Instructions for submitting data to the FAI Online database of FAI Sporting Licence holders
This file comes as part of a package of three files which explain the process of uploading to the “FAI Online Database of Sporting Licence Holders” information concerning the FAI sporting licences issued by your organisation. The following documents are included in this package:
Readme_explanation.doc
(this document)

template_FAI_sporting_licence_DB_upload.xls
(sample Excel sheet of the format to use to submit your data)
country_codes.xls
(list of three letter country codes to use)
If any of these documents is missing, please contact the FAI office at sportinglicences@fai.org
File format for submitting information to the FAI database
The FAI Online Database will import data from Excel files formatted as in the sample template_FAI_sporting_licence_DB_upload.xls file. This file shows the type of information required, as well as the format and order in which it should be submitted.
We know that NAC Air Sport Control Organisations keep track of the sporting licences they issue in many different ways. However, current database systems can output data in any way that is necessary. Therefore, we do not anticipate that the required format will cause you too many problems. However, if any NAC has a specific problem, they should contact the FAI office at sportinglicences@fai.org so that we can help resolve it.  If you do not yet have a computerised record-keeping system for FAI Sporting Licences, we strongly recommend that you introduce one using the standard FAI format. 
Below is an example of a typical entry in the Excel sheet (the information is spread over 3 lines here for convenience of display):
	Licence 
Country
	Licence 
Number
	Licence 
Type
	Validity 
From 
	Validity 
To
	Air Sport Discipline
	First Name
	Last Name

	BEL
	A0001
	Pilot
	01.01.2007
	31.12.2007
	Aeroplanes 
	John
	DUPONT 


	Gender
	Date of Birth
	Place of Birth
	Nationality

	M
	11.11.1962
	Lausanne
	ITA


	Address
	Zip Code
	City
	Country of 
Residence
	E-mail address
	Phone 
(home)
	Phone 
(office)
	Phone 
(mobile)

	Avenue Mon Repos 24
	B-9130
	Brussels
	BEL
	mat@example.com
	0012345
	0067895
	0065432


Explanation of the data fields
	Licence country
	The 3-letter code of the country the licence holder will represent in FAI. You will find a list of these codes in the country_codes.xls file.

	Licence number
	The FAI Sporting Licence number that you assigned to this licence

	Licence type
	At the moment, it should read ‘pilot’ in all cases.

	Validity from
	The day on which the licence becomes valid.

	Validity to
	The last day on which the licence is valid

	Air Sport Discipline
	The discipline(s) for which the licence is valid. The choices are:

ALL  

Balloons

Airship 

Aeroplanes 

Gliding

Rotorcraft 

Parachuting 

Human-powered flight 

Astronautics 

Hang Gliding & Paragliding

Microlight

Space models 

UAV  

If the licence is valid for all disciplines, you should indicate ‘ALL’ as in the example below:

[image: image1.jpg]A B c D E
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Licence Licence Licence| Validity | Validity |5, oo o+ piccipline |First Name  |Last Name Gender
Country|Number| Type | From | To
BEL 0017 | Pilot  06.06.2008 31.12.2008 ALL [ Smith W




If the licence is valid for one discipline only, you should indicate that discipline’s name (see list above). The example below shows the case of a person holding a licence valid for gliding only:
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Licence Licence Licence| Validity | Validity |5, oo o+ piccipline |First Name  |Last Name Gender
Country|Number| Type | From | To
BEL 20017 | Pilat  06.06.2008 31.12.2009 Gliding John Sith M




If a person holds a licence that is valid for more than one but not all disciplines, you should enter one line per discipline. The example below shows how you should enter the case of a pilot holding a licence valid for gliding and ballooning only:
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Licence Licence Licence| Validity | Validity |5, oo o+ piccipline |First Name  |Last Name Gender
Country|Number| Type | From | To
1
2 BEL 00017 | Pllot | 06.06.2008 31.12.2009 Gliding John Smith M
3 BEL A0018 Pilot  01.01.2008 31.12.2009 Balloons \John Smith M
n





	First name
	The given name, or names, of the licence holder. Please do not enter nicknames here.

	Last name
	The last name (family name) of the licence holder

	Gender
	The gender of the licence holder: ‘M’ for men and ‘F’ for women

	Date of birth
	The date of birth of the licence holder

	Place of birth
	The place of birth of the licence holder

	Nationality
	The 3-letter code of the country of citizenship of the licence holder as proved by an identification document stating his citizenship and issued by or on behalf of the government of the country concerned.
You will find a list of these codes in the country_codes.xls file.

	Address
	The address of the licence holder

	Zip code
	The zip code of the address of the licence holder

	City
	The city where the licence holder lives

	Country of residence
	The 3-letter code of the country where the licence holder usually lives for at least 185 days in each calendar year because of personal and occupational ties (see FAI Sporting Code General Section 8.1.3.1.2 for more information).

You will find a list of these codes in the country_codes.xls file.

	Email address
	The email address of the licence holder (if available)

	Phone (home)
	Home telephone contact details (if available)

	Phone (job)
	Job telephone contact details (if available)

	Phone (mobile)
	Mobile telephone contact details (if available)


Once you have exported your list of FAI licence holders to the Excel file, please send it to the FAI Office at sportinglicences@fai.org. 

