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I. TINTRODUCTION

BACKGROUND

In September 1970, the Civil Aviation Administration (CAA) contracted with
Systems Analysis and Research Corporation (SARC) to provide managenent consulting
services. The contract called for SARC "to assist CAA in establishing an organi-
zation with adequate authority, power and capabilities to fulfill its regponsibili-
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 changes, and
to provide supervisory training, it was extended for an additional four months,
to January 3, 1972.

SCOPE OF THE PROJECT

Article 3 of the Contract established in some detail the work to be performed
urnder the contract. For reference purposes, the items listed under Article 3 zre
included here:

1. Review the pres=nt organization and administrative procedures of the Civil
Aviation Administration (CAA) for the purpose of recommending and assisting
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 tbe
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 divieion as related to
other divisions within CAA.



5+ Prepare an administrative manual and a technical manual that will serve
as guidelines for the operation of the CAA organization.

6+ Raview and revise job clagsifications and recommend to CAA pay scales
based on the revised job classifications, incremental increases and incen-
tives designed to attract and retain qualified personnel. 7he procedures
shall include recomuendations for all personnel regulations, training re-
quirements, promotional oprortunities and disciplinary procedures and re-
gulations, applicable to CAA and consistent with Central Persornsi Agency
regulations.

7+ Prepare procedural and operational manualas for budgeting, revenua collection
and billing, accounting, auditing, property control and orocurement and

stores.

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

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

10. Reviaw the existing procedures for enforcing the law and regulations relative
to Civil Aviation in Ethiopia.

11l. Identify supervisory training requirement=, develop and conduct bhasic and
advanced supervisory courses; train a CAA "Supervigory Training Officer";
evaluate effects of training course; and recoamend future actions aad pro-
cedures for pre-assignment training of newly-selected supervisora" {added

by contract amendmert 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 agpects of
the program are treated separately, and include discussions of organizational restruc-
turing, personnel program development, administrative and operating procedures,
financial management and supervisor developnment.,



The substantive portion of the report concludes with an evaluation of ths work
accomplished during the period of the contract.
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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 Admiristration was functioning under authority granted by the Bwperor in
Order No. 25 of 1962 and Decree No. 48 of 1962. The organization thus established
was in effect a semi-avtoncmous government ageacye. 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
peneral 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 developament
of civil aviation in Ethiopia. The national carrier, Ethiopian Air Lines (EAL),
had ordered its first jet aircraft; new airport construction was undertaken, to
provide facilities suitable for anticipated increases in international air travel;
and the CAA was bueily training technicians to undertzke the technical services
and regulatory functions contemplated in Order No. 25.

In 1962 the organization of CAA was largely an informal one, with gubstantial
assistance being given by International Civil Aviation Organization (ICAO) advisors,
and other expatriate personnel. By 1966 the functions of the agency were cryatallized
sufficiently to be grouped into four operating departments, and an administrative
department, all under the direction of the Adminiastrator and a Director Gemeral.
Although not included on the 1966 organization chart, a field organization wvas also
in being, at Haile Selassie I International Airpori, Addis Ababa, at Asmara, and to
a minor extent at Dire Dawa and Jimma. Numerous meteorological stations cezpleted

the {ield arrangement.

During the developmental period beginning in 1962, and more predominantly from
1966 on, the CAA found itself handicapped in carrying out its responaibilities to
develop and regulate civil aviation in Ethiopia. It required techniciansz, but could



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 recognized the difficulties facing CAA in its atteapts to
finance its routine operations, and the necessity for having a well-qualified,
adequately~funded organization to operate and maintain the new equipment. 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 was expected that CAA would be financially selfw-gufficient.
An additional precedent to the loan was a requirement that CAA engage a management
consulting firm to assist in creating an organization which waa geared to cperate
as an autonomous corporation. SARC was selected to assist in developing the new

structure.

2. Review of Past Studies

Since 1962 a number of studiss 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 fame program. In 1968 the engi-
neering firm of Tippetts-Abbett-McCarthy-Stratton (TAMS) prepared an econczic
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 ingtalled 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
apparently 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 Airportas.

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; {4) salaries be improved; and (5) top level management be
streng thened.

The analysis by PAS has been helpful in the present management congulting 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 pereons
were interviewed, within the agency and outside. Contacts within the CAA ranged
in level from the Administrator to a typing pool member. Outside interviows were
held with officials in Ethiopian Air Lines, the Ministry of Finance, Office of the
Auditor General, Imperial Board of Telecommunications of Ethiopia (1BTE), 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 arad understanding of CAA was
developed. The interviews in many instances follow:. = pattern which made it re-
latively easy to identify certain problems, e.g. low salaries, lack of coordination
mechanism and incunsistent 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 bacame 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 ecphasis 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 iritial 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.

be. Weaknesses in the CAA Operation

The review disclosed a number of weaknesses, which could be classified into

four broad areas:

(1) Organizﬁtional Deficiencies

(a) Policy and staff functions, as contrasted with operating
functions, needed to be clearly defined. The queation of
precise jurisdiction at airports, as between the airport
management and the technical departments at Headquarters,
raised serious coordination problems. Key leadquarters
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.

(¢) Provision for specialized functiona was required.

(2) Need for Management/Supervisory Capability

It became evident at an early stage of the review that many of CAA'e



problems stemmed from the fact that supervisory personnel had no training before
their assignment to supervisory positions, and little or no such training since.
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 eagsed, had the supervisor been

given gome training in dealing with people at a su »rdinate level.

The lack of management background ian through the organization, and,
as a result, management activity which would prevent a gituation from developing
did not occurjy or some system was not developed which could facilitate the agency's
worke It ie likely that thie 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 was made to follow CPA personnel regulations, these
regulations are not detailed in many areas; and as a result inconsistencies 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 earlier. Algo, there appeared to be
some inequities in salary arrangements, in addition to the low level which applied
generally within CAA, which contributed materially to poor morale.

(4) Inadequate Financial System

The financial affairs of CA: 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 from the initial study, an organiza-
tion plen 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
polnts of the proposed organization were as follows:



.

1. It distinguished between operating and polinv/stgff functions by placing

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

maintained 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 systems, development of operating standards,

monitoring the field operations and development of resulations.

2. It recopnized and mave approoriate weight to the three primarv areas of /'AA

activitv -~ operations, eugineering and administration.

Thisg arranmement has the advantage and lomic of mrouping like activities
into functional areas. Thus, for example, it consolidates eneineering functions,
and avoids jurisdictional difficnlties which arise from including operations

activity within an engineerina unit.

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

Under this arranpement, the appropriate office can respond to requests for
guidance from the field, and are lorical for determining standards. All aero-
drome matters were located in the Aerodrome Services Nivision, and all aspecte
of Air Traffie Services were ircluded ir that Nivision to facilitate policy and

staff direction.

L. It provided an independent office for flioht 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 supervision, to reflect the

importance of financial aspects in an indeperdent agency.

6. It established an office for Flans and Policy, te rrevide a plarring function,

and a nurleus for future .44 activities.

It was contemplated that initislly, in addition to planninn, this office would
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contain several miscellaneous functions, some of which were being handled in
operating offices. By tranaferring international affairs and interagency
liaison responsibility 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 Adminis*rater's
office, since they cut across all CAA functions. With a planning functien,
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 training progranm

By giving the Personnel Management Division responsibility for coordinating
all training programs, CAA will be assured of consistency and uniformity in its
training activity. This office will conduct some non—technical tralniiag, and
will work with technical offices in developing a coordinated rograme

To support the proposed organization there ;are developed appropriate atate~
ments of responsibility, functions, coordination procedures and job descriptions
for key positions. A broad statement of functions accompanied the proposed or—
ganization chart, which coversd 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 medifica-
tions suggested by the Administrator and accepted by SARC were not inconsistent with
the principles which dictated the original organizational plan. Medificatiens in-
cluded:

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

2. Creating an additional position as Assistant Manager, Administrative
Services.

3« Creating an Office of Technical Planning.

With respect to the first modification, SARC expresscd its written reserva-

tione It was our contention that aviation meteorology was not sufficient to warrant
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Department status. CAA; however, took the position that this level was justifiied
because the meteorology function in fact was the Ethiopian national meteorogy

service.

After having come to tentative agreement with the Administrator on a propesed
new organization, 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 requested
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 THE NEW ORGANIZATION

1. Identification of Key Functions

With the adoption of the reorganization 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:» _ntended 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 posisdems, it appeared desirable to develop uniform descriptions for each of
the 200 different positions incorporated in the activity of CAA. Previoualy,
position deseriptions had been prepared in a uniforam format only as to a particu-
lar technical activity. Periodically, Central Personnel Ag§ncy Forms 14 were



submitted, which detailed the duties of the individual whose name appeared en the
forms ‘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 periecd follow-
ing the development of the poeitivn descriptionas, there occurred the inevitable
revisions of position *itles. However, this phase passed quickly and the pasition
descriptions were then cooruinated 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 levels, to insure
flexibility in the assignment of tasks. For examcle, the airport fireman, who
usually are not active, were assigned, in addition to their fire dutios, responsibi-

lities for iandscaping, carpentering, eth as directed.

3« Staffing the New Orpanization

Having outlined the key elements of the new organizatioun, it was then necessary
to develop substructures and to determine staffing requirements with the advice and
assistance of CAA officess This process was long and tedious,for the qualifications
and present salary of each of the nearly 700 employees had to be considered, in
relation to the salary scale, the position classificatior 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 efficiency of the organization.

Because of the changes in organization, a minor number of employee transfera 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 effected until every effort has been made to locate a position fer 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 the payroell.
This procedure, as can be expected, results in overstaffing, for only if a person

is untrainable or otherwise completely unsatisfactory is an attempt made to terminate
his service because of his redundancy. CAA is no exception, and the etaffing plan
which finally evolved is, as stated earlier, extremely genercus, although not too
costly because the excess staff is for tha most part at the lower grade levela.

The quality of appointmenis to key positions generally has been goods. It is
SARC's view that the administrative area, in which many of CAA's problens flourished,
in particular has been strengthtened. Technical management, with a few exceptions,

also sheuld be satisfactory in light of key appointments in technical arease.



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 exiating salary structure was not
adequate, indeed no formal agency sczle was in use; tLere was no agency clessifica-
tion schedule, although positions were graded in a senge; no written procedures
were available; personnel evaluation and discipline were conducted on a rather
haphazard basis; and there was no incentive awards programe. SARC's efforts were
directed first to creating a satisfactory salary arrangenent, then to the proper
classification of positions, and finally to the development of a series of proce~

dures for proper personnel administration.
DESIGNING A SALAIY 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, CAA had no uniform wage or salary policy. Salaries and wages in
the past had been established primarily on a judgment basis. Salary increaents
vere 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 becauss of low salary
levels. Personnel morale has been adversely affected by the lack of uniforaity

in granting salary increments.

