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1.2

IFATCA

Introduction

IFATCA is a worldwide Federation and relies upon efficient communication to function well.
Due to time zone differences, there is little opportunity to use regular voice communication
and so we tend to rely on ‘asynchronous’ methods such as email and discussion boards.

The following sections will describe the different systems in use and introduce how they work
providing instructions where possible. The instructions will be kept quite simple, so if you
require more assistance you can contact your committee chair, team leader, or a member of
the Executive Board.
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2.6

IFATCA

Email

DISTRIBUTION LISTS

Each working group within IFATCA utilises an email distribution list to easily send emails within
the group without having to remember all the email addresses. These lists are maintained by
the Deputy President (DP) and Executive Vice-President Technical (EVPT). When you begin
participating in IFATCA, we will require an email address that you would like to have
subscribed to the distribution list so you can receive the emails.

When sending an email, all you need to do is enter the email address for the group you would
like to send to, this may be more than one. Remember that some of the lists may include
people outside the organisation (such as IFALPA).

The main lists that you may need to use are:

e eb@ifatca.org
e cac@ifatca.org
o fic@ifatca.org
e plc@ifatca.org
e toc@ifatca.org

There are many other lists in use, if you require these, they will normally be provided to you.
If your chair or team leader advises to use a different list than those above, you should do so.

EMAIL ETIQUETTE
To make email as productive as possible we rely on people following certain practices.
CATEGORISATION

To assist in easy identification of important emails, you can use special prefixes at the
beginning of the subject line.

INFO — The email is of an informative and non-urgent nature;

ACTION — The email contains information which requires some actions to be performed by
the recipients;

URGENT - Obviously, this is to be used where the content is of an important and urgent nature
and requires to be read as soon as possible. Do not use this in other cases or it will defeat the
purpose of the prefix;

CONFIDENTIAL — To be used when the content is of a private or confidential matter. The email
is not to be forwarded without the express permission of the sender.

ADDRESSING

The TO and CC address fields in an email allow filters and sorting to be performed
automatically by email programs. You should ideally have the TO field containing those that
are required to read and action anything in the email. The CC field should be used for others
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2.11

2.12

2.13

2.14

IFATCA

that may be interested in the email, but are not required to perform any follow up. When
using the reply-all function, itis a good idea to check that the TO and CC fields are still accurate.

REPLY ALL use should be kept to the minimum. Most if not all of us suffer from an “email
overload”, receiving hundreds of emails every day, either personal or professional. The
repetitive use of REPLY ALL for no specific reason eventually tends to invite the recipients to
delete emails without even reading them, which can become a problem when the email is
actually important.

Similarly, forwarding emails “for information” too often with contents that may sometimes be
irrelevant or redundant tends to dilute the interest to read emails from a given sender. Of
course, the idea is not to prevent anyone from sending emails when they are required, but all
of us should try to send them only when they are required in order to minimize the workload
of one another.

BCC (blind carbon copy) works similarly to CC (carbon copy), by sending a copy to another
recipient, but without the recipients identified in the “TO” and “CC” aware of it. IFATCA
encourages open and transparent communications, and therefore do not recommend the use
of BCC other than exceptional circumstances.

BCC can however be used when sending an email to a group, to avoid recipients to be made
aware of the email addresses of the other recipients (certain email addresses may be private
and/or confidential). In such case, send an email to yourself (TO) and enter all other email
addresses in the “BCC” field.

SPAM

Do not subscribe any of the distribution lists to newsletters, special deals or anything else
that should be reserved for your private email. Do not send out material to the group of a
religious or political nature, there are many people involved in IFATCA from many regions and
cultures, they may not always agree with your point of view. Try to limit the amount of

‘banter’ back and forth, while it is acceptable to a certain level, remember that pointless
emails can reduce productivity as it takes time to filter out what is important and what is not.

FORWARDING

Some emails that are sent internally may be of a sensitive nature, or reflect views that are
not to be spread outside or even sometimes within the organisation. Do not forward any
emails that you have received to anyone else without the express permission of the author
unless it is very clear that this will cause no harm. If in doubt, just ask the sender if you can
share it.

RESPECT

As an international organisation we interact with people from many different countries,
cultures, religions, gender and age. Part of our strength as an organisation comes from this
great diversity. Email and other written communication is often a cause of miscommunication
between people because it does not convey context or body language. When writing emails,
always consider that others may have a different perspective than you, and they may consider
something rude or offensive that you may not have intended to be so.

