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TECHNICAL GUIDANCE MATERIALS’ TRIGGER FORM

	1. GENERAL APPLICANT’S INFORMATION

	Name of Applicant
	

	Designation: 
	

	Name of Organisation:
	

	Type of Organisation:
	

	Physical Address: 
	

	Postal Address:
	

	Email Address
	

	Date of Application:
	

	Department submitting to:
	



	2.  TYPE OF REQUEST:

	Development of a New Technical Guidance Material
	  ☐

	Amendment of an Existing Technical Guidance Material
	  ☐



	3. Reasons for Request for triggering TGMs’ development or amendment:

	Tick appropriately
	Documents
	References or brief explanation

	☐
	New Civil Aviation Regulations
	  


	☐
	Amendment to Civil Aviation Regulations
	

	☐
	ICAO SARPs
	

	☐
	ICAO Doc/Manual
	

	☐
	ICAO USOAP Protocol Question
	

	☐
	Safety Recommendation
	

	☐
	Internal Audit Finding
	

	☐
	External Audit Finding
	

	☐
	Change in Organisational Processes
	

	☐
	Industry Request
	

	☐
	Standardisation of Inspector Guidance
	

	☐
	Other (Specify)
	

	

	

	

	

	

	4. Justification:

	Provide a detailed explanation of why the TGM should be developed or amended.

	

	

	

	

	

	5. Technical Guidance Material Details

	Title of Proposed TGM or reviewed TGM
	

	Document Number (where applicable):
	

	Current Revision Number (if applicable):
	

	Proposed Effective Date:
	

	6. Scope of the Proposed TGM

	Describe the activities, personnel, certificates, approvals, operations, or technical areas that will be covered.

	

	

	

	7. Safety Impact

	Describe the expected impact of the proposed TGM below.

	Safety Impact
	Brief Description

	☐  Improves regulatory compliance
	

	☐  Improves standardisation
	

	☐  Improves oversight
	

	☐  Improves aviation safety
	

	☐ Addresses identified safety risks
	

	☐  Supports implementation of new regulations
	

	☐  Other (Specify)
	

	8. Other Affected Documents
List manuals, procedures, forms, or guidance material that will require amendment including Document Title	

	Document Number Revision
	Document Title	
	Current Provision
	Proposed Provision

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	9. Supporting References

	

	

	

	10. Inspector’s Declaration and Details:

	I certify that the information provided in this application is true and complete to the best of my knowledge.

	Name:

	Signature:
	Date:




FOR OFFICIAL USE ONLY
	Head of Department’s Remarks and Recommendations:

	

	

	

	

	

	Head of Department’s Recommendations:

	
I     ☐  DO / 
      ☐  DO NOT RECOMMEND the development or amendment of the requested TGM.


	Name:


	Signature:
	Date:


	Compliance & Standards Office Remarks and Recommendations:

	

	

	

	

	I hereby:
☐  Recommend the development or amendment of the TGM 
☐  Do Not recommend development or amendment of the TGM 


	Name:


	
	Signature:
	Date:


	Director Aviation Safety Remarks and Recommendations:

	

	

	I hereby:
☐  Recommend the development or amendment of the TGM 
☐  Do Not recommend development or amendment of the TGM 


	Name:

	
	Signature:
	Date:


	Director General’s Remarks and Recommendations:

	

	

	I hereby:
☐ Approve the development or amendment of the TGM 
☐  Do Not Approve the development or amendment of the TGM


	Name:

	
	Signature:
	Date:






Guidance for Completing the Technical Guidance Materials’ Trigger Form
Purpose
This guidance provides instructions for completing the Technical Guidance Material (TGM) Trigger Form. The purpose of the application is to enable the Authority to assess the need, scope, priority, and resource requirements for the development of a new TGM or the amendment of an existing one.
Applicants should ensure that all applicable sections of the form are completed accurately and that sufficient information is provided to facilitate the evaluation of the request.

Guidance for Completing Individual Sections
	Item
	Guidance

	1. General Applicant Information

	Provide the required details of the person submitting the application 

	2. Type Of Request:
	Select the option that best describes the request.
Choose Development of a New Technical Guidance Material where no guidance currently exists.
Choose Amendment of an Existing Technical Guidance Material where an approved TGM requires revision.
Only one option should normally be selected.

	3. Reason for the Request

	Select all applicable reasons supporting the request and give a brief explanation or references to the reviewed documents.
Where “Other” is selected, provide a brief explanation of the reason.

	4. Justification

	Provide a detailed explanation of why the proposed TGM should be developed or amended.
The justification should describe:
· the existing problem or gap;
· the regulatory or operational need;
· the expected benefits; and
· the consequences of not developing or revising the guidance.
Supporting evidence should be referenced where available.


	5. Technical Guidance Material Details

	Provide sufficient information to identify the document.
Where the request relates to an existing TGM, include:
· document title;
· document number;
· current revision number; and

Where the request is for a new TGM, provide the proposed title and leave the document number blank if one has not yet been assigned.


	6. Scope of the Proposed TGM
	Describe the intended coverage of the document.
The scope should identify:
· the aviation sector or activity;
· the personnel affected;
· certificates, approvals, or authorisations covered;
· operational activities; and
· limitations, where applicable.
The scope should be sufficiently clear to avoid overlap with existing TGMs.

	7. Safety Impact
	Pick the relevant safety impact and describe the anticipated benefits of the proposed TGM.
Consider whether the TGM will:
· improve aviation safety;
· enhance regulatory compliance;
· promote consistency among inspectors;
· improve oversight activities;
· address identified safety risks; or
· facilitate implementation of new regulations.

Where applicable, explain how the proposal contributes to the Authority’s safety objectives.

	8. Other Affected Documents

	Identify all manuals, forms, procedures, policies, checklists, advisory circulars, or other documents that may require amendment as a result of the proposed TGM.
This information assists in assessing the overall impact of the proposed change.

	9. Supporting References
	Where applicable, attach relevant supporting information, such as:
· draft amendments;
· audit or inspection findings;
· occurrence investigation reports;
· safety recommendations;
· ICAO references;
· proposed document outline;
· risk assessments; or
· other documentation supporting the request.
	

	10. Inspector’s Declaration and Details:
	This section shall be completed by the Civil Aviation Safety Inspector (CASI) who has made the application. 




General Instructions
The applicant should:
a) complete all applicable sections of the form;
b) provide clear, accurate, and complete information;
c) attach supporting documentation where necessary;
d) ensure that the information submitted is consistent with the applicable Civil Aviation Regulations and other regulatory requirements; and
e) submit the completed application to the appropriate department responsible for the subject matter associated with the proposed development or amendment of the Technical Guidance Material.
Where additional space is required, supplementary sheets may be attached and referenced in the relevant section of the form.
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