As an autonomous agency, 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 verformances 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 esatablished prior to the research which was necessary in
establishing the salary scale. In the first place, it was determined that the
minimum salary for persons required to be on the job full-time would be $50 psr
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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 betwesen the minimum and maximum levels should be adequate to asgurs reason-
able financial advancement for the individual employees, but with due regard 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 these principles in mind, a detailed comparative analysis was wade ef
current sclary scales in effect for IBTE, EELPA, IHA 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—
gonnel Agency was included in the analysis, to reflect the influence of government

miniatry salary scales.

2+ Doscription of the New Scale

Following the approach outlined above, a salary scals 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 Crade 20. The
Grade 1 level would be used to classify those employees who perform manual er

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

In other respects the scale meets the principles which were specifieds 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 znalyzed.
The average spread between the beginning rates and the maximum, among the five
agencies, ranges from 160% for Grade 1, to 48% for Grade 20. The CAA scale has a’
spread of 100% for Grade 1, then tapering downwards to a constant 4O percent from
Grade 9 through Grade 20, for gervice increments only. Including the merit incre-
ments discussed below, the maximum is from 150% for Grade 1, tapering dowa to 60%,
from Grade 9 through Grade 20.

The CAA scale will cover a gervice 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 firat severazl yesars, plus
an opportunity for merit increments, offer an incontive for better performance on
the part of the employees. Th¢ increments would provide for a minimunm increase of
$5 in the lowest grade and a maximum of 5% beginning with Grade 8. Becauss ef the
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unusual coste 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 perfermance. However, the personnel evaluation procedures
provide that only 50% 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 psriod
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 incrcase of 4O percent (for Grades 9 — 20, which would
involve tke greatest dollar amounts) over a 12-year period, which would not appear

to represent an unreasonable liability on CAA.

Tt is believed that the CAA scale is reasonable from all points of view. It is
well within the range of salaries paid by comparable agencies; it provides for
reagonable service increments; and the spread batween 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 propuv 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 eloment 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 clzsaification
schedule developed by SARC for CAA, the primary consideration was the respensibility
attached to a given position, relative to other positions. Where possible the
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clasgification 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 schedule. In determining the classification of
technical positions, the results of a CAA analy«is of several years ago, and CPA
comments on that proposal, were useful guidelines. Current szlaries of CAA
employezs were not ignored, for they do represent classifications of a surte How=

ever, the salary element was a minor consideration.

A statistical classification system advanced by cne Dr. Seyoum, a Haile Selassie
I University consultant who worked with CAA in 1963 and 1564, 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 classificztions (Appendix §) is fair to the
employees, reasonable in relation to the comparatira job responsibiliiies and reason-

able in relation to other agency classifications.
PERSONNEL PROCEDURES (VOLUME II, PART 1 OF THE MA%UAL)

In the past, CAA has operated without the benefit of personnel procedures specifi-
cally keyed to the CAA operation. 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 s
been made to protect the ewloyees' rights with, however, specific penalties for
violations of agency rules. A key element in the personnel management systea is
the personnel evaluation system, which forms the basis for determining the size of
the increment, whether the employee's performance warrants a merit increage 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 te the
employee, but CAA requested a change which made performance ratings confidential,
unless the employes's performance was graded "Unsatisfactory” or "Outstanding".
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Thisy incidentally, is the practice generally followed under CPA regulations.

The personnel procedures as a group were designed to inform the employes of his
duties, responsibilities and rights, provide opportunities for advancement under
the incentive program, arrange for uniforn 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

Bmployee 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 czployee information handbook was develcuped
and printed to better acquaint the employee with CAA, 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 ths
period) incorporated the ideas and thoughts of CAA key staff before they were
finalized. Thus the product is one with which the gtaff is familiar and for this

reason should prove to be useful.

Copies of procedures developed for CAA, except for the samples designated as
Appendix 8y are not included as part of this report because of their volume. How-
ever, a complnte 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-



ponsibility for developing and maintaining the Rthiopian "Public Service". Public
servantg include "all officials, employees and servants of the government and
Public Authorities and Administration of the government which enjoy juridical

statuges.”

The CPA has published u get of regulations for the guidance of all organiza-
tiong falling under its jnrisdiction. These regulations are broad, and cover all

aspects of personnel administration.

The Civil Aviation Administration, as a part of the Ministry of Communications,
Telecommunications and Posts under the previous arrangement, and 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 organizations which
enjoy independent status the authority and responsibility for handling their own
personnel matters. Before such delegation is given, the afency seeking such autho-
rity must demonstrate to (PA 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 SARC 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, new grade assignments and other detail, which would

not be suitable for this report.



IV. ADMINISTRATIVE PROCEDURES AND OPERATING GUIDELINES
m

SARC's responsibility under the contract included, among other things, the pre-
paration of "administrative" and "technical" manuals which will "serve as guide—
lines for the operation of the CAA organization."” SARC has interpreted the
"technical® manual as management or administrative procedures governing the
technicel portion of the CAA organization. CAA agrees with this interpretation.
The manuals which CAA has covering purely technical aspects of its operations
have buen 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 ag an indepen—

dent agency.

The Manual prepared for CAA consists of three volumes, comprising 72 diffesrent
procedures or functional gtatements, for a total of more than 400 pagess Volume
I covers the organization of CAA. Volume IT is in two parts. The first part
contains the personnel procedures discussed carlier, and the second part is made
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 manage-
ment staff with a readily-available source of information on the organizatien. It
contains policies of the CAA, a copy of the "Civil Aviation Recstablishment Order,
1971+, organization charts and statements of function for all offices appearing

on the new organization chart.
GENERAL ADMINISTRATIVE PROCEDURES ( VOLUME II, PART 2)

In addition to the financial and property management procedures, which are dis-
cussed later, general administrative procedures have been formulated to cever the
following areas:

Records Management
Correspondence ontrol
Repreducticn Services
Official Travel



Local Transportation
Mansgement Reporting Program

Having had ne policy on the reteation of records, it appeared to be necessary to
develop guidelines for the storage or retention of official papers and to establish
responsibility for their custody. This is done in the Records Mznagement procedures.
The Ca-respondence Control procedure is designed to facilitate the movement of correg=
pondence, with controls to avoid loss or unnecessary delay. The Reproductien Ser—
vices procedure simply outlines the responsibilities and steps in reproducing official

documents.,

Uniform travol regulations for CAA employees are embodied in the Official Travel
procedure. 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 wag no written procedure or policy,
there existed substantial variations, and inequities, in the assignuent of official
vehicles, provision of bus transportation, petrol allowances, etc. looge 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 ig 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 is
designed to keep up-to-date and comparative infermation concerning CAA's financial
sﬁmﬁm,wﬂwmm,ﬁmwtwﬁﬁw,amfhﬂ@tommymMonam@hr
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. Howevar, in the manual numbering arrange-
ment, provision has been made for additional procedures which may become necessary
in the future.



OPERATING GUIDELINES (VOLUME III)

To assist CAA staff further in the management of CAA's affairs, a group ef
"operating guidelines" was developed. These guidelines are not procedures in
the same sense as, e.g. Official Travel, or Managemant 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 Pelationships
Horizontal Staff Relationships
Relationship between Aerodrome Services and Aerodrome
Engineering

Administration

Publighing Procedures and Guidelines or Amendments
Public Information Releases

Annual Report Preparation

Eatablishment of Fees and Charges

Absences from the Office

Di sposal of Surplus Stock

Field Offices

Formal and Informal Communications

Vigits to Field Office by Technical Personnel

Coordination of Travel by Bole Techniciang with Headquartera
Field Office Expenditures

Irveatigaticn of Alleged Air Traffic Violations

Requests for Technical Information

Maintenance of Outstation Structures

Technical Management

Validating Requirements
AIS Information -— Collection and Dissemination Within CAA
Mrintenance and Use of Automatic Telecommunications Logs



Planning
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 prccedures 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
finaﬁcial 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 standardsa 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 te 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 conirol of the
Ministry of Finance, the accounting function in the CAA under the previous arrange-
ment was aimply that of a cashier - for all record-keeping was on a cash baais.
There was no.accounting in the conventional gense = 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 5y 1971 oatensibly 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 Collasction 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 General'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 comments 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 pclicy 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 properi} 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



equipment were identified and set aside for disposal. Furniture and all equipment
items were registered. Under the purchasing and inventory ccntrol 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 E¢ 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

E$ 41,271,500
THE NEW FINANCIAL ARRANGEMENT

The new accounting system was put into effect at the beginning of the new fiscal
yeary 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, CAA's budget for the current fiscal year was requested in
1970 from the Ministry of Finance, as a regular government agency, and was approved
by Parliament. Under these circumstances CAA was required to report montkly expen~
ditures in the same breakdown as that appearing in the budget, i.e. by Headquarters,
Airports and Meteorology. This posed a problem because the cost breakdosn under the

new accounting 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 55 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 AGEXCY

The Civil Aviation Reestablishment Order of 1971 clearly had as one of itg
goals the financial autonomy of CAA. The second paragraph of the Order states
that "We deem it necessary that (caa's) autonomy be comprehensive.” Furthar,
Article 5 which lists the "Powers and Duties of CAA", includes financial provi-
sions which are singularly applicable to an autonomous corporation, e.g. “Enter



into contracts", "buy, sell, own, lease and sell property...", "sue and be sued", .
etc,

Analysis of CAA's ;ncome and experses and potential additional revenue gources
revealed that financial self-sufficiency, at least for an operating budjet, is
achievable in the next fiscal year, provided that (1) measures recommended 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 aﬁd 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 estimatss for the carrent year and FY 1964-65 appears

to be as follows:

Revenues Operating Expenses Subsidy

FY 1962 = 3 E$ 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" 3,506,682 906,662

Thus, it appears that the deficit to be overcome for Fiscal Year 1964~65
would be in the neighborhood of $307,000. 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 a;eas, 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 E$1,200,000; (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.
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should refrein 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 ia
depriving CAA of revenues properly due for services rendered. As an autenomous
agency, it means that CAA is in fact paying an obligation of the Ministry of
Foreign Affairs of the IEG.

These billings should be sold to the Miniatry of Foreign Affairs. They
could be paid over the next two years, which would mean about $600,000 annually
to CAA. This item alone would meet a substantial portion of the expected oparat—
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 forgeful action should be
taken, by diplomatic means if necessary, to collect revenues due the CAA. The

amount due would assist materially in placing CAA on a self-gugtaining basis.
Ethiopian Air Lines

The real key to CAA self-sufficiency, of course,lies with Ethiopian Alr
Lines. Landing fees and navigational charges for international flights have
been estimated by the CAA's Office of Plans and Policy to be 81,549,000 for
the current fiscal year, if paid by the carrier. Thus far, however, the natiocnal
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 circunstances.