Furthermore, certain individuals may not have the same level of fluency in English; plain or
easy to understand language should be preferred over complex and sometimes almost poetic
language. In other words, ensure you will be understood by your correspondent by keeping
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your message clear and concise, avoiding useless verbiage and too technical terms, unless
required and explained.

2.15  When receiving emails, please attempt to understand that others may not always have
intended to be rude or offensive and it may be a misunderstanding. Try to clarify the situation
before jumping to conclusions and responding in a similar manner. Similarly, keep in mind that
your correspondent may not have the same level of fluency in English and may have used
words in a certain context inadvertently. Why can’t we all just be friends?
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3.1.2

3.1.3

3.14

3.15
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File sharing

DROPBOX

For the past few years Dropbox became the preferred method to share files between team
members, namely the Executive Board.

For those members of the Executive Board, a Dropbox folder has been created and contain a
very large quantity of documents, reports, working papers, etc. to be used by the EB. The
folder also contains all the required documents for Executive Board meetings. Newcomers to
the EB will be given access to that folder.

It is important to remember that amendments to a given Dropbox folder or file affects all
individuals having access to this folder or file. Extreme care should be given to deleting,
moving and/or amending folders and files, keeping in mind that changes, additions and
deletions will affect all participants.

While there is a possibility to retrieve deleted files, the option is only valid in certain
circumstances and for a given period of time. Files that were moved, folders that were
renamed and other similar actions can make it difficult to retrieve a specific file, even if the
said file was not deleted per se.

TUTORIAL: HOW TO INSTALL AND USE DROPBOX (FIRST TIME USERS)

XX
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4.1.1

4.1.2

4.1.3

IFATCA

Online collaboration - Basecamp

INTRODUCTION

In 2014, an online collaboration platform called ‘Basecamp’ replaced much of the group
discussion via email, leaving email inboxes for one-on-one communication and essential
matters, rather than turning inboxes into a chat room. The platform is simple yet effective.
It can track discussions, assign tasks, manage calendars and share files.

When you start participation in IFATCA activities, you will receive an invite from Basecamp to
your nominated email address. You should accept this invitation and enter the required
information to activate you user account. Once this is complete, you will have access to any
teams or projects that you need, this access is managed by the various team administrators.
If you think you are lacking access to a project, ask the relevant EVP to team leader, the Deputy
President or the Liaison Officer to the ICAO ANC so they can sort it out.

HOME SCREEN

Once you have completed your first login to Basecamp, you should see the home screen (if
not, simply click on the Home button in the top bar of the page). The page should be similar
to this:

b AHome MPings @AHey! @Activity QFind ﬁg

Uump to a team or project...
Press 38+ to quickly jump to a project or team from anywhere.

IFATCA

o My Assignments (2)
e My Bookmarks

P
S « My Schedule
IFATCA L

IFATCA HQ + Library

@ @ @ * My Recent Activity
e My Boosts
+ New Teams
csc Documentation ICAO | Scheduling

Development

ee8IOE eeedIO @3 ©e

IFATCA Training Courses PLC Professional & Technical
Administra...

ce®esH ®c0@0 290800

4.1.4 The page contains many features which are described below. The top bar will allow you to:

4.1.4.1 HOME: return to the home screen;

4.1.4.2 PINGS: start a private conversation with someone (similar to a chat);
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Btart a private chat with...

Recent Pings

@ ‘ &
N 1 G

Chris Sailes  Peter van Ro... John Langa T... Renee Pauptit Renee +1 Azizi sohrab

Oliviero Bars...

4.1.4.3 HEY: allows you to see what has changed since your last visit;

New for you Mark all read

Multitower (1]
Ignacio Baca - Remote Towers - Jun 3

Previous notifications

Today: SMP/4 - Montréal, Canada - Peter VR attending
Basecamp - ICAO | Scheduling - May 29

Re: IFATCA-TPM_030518.pdf
Joy Bhattacharya - IFATCA HQ + Library - May 22

Re: FLTOPSP4_Montréal_2018.1_IFATCA.pdf
Oliviero Barsanti - ICAO FLTOPSP - May 17

Re: B¢ New team: drones
Ignacio Baca - Remote Towers - May 16

Re: IFATCA-A55_010518.pdf
Zephania Sholobela - IFATCA HQ + Library - May 16

ﬁ We have some guests from IFALPA!

