlations 

212.0 RESERVED 

212.01 - 09 Reserved
 
212.10 Personnel Management Division 
212.20 Accounting Division 

212.30 Procurement & Supply Division 


213.0 OFFICE OF SECURITY
 

213.01 flission 

213.02 Functions 

213.03 Special Relations 


213.0 - 219.0 RESERVE 

220.0 FIELD OFFICES 

220.01 Mission 

220.02 Functions 

220.03 Special Delegation 

220.04 Special Relations 
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PAGE NO. 

MID - 1 
1
 
1
 
1
 

MAD - 3 
5 
6
 

SE -1
 

1
 
1
 

FLD - 1 
1 
1
 
1 



Appendix 7 
Page 5 of 8 

TABLE OF*CONT 

voum .1, 
S 

ADMINISTRATIVE PROCEDURES 

Part 2 

3WAQ FINANCIAL MANAGEMENT 

320Ai 

320.2 

320.3 

320.4 

320.5 

Accounting 

Auditing 

Billing and Collection of Revenues. 

Budgeting 

Rental Contracts 

330.0 PROCUREENT AND SUPPLY 

340*0 INVENTORY ONTROL 

350.0 RESEVED 

360.0 OFFICIAL TRAVEL 

370.0 RESEPVED 

380.0 ADMINIS MITIVE SERVICiS 

380.1 

380.2 

380.3 

380.4 

380.5 

Records Management 

Correspondence Control 

Reproduction Services 

Management Information 

Local Transport 

Program 



Aprendix 7
 
Page 6 of 8
 

TABLE OF CONTENTS
 

VOLUME III
 

OPERATING GUIDELINES 

1000.0 	 ORGANIZATION AND ADMINISTRATION
 

1000.01 Delegations of Authority
 
1000.02 Field-Headquarters Relationships

1000.03 Horizontal Staff Relationships

1000.04 Relationship between Aerodrome Services Division
 

and Aerodrome Engineering Division
 
1000.05 - 99 Reserved
 

1100.0 	 ADMINISTRATIVE - GENERAL
 

1100.01 Publishing Procedures and Guidelines or Amend­
ments
 

1100.02 Public Information Re]eases

1100.03 Annual Report Preparation
 
1100.04 - 99 Reserved
 

1110.0 	 FINANCIAL MANAGEMENT
 

1110.01 	- 99 Reserved
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310.15 	 TRANSFES 

310.151 PRINCIPLE
 

Permanent employees of the Administration arm public servants, and 
as such shall be obliged to accept permanent or temporary asaign­
ments at any place within the Empire, and to accept transfers from 
one assignment to another at the same place or at another place in 
the Empire. Transfers shall be made after careful consideration 
as to the need for the CAA's activities and as to the effect on 
the interests of the employee. At no t.me shall a transfer be made 
which creates a rurplus of employees. The initial assignment of 
trainees graduates or newly recruited employees shall not be con­
sidered as a transfer, regardless of the assignment. 

310.152 CONDITIONS FOR TRANSFER
 

A. 	Transfers may be effected by the Adinitration for one or
 
more of the following reasous:
 

1. 	More efficient use of employees.
 
2. 	To avoid new recruitment.
 
3. 	 To relieve employees from climatic and other hardships

in certain areas, after having served there contiLuously 
for 2 - 3 years.

4-. Occupational rotation after 5 - 8 years of service at 
the same post. 

5. 	 Other administrative reasons. 

B. 	 Transfers may be made by the Administration upon recuest of 
an employee for the following reaconat
 

1. 	Health difficulties - substantiated by a certificate 
from a doctor designated by the Adminittration. 

2. 	Other substantiated personal reason if great importance
 
to the employee, provided that it is acceptable to the
 
Administration.
 

310.153 NATURE OF IRANSFER
 

A. 	TD PORARY
 

A transfer shall be considered as temporary when -the assignment 
of duty to a spec fic position at the same or another place lasts 
for 	a maximum period of six (6) months, unless an approval is 
obtained from the Administrator, or his designee for this purpose,
 
for 	a further maximum period of three (3) months. 