There are several persuasive reasons why action should be taken promptly.

Firat 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 oqual
opportunity”™ for competing foreign carriers. Theare is no doubt that the
Ethiopian government would be faced with the decisicn either to exempt foreign
carriers from paying landing fees, or require EAL to pay if any foreign carrier
pressed the point. By subsidizing EAL to the extent of landing fees, the Govern-
ment would protect its negotiating position on thig point with foreign flag

carriers.

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

CAA autonomy.

It is recognized that EAL, like CAA, is a government corporation psrform—
ing a useful service and that, theoretically, 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 courae,
is that sound practice requires that each collect its own revenue and pay its
own obligations to the extent posgible. 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 ef
view it would be infinitely more satisfactory to have gubsidy paid directly to
EAL, if necessary, rather than to CAA. Such an arrangesent would present a

more accurate picture of both EAL's and CAA's operations.

2¢ Other Poasibilitieas for Increasing 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 feea schedule. Consequently,
it is doubtful whether 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 shall
move toward reimbursement for all services rendered which, with regpect to
CAA operated airports, would include domestic landing fees.

Navigational Charges

The Office of Plans and Policy in its study recommanded that navigational
fees be increased by about 1/ 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 subatantial increases. As a matter of fact, it ia 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 etfect.

Embarkation Fees

SARC is of the opinion that embarkation fees for international passengera
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

‘estilate, this increase would produce about $118,000 additional revenue anonally.

Rentals

During the period of our work in CAA, it bacame apparent that (1) reatal
schedules generally are too low, (2) there is no uniforaity in rates and (3) rates
are not related to costs." The Plans and Policy study has rocommended changes in
rates which would produce a minimum of about $56,700 additicnal as followss

Land Leases $ 39,140

Office Rentals 5,926

Check-in Counters 1,620

Warehouses 10,000
$

--:Z--
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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 Fees

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 volume the concessionaires pay
lesa than $20,000 to CAA. Most countries offer the aviation fuel concesaien 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 is 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 imposed,
but feels strongly that contracts should be arranged which produce substantially
increased revenue. Revenue to CAA amounting to a minimum of 2% of the groas
revenues would not be out of order. Because of differences in cost, it may bae
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=
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negotiated, and put on the basis of a fixed rental pPlus 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 incresse $17,460 per year. On the basis of publighed reports as to
activity at the Addis duty free shops, SARC feels this figure may be undersgtated.
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 conatructed 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 oxists 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 reagonable 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 costs, with

a small margin for overhead.

.é. 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 providéd 0y Ethiopian Air Lines, the girpoft
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, »nd the transmission, the lower
cost, provided by IBTE. This should be renegotiated.

Non-Aviation Meteorology

Although not a producer of revenue, some effort ahould be undertaken to
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obtain funds for operating thc¢ 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. Summsrv

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 ¢ 1,200,000
RAF Billings 635,000
EAL $ 715,000 - 1,549,000
Landing Fees - -
Navigational Charges 350,000
Embarkation Fees 115,000
Rentals 57,000
Aviation Fuel Concession 100,000 - 200,000
Duty Free Shops 20,000
Headquarters Revenue 5,000

TOTAL $ 1,362,000 -_2,296,000 $ 1,835,000 .

It can be seen that the potential exists for covering an $307,000 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, lnﬁ
arrangaments should be made to reimburse CAA. On the basis of the potential
avallable 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 hera.
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 sourcss are insufficient to cover
operating costs. Such subsidy would be requested as an item in the budget of
the Ministry of Communications.

From SARC's observations during the period of its work with CAA, 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 conirol over

its own affairs.

An integral part of the reorganization of CAA, 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 government 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 CAA, it is logical from the Ministry of Finance view since that agency
is attempting to finance a government with funds which are ingufficient to meet
all requeats. Thus it can be seen that so long as CAA is subject to this coatrol,
any orderly and enlightened plans for maintaining a personnel program competitive

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 .ISAF
"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 affzirs.

In the second place, CAA provides costly meteorologic~1 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 aviztion services. Again, the label makes little difference to the
Minigtry of Finance, but to CAA it is important. Arrangements should be made
to refognize the non-aviation nature of these services compensate CAA accordingly -

not as subaidy.

To be effective as an autonomous agency, CAA must refrain from seeking sub=
sidy. SARC has so recommended, and believes there are ample revenues availzb::
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 traine
ing program was conducted by an exceptionally well=qualified training specialist
associated with SARC.

. The training program had two objectives: (1) to provide basic and advanced
training to CAA supervisor groups and (2) to give on~the~job training to CAA
training specialists who could continue supervigory training within CAA in the

future.

Two Basic Supervisory courses were held — one in Addis and one in Asmar’l,~
with a total of 49 participants. In addition, 23 CAA staff members at Wadage-
ment levels took an advanced supervisor course. The preparation, inétruction.
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
belowe In each session participants were involved in analyzing situations drawn
from their everyday experience. Thus, application of the techniques being astudied

had some very real meaning.

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

follows:

o

s

The Supervisor's Job -~ to introduce trainees to the series and to develbp

an understanding of principal tasks, problems and requirements of supervisoi's .
in the CAA.

Working in an Organization = to relate the individual trainee's position,

obligations, authority, and communication cnannels to, the structure of CAAj;
to build an understanding of the relationships between elements of the CAA
organization; and to demonstrate hov 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



written and oral instructions.

The Sugggvisor as a Leader - to give the trainees an understanding of the

relationship of a supervisor to his work group; the factors for which a
follower is dependent upon his leader; and how a supervisor can develop and

use these dependencies to guide and direct hig work group.

Methods Improvement - to demcnstrate to supervisors the importance of effi

clent 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 wethods improvement, cost control and training,

Developing Emplovee Work Skills -~ to give the supervisor an understanding
of the vital importance of training hig employees; how to identify training
needs; principles of learning; and how to apply effective methods in on=the-

job 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
Conatructive Performance Evaluation

Cost Management

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

The employee evaluatign aspects in both courses were specifically related
to personnel procedures deveiSbéd by SARC in Performance Evaluation and Dig-
cipline. Thus the courses actually assisted in implementing these new proceo~

dures.
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VII. RECOMMENDATIONS MADE TO CAA
S TR MADE TO CAA

Barlier chapters of this repert 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 actiens
were implicit in procedures which were drafted. In this section, we shall iden-
tify those proposals presented to CAA, whether specifically recommended, er
implicit in our submittals. For ease of comparigon the recommended acticns are
keyed to Article 3 of the contract "Statement of work and services to be per—
formed".

Nos. 1, 2, £ & 9. Review present organization and procedures. Review

previous studies and recommendations. Develop a scheme of organi-
zation 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.

RECOMMENDATION: Adoption of New Organizaticn Proposal

Status: Adopted and jmplemented with minor changes. SARC cxpressed
its reservation at elevating the meteornlogy function to

Departmental level. (February 1971)

RECOMMENDATION: Adoption of Proposed Position Descriptions and Functiea

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)

RECOMMENDATION: Adoption of Operating Guidelines Further Clarifying and
giglgining Functional Relationships

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

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

1971).
RECOMMENDATION: To Delepate Certain Administrative Authority to Key Officials

Dizcussion:

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). Thc Administrator noted substantial relief.

Joe 3+ Develop total staff requirements and personnel qualifications required
to man the positions in the proposed organization.

RECOMMENDATION: Adoption of Proposed Staffing ¥lan, with 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 Metecrology
Department after strong representations were expressed by
SARC.

Status: Implemented (July 1971), generally along the lines recommended.
Of the 140 new vositions it was tentativelv 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.

RECOMMENDATION :

Fill Positions of Controller, Internal Auditor, Head, Opera-

tions Department, and Manager, Administrative Services as quickly as

Posnible.
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Discussions When the new organization plan was announzed, the key posi~
tions named in the recommendation were not filled. With
experience it became apparent that in order to maximic the
effectiveness of the new arrangement these key positions
should be fuactionings

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

!232& 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 Divisione

No. 5, Prepare an administrative 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: Genersl administrative procedures which exclude those deal-
ing with 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: /11 procedures adopted and made effective (Aug. - Nov. 1971).

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

RECOMMENDATTION ¢ Adoption of Personnel Package Which Includes,Among Other

Things, All the Items Specified Above.

Discussion: This subject was treatsd in some detail in earlier parts
of this report. It is embodied in the CAA request to
CPA for a delegation of authority on personnel matters.
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Status: All items were accepted by CAA, with modifications as follews:

a. SARC proposed annual salary increments, to be effective
immediately. However, CAA felt there was a need to ease
the financial impact on CAA resulting from the initial
salary adjustments plus immediate annual service incre=
ments. Therefore, it intends t{o 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.

be  Nine positions classified by SARC in the top three grades
were classified one gi'ade lower by the Administrator for a
temporary period. In prin<: 1~ SARC classifications were

accepted but will not be imp.:-iented until next year.

Ce 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 services
CAA modified the arrangement to provide for 50% of the ine

crement if performance was marginal.

The entire personnel package including the salary scale, posi-
tion classification and procedures was submitted to CPA on Oct.
4y 1971. The delegation of authority has not been issued by
CPA as of this report.

RECOMMENDATION: To Undertake a Supervisory Management Training Program

Discussion: The ne2d for this training was discussed earlier.

Status: CAA contracted with SARC to provide such training. The program
was conducted Sept. 16 = Oct. 23, 1971 and is discussed in this

report as a separate item.
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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 hés 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, Aercdrome Services Division — an orientation viait
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
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develop the kind of security arrangement required for
Ethiopi ae

This recommendation was presented in October 1971. Actien
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 nucessary.

That the Administrator Partiocipate in a Short Term Executive

RECOMMENDATION :

Training Seminar Sponsored by the American Manapement Associatione

Discussion:

Status:

RECOMMENDATION :

Newsletter.

Discussion:

Status:

Since CAA, when fully autonomous,will be operated in corpora-
tion-like fashion instead of as a government miniatry, SARC
felt that exposure to the type of training recommended would

be invaluable.

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.

To Hold ngular Staff—Meetingl and to Publish an Employee

A basic problem within CAA, which has a substantial effect
upon employee morale, has been the lack of effective communi-
catiou 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 recommsnded. A monthly employee newsletter was proposed.

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 thias
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.

RECOMMENDATION: Adoption of all Procedures and Operating 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 requesting subsidy, CAA will be assured of direct

and complete control over its own affairs.

(2) That CAA immediately begin negotiations with the Ministry < 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.

(3) That negotiations be undertaken with Ethiopian Air Lines to effect
some arrangement for the payment of landing fees and navigational
charges for international flights, at least to an extent sufficient
to eliminate CAA's need for subsidy, taking irto 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.



(5)

(6)

7)

(@)

©)

(10)

(11)

(12)

1, 1972.