Ignacio Baca - Remote Towers - May 15

4.1.4.4 ACTIVITY: shows all the latest activity in Basecamp for all participants;

AHome " Pings @Hey! ©Activity Q Find
All the latest activity 0 Someone’s assignments ° Overdue to-dos

e Someone’s activity ° To-dos added & completed @ Upcoming dates

Email me a daily summary

Latest Activity
Yesterday
ICAO | Scheduling
On STATE LETTER Responses | 2018, 10:36pm
Jean-Francois L. checked off:

No response due - SL18/54 - ICAO Air
Transport Meeting (Georgetown, Guyana,
21t 23 November 2018)

Jean-Francois L. commented on No 10:36pm
due - SL18/54 - ICAO Air

Transport Meeting (Georgetown,

Guyana, 21to 23 November 2018)

"The theme of the meeting, Promoting
connectivity for Sustainable Air Transport
Development, will focus on practical solutions
to remove existing regulatory impediments to
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4.1.4.5 FIND: a search engine that allows you to search documents, conversations, etc.

A Home " Pings @Hey! ©Activity Q Find

Search for...

Search Everything H] by Anyone $ in All projects & teams H]

4.1.4.6 PERSONAL SETTINGS: by clicking on the top right icon (displaying either your picture, if
uploaded, or your initials), you can modify your notification settings, update your personal
profile, change your password, link your Basecamp account to your mobile device and finally
log out from the application;

D

Notifications are on

You're set to receive email notifications for
everything between 9am and 9pm,
Monday through Friday.

Turn on Focus Mode

Change your notification settings

Turn notifications off

Personal Settings
My profile (avatar, title, password, etc)
My devices (Get our free mobile apps)

Log out

4.1.4.7 HELP: by clicking on the question mark on the bottom right of the screen, you get access to
the help menu, namely how to get started, the basics, mastering the projects tools, and
obviously access to the online support (that is quite efficient, by the way; do not hesitate to
ask them any question you may have).
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SUGGESTED FOR YOU
Getting Started with Basecamp
Master the Basecamp Basics

Intro to the Project Tools

How We Work

Contact Basecamp Support

HEADQUARTERS, TEAMS AND PROJECTS

IFATCA

4.1.5 The core of Basecamp is found on the HOME page, were you will find, from top to bottom:

o HEADQUARTERS (a project including all participants of IFATCA),

e TEAMS (several projects dedicated to either a group or a particular event or topic), and

e PROIJECTS individual projects related to a particular team or to a specific task. Typically,
all ICAO Panels have their dedicated project and also all work items for TOC and PLC. Not
everybody has access to the same projects; do not be surprised if your access allows you
to see some projects that somebody else doesn’t see. That being said, do not hesitate to
contact your EVP/liaison officer if you believe you should have access to a given project

and you don’t.

4.1.6  When your account is activated, you will have access to some projects and within these is
where you can collaborate with the other team members through the sections described
below. Once you click on a specific project (in this example TOC), you should see the following:

S00908@®¢

Campfire

Alex Schwassmann 6:50pm
In Germany | believe only M...

g omisisinberg s200m
I asked around and the preli...

Bjarni Stefansson 12:03am
Sorry, my comment was no...

@ Robert Bailey 5:31am
| Hiand sorry for the late res

Robert Bailey 5:36am
Btw... as far as | know, as pa...

0OSOSERODE ronne
Message Board To-dos
{2 The new drones team
& - Announcement — Hello. ©
CWP range for approaches
Hi guys, Italian ANSP is o
Mode-C altitude verification
for VFRin TMZ o
@D‘"ﬁ::gﬁit Hi Renee, have Make lists of work that needs to

get done, assign items, set due

) 1140 needs your opinion [} dates, and discuss.

prior 10 Nov!

Schedule Docs &Files
[7) Tue, Sep18 Etdons
TOC meeting - Georgia @ @ . ToC 2018-
Sep18-20 2019

) Mar 12,2019

IFATCA-
TPM

TOC meeting - India @ 2017.ndf

Mar 12 -14

May 1, 2019

Presentation deadline @

TOC WP
[

Conference
2018
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4.1.8

IFATCA
CAMPFIRE

In the CAMPFIRE section, you will find a general chat, for everybody. You cannot send
individual messages in this area or create separate conversations. It really works like a
WhatsApp group where everybody sees everything, for those who are familiar with the mobile
application:

Remote Towers

Campfire

% (i @ Esben and welcome Pis check the Doc section under the folder “Reports”.