B. 	 PERMAN2MT 

A transfer shall be considered as permanent when the assignent 
of duty to a specific position at the same or another place extends 
beyond six (6) months, without interruption, unless an extension of 
three (3) months is obtained, as outlined in 310.1,3A above. 
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310.154 PROCE)URE FOR TRANSF
 

A. 	When a transfer in proposed, in acoordance with 310.152 A or 
B above, th6 office or field location proposing the transfer
 
of an employee, should first Oiscuss the matter with the appro­
priate headquarters division. Thereafter, the other office
 
or field location affected should be consulted and agreement
 
reached on the date and duration of the transfer. It is
 
essential that all units involved in any transfer be consulted
 
pr~or to a final decision or transfer. For example, if an air
 
traffic controller is being considered for transfer from Dire-
Dawa to Bole Airport, the Chief, Air Traffic Services Diviron
 
should be consulted first and thereafter the Addie Ababa Field 
Office Manager. The other offices involved in this transaction
 
would be the Airport Manager at Dire Dawa and the "General" 
Field Office Manager. Agreement is i'eachcd and the transfer 
is made.
 

B. 	If there ia no agreement, the catter shall be referred to the 
Manager, Technical Services, or Managor, Administrative Services 
or bo,h, dopending on the area of activity, who shall make the 
final dc"!aion. The employee's irziediate supervisor shall be 
notified of the impending transfer as soon as possible. 

C. 	If the request for transfer is initiated by the employee, and
 
the reasons for the request are acceptable to the Administra­
tion, the appropriate headquarters divicion and field office
 
manager shall explkre possibilities for making the transfer.
 
Transfers shall not be arranged privately by the employees.
 

D. 	The employee is notified in writing of his transfer by the 
head of the office from which he will be transferred. "he 
letter shall be given to the employee not leas than ten (10) 
days before the date of transfer, if temporary, and not less than 
thirty (30) days, if permanent. It shall state the reasons
 
for the transfer, the date, the allowances to be given and
 
whether the transfer is temporary or permanent. The duration 
of the assignment chall be indicated.
 

E. 	Two copies of the notification document shall be forwarded to
 
the 	Personnel Management Division, which will make the necessary 
adjustments to payroll records, notify the Accounting Division
 
(as specified in the Accounting Procedures) and place a copy
 
of the letter in the employee's file.
 

F. If the employee objects to the transfer, he may express his 
objection in writing to the ?tanager, Technical Services or 
Manager, Administrative Services, depending on the area of 
activity, stating the reasons for hie objection. If the rea­
sons are sufficient, the decision to transfer may be recon­
sidered. If not sufficient, the decision shall stand as final.
 

G. 	 Transfer of the heads of organizational units, at a level of 
Section Chief or above, shall be approved and ordered by the 
Administrator. 



Appendix 8
 
310.15 Page 3 of 11 
8 July 71 

310.155 COSTS OF TRANSFIM 

A. 	 For a transfer initiated by the Administration, or by the 
employee and approved in accordance with Section 310.152 B.l. 
above# and including a change of duty station, the costs of 
transfer &hallbe borne by the Administration, whether the 
transfer is permanent or temporary. 

B. 	 If the transfer is initiated by ths employee and approved under 
Section 310.152 B.2 above, the Adinistration shall bear the 
cost of transport for the employeo. Cost of transporting de­
pendents and personal effects shall be borne by the employee. 

C. 	 Costs to be borne by the Administration for a temporary transfer 
shall be as follows:
 

1. 	Cost of transport for the employee only. 

2. 	 Cost of transporting essential personal effectaup to a 
maximam of 100 kgo. 

3. 	 Allowances as followos 

a. 	 For the first month, the regular per diem allowance 
as specified in the Travel Regulations. 

b. 	 Beginning from the first day of the second month until 
the end of the temporary assignment, per diem amounting 
to 30% of the total monthly salary shall be paid. 

c. 	 Fzr Assab and Mansawa desert allowance as specified in 
the Travel Regulations shall be paid for the first per 
diem month. Beginning from the first day of the second 
month until the last day of assignment, 50% of the total
 
salary shall be paid. 