That embarkation fees be increased from $3 to $5 for international passen—

gers, effective January 1, 1972.

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.

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 200,000 and a maximum of

8,00,000 annually, with percentage decreasing as volume increases.

That contracts for the duty free shops at Addis and Asmara be renegotiated
and put on a fixed~rental + percentage~of-gross-sales basis. The minimum
percentage should be 3 percent, and tenders for this concession should so

indicate.

That fees and rates for licenses, registration, certificates, examinations,
etc. issued by the Flight Standards Division be doubled, effective Jan.
1, 1972.

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 effective'.ess on Janucey 1, 1972.

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.

That representations be made to the "finistry of Finunce to secure payment —
not designated as subsidy - for non-aviation meteorology services provided
by CAA.

Status: Iﬁ response to SARC recommendations, CAA is moving to implement some

of them, as follows:
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5
Increase in navigation fees ( 4) and passenger embarkation fess ( 8)
as recommenced have received initial informal approval.

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

Discussions are underway to increase revenues from the aviation fuel con-
cesaion ( 7).

An administrative decision has been made to charge EAL for navigational
charges on international flights, since EAL has increased its fa~cs for

this purpose ( 3).

The recommendation by SARC that no subsidy be requested has not bean
accepted. (1)

Action on other recommendations has not yet been taken.

Review existing procedures for enforcing the law and regulations relative

Discussion: CAA has responsibility for the regulation of civil aviatioen
in Ethiopia and actually carries out the functions of licens-
ing airmen and aircraft, conducting airworthiness examinations,
investigating safety matters, etc. However, there arae mo
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

J0-
to civil aviation in Ethiopia.
RECOMMENDATION: To Adopt a System of Safety Regulations to Become Effective
by January 1, 1972 if Possible.
never promulgated.
Status: Recommenz=tion submitted on Oct. 7, 1972. No action as eof
thie report.
11.

Identify supervisory training requirementsj conduct training; traim CAA
"Supervisory Training Officer"; recommend future actions and procedares
for training newly-selected supervisors.

REOOMMENDATION: Adoption of Specified Practices or Procedures in Conmestien
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with Supervisor Development, in Order to Maintain the Momentum of the

Trniniqg_Program and to Maximize its Usefulness.

Discussion:

Status:

Detailed recommendations were made to CAA,y 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; (3) follow-up of super-
visory training, by conference conference and newsletters;
and (4) establishment of a reference library on supervisor

development.

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

Recommendztions which were made to CAA during the course of the Management
Consulting Contract covered practically every aspect of organization, manage=-
ment and administration. Implementation of organizational changes and mout of
the procedures was a gradual process, beginning with the reorganization annouce-
ment to the staff in February 1971. However, there has been insufficient time
to measure the manner and result of all proposed and implemented changes. Soue
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 position classification schedulea,which
has not yet been received; (3) the procedural difficulties with the Ministry of
Finance, which prevented full implementation of the 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 easential 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 reduce suhstantial
complaints of inequitable treatment. The delegations of authority made thus far
have expedited the action through CAA officcs; and according to the Adminiatrator
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 CAA staffing 4a
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 sett-
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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 livinge By and large there is a pride on the part of
all CAA 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
disurray, 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 apbointees, 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 clasaifi-
cation schedule, the practice of transferring . “ployees 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 pfoviding additional orien-
tation for technicians on the line. The separation of Field and Headquarters
responsibility was somewhat difficult for Headquarters tec’inical management to
adjust to at first. They were accustomed to suapervising 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 moving to
fulfill the roles contemplated for Headquarters technicians.

Top management, of course, ultimately is responsible for the successful er
ursuccessful operation of CAA. The Administrator and his Deputy, together with
the two Managers, form a team which could do an cutatanding 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 operaticas
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.
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Field operations are generally well staffed but some adjustments are required,
and these have been made known to the Administrator. The technical maintengnce
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, expresased
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 recummended to CAA that no additional fire personnel be engaged until suech a
study is made.

In susmary, SARC bolieves the CAA staff, as a group, is well qualified tou
carry out its responsibilities. Despite this qualification problems do exist,

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=gufficiency 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 1972, some
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 Ministry of Foreign Affairs desires to continue the present arrange-
ment, under which tte USAF does not pay, then CAA charges will probably be forth-
comiig 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 amount,
to agsist the carrier in defraying navigational charges. Therefore, it is legi~
cal and appropriate that EAL pay CAA for navigational charges.
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some indication of the prospects for self-sufficiency is apparent from the
figures in Appendix 10,which is a forecast of operating results for the present
fiscal year, and two future periods, submitted to AID on November 11, 1971.
The revenue assumptions incorporate the changes contemplated by the Adminie-
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
airport will be operated on z 24=hour basisy 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 CAA to ine-
crease revenues, the prospects for financial self-gufficiency are excellents
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 i’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
ite various administrative functions. The development of uniform written pro—
cedures was welcomed, and it became evident shortly after they were introduced
that the staff intended to take them seriously., If they continue to do so, CAA
will operate more smoothly, Undoubtedly many minor revisions will se necessary,
as experience is accumulated. However, provision has been made to facilivate

procedure amendments so adjustments should present no difficulty.

Théhvirious 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 Financee.

Those procedures covering the most active CAA administrative areas, such
as purchasing and procurement, agency trasel, persounel transfers, etc., appear
to be fulfilling the agency's nseds satisfactorily.



TRAINING

A procedure was developed which provides for a coordinated CAA training pro-
gramy 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 prograaed
during the past eight years or 2o 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 capabillity of He S. I. University. As 2
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.

Supervisgory Training

Evaluation of the real effectiveness of the supervisory training can be
accomplished only after enough time has elapsed to give the trainees an eppor—
tunity to demonstrate their application in day-to~day supervisory actione.
Apparent effectiveness can be svaluated 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 effacts
of the conferences held in September and Oc*ober 1971. Supervisors will be greatly
influenced by the attitudes of 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 encouir g~ *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 &f work
methodsy and higher job skill levels due to systematic training.



Indications of apparent effectiveness of the training have been:

1ls Active participation by virtually every trainee in the discussiona

and practice of techniquese.

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' managerse

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

indicating acceptance of the concepts presented.

L+ Numerous requests were received for continuation of training for the

same trainees.

5¢ The trainees during the basic program 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 vas

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.



Communication

One of the basic difficulties in CAA based on SARC observations over the
past sixteen months, 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 waz to be considered. At lower lovels, a few of the super—

visors hold regular staff meefings.

There is no general circulation of agency news to employees, with the result
that employees are uninformed and have a feeling of not belonging. Employse 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 problea, 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 nosition des-
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 managenent 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 >f trust among the
employees. Supervisors are reluctant to delegate authority to their subordi-
nates, with the natural consequence of a lack of interest. This has resulted
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in poor job performance and disciplinary probleas 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 problea
persists at lower levels. It is our hope that the supervisor training cone
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 Repgulatory Agency

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 noc 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 established, 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 accomplisghed.
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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 e'stimates which, however, we be=

lieve will be near the actual amounts expended.

US DOLLAR CQOSTS

l. 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 @ 10% 13,392
Sub Total 147,311
7+« International Travel 9,427
8. International Travel - Per Diem 1,122
9. Otber Direct Costs 6,614
TOTAL & 164,47/,
LOCAL COSTS
Subsistence in Ethiopia

10. Project Manager E$ 11,196
11.  Other 5,850
12. Car Expense 50140
13. Local Travel 1,405
14. Telephone, Telegraph & Postage 1,100
15. Suppliesy ECquipment & Printing 4,700

i8. Administrative, Liaison & Secretary
Services ’ 42,163
17. Miscellaneous 2,500
TOTAL ES 74,054



Original Amount of Contract
Revised Amount of Contract
. Estimated Total Expenses Under Con-
tract
Estimated Amount Unspent

SUMMARY

Eth,  §

& 119,533.00

$

75,450.00

745054400
1,396.00

¢

3

us_$

155,824.00
171,898.00

164,474.00
7542400



X. FINAL SHIPPING REPORT

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

equipment, 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 — FECHNICAL SERVICES

To direct and coordinate the operational and engineering plans and ro-
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
samej 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 asaistance to the Manager, Technical
Services on all operational aspects of CAA's aerodromes and 1iirways plans and
programs.
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AERODROME SERVICES NDIVISION

To provide the principal staff advice and support for the operation
of Ethiopian civil airports.

AIR [RAFFIC 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 navigatiol. and communications systems and facilities, separation and
control of, and flight assistance to, air traffic; provides for the aeronautical
information 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 ggencies; 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 the
deslgn, installation and maintenance of air traffic control and navigation aids,
comnmunications 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 Admini stration.

MANAGER, ADMINISTRATIVE SERVICES

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

OFFICE OF SECURITY

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

PERSONNEL MANAGEMENT DIVISION

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

To ensure that CAA financial records are maintained so as to reflect
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 cerms, and to provide record-keeping and
house~keeping and inventory accountability.

FIELD OFFICES

To operate and maintain the aerodromes and aviation facilities and to
provide services in its geograrhical area of responsibility.

CLIMATOLOGY AND RESEARCH DIVISION — METREOROLOGY DEPARTMENT

To provide for the establishment, maintenance and supervision of a
network of meteorological stations as well as the collection, processing,
analysing. and storing of meteorological data; to conduct appropriate meteoro—
logical research, to ensure that the varied meteorological requirements of
the different national economical developmental activities are met, by develop-
ing and recommending policies and programs to meet the Empire's total natiomal
and international requirements.

SYNOPTIC DIVISION ~ METEOROLOGY DEPARTMENT

To provide meteorological services for national and international
navigation of aviation and maritime gystems, as an element in their safe, offi-
cient and economical operation; and to participate in the lWorld Weather Watch
Program 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 is responsible for recaiving cash and making cash payments
and for the associated record-keeping in the Accounting Division.

ITI. 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 agen-ies.

5¢ Personally carriea 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
contiauing 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 accom-
plishment of all objectives of the aeronautical fixed telecommunication hetwork
services ¢n a specific shift at an International Airport.

II. Principal Duties and Responsibilities

1. Directs the work of employees assigned to the shift, assigns res~
ponsibility for specific positions; as required, makes assigu-
ments of on shift training responsibility; observes performance
of employees; offers advice where required and takes actions 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 proce—
dures and techniques are observed by all shift personnel; assures
effective coordination within his internal organization and with
other 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 presented
by users of the neronautical telecommunication services;
assures notification of maintenance personnel in regard to
malfunctioning equipment; assures appropriate action in emergeancy
situations.