0 Esben Timmermann-Hansen 12:07pm
Dear Giusy, Thank for prompt reply. | was just under the impression that another test had
been made. But now | doublechecked the dates. My bad! :-)

Today

‘ Giusy Soiacca 5:33pm

Dear all, | received this from Rikard, President of the Swedish association SATCA.
He is our IFATCA Rep at EUROCAE.
The document attached is a draft of the Minimum Aviation System specification for RT.
It's an important doc as it sets the standard technical specifications of our future
equipment.
Deadline for comment is 8th June. It's very close, that's why Rikard says that, despite the
deadline, our comments/input can be forwarded to him for the next meetings.
Thanks for cooperation!

ED-240A.docx
X3 1.36 MB - Download

MESSAGE BOARD

Each project contains an area for ‘discussions’ called MESSAGE BOARD. This is similar to an
online forum or discussion board. The discussions should be focused on a particular issue or
topic, try to avoid ‘discussion creep’ where you are talking about things that are no longer
related to the topic. You should instead start a new discussion. Messages that have not yet
been read are indicated by a blue circle to the next of the discussions; the number in the circle
indicates the number of unread comments in the thread.

Remote Towers

Message Board Nimessages ¢

A Multitower
Ignacio Baca « Jun 3 — The industry is pressing for one controller managing traffic o
in several airports at the same time. Find another press release on the subject.

We have some guests from IFALPA!
FYI by Ignacio Baca « May 13 — Hello team! You may see that we have a bunch o
of newcomers; they are some IFALPA reps who want to be involved. This shows

New team: drones
%: Announcement by Ignacio Baca « Apr 20 — Hello all! In view of the success of o
this group a new team is being created. Subject: drones. Both subjects, drones

® © ®

4, Links with the industry
Ignacio Baca « Apr 4 — Dear all, Probably you remember (and it is included in the
TOR) that one of the targets of this group is the creation of links with the industry.

€

@™ Terms of Reference
b b2 Announcement by Ignacio Baca « Apr 4 — | just uploaded the Terms of
Reference of this group to the documents section so we have a common
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4.1.8.2

4.1.8.3

4.1.8.4

4.1.9

IFATCA
Messages can be classified using the PICK A CATEGORY button at the top of each new
message: announcement, FYI, heartbeat, pitch, question or custom.

It is possible to attach documents and pictures, edit the font/colour of the text, and choose
who receives notifications for every discussion. It is also possible to start a message and save
it as a draft for later.

Discussions do not need to be on their own, and some may also be related to other parts of
the project such as tasks, events, or files.

The discussions will also be sent to you via email. You can reply via email but be aware that
your reply will be sent to everyone on the discussion. If you prefer to change who will receive
the reply, you can do that through the website.

Gmail Q  search mail

[}

Giusy S. started chatting in Remote Towers

Q
[
>

Giusy Sciacca (Basecamp) <notifications @3 basecamp.com> e 533PM (B minvtesage) ¥ &
tome +

R English v > French v Translate message Turn off for: English
§ Trash

Categories

&

Remote Towers

Giusy Sci just started ing in the C:

Dear all, | received this from Rikard, President of the Swedish association SATCA.

He is our IFATCA Rep at EUROCAE.

The document attached s a draft of the Minimum Aviation System specification for RT.
It's an important doc as it sets the standard technical specifications of our future
equipment.

Deadiine for comment is 8th June. It's very close, that's why Rikard says that, despite
the deadiine, our comments/input can be forwarded to him for the next meetings.
Thanks for cooperation!

Jump in and join Giusy

TO-DOS

Under the ‘To-dos’ section you can manage and assign tasks related to the project. These are
held under one or many to-do list(s). Most projects should find a single ‘Actions’ list will be
sufficient, but there is nothing to prevent further categorisation. Adding a task is relatively
simple, it just requires a subject, but you can also assign it to a particular person or provide a
due date if you wish. Once the task is created you can then access it to add discussion or files.