D. 	 Costs to be borne for a permanent transfer shall be as follows: 

1. 	 Cost of transport by plane for the employee. Cost of 
transport by plane for dependents who are registered in 
the employee's CA personnel file, provided that a 50%dis­
count is available. If not, the cost of the next beat
 
available means of transport shall be paid. Dependents 
include the employee's wife and children below the age of 
18 years who normally are r3sident with and wholly or mainly 
supported by their parents. Chiloren between 18 and 21 
years, who may be attending full-tine ed-ication, may be con­
sidered dependents if circumstances justify this. 

2. 	 Cost of transporting personal effects, to the extent of 
quantities listed below: 
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Size of Family (In numbe. of Persons) 

Salary Grade 1 2-3 - 6& Above 

1- 7 300kg 500kg CM ka 700kg

8 - 15 500 kg 900 kg 1100 kg 1200 kg
 

16 - 20 1000 kg 2000 kg 2500 kg 3000 kg
 

The maximin amount due to the vzployee, calculated frem 
the weight allowance listed abovo timaos the current 
official rate per quintal for the distance to be travelled, 
shall be paid to the eployc pricr to the transfer date. 
The employee shall make the necescary arrangements for 
transportation of hin perconal effects. 

3. 	 Allowance for travel time. The per diem specified in the 
Travel Regulations shall apply. 

4. 	 Cost of relocating at the now placo of aasiv-- nt. To 
cover expenses expected to b3 incurred in connection with 
temporary lodging, environmental adjuotment, inadequate 
knowledge of market situation, etc. - one month's pW diem 
as specified in the Travel Regulations. Fowever, if govern­
ment housing is available, an allowance equivalent to fif­
teen (15) days per diem shall apply. 

E. 	 In all cases, the travel route and moans of transport shall be 
chosen so as to keep the total transfer costs to the Administra­
tion at a minimum. 

F. 	 Cost allowances outlined in 310.155 D shall be paid on the basis 
of a Transfer Allowance Payment Voucher, Appendix 1. The voucher 
must be reviewed by the Department or Office Head from uhioh the 
employee is being transferred. Payzent &hallbe authorized by 
the Manager, Administrative Services, Manager, Technical Services 
or the Airport Manager. 
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TRANSPR ALLOWANCE PAYMENT VOUCHER 

Date TransferName of Employee 

Effective 

Transferring from to 
iOffce Location 

Permanent 
On a n basis.

Temporary 

Allowances to be Paid in Connection with the Transfer 

Transportation of Employee $ 

Transportation of _ Dependents $ 

Personal Effects __ kgsp Rate $ 
Relocation Costs $ 

Per Diem (for Temporary Transfers) _ 

Other $ 

TOTAL ALLOWANCe . 

Reviewed by 

Approved for Payment 

Payment Received 

Signature of Transferee 
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340.0 INVENTORY OTROL 

340.01 GEIAL 

A. 	 The identification and control of property# equipment and supplis
owned by or consigned to the CAA represents a major aspect of the 
agency's control system, because of the substantial value of these 
items. It is, therefore, an urgent requirement that adequate re­
cords be maintained and a system developed for monitoring the pro­
gram. These procedures specify the ations to be taken in order to 
meet this objective.
 

340.02 IDENTIFICATION OF CAA PROPERTY AND EQUIPLENT 

A. 	Initially it is necersary that all existing non-consumable items 
of property and equipment under CAA's ownership or control be 
identified. Accordtngly an inventory chall be taken and identifi­
cation numbers shall be applied to each portable or movable Item.
 

I. 	A listing shall be prepared for each office. It shall contain 
a description of each item, the assigned CAA property number, 
date of acquisition and cost. These reports shall be maintained 
by the Chief, Purchasing and Property Section. 

B. 	 As new portable or covable its are acquired, numbers shall be 
assigned and the itos added to the appropriate listing. This 
action shall be taken as soon as the property or equipment in de­
livered. It shall be the reoponsibility of the Chief, Purchasing
and Property Section to make the necessary arargements within his 
section to ensure that he is notified when an item is delivered. 