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

L. Performs such other duties as may be aasigned from time to tima,

III. Supervision Received

Reports to the Chief, Anronautical Communications, Station, {rom whom
he receives general supervision and program guidance. Supervision is generally
limited to a spot check of work as it is performed, post roview of recorded
communications, or as shown to b» necessary, and provision 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 schedule work assign-
ments, 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
M—

Title: Administrative Superintendent
I. Position Summary

The incumbent supervises the day-to~day adminigtrative activities at
the Airport.,

I1. Principasl Duties and Regponeibilities

1. Directs the work of enployees engaged in administrative functions
at the airport, including personnel, tr isport, accounting and
statistics, tenant administration and precurement and stores.
Evaluates and reviews euployee performance and ensures that
personnel procedures are appropriately and uniformly applied.

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

3. Makes certain that appropriate statistical and financial data re-
lating to the airport operation are complete, and kept currente
Responds promptly to requests fror Headquarters for statistical
or accounting data.

4. Ensures that an effective transport syastem to meet the needs of
the airport i{s maintained.

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

6. Performs other duties as assigned.

111. Sugg:z!-ion Received

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

IV, Other Factors

The incumbent must have demonstrated ability to ha.dle a variety of
adrinistrative matters. He should be skilled in at least : ne of the administra-
tive activities which he supervises. He must be able to isad his fellow
employees. He mupt be tactful, 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 Radic Operators on busy circuits in endorsing and registering
messages.

ITI. Principal Duties and Responsibilities

l. Transmits and receives messages using radio telegraphy, landline
teleprinter,raddo=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.

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

5¢ Kecords 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 continuc..s supervision and his work 1s spot checked for
proper and efficient performance.

IV. Other Factors

The incumbent should have a fair knowledge to demoustrate 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 Comsunications Registrar (Junior Clerk 1)

I. Position Summary

The Incumbent works in Cemmunications Operations Section at the Addis
Ababa Airpor#, where he performs registry and minor communications functiense

II. Princ’pal Duties and Responsibilities

l. Registers incoming and outgoiny communications meszages.

2+ Delivers incoming ltessages to airport sections designated to
receive them.

3¢ Transmits local teletype messages betwsen the airport and CAA
Headquarters and Ethiopian Air Linew.

L. Performs other related duties as required.

III. Supervision Received

Reports to the Watch Supervisor.



CIVIL AVIATION ADMINISTRATION

PROPOSED SALARY SCALE

Additional Levels

Increment
Maximum Attainable through

Base SERVICE INCREM ENTS Normal Merit Increment Awardg O'S:t;‘-e
Grade Salary Step 1 Step 2 Step 2 Step 4 Step 5 Step 6 Step 7 Level 1 2 3 4(max.) in %)

(a) (b)) (a) (b) (a) (b) (a) () (a) () (a) (b) (a) (b)

1 40 b2 45 7 s 52 55 5 6 62 65 6 ° 72 75 77 8 8 9 95 100 12

2 55 57 60 62 65 67 70 72 75 77 & 82 85 87 90 92 95 100 105 110 115 11

3 70 73 7 79 82 85 8 a9 94 97 100 103 106 109 112 115 118 124 130 136 142 11

4 87 9 94 97 101 104 108 111 1.5 118 122 125 129 133 136 139 143 150 157 164 171 11

5 106 110 114 118 122 126 130 134 138 12 246 150 154 158 162 166 170 178 186 194 202 11

6 130 134 139 143 148 152 157 161 166 1720 175 179 18 188 193 197 202 211 220 229 238 11

7 160 165 170 175 18 185 190 195 200 205 210 215 220 225 230 235 240 250 260 270 280 6

8 195 200 206 211 217 222 228 233 239 244 250 255 261 266 272 277 283 294 305 316 327 6

9 238 24, 250 256 262 268 27h, 279 285 201 297 303 309 314 320 373 332 344 356 368 380 5

10 288 295 302 309 317 324 331 338 345 352 360 367 374 381 388 395 403 417 431 445 460 5

1 345 353 362 372 3™ 388 397 405 414 422 431 439 448 456 465 473 182 500 517 534 552 5

12 415 425 43X L6 457 467 478 488 498 508 519 529 540 550 561 571 582 602 623 644 664 5

13 500 512 525 537 550 562 575 587 600 612 625 637 650 662 675 687 700 725 750 775 800 5

1 590 605 620 634 649 665 67 693 708 723 738 752 767 682 797 810 826 855 885 o915 944 5

15 690 N7 725 U2 759 7% ML 811 828 845 863 880 897 914 932 949 966 1001 1035 1c70 1104 5 :5,
16 790 8lo0 83 89 89 8% 909 928 948 368 988 1007 1027 1047 1067 1085 1106 1146 1185 1225 1264 5 :
17 900 922 945 967 990 1012 1035 1057 108 1102 1125 1147 1170 1192 1215 1237 1260 1305 1350 1395 1440 5 é
18 1025 1050 1076 1101 1127 1152 1178 1204 1230 1255 1281 1306 1332 1357 1383 1409 1435 1486 1537 1588 1640 5 s
19 1155 118 1213 1242 1271 1300 1329 1357 1386 1415 1444 1473 1502 1531 1560 1588 1617 1675 1733 1791 1848 5

20 1300 1332 1365 1397 1430 1462 1495 1527 1560 1592 1625 1657 1690 1722 1755 1787 1820 1885 1950 2015 2080 5
21 Sept. 71
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CAA POSITION TITLES WHICH DIFFER FROM CLASSIFICATION TITLE
M ———

Position Title

Aircraft Maint. Mechanic Licensing Officer

Adrman Licensing Officer
Airport Cashier
Assistant Carpenter
Assigtant Hetwork Officer
Assistant Purchasing Coordinator
Carpenter
Chief, Fire Protection & Rescue
Chief of Archives, Asmara
Clerk=Stenographer
Coin Machine & Turnstyle Monitor
Communications Registrar
Disbursement Clerk
File Clerk
Finance & Statistics Officery Asmara
Junior Mason
+Junior Plumber
Maintenance and Inspection Officer
+Mason
Meteorology Instruments Chidf

Meteorology Staff Asgt., Asmara
Office Asaistant
Operations Officer
Painter
Pergonnel and Transport Chief, Bole
Personnel Chkicf, Asmara
Personnel Records Officer
Plan: Operator
Plumber
Procurement & Stores Chief, Field
Purchaaing Coordinator
Regisiry Clerk
Reglstry Clerk (Asmara)
Revenue Clerk
Revenue Collector
+Senior Plumber
Sr. Carpenter
Staff Assistant, Administrative Officer
Staff Assiatant, Meteorology
Transport Chief
Vehicle Cleaner
Water and Sewage Mechanic
Survey & Design Officer
Stores Assistant
Regulations & Standards Officer
Flight Operations Officer

* Not Assigned

Clagsification

Licensing Officer
Licensing Officer
Cashier

Craf tsman IV

Asst. Met. Officer
Purchasing Clerk III
Craftsman II
Aerodrome Fire Officer
Archives Clerk I

Jr. Secretary
Junior Clerk II
Junior Clerk I
Accounting Clerk II
Archives Clerk II
Revenue Accountant
Craftsman II

Craf tsman III
Engineer

Craftsman II

Meteorology Instruments Tech-

nician
Clerk Typist III
Junicr Clerk I
Safety Operations Officer
Craftsman III
Personnel Officer I
Personnel Officer 1
Personnel Officer IIX
Driver I
Craftgman II
Purchasing Clerk I
Purchasing Clerk I
Arghives Clerk I
Archives Clerk III
Accounting Clerk II
Accounting Clerk I
Carftsman I
Craftsman I
Clerk/Typist II
Clerk/Typist II
Transport Superviser
Cleaner I
Craftsman I
Engineer
Jre Clerk II
Safety Regulations Officer
Safety Operations Cfficer
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Grade & Salary

CIVIL AVIATION ADMINISTRATION

POSITION CLASSIFICATION SCHEDULE

Range

Position Nescription

&0

Cleaner 11

N
“
n

55 to

95

Cleaner 1

Gardener

General Maintenance Crewman
Guard

Guard - Messenger
Messenger

Cleaner — Gardener

3 4 70 to &

118

Chief Gardener

Clesner/Gardener Supervisor

Fuel Attendant/Mechanic Helper
Lead General Maintenance Crewman
Jr. Clerk II

Motorcycle Messenger

Sewage Treatment Attendant

143

Craftsman 1V

Electrician & Radio Technician Helper
Fireman

Junior Clerk I

5 $ 106 to

172

170

Clerk IV
Driver III
Storekeeper III

6 $ 130 to

“

202

Assistant Aerological Observer
Assistant Electrician/Radie Technician
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Clerk III
Craftsman III
Driver II

Rescue Fireman

7

$ 160 to

$ 20

Archives Clerk III

Clerk II

Driver I

Fireman Driver

Firgt 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 IT

Radlo Operator III

Typist I

9

$ 238 to

¢ 332

Accounting Clerk II

Aerological Observer

Archives Clerk I

Assistant Air Traffic Controller
Clerk/Typist IIX

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

$ 288 to

¢ 403

Accounting Clerk I

Aerodrome Services Clerk

Aerodrome Air Traffic Controller

Assistant Automotive Mechanic

Cashier

Electrician III

Clerk/Typist II

Craftoman 1

Communications Statistics Clerk

Librarian

Public Announcer & Receptionist

Purchasging Clerk II

Radio Operator I

Radio Technician III

Senior Storekeeper

Statistics Clerk I

Tenant Administration Officer,
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

Draf tsman

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, Asmura
Internal Auditor

Meteorology Forecaster
Meteorology Instrument Techmician
Personnel Officer II

Radio Fechnician I

Secretary

13

$ 500 to

$

700

Adwinistrative Officer, Dire Dawa

Administrative Superintendent,
Field Office

Aerodrome Fire Officer

Agrometeorology Officer

Aerological Observatory Chief,
Field Office

Aeronautical Communications Chief,
Field Office

Alr Traffic Control/Communications
Officer - Headquartera

Chief Aeronautical Information
Services

Chief Aeronautical Meteorology
Officer, 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

1 ¢ 500 to ¢ &26 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 $ 600 to & 966 Aerodrome Engineering Section Chief

Aerodrome Services Division Chief

Air Traffic Services Branch Chief,
Field Office
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Alrworthiness 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 Accident Investigator

Aerodrome Engineering Division Chief
Alr 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 Ghief
Technical Services Supt., Field Office

17 8§ 900 to § 1260 Asst. Manager Administrative Services
Chief, Office of Safety
Chief, Office of Technical Planning

18 § 1025 to §& 1435 Controller

Departmant Heads

Head, Office of Plans and Policy
Manager, Field Office

19 $§ 118 to & 167 Manager, Administrative Services

20 $ 1300 to & 1820 Manager, Technical Services

21 Sept. 1971
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CIVIL AVIATION ADMINISTRATION
e m————— o L BT

STATEMENT IN SUPPORT OF REQUEST

FOR DELEGATION

FROM CENTRAL PERSONNEL AGENCY

GENERAL

In connection with the Civil Aviation Re-establishment Order of 1971, the
Civil Aviation dministration has been reorganized to perform as an autonomous
public authority. An integral and important part of the reorganizaticn is the
creation of a Personnel Management Division, and the development of appropriate
personnel procedures, salary scale and a position clagsification schedule. These
three elements have been designed to provide a coordinated system of persoi:ael
management which will effectively meet the personnel requirements of CAA in its
highly gpecialized and technical field of international civil aviation.