To-dos s

IFATCA RTG Position Paper @ W 2/5 completed

As discussed in Austria, step Nr 1is a position paper. 3-4 pages no more t...

First draft of IFATCA RTG Position Paper (@) Mon, Nov 6, 2017 () Anders L.
First draft of IFATCA RTG Position Paper () Mon, Nov 6, 2017 &8 Anthony A.
First draft of IFATCA RTG Position Paper () Mon, Nov 6, 2017 @ Christel O.

Add a to-do

First draft of IFATCA RTG Position Paper (&) Mon, Nov 6, 2017 &8 Anders F.
First draft of IFATCA RTG Position Paper ~* @ (& Mon, Nov 6, 2017 @ Oliver W.

Let's start drafting. Step 1: Brainstorming. @ 1/1 completed - Now archive it!
Hello everyone, it's high time we started to get down our ideas in black an...

Add a to-do

Prepare the RTG questionnaire via Google Forms (¥ Mon, Oct 16,2017 &8 Anders F.
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DOCS & FILES
4.1.10 The ‘docs & files’ area allows you to add files to share them with your team members.

Documents that are for reference or that have special formatting should be uploaded in their
native format. Files can be organized in folders, and colour-coded for easy identification:

Docs & Files Unsored <

TOC WP list

TOC 2018-2019 8.5 Future of Conference 2018
CPDLC

ToC B.5.2 Phraseology on

members i i
list 2018. Ground Based Safety Presentatio ‘2:"'5;

|FATE_K 2019 Nets (GBSN) commB
S ) B.5.3 SID/STAR - &5 8 papers

=5 Policy Review =

B.5.4 Autonomous

and 7 more and 3 more

Runway Incursion
IFATCA- Warning Systems -
TPM_030518.pdf ARIWS

R.5.5. Fn-route Wake

How to's templates TOC2017-2018

. . AUA Munich

L] meeting meeting
PPT Per

template =

templat.  frontpa... B

TOC -
informa... e
nackaa...

Howto - Working

..and 2 more ...and 2 more

i 4 archived items

4.1.10.1 If the file is intended for editing by the team such as a letter or working paper, it is
better if a date or a version number is appended to it, along with the initials of the reviewer(s).
That way, different files of a same working paper or document can easily be identified.

4.1.10.2 Files can also be replaced with a newer version, it is also possible to look back and
consult the older versions of that same file by clicking on the top right of the file on the “...”
icon and choosing VIEW CHANGE LOG. All older versions will be posted there:

2/ Edit

~ Move

Panels (latest version at https://portal.icao.int/ANCPANELS/Pages,
0 Copy

Panel or
Group
ADOP  Aerodrome Design and Operations PANEL ICAO  Joseph Cheong
IATCA

IFaeA

IeaeA

Tite Organization Member / Adviser P

@ Putin the trash

[ Bookmark
NGP AccdentIvesigaton PANEL 1A or.André De Kock
IFALPA  Ariel Shoerén (member) § Share
FALPA. Armaud du Bedt (aiser) .
& Geta public link
ARP Aiworttiness PANEL 0

+2 Send this to someone
ATMOPSP ATM Operations PANEL 1CAO Nicholas Hinchie
IFATCA  Duncan Auld (member)
IFALPA
IFaeA

ATMRPP  ATM Requirements and Performance PANEL 1A Crystal Kim
IFATCA  Alex Schwassmann (member]  alexa
IFALPA Rip Torn (member)
IFAPA G

ICAO ANC Panels Reps.pdf

Posted by Jean-Francois L. - December 3, 2017 - 30.8 kB

Download - Replace with a new version
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4.1.11

4.1.12

4.1.13

4.1.14

IFATCA

SCHEDULE

Each project also has a ‘schedule’ section where the calendar resides. Events can be added to
the group calendar for reference by the rest of the team. These events can be for a few hours
or all day, involve one or many participants, and notifications can set to the same or more
participants. Files can also be attached to the events.

Schedule

Add this Schedule to your Google Calendar, Outlook, or iCal...