C. 	 If an item is transferred from one location to another, the appro­
priate changes are made on the listings of the offices concernad. 
It shall be the responsibility of the person in charge of the 
office from which the item is transferred to notify the Purchasing 
and Property Section of such change. Otherwise his office may con­
tinue to be charged with the item.
 

D. 	 When any item is cold, scrapped or otherwise disposed of, a nor&­
tion shall be made on the listing, showing the date and reason 
for 	the disposal of the property.
 

340.03 INVEiTORY OF PROPERTY AND EQUIPMENT 

A. At least once annually, th2 inventory records maintained by the 
Purchasing and Property Section shall be checked against the pro­
perty and equipment. 

1. 	 This is done by scheduling the various offices for inventory
throughout the period of one year, or by taking a coeplete
inventory simultaneously at all locations. 

2. 	 Although the inventory qhall be carried out by the Purchasing
and Property Section, such inventory action shall bc subject 
to audit. 
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3. 	 Any inventory differences shall be reported in writing to the 
Chief, Procurement and Supply Division, setting forth all avail­
able facts. Since all items have been established as part of 
the assets of CAA, losses shall be reported to the Controller, 
who shall determine what action is required. The Controller
 
shall notify the Accounting Division if the item is to be
 
written off, as part of the inventory report aubmitted at the
 
end of the fiscal year. (See 340.06 A)
 

340.04 IDENTIFICATION OF SUPPLIES 

A. 	Supplies of spare parts, stationery, cleaning materials and other 
consumable items, until they are used, are as much a part of the 
assets of CAA as property and equipment items. It is, therefore,
 
essential that eupplies be identified and continuing control over
 
this inventory be established. Accordingly, an initial inventory 
shall be taken, stock record cards prepared and values determined, 
as detailed in the Procurement and Supply Procedures. 

340.05 INVENTORY OF SUPPLIES 

A. 	In order to verify the accuracy of the CAA inventory records and
 
to establish asset values, a physical inventory of supplies shall
 
be taken at the close of each fiscal year. Interim spot-chock 
physical inventories may be taken periodically, if deemcd n,ceasary
 
for control purposes; however, the annual inventory at year end 
is required for validating financial siatements which include aset 
values. 

B. 	 It shall be the responsibility of the Auditor, with assistance from 
a stores clerk, to take the annual inventory of supplies. The
 
supplies shall include bulk stores of stationery, office supplies,
 
etc., except those in current use, cpare parts and components, drums 
and tankE of fluids, which may be counted by reference gauges where 
appropriate, and barrels, bags and cartons of dry bulk supplies.
 
These may be counted by weight, excluding a tare for the container.
 

1. 	An inventory sheet similar to that in Appendix 1 shall be used,
 
giving a description of the item, identifying numbers if any,
 
the 	location and other information. 

2. 	The result of physical count shall be coapared with the stock
 
record (ledger or card). If the count agrees with the record,
 
an appropriate entry shall be made on inventory work sheet. 

3. 	 If there is difference between tho physical count and the 
stock record, they shall be noted on a separate form, similar 
to Appendix 2.
 

30.06 INVENTORY REPORTS 

A. 	An inventory report shall be provided tr:the Accounting Divisions 
in the form of an inter-office memorandtm. 

1. 	 This reprt, which shall be prepared by the Auditor and routed 
through the Controller, shall contaen sufficient informatie 
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to provide a basis for journal entri3as adjusting the perpetual 
inventory and fixed asset records in accordance with the physi­
cal count. 

2. 	 The report shall cover the phye cal count for supplies as des­
cribed in 340.05 B and shall al&. cover any adjustments required 
as a result of the physical inventory of property and equipment 
as detailed in 340.03 A 3 of these procedures. 