Development of the personnel management package was undertaken with the prin-
ciple that current Central Personnel Agency regulations should represent the
bagis for CAA procedures. To the extent possible, these regulations were followed
with some amendments and specifics which will uake them more useful to CAA's
Personnel Management aims. Some innovations, e«g., the incentive program, have
been 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 poasitions.

L. Procedures, as follows:

a) Recruitment, Selection and Placement
b) Salary

¢) Position Classification

d) Personnel Evaluation

e) Discipline

f) Incentive Program

g) Promotions

h) Transfer

i) Resignation and Retirement
J, Attendance and Leave

5 Training

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

The firat three items listed above were transmitted to CPA on June 3, 1971,
together with copies of the CAA organization chart and a summary statement of
function covering the major organizational limits.
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To complete the package, there is included with the submission a complete
wnalysis of the effects of the new salary scale and position classification on

the eaployees 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
herw 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 CPA,
a refinenent has been made to provide that only 50% 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 accompanied the proposed position
classification schedule, the assignment of grades to the various positions is
an extremely complex problem and the result ic unlikely to satisfy everyones
A great deal of care was exercised in the current CAA classification operation.
Again, to the extent possible, we drew upon the experionce 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 insurse
appropriate lines of pronotion, 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 eamployees'
righta = 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 ita use, it should become an extremely valuable mana-
gerial 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 procedura pre=
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 5% 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 addjtional one hour per
week which the plan calls for. It has been the experience within CAA (and we
believe the situation prevails government-wide) that Saturday morning ias 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 zuch
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 wnd will
be mutually beneficial to the employees and CAA. The proposed procedure previdss
for siaff coverage on Saturday mornings to provide communication with agencies
on a 5% day week, to the extent required. We urge that thia proposal be approved.

2. Sick Leave

CAA here proposes the grant of twenty (20) days of sick leave anaually 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 !; 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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ninety (90) days, the employee will be faced with the loas of sick leave insu-
rance if he uses it casuvally, and if he uses it prudently, can increase his
full salary coverage to ninety (J0) 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 uges 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 ia our opinion that the proposed CAA procedure for mavernity leave is much
more clear than that of CPA and provide the coverage intended by CPA. We res~
pectfully request approval of this arrangement.

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

EFFECT OF NEW SALARY 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 within 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.

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

le 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 $100 and 10% for everyone else.
If current salary 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
minimuma.

2. The initial assignments were then reviewed to give gome credit for
seniority. This was done by adding an additional grade step, for
those who had at l2ast 10 years of service. Departrzat Heads or
above, and thoge who Lad an increase of 8150, were not included.

The salary adjustments, which resulted from the application of these guido-
“ines is shown in Appendix B = a detailed listing of all assignuents. A dis=
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tribution of increases, related to the employees' present salnry, and grouped
by grade assigned, is given in Appendix C. Appendix D is a summary of the pro-
sent and pruposed positions and salary costs to CAA.

Generally, the figures in these Appendixes reflect the moderate nature of
this major overhauling of the CAA position and salary structure. The increase
amounts to 21%, and the averago per employec is $47.77 per month. When cope
sideration is given to the fact that this is not simply a determination of an
annual increment, but a cozplete structuring of the position arrangement, and
that an agency-wide increment has not been available to CAA for two years, the
increase is rodest indeed.

The Increasecs
M

As c2n bo seen in Appendix C, the increases, for the most part, follow the
pattern which 15 to be expected in a rather uniform percentage increage, with
saaller amounts accruing to the lower grades, and greater amounts to the higher
grades: There are some unugual salary changes - large and small - which reflect
unusual conditions, as followa:

1, Paployees who have Rany years of service and have reached or exceeded
the maximum of the grade to which assigned.

2. Bmployees in positiona which have been grossly underclassified. The
correct clagsification results in an unugual increase.

3+ Employees moving from a trainee position to a classified position. In
such cases the increage would be large.

The positions classified in Grade 13, which atarts at 500, and in higher
grades, represent the area where salaries have been cost depressed, when con-
sideration is given to the asoigned responsibilities. There are 78 persons in
these levels, and 37 would receive increases in exccss of $100. The average
increase for this entire group, however, is 22.7 percent which is substantially
the same as the agency-wide average of 21 percent.

The saleries of ten metesrological observers would increase from $150 te
$238 per month, or sixty (60) percent. This is due to the fact that they are
newly graduated and in their probation period. They are new elegible for full
Observer clansification.

Algo included in the position listed are six (6) assistant air traffic con—
troller trainees, who are at present unsalaried, receiving only expense money.
They will receive 2238 per menth when training is completed.

Implemontation of the Increases

It is recognized that the implementation of a program such as the one developed
here may pose prcblems, from a budgetary view point and from the stand point that
in the excuptional cases the incremsnt may be congidered excessive, if glven in
one step. To overcome thig objection, we have planned to have thoge ad justment
which may appear to be high implemented in two ateps, exclusive of serwvice incre~
ments to which the employee may be entitled. In a reorganization and restructur—
ing it simply would not be good, nor fair, to require an employee to wait fer
more than two fiscal years to get him to hia assigned classification. With this
in mind, we have used tha following basir formula, with some judgment for une
usual cases, in insuring that the program would be implemented in two fiscal
perieds:
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Persons with salaries of leas than 2100 would receive the increments
iu one step.

Persons with salaries of $100 = 8250 would receive increments of $50
or less in one step. If more, in two steps.

Persons with salaries of 8250 ~ $500 would receive increments of $75
or less in one step. If more, in two steps.

Persons with salaries of more than $£500 would receive increments of
$100 or less in one step. If more, in two steps.

In those cases where the amount is marginally above the foregoing limits,
or where the percentage increase of the first increment would be less than
10 percent, the entire increase is proposed for one atep.,

This procedure appears to be the fairest, to the indiviiual and to CAA,
from the view point of orderly implementation. We understana the concern of
CPA in authorizing increments of more than 875. However, we reiterate our
opinion that the situations here should not be considered in the same manner
as an annual increment would be considered. It is a restructuring and posi=
tion classification adjustment which requires special consideration.

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 filling
of vacancies, which will be discussed later, would be ag follows:

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

To minimize the financial burden on the government's budget until such time
as CAA becomes self-sufficient (hopefully in three years time), we will not

fourth yeayr. Rather, two groups of employees will receive their first and
second service increments on alternative years, with annual increments beginnin
from the fourth year. Thus, the implementation plan will look like thiss

Group 1 Group 2 CAA Total

1st year - salary adjustment o 20,927 & 5,987 & 26,924
2nd year — salary adjustment - 5,468
15t service increment - 2,000

TOTAL 2nd Year ;.-1; 70477

3rd year = lst service increment . 7,042 - 71042

4th year - 2nd service increment 7,042 2,009 9,051

5th year - 3rd service increment 75042 2,000 9,051

6th year - 4th service increment 72042 2,005 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

Administraticn. ‘ovever, the staffing plan will be implemented as funds bew

come available, over the next geveral years. Priorities are now being established,
and it is snticipated that only the most critically-needed positions will be filled
in the current fiscal year, becauae of the unusual budget requirement to meet the
salary adjustments outlined herein.

CONCLUSION

_ The Civil Aviation Administration, as an autonomous organization, has
been designated to represent the Ethiopian government in a highly gensitive

and technically complex international field. It has been reorganized, function-
ally, and new fiscal policies and systems are being established. To meet its
statutory obligations effectively, it must be able to recruit, and keep qualified
personnel.

We believe that the documents transmitted with this statement, and our
analysis reflect a sound personael policy with proper implementing procedures.
It is a policy which, in our opinion, will result in attracting the required
personnel, and maintain a high degree of employee morale, with provision for
incentive stimulation, reward for proper performance and firm but fair discip)i-
nary provisions. The salary level is competitive with gimilar agencies, but
not excessive, and the careful evaluation or positiona, as reflected in th,
classification schedule, is moderate.

In summary, we feel that the material neie presented fully ac~onstrate
that the personnel policies of the Civil Ariation Administration are cunsonent
with policies of the Central Personnel Age 'y, and warrants the conduct of its
personnel activities under a delegation of authority from the Central Personnel
Agency. We urge that prompt action be taken to issue such delegation.
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CIVIL AVIATION ADMINISTRATION
ANALYSIS OF PROPOSED SALARY INCREASES

DOLLARS OF INCREASE PER MONTH

1= 15~ 20-  25= 35- 50- 75~ 100- 125~ 150 200~

JRADE 09 1 19 ) 34 49 74 9 124 149 199 OVER TOTAL
1
2 40 21 7 1 69
3 4 5 2 11
s 1 66 13 13 88
5 1 3 1 1 g 7
6 16 19 7 2 44
7 17 34 12 12 1 76
8 6 13 3 1/ 23
9 1 ¥ % 23 15 15 2 1/ 129
10 7 37 10 5 2 61
11 22 19 12 1 1 55
12 7 1 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
OTAL 13 &2 87 61 142 122 82 81 20 10 8 11 67

These persons have reached or exceeded the maximm of the grade to which
assigned.

e

Reflocts a simultaneous promotion and position reclassification.

g
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SUMMARY OF POSITIONS

Present:

No. of Positions

679Y
208Y/

Salary $ 152,
Proposed:

No. of Positions 818
Salary $ 224,612
Vacant Pos.it:lons 11;02/
Salary s 40,0122/
Salary for Present Positions $ 184,600
Total Increase $§ 32,392
Percent Increase 21%
Average Increase Per Person [ 47.77

1/ Excludes (A) Administrator and Deputy Administrator, who are not in
ucale. ($2300)
(B) Six (6) persons in trainee capacity (unsalaried).
(C) Twenty two (22) individuals unassigned, who may be tranaferred,
retired or declared redundant. ($4709)

2/  Includes six (6) positions earmarked for trainces. ($1428)
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1 Nov. 1971

FOREWORD

This Handbook has been designed to be a basic reference
document governing the organization and operation of the Civil
Aviaticn Asminigtration. It is divided into three volumcs as
foilowss

Volume I - Organization
Volume II = Administrative Procecures
Volume III - Operating Guidelines

Volume II is in two parts. Part 1 contains Personnel
Management Procedures, and Part 2 includes other administrative
procedures.

