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PROCESS FLOW

Name ofTransaction3 ISSUANCE OF KNOWLEDGE TEST REPORT (TR)

AIRMEN EXAMINATION BOARD- FSIS

G2C - Govemment to Citizen

Original Databaser'Exanination Permit duly signed and

Airmen

Licensing and Certification Department
by the Licensing Certification Department (LCD)

2. CAAP-FSIS-AEB-002/003 Form

3. Official Receipt of TR Fee

Cashier

l. Proc€ed to AEB Admin
Oftice and submit
documents for Knowledge
Test Report (TR)
application.

l. Provide application form
for the Knowledge Test
Report (TR). (CAAP-FSIS-
AEB-003).

None 5 minVclient AEB Staff-on-
Duty

2. Fill-out application Form
and submit.

2. Receive and check
completeness of documents.
Verifr examinaion
history/complete examination
result in the AEB Tracking
Sy stern.

None 7 minVclient AEB Staff-on-
Duty

None 3 minVclient AEB Staff-on-
Duty

3. Receive
Acknowledgernent Slip

3. Issue Acknowledgment
Slip stating the release dale of
the TR.

3 minVclient AEB Staff-on-
Duty

4. Encode received TR
application in the AEB
Iracking System and tag as

RECEIVED

OPTION: Applicant may
apply for Temporary
Knowledge Test Report
while waiting for the
Original TR.

l0 mins/client

Computer
Technician

Analyst or Test
Specialist

5. Photocopy
Database/Examinaion Permit
and print examination history

None

3 mins/client Test Specialist6. Prepare Temporary
Krowledge Test Report

MIA Road corner Ninoy Aquino Avenue, Pasay City, Metro Manila, PhiliPpines, 13m
Tel: (532+) 8245-213+40 / www.caap.Sov.ph

Olfice/Division:
Classification: Simple
Type of Transaction:
Who may avail:

to

Client Steps Agency Action Fees to
be Paid

Proc€ssing
Time

Per$on
Responsibl,e
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lz. endorse Temporary

[Knowledge Test Report to Chiet
IAEB for sipndure

3 minVclient Chief, AEB

4. Present valid ID p. Release Te-porary Knowledge
iIesl ReDort (TR) None 2 mins/client

AEB Staflon-
Duty

PHASE II:

MIA Road corn€r Nlnoy Aquino Avenue, Pasay city, Metro Manila, Philippines, 1300
Tel: (532+) 824G213$4O / www.caap.Sov.ph

l.Print examination history
Batch of l5-30

applications

Computer
Technician

Analyst
2. Encoding of Knowledge
Test Report (TR) No. in each
application.

Batch of l5-30
applications

Encoder

3. Computer generation of
Knowledge Test Report (TR)
(Enmder to aIfix initial in each
IR)

Batch of l5-30
applicdions Encoder

4. Generate list ofapplicants
from AEB Tracking System

Batch of l5-30
applicaions Encoder

5. Endorsed computer
generated Knowledge Test
Report (TR) to AEB Auditor
for final audit

Batch of I 5-3 0
applicdions

Encoder

Batch of I 0-3 0
applicaions

AEB Auditor

6. Receive and
Audit the prepared (TR)
(Auditor to affix initial in each
TR)
7. Updae list of Audited TR
in the Tracking System and tag
as AUDITED

Batch of I 0-3 0
applicaions

AEB Auditor

8. Forward prepared
TR to Chief, AEB for
signaure, After which all
signed TR will be tag as

SIGNED in the AEB Tracking
Svstem

Batch of I 0-3 0
applicaions

Chief, AEB

Batch of l5-30
applic*ions

AEB Staff- on-
duty

9. Dry seal all signed TR and
arrange according to Aviation
School/Company folder for
easy retrieval

Client Steps Agency Action Fees to
be Paid

Procrssi[g
Time

Person
Resposible

TOTAL: None i6 minutes

Client Steps Agcncy Action Fees to
be Paid

Proce3sing
Tim€

Pc13on
RcspoNiblc
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10. Release TR to
applicant. Encode in the

AEB Tracking Systern and
tas as RELEASED.

5 minVclient
AEB Stafl on-

duty

l. Present
Acknowledgment Slip, any
valid ID or authorization

CHERYLL OSA
FOO II

L. BRIONES
III

MLA Road corner NinoY Aquino Avenue, Pasay City, Metro Manila, Philippines, 1300

Tel: (632+) a24&21394O / www.caap.Sov.ph

Client Step6 Agency Action Fees to
be Paid

PrccBsing
Time

Person
Rcspotrsibl€

TOTAI,:
None

2 days and 4l
minutes
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