B. 	 It shall be the responsibility of the Auditor to submit reconmenda­
tions to tho Controller concerning short:- j, reco)-d maintenance or 
procedural problems encountered in the in-Lntory procoss. The Con­
troller shall take such action as may be necessary to ensure that 
inventory control is maintained at a satisfactory level. 
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CIVIL AVIATION ADMINISTRATION 

SPECIMEN INVENTORY WORK SHEET 

Item Count Identification Lo-ation Other 

55 gal. XYZ cleaning fluid 
full 10 None 
 Maintenance
 

Stores
 

Heavy duty vacuum cleaner 1 SER. 146329 Maintenance 
Stores
 

Transmitter Microphone, 3 Part No.41826 Main Terminal Similar 
spare Stores to othurt 

installed 
on units
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DIFFE 

CIVIL AVIATION ADMINISTRATION 

INVENTORY CONTROL 

CE BETWEEN PHYSICAL COUNT AND STOCK REORDS 

Dociption and 
Id3npfyng N bes 

Stock Record Count Difference 

30 amps fuse GE Type X 4 135 130 -5 
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1100.02 PUBLIC INFORMATION RELEASES 

1100.021 INTRODUCTION 

A. The development of satisfactory relations with the public, and 
the 	task of educating the public on what CA's functions and 
accomplishments may be, depends on the frequency and quality of 
public information releases by the CAA. 

B. 	 Therefore, all offices of the CAA - in Headquarters and in the 
Field - are encouraged to consider for publination any item 
which may be newsworthy, and which will enhance the CAA in the 
eyes of the publi,; - from the standpoint of the type of work 
CAA does, or its achievements. 

C. 	 Newsworthy items may include, but are 	not limited to the follow­
ing: 
CAA employees going overseas for training, completion of
 
training classes, the installation of new equipment (such as the
 
VOR), attendance at overseas conferences, major improvements in
airports, increases in users fees, employee recognition, arrival 
of unusual aircraft, comparative activity statistics, and many
other items. 

1100.022 POLICY 

A. 	 As a matter of policy, all official news items concerning the 
CAA shall be released through the Office of Plans and Policy,
which is charged with the responsibility for handling public in­
formation. This is important in order to ensure that all items 
attributed to CAA are consistent with established policies of 
CAA.
 

B. 	 There is no objection to CAA officials giving information to the 
press, proided that comments are limited to the precise area
of jurisdiction of the official, and the information carries with 
it no policy implications. Generally, however, inquiries should 
be referred to the Office of Plans and Policy for handling. Where 
appropriate the name of the CAA official shall be included in the 
release.
 

1100,023 PROCEDURE FOR RELEASING INFORMATION
 

A. 	 When an office has an item which it considers newsworthy, it shall 
prepare a memorandum to the Headp Office of Plans and Policy, set'­
ing torth facts pertaining to the item. 

B. The Office of Plans and Policy shall review the items for consis­
tency with CAA policy. If there is no policy inconsistency, Plans 
and Policy shall prepare an official press release on the bject.
As deemed necessary, the Head, Office of Plans and Policy shall 
refer news itnms to the Administrator for clearance prior to Ias­
ing 	the press release.
 

Co 	 It shall be the responsibility of the Office of Plans and Policy 
to disseminate the press release to appropriate news media. 
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Order No. 69 of 1971 

An Order to Provide for the 

Re-establishment of the Civil Aviation Administration 

CONQUERING LION OF THE TRIBE OF JUDAH
 

HAILE SELASSIE I
 

ELECT OF GOD, EMPEOR OF ETHIOPIA
 

WHEREAS, We had created the Civil Aviation Administration by Order No. 
25 of 196?, as an independent adainistration for the technical administration 
and eonomic regulation of civil aviation; and 

WHEREAS, in light of recent developments in civil aviation, We dem it 
necessary that its autonomy be comprehensive; 

NOW, THEREFORE, in accordance with Article 27 of Our Revised Constitu­

tion, 	and on the advice of Our Council of Ministeras We hereby Order as follows: 

1. 	 Short Title 

This Orde.r may be cited as the "Civil Aviation Re-establishment Orders 
1971". 