July

SUN MON TUE WED

3 4 5 6 7 8 9 8 9 10 n 12 13 14
10 n 12 13 14 15 16 15 16 17 18 19 20 21
20 22 23 22 238 24 25 26 27 28

24 25 26 27 28 29 30 29 30 31

Thu, Jun 21 ANC 208th Session @

Apr 30 - Jun 29

RPASP/11 - Montréal, Canada {3
Jun18-22

Add an event

Fri, Jun 22 ANC 208th Session | RPASP/11 - Montréal, Canada

Determine participation - SL17/120 - AN-Conf/13, Montréal,
Canada, 9 to 19 October 2018 H E @
STATE LETTER Responses | 2017

You can also import these calendars into your own Google calendar or other calendar services
if you wish. Simply click on the “ADD THIS SCHEDULE TO YOUR GOOGLE CALENDAR,
OUTLOOK OR iCAL” mention on the top of the calendar and select the desired format. Note
that currently Google calendar updates external calendars (such as Basecamp) every 24 hours,
so there may be a delay in changes showing up.

YOUR PERSONAL AREA

An area, on the HOME page, located to the right of the IFATCA HQ + LIBRARY project, gives
you access to several links (in blue). Those links will allow you to see the activities and tasks
that are personal to you: your assignments, bookmarks, schedule, drafts, recent activities and
more.

HAVING TROUBLE?
Should you encounter any problem using Basecamp, do not hesitate to refer to the HELP

section of the application, or simply contact your EVP or Liaison Officer, they should be able
to assist you with whatever you may need.
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511

5.1.2

5.1.3

5.1.4

5.1.5

IFATCA
Telephones and VolP

SKYPE AND FACETIME

As we are a geographically diverse organisation, to save you and the Federation money,
people will generally use Skype or another internet-based calling system (sometimes referred
to as Voice over IP or VolP) such as Facetime, rather than the traditional phone network. You
will be provided with a contact list when you begin involvement. This may not always include
Skype account details, should you need them you can always request the details.

Skype and Facetime can be used in voice only mode, or as a video call. Either will normally be
suitable depending on internet connection speed.

GO-TO-MEETING

The Federation recognises that written communication can never replace face to face
communication especially in group discussions. We are currently using a commercial service
called Go-To Meeting, which provides better reliability and quality for large group video
discussions.

If you are invited to a video conference, you will receive an email with the connection details.
For the first meeting you should plan to spend several minutes setting up the software, so
do not join at the last minute. You should click on this link and a website will load and you
will either have to option to launch the application if you already have it installed, or to install
it if this is your first meeting.

[ ) GoToMeeting Suite

Enter the meeting, webinar, or training ID or meeting room name.

‘ * } 908-717-957 EB TELECON TUE 1200 utc “ Join

Read about the latest features and changes. What's new?

Easy Online Meetings — Anytime, Anywhere

107 GOTOMeetlng Meet Now Schedule Meeting My Meetings

Once it has launched you may have to wait for the organiser if you are early, otherwise you
will enter the conference. By default, your video will be disabled, and sometimes your
microphone will also be muted. There will be a control panel where you can see the attendees
and adjust settings. If you cannot see the large control panel, click on the little orange arrow
(shown left) to expand the mini menu into the large useful one. You can prevent it auto-hiding
by disabling that option under the ‘view’ menu.
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5.1.6

5.1.7

5.1.8

5.1.9

IFATCA

¥ Screen Sharing

Not showing anything.

<0 0 0 &

Show Stop Give Change
Main Scr... ¢ Showing Keyboard Presenter
‘ Screen & Mouse

» Attendees: 1 of 51 (max)
¥ Audio

‘ g e Computer audio ~ull @
Phone call
‘ Built-in Microphone #‘

| Q)
‘ ‘Built—in Output

Talking:
» Webcam
» Chat

@ Record

SU Meeting ID# 676-024-493

To adjust the microphone settings, click on the ‘sound check’ as shown on the right in the
option menu.

To enable or disable your webcam click on the little camera shaped icon next to your name
(as shown below in red), to mute or unmute your microphone click on the little microphone
shaped icon next to your name (as shown below in blue).

Remember that although this is a good quality service, there may be some participants that
are limited by their location’s internet connection and there will usually be slight delays in
transmission when talking to people around the world. Apparently, this is unavoidable
according to Einstein’s Theory of Relativity.