The menuals have been arranged in loose leaf 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

PAGE NO.
211.0 MANAGER, ADMINISTRATIVE SERVICES
211.01 Mission MDD~ 1
211.02 Functions 1
211.03  Specinl Delegation 1
211.04 Special Relations 1

212.0 RESERVED

212.01 - OC Reserved

212,10  Personnel Management Division MAD - 3
212,20  Accounting Division 5
212.30 Procurement & Supply Division 6
213.0 OFFICE OF SECURITY
213.01 HMission SEC -1
213.02 Functions 1
213.03 Special Reiations 1
213.0 -~ 210.0 RESERVED
220.0 FIELD OFFICES
220.01 [ission FID - 1
220.02 Functions 1l
220.03 0Special Delegation 1
220,04, Special Relations 1
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2000.01 -~ 99 Reserved
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2100.0  FIELD-HEADQUARTERS COORDINATION

2100.01 Formal and Informal Communications

2100.02 Visits to Field Offices ty Technical Personnel

2100.03 Coordination of Travel by Bole Technicians with
Headquarters

2100.04 ~ 99 Resgerved

2200.0  INSTRUCTIONS TO FIELD OFFICES
2200.01 Field Office Expenditures
2200.02 Investigation of Alleged Air Traffic Violations
2200.03  Requests for Technical Information
2200.04 = 99 Reserved
2300.0  AIRPORT MATTERS

2300.01 Maintenance of Outatation Structures
2300.02 - 99 Reserved

3000.0 TECHNICAL MANAGEMENT — GENERAL

3000.01 Validation of Requirements for the Modification,
Improvement or Expansion of the Aerodromes and
Airways Systems
3000.02 = 99 Reserved
3100.0 AIR TRAFFIC
3100.01  AIS Information — Collection and Dissemination
within CAA
3100.02 - 99 Reserved
3200.0 COMMUNICATIONZ
3200.01 Maintenance and Use of Automatic Telecommunica=
tions Logs (Tape Recordings)
3200.02 Reserved
3300.0 ENGINEERING
3300.01 —~ 99 Reserved
3400.0 METEOROLOGY
3400.01 - 99 Reserved

4000.0 SAFETY — GENERAL

4000.01 -~ 99 Reserved
4100.0 ACCIDENT INVESTIGATION
4100.01 - 99 Reserved
4200.0 FLIGHT STANDARDS

4200.01 -~ A0 Reserved



Appendix 7
Page 8 of 8

4300.0  AIRWORTHINESS
4300.01 - 99 —Reserved
4400.0  PERSONNEL LICENSING
° 4400.01 -~ 99 Reserved
5000.0 LEGAL - GENERAL
5000.01 -~ 99 Reserved

6000.0 PLANNING - GENERAL

6000.01  Channeling Plarning Information
6000.02 Policy Committee
6000.03 -~ 99 Reserved

7000.0 SECURITY

7000.C1 - 99 Reserved
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TRANSFERS

PRINCIPLE

Permanent employees of the Administration aras public servants, and
as such shall be obliged to accept permanent or temporary assign-
ments at any place within the Empire, and to accept transfers from
one assignment to another at the sazme place or at another place in
the Empire. Transfers shall be made after careful conaideration
as to the necd for the CAA's activities and as to the effect on
the intecrests of the employee. At no time shall a transfer be made
which creates a curplus of employees. The initial assignment of
trainees graduates or newly recruited employees shall not be con-
sidered as a transfer, regardless of the assignment.

CONDITIONS FOR TRANSFER

A. Transfers may be effected by the Adminietration for one or
more of the following reagous:

l. More efficient use of employecs.

2. Yo avoid new recruitment.

3. To relieve employees from climatic and other hardships
in certain areas, after having served there continuously
for 2 - 3 years.

4. Occupational rotation after 5 = 8 yearas of service at
the same post.

5. Other administrative reasons.

Be Transfers may be made by the Adninistration upon recuest of
an employee for the following reasons:

1. Health difficulties — substantiated by a certificate
from a doctor designated by the .Administration.

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

NATURE OF TRANSFER

A. TEMPORARY

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

B. PERMANENT

A transfer ghall be considered as permanent when the asaignuent
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 310.153A above.
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310.154 PROCEDURE FOR TRANSFER

A. VWhen a transfer is proposed, in accordance with 310.152 A or
B above, the office or field location proposing the transfer
of an employee, should first discuss the matter with the appro-
priate headquarters divisiun. 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 uvnits involved in any transfer be congulted
prior to a final decision or tranafer. For example, if an air
traffic controller is being considered for transfer from Dire-
Dawa to Bole Airport, the Chief, Air Traffic Services Diviuion
should be consulted first and thercafter the Addis 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 reached and the tranafer
is made.

B. If there ia no agreement, the matter shall be referred to the
Manager, Technical Services, or Manager, Administrative Services
or both, doponding on the area of activity, who shall make the
final dceiaion. The employee's irzediate supervisor shall be
notified of the impending tranafer as coon as possible.

Ce If the request for transfer is initiated by the employee, and
the reasons for the request are acceptable to the Adminigtra-
tion, the appropriate headquarters divicion and field office
manager shall explcre possibilities for making the transfer.
Transfers shall not be arranged privately by the esployees.

D. The employme 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 exployee not less than ten (10)
days before the date of transfer, if tecporary, and not less than
thirty (30) days, if permanent. It ghall state the reasons
for the transfer, the date, the allovances to be given and
whether the transfer is temporary or permanent. The duration
of the assignment cliall be indicated.

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

F. If the employee objects to the transfer, he may exprecs his
objection in writing to the Manager, Technical Services or
Manager, Administrative Services, depending on the area of
activity, stating the reasons for his objection. If the rea-
eons are sufficient, the decision to transfer may be recon=
sidered. If not sufficient, the decision sghall stand as final.

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



310.15
8 July 71

310.155

Appendix 8
Page 3 of )1

QOOSTS OF TRANSFER

A.

C.

D.

For a transfer initiated by the Administration, or by the
employee and approved in accordances with Section 310.152 B.l.
above, and including a change of dutv station, the costs of
transfer shall be borne by the Administration, whether the
transfer is permanent or temporary.

If the tranofer is initiated by tha exployce and approved under
Section 310.152 B.2 above, the Administration ghall bear the
cost of trangport for the employes. Cost of transporting de-
pendents and perczonal effects chall be borne by the employee.

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

1. Cost of transport for the exployee only.

2. Cost of transporting essential personal effects,up to a
maxirun of 100 kgo.

3. Allowances as follows:

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

be Beginning from the first day of the second month until
~ the end of the temporary assignment, per diem amounting
to 300 of the total monthly salary shall be paid.

¢s For Assab and Massawa desert allowance as gpecified 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.

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

1. Cost of transport by plane for the exmployee. Coszt of
transport by plane for decpendents who are registered in
the employee's CAA personnel file, provided that a 50% die~
count is azveilable. If not, the cost of the next best
available means of trancport shall be paid. Dependeats
include the employee's wife and children belou the age of
18 years who normally are rasident with and wholly or mainly
supported by their parents. Chiloren between 18 and 21
years, who may be attending full=time education, eay bs con—
sidered dependents if circunstances justify thise.

2« Cost of transporting perconal effects, to the extent of
quantities liated below:
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Size of Family (In number of Persons)

Salary Grade 1 2-3 4 =5 6 & Above

3.

1~ 7 300kg 500kg 600kg 700 kg
8-15 500 kg 900 kg 1100 kg 1200 kg
16 - 20 1000 kg 2000 kg 2500 kg 3000 kg

The maxisum amount due to the exployee, calculated frem
the weight allowance listed above times the curreat
official rate per quintal for tho distance to be travelled,
shall be paid to the exployes pricr to the tranafer date.
The employee shall make the necessary arrangements for
trangportaticn of his personal cffects.

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

Cost of relacating at the ncu placo of asoigr=onte To

cover expenses expccted to ba incurrcd in connecticn with
temporary lodging, environmental adjustment; inadequate
knowledge of market situation, otce — one month's per diem
as specified in the Travel Regulations. However, if govern—
ment housing is available, on allowance equivalent te fif-
teen (15) days per diem shall apply.

In all cases, the travel route and moans of twangport ghall be
chosen 50 as to keep the total trancfer costs to the Adzministra-
tion at a minicuam.

Cost allowances outlined in 310.155 D ghall be paid on the basis
of a Transfer Allowance Payment Voucher, Appendix 1. The voucher
must be reviewed by the Depariment or Office Head from which the
employee is baing tranaferred. Payment ghall be asuthoriged by
the Manager, Adainigtrative Services, Manager, Technical Services
or the Airport Manager.
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TRANSFER ALLOWANCE PAYMENT VOUCHER

Name of BEmployee Date er
Effective
Transferring from to
Office Location
On a Peranent tasis.
Temporary

Allowances to be Paid in Connection with the Transfer

Transportation of Employee $
Transgportation of Dependents $
Personal Effects kgs, Rate $
Relocation Costs [
Per Diea (for Temporary Transfers) $
Other $

TOTAL ALLOWANCE 8
Reviewed by

Approved for Payment

Payment Received

Signature of Transferee
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340.0 INVENTORY CONTROL
340.01 GENIRAL
A+ The identification and control of property, equipment and supplies
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, thorefore, an urgent requiremsnt 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 objoctive.
340.02  IDENTIFICATION OF CAA PROPERTY AND EQUIFMENT

340.03

A.

C.

D.

Initially it is necemsary that all exicting non-consumable items
of property and equipment under CAA's ownership or control be
identified. Accordingly an inventory ghall be taken and identifi-
cation numbers shall be applied to each portable or movable item.

1. A listing shall be prepared for each office. It shall contain
a description of each iten, the assigned CAA property nusber,
date of acquisition and cost. These reports shall be maintained
by the Chief, Purchasing and Preperty Section.

As new portable or covable items are acquired, numbers chall ba
assigned and the items added to the appropriate listing. Thia
action shall be tuken as soon as tho property or equipment 1o de~
livered. It shall be the responsibility of the Chief, Purchasing
and Property Section {o make the necessary arrargements within his
section to ensure that he is notified when an item is dolivered.

If an item is transferred from one location to another; the appro-
priate changes are made on tho liastings of the offices concernad.
It shall be the regponsibility of the person in chargs of the
office from which the iten is tranecforred to notify the Purchasing
and Property Section of such change. Otherwise his office may con~
tinue to be charged with the iten.

When any item is sold, acrapped or otherwise disposed of, a nota~
tion shall be made on the listing, chowing the date and reasonm
for the disposal of the property.

INVENTORY 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 cogplete
inventory sirultaneously at all locationa.