2. 	 Re-establishment of the Ciril Aviation Administration 

The Civil Aviation Administration c,-eated by Order No. 25 of 1962 is 
hereby replaced and succeeded by an autonomous public authority kvown 
as the Civil Aviation Administration (hereinafter the "Administration"). 

3. 	 Principal Office of the Administration 

The Administration chall have ita principal office in Addis Ababa ad 
may establish branch offices. 

4. 	 Purposes 

The purposes of the Adiinistration shall bt 

1. to 	promote an efficient and economic air transport system; 
2. to 	ensure the highest degree of safety in air transport; 
3. to 	facilitate regular air transportation; 
4. 	 to develop national and international air transport .etworka 

and construct aerodromes; and 
5. 	 generally, to promote the development of all aspects of civil 

aviation. 

5. 	 Powers and Duties 

The Administration shall, ir. accordance with the law, have all powers 
necessary for the attainmen t of its purposes. Without limiting the 
generality of the foregoinj, the Administration Wall have the powr tos 

1. enter into contract; 
2. 	 buy, sell, own, lease and hire movable and immovable prope"T as 

its activities require; 
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3. sue and be sued in its own name;
4. establish and enforce civil aviation policies and programs;
5. establish such administrative organization as is necessary 

and conducive to the proper execution and adm ,_-.tration 
of all civil aviation policies and programs; 

6. 	represent the Government in all matters relating to civil
 
aviation;
 

7. 	represent the Government in negotiating loan3 for civil
 
aviation purposes and
 

8. 	discharge such additional functions as may be vested in it
 
by law.
 

The Board
 

1 The Board shall consist of the following five (5)members; 

a. 	 Our Minister of Communications, Telecommunications and 
Posts (hereinafter the "Minister"): CGirman; 

b. three (3)members to be appointed by Us; and
 
c. the Administrator
 

2. 	All powers of the Authority provided herein and in other laws
 
shall be vested in the Board.
 

3. 	 The Board may delegate its power to one or mo-e of its members
 
or to the Administrator.
 

4. The Board shall determine its own rules of procedure.

5. The quorum for any meeting of the Board shall be a majcrity of 

its rembers. 

The Administrator
 

1. The Administrator shall be appointed by Us on the recommendation
 
of the 	Board. 

2. He shall be the chief executive of the Administration and shall, 
subject to the supervision and direction of the Board, be respon­

sible for the proper administration and operation of the activi­
ties of the Administration. 

3. 	 Without limiting the generality of the foregoing, the Administra­
tor shall in particular: 

a. prepare and submit to the Boaird detailed proposals for the 
annual 	budget of the Authority;
 

b. employ, promote, transfer, and discharge all personnel, and 
fix their salaries and allowances in conformity with the 
directive* of the Board, made in accordance with the Public
 
Service laws;
 

c. effect all expenditures in accordanca with the approved
annual budget and the work programs of the Administration; 

d. 	 submit to the Board audited quarterly financial and operational 
reports stating the incomes and expenditures effectedp th3 
technical and operational results accorplished; 

e. 	 perform such other functions as are assigned to him by the 
Board. 

4. 	The. Administrator ma], delegate part of his functions and powers to 
employees of the Administration to the extent necessary for the 
efficient management of the business of the Administration; pro­
vided that the person who acts on behalf of the Administrator in 
his absence shall be subject to prior approval by the Board. 
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9. Fund 

1. There shall be established a fund consisting ofs 

a. all fees collected by the Administration and all proceeds ob­
tained from sales of property;b. any 	other money received by the Administration for the purpose
of carrying out its activities; and c. an annual Government subsidy based on an estimate prepared bythe Administrator and approved by the Board which shall be
included as a separate cub-head under the Ministry of Commui­
cations 	in the annual budget of the Government.

2. The 	fund establilshed herein shall be lodged in tha National Bank of
Ethiopia or in a bank designated by it in a separate account 	inthe name of the Administration which shall be responsible for itsexpenditure to give 	effect to the purpocas of the Administration
in accordance with an annual budget purcuant to the law. 

10. 	 Budget 

1. The budget of the Administration shall be framcz! in two partas one
dealing with ordinary expenditure and the other with capital
expenditure.