CONCUR

Instructions for the ‘Concur’ Expense Management System are contained in the IFATCA Coral
Book, please visit www.ifatca.org; the document can be found under IFATCA NET in the
DOCUMENTS section. Otherwise, contact the office for a copy of the document.
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6.1.1

6.1.2

6.1.3

6.1.4

6.1.5
6.1.5.1
6.1.5.2

6.1.6

6.1.6.1
6.1.6.2
6.1.6.3
6.1.6.4

6.1.6.5

6.1.6.6

IFATCA

Email accounts, configuration and signatures

EMAIL ACCOUNTS

IFATCA officers and representatives will be given an @ifatca.org email account when they may
communicate regularly with external parties via email. If you are selected for an @ifatca.org
email account, you will receive account setup instructions to your personal email account.

EMAIL CONFIGURATION INSTRUCTIONS

Many clients will automatically configure the appropriate IMAP connection settings for your
account but confirm that the connection settings your client configures are the same as what's
listed below.

If you're using a client that's not listed above, you can also use the following information to
configure your IMAP. If you have problems, contact your mail client's customer support
department for further instructions.

LOGIN DETAILS

The “User Name” is your IFATCA email address (usually firstname.lastname@ifatca.org). The
password you should have received when your email account was set up. If you cannot recall
or find the password, then contact the IFATCA Office (office@ifatca.org) or Deputy President

(dp@ifatca.org) to get the password reset.

INCOMING MAIL (IMAP) SERVER — REQUIRES SSL

imap.gmail.com
Port: 993

Requires SSL: Yes

EMAIL CONFIGURATION INSTRUCTIONS

smtp.gmail.com
Port: 465 or 587

Requires SSL: Yes
Requires authentication: Yes, the same username and password login settings as above.

If your client does not support SMTP authentication, you won't be able to send mail through
your client using your IFATCA email address.

Also, if you're having trouble sending mail but you've confirmed that encryption is active for
SMTP in your mail client, try to configure your SMTP server on a different port: 465 or 587.

EMAIL SIGNATURES

For consistency, the Federation has a pre-defined email signature format the all officers and
representatives should use when sending emails to external parties. All representatives of
the Federation are encouraged to make use of this signature.
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IFATCA
6.1.6.7 The signature format is reproduced below. Simply copy-paste it into your email account
settings and replace the fields by your personal information:

“——> First_Name Last_Name | Position/Role_In_The_Federation

IFATCA IFATCA | International Federation of Air Traffic Controllers' Associations

e. first.lastname(@ifatca.org t. +1 234 567 8901 w. www.ifatca.org
Think about the environment before printing.
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7.1.1

7.1.2

7.1.3

7.1.4

Social media

GENERAL GUIDELINES

XX

TWITTER

XX

FACEBOOK

XX

IFATCA

OTHER SOCIAL MEDIA (PINTEREST, INSTAGRAM, ETC.)

XX
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About this document
The objects and problems of Air Traffic Control are generally the same all over
the world. They can be mastered only by international co-operation, mutual
understanding and an exchange of ideas and experience.

It is fitting, therefore, that Air Traffic Controllers of all nations should unite
in a worldwide professional federation, which is based on the principle of
co-operation in all professional matters.

To achieve this aim and purpose IFATCA has been founded and the Members of
the Federation have translated their efforts into the adoption of this Constitution.

- Preamble to constitution of IFATCA -

Produced by

International Federation of Air Traffic Controllers’ Associations

The IFATCA Office
360 St. Jacques, Suite 2002
Montreal (Quebec) H2Y 1P5, Canada

Phone: +1 514 866 7040
Fax: +1 514 866 7612
E-mail: office@ifatca.org

<y,
Disclaimer
The rules, recommendations and information contained in this document reflect what IFATCA
established at time of the last amendment. Although every effort has been made to ensure accuracy,
neither the International Federation of Air Traffic Controllers’ Associations (IFATCA), nor their
Members or Officers or representatives, shall be responsible for loss or damage caused by errors,
omissions, misprints or misinterpretation of the contents hereof. Furthermore, IFATCA expressly

disclaims all and any liability to any person whether a purchaser of this publication or not, in respect
of anything done or omitted, by any such person in reliance on the contents of this publication.

Copyright
This document is protected by copyright laws and contains material proprietary to IFATCA. It may only
be reproduced, republished, distributed or transmitted in its entirety and without modification, unless
express permission is obtained from the IFATCA Executive Board. Under no circumstances may this
document, or any part of it, be sold or in any way commercially exploited.

Version 2.0 - July 2018