2. Although the inventory shall be carried out by thes Purchasing
and Property Section, such inventory action shall bc sudject
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 UCAA, lossss 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, aa part of the inventory report submitted at the
end of the fiscal year. (See 340.06 A)

JDENTIFICATION CF SUPPLIES

Ao

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, therefure,
essential that eupplies be identified and continuing control over
this inventory be eastablished. Accordingly, an initial inventory
shall be taken, stock record cards prepared and values deteruined,
as detailed in the Procurement and Supply Procedures.

INVENTORY OF SUPPLIES

A.

B.

In order to verify the accuracy of the CAA inventory records and

to establish asaet values, a physical inventory of supplies shall
be taken at the close of each fiscal year. Interim spot—check
physical inventories may be taken periodically, if deemcd nacessary
for control purposes; however, the annual inventory at year end

is required for validating financial statements which include asset
values.

It shall be the responsibility of the Auditor, with assistance from
a stores clerk, to take the annual inventory of gupplies. The
supplies shall include bulk stores of stationery, office supplies,
etc., except those in current use, apare parts and coaponents, 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 coantainer.

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

2. The result of physical count ghall be ccapared with the stock
record (ledger or card). If the count agrees with the recerd,
an appropriate entry ghall be made on inventory work sheat.

3¢ If there is difference betwecn the physical count and the
atock record, thay shall be noted on a separats forn, similar
to Appendix 2.

340,06  INVENTORY REPORTS

A.

An inventory report shall be provided to> the Accounting Divisdenm,
in the form of an inter~office mcsmorandua.

1. This repcrt, which shall be prepared by the Auditor and routed
through the Controller, shall contain sufficient informatien



Appendix 8
Page 8 of 11

Be

340.0
1 Oct. 71

tc provide a basis for journal entrias 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 ala.. 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.

It shall be the responsibility of the Auditor to sutmit recommenda—
tions to tho Controller concerning short: g, recod maintenance or
procedural problems encountered in the in:catory process. The Con-
troller shall take such action as may be necessary toc engure that
inventory control is maintained at a satisfactory level.
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Item Count Identification

Location Other

55 gal. XYZ cleaning fluid

full 10 None
Heavy duty vacuum cleaner 1 SER. 146329
Transmitter Microphone, 3 Part No.41826
spare

Maintenance
Stores

Maintenance
Stores

Main Terminal] Similar
Stores to othure

instalied

on units
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CIVIL AVIATION ADMINISTRATION
INVENTORY CONTROL

DIFFERENCE BETWEEN PHYSICAL COUNT AND STOCK REOORDS

De ipti d Stock R d Count Diff
Idcnmygngoﬁumagera ock Recor n erence
30 amp. fuse GE Type X & 135 130 =5
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1100.02

1100.021

1100.022

1100.,023
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PUBLIC INFORMATION RELEASES

INTRODUCTION

A. The development of satisfactory relations with the public, and
the task of educating the public on what CAA'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
Fieid - are encouraged to considar for publication any itea
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 clasgses, the installation of new equipment (such as the
VOR), attendance at overseas conferences, major improvements in
airports, increases in users fees, eoployee recognition, arrival
of unusual aircraft, comparative activity statistics, and many
other items.

POLICY

A« As a matter of policy, all official news itenms 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 iteas
attributed to CAA are consistent with establisghed policies of
CAA.

Be There is no objection to CAA officiala giving information to the
press, prorided 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 sheuld

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.

PROCEDURE FOR RELEASING INFORMATION

A« When an office has an item which it considers newsworthy, it shall

prepare a memorandum to the Head, Office of Plans and Policy, seti-

ing rorth facts pertaining to the iteas

Be The Office of Plans and Policy chall review the items for oconsis
tency with CAA policy. If there is no policy inconaiatency, Plans
and Policy ghall prepare an official precs relcase on the subject.
As deemed necessary, the Head, Office of Plans and Policy ghall

refer news ifozs ‘o the Administrator for clearance prior to issu-

ing the press release.

Ce It shall be the responsibility of the Office of Planz and Pelicy
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~astablishment of the Civil Aviation Administration

CONQUERING LION OF THE TRIBE OF JUDAH
HAILE SELASSIE I
ELECT OF GOD, EMPEROR OF ETHIOPIA

WHEREAS, We had created the Civil Aviation Administration by Order Ne.

25 of 1962, as an independent administration for the technical aduministration
and economic regulation of civil aviation; and

WHEREAS, in light of recent developments in civil aviation, We deeam 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 Miniaters, We hereby Order as follows:

1.

2¢

3.

be

5.

Short Title

This Order may be cited as tha "Civil Aviation Re-establishment Order,
1971".

Re~sstablishment of the Civil Aviation Adminiatration

The Civil Aviation Administration cceated by Order No. 25 of 1962 is
hereby replaced and gucceeded by an autonozous public authority krown
as the Civil Aviation Administration (hereinafter the "Administration").

Principal Office of the Adninistration

The Administration chall have its principal office in Addis Ababa and
may establigh branch officea.

ses
The purposes of the Advinistration shall be:

le %o promote an efficient and economic air transport system;

2+ to ensure the higheat degree of safety in air transport;

3¢ to focilitate regular air transportatienj

ke to develop national and international air transport .ietworks
and construct aerodromes; and

5S¢ generally, to promote the development of all aspecta of civil
aviation.

Powers and Duties

The Administration ghall, ir. accordance with tbe law, have all powers
necessary for the attainment of its purposes. Without limiting the
generality of the foregoing, the Aduinistration ghall have the power toi

le enter into contract;
2. buy, sell, own, lease and hire movable snd immovable propeirty as
ita activities require;
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3. sve and be sued in its own name;

4. establish and enforce civil aviation policies and prograus;
5. establish such adminiatrative organization as is necessary

6.
7.
8,

The

and conducive to the proper execution and adm’:zistration
of all civil aviation policies and programs;

represent the Government in all matters relating to civil
aviation;

represent the Government in negotiating loans for civil
aviation purposes and

discharge such additional functions as may be vested in it
by law.

The Board

1.

2.

The Board shall consist of the following five (5) members;

b.
Coe

Our Minister of Communications, Telecommunications and
Posts (hereinafter the "Minister"): Chuirman;

three (3) members to be appointed by Us; and

the Administrator

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 move 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 ma jerity of
its wmembers.

The Administrator

1. 'The Administrator shall be appointed by Us on the recommendation

2

3.

4.

of the Board.

He shall be thie 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.

Without limiting the generality of the foregoing, the Administra-
tor shall in particular:

a. prepare and submit to the Bourd detailed proposals for the

annual budget of the Authority;

be employ, promote, transfer, and discharge all personnel, and

fix their salaries and allowances in conformity with the
directives of the Board, made in accordance with the Public
Service lawus;

ce 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 effected, tha
technical and operational results accozplished;

e. perform such other functions as are assigned to him by the

Board.

The Administrator may delegate part of hin functions and powers to
employees of the Administration to the extent neceasary for the
efficient management of the business of the Administration; pro=
vided that tke person who acts on behalf of the Administrator in
his absonce shall be subject to prior approval by the Board.
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1. There shall be estzblished a fund consisting of :

a. all fees collected by the Administration and all proceeds ob-
tained from sales of property;
b. any other money received by the Adminiatration for the purpose
of carrying out its activitiesy and
G+ an annual Governuent subsidy bLased on an estimate prepared by
the Administrator and approved by ths Board which ghall be
included 2s a geparate cub-head under the Ministry of Comzuni-
cationa in the annual budget of the Government.
2¢ The fund establiched berein shall ba lodged in ths National Bank of
Ethiopia or in a bank designated by it in a separate account in
the namo of the Administration which shall be responsible for its -
expenditure to give effect to the purpeses of the Administration
in accordance with an annual budget purcuant to the law.

10. Budget

1. The budget of the Adminigtration shall be frazed in tuo partss eone
dealing with ordinary expenditure and the other with capital
expendi ture.

2¢ The Board may, in accordance with the law, establish such reserves
as may be necessary to meet unforegeen ©XPONSes.

3. The fiscal ycar of the Administration chall begin on the first day
of Hamle and end on the 30th day of Sene of the following yoar.

11. Accounts and Annual Reporta

The Administration ghall keep full and accurate accounts of ita expend’~
tures and revenues and ghall within three (3) months after the expiration
of =ach fiscal year render a statement of oxpenditures and revenues to
Our Minister of Finance.

12. Auditors

1. Thu books of account and all the financial affairs of the Adminigtra-
tion shall be audited annualily by duly qualified auditors appointed
by the Board.

2+ The accounts and all records relating to the financial affairg of the
Administration ghall at all times be open to auditing by the Auditor
General.

13. Tranafer of Rights and Obligetions

All rights and obligations regarding civil aviation matters heretcfore
held by any Ministry or Administrative Departeent are hereby transferred
to the Adminiastration.

4. Repeal
The Civil Aviation Order, No. 25 of 1962 is hereby repealed.

15. Power to Issue Regulations
Tho Minister may, on the recommendation of the Board, issue such rogula-
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tions as are necessary for the fulfillment of this Order.
16. Effective Date

This Order shall enter into force on the aate of its publicatiom im the
Negarit Gazeta.

Done at Addis Ababa, this 5th day of March, 1971.

TSEHAFE 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, 197

Yr. Ended Yr. Ended Yr. Ended
July 7, 1972 July 7, 1973 July 7, 1074
Revenue
Landing Fees % 1,398,000 ¢ 1,798,000 $ 1,798,000
Navigation Fees 999,000 1,686,900 1,686,900
Embarkation Feen 138,000 300,000 315,000
Aircraft Parking Fees 35,000 49,000 49,000
Rentals & Concessions 178,600 238,600 288,600
Miscellaneous Sales & Services 3,600 3,600 3,600
Headquarters Revenue 26,00C 50,000 50,000
Subsidy 655,394 - - - -
TOTAL ¢ 3,483,594 $ 4,126,100 $ 4,191,100
Expenses
Personnel Services 2,261,620 2,684,700 2,874,700
Transportation & Communications 137,000 143,000 150,000
Information 5,500 6,000 6,000
Professional & Other Services 22,054 22,000 22,000
Rentals 4,900 5,000 5,000
Purchased Repairs & Maintenance 351,900 351,900 351,900
Materials & Supplies 597,120 600,000 600,000
Grants 71,300 75,000 75,000
Other 32,200 35,000 35,000
TOTAL $ 3,483,504 $ 3,922,600 $ 4,119,600
Surplus or (Deficit) - = 203,500 71,500
Notes:-

Computation of Revenues for 1973 and 1974 asaumes:

(1) Increase in passenger emtarkation 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) 1Increase in rental and concessions resulting from renegotiation of contracts.
(7) No increase in flights or passengers.

Computation of Expensis assumes:

(1) Implementation of salary adjustzants $323,000 for 1973, $00,000 for 197k.
(2) Allowance for filling wasant positions  $100,000 each year.

(3) 5% increase in Transporiation & Communication expenss.

(4) Other expenses approximately constant.