2. The Board may, in accordance with the law, establish such reserves 
as may be necessary to meet unforeseen expenses.

3. The 	fiscal year of the Administration shall begin on the first day
of Hanle and end on the 30th day of Sone of the following year. 

11. 	 Accounts and Annual Be rta
 

The Administration chall keep 
 full and 	accurate accounts of its expendi­tures and revenues and shall within three (3) months after the expirationof each 	fiscal year render 	a statement of expenditures and revenues to
Our Minister of Finance. 

12. 	 Auditors
 

1. Thi 	books of account and all the financial affairs 	of the Adinistra­
tion shall be audited 	annually by duly qualified auditors appointed
by the Board.
 

2. The 	accounts and all records relating to the financial affairs of theAdministration shall at all times be open to auditing by the Auditor
 
General. 

13. 	 Transfer of Rights andOblipations
 

All rights and obligations regarding civil 
aviation matters heretofore.held by 	any Ministry or Administrative Department are hereby transferred 
to the Administration. 

14. 	 Repeal 

The Civil Aviation Order, No. 25 of 1962 is hereby repealed. 

15. Power to sue Reulatons
 

The Minister may, on 
 the recommendation of the Boardp ise such regal. 
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dtons as are necessary for the fulfil'nent of this Order. 

16. Efective Date 

on the aato of its publication in theThis Order shall enter into force 

Negrit Gazeta.
 

Done at Addis Ababap this 5th day of March, 1971. 

TSEIAFE TAEZAZ AKLILU HABTE WOLD 

Prime Minister and Minister of Pen 
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CIVIL AVIATION ADMINISTRATION 

ESTIMATE OF OPERATING RESULTS 

FISCAL YEARS 1972, 1973, 1974 

Yr. Ended 
July 7, 1972 

Yr. Ended 
July 7, 1973 

Yr. Eadd 
July 7, 1974 

Revenue 

Landing Fees S 1,398,000 
Navigation Fees 
Embarkation Feen 
Aircraft Parking Fees 
Renttals & Conceavions 
Miscellaneous Sales & Services 
Headquarters Revenue 
Subsidy 

999,000 
138,0oo 
35,000 
178,600 
3,6OO 

26,000 
655,394 

5 1,798,000 
1,686,900 
300,000 
49,000 

238,600 
3,600 

50,000 
- -

$ 1,798,000 
1,686,900 
315,00 
49,000 

288,600 
3,60 

50,OO0 
- -

TOTAL S 3,483,594 $ 4,126,100 S 4,191,100 

Expenses 

Personnel Services 
Transportation & Communications 
Information 
Professional & Other Services 
Rentals 
Purchased Repairs & Maintenance 
Materials & Supplies 
Grants 
Other 

2,261,620 
137,000 
5,500 

22,054 
4,900 

351,900 
597,120 
71,300 
32,200 

2,684,700 
143,0OO 
6,OOO 

22,000 
5,OOO 

351,900 
600,000 
75,000 
35,000 

2,874,700 
150,000 
6,0o 

22,000 
5,0OO 

351,900 
600,c0O 
75,000 
35,000 

TOTAL $ 3,483,594 $ 3,922,600 $ 4,119,600 

Surplus or (Deficit) - - 203,500 71,500 

Notes:-


Computation of Revenues for 1973 and 1974 asasunms 

(1) Increase in passenger embarkation fee from $3 to $5. 
(2) Increase in navigational fee rate of 14% beginning with 1973.
 
(3) Payment of navigational fees by EAL both years ($450,000 per annum).

(4) Payments by USAF of current charges both years. 
(5) Doubling of headquarters fees beginning with 1973.
 
(6) Increase in rental and concessions resulting from renegotiation of contracts. 
(7) No increase in flights or passengers.
 

Computation of Expenses assumes:
 

(1) Implementation of salary adjustments $323,000 for 1973, S90,000 for 1974.
 
(2) Allowance for filling vaant positions $100,000 each year. 
(3) 5% increase in Transportation & Communication expense.
 
(4) Other expenses approi-imately constant. 


