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dient Procedures Grculars describe the various
procedures or processes to be followed by the public
when dealing wth Industry Canada. The information
contained in these circulars is subject to change

wi t hout noti ce. It is therefore suggested that
i nterested per sons consul t t he near est district
office of Industry Canada for additional details.

Wiile every reasonable effort has been nmade to ensure
accuracy, no warranty is expressed or inplied. As
wel |, these circulars have no status in |aw
Additional copies of this or other circulars in the
series are available from any office of the
Depart ment .

Comments and suggestions nmay be directed to the
foll ow ng address:

| ndustry Canada

Radi o Regul atory Branch
300 Slater Street
Gtawa, Ohtario

K1A 0C8

Attention: DCSP
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Sunmary

Thi s docunment provides applicants with guidelines for the
subm ssion of radio station |licence applications.

Until now, applications for radio station |icences have been
submtted on the forns prescribed by Industry Canada. Wile the
Departrment will continue to accept applications in this format, |oca
offices may, upon prior approval, also accept applications in the
formof conputer printouts, on diskette in the ASCIl code, or in the
formof data in the ASCIlI code transmtted via the public swtched
t el ephone network. To obtain prior approval, a test run or a sanple
subm ssion will usually be required by the office that is intended to
recei ve the subm ssion. The application should generally followthe
format and headi ngs of the application fornms presently used and
prescri bed by the Departnent. District and regional offices are
equi pped to accept 5 1/4 inch diskettes that are fornatted to operate
with the DO 3.2 systemby the |BMand M crosoft Corporations.

Applicants are encouraged to subnit antenna structure cl earance
forns directly to Transport Canada rather than sending themto
I ndustry Canada. Since these forns nmust be acconpani ed by a
t opogr aphi cal map, conputerized subm ssions cannot be accept ed.

Unl ess a prior arrangenent with Industry Canada has been nade,
radi o station |licence applications for coast, |land or earth stations
nmust be acconpani ed by a map showing the station |ocation.

The applicant's signature is required for applications that are
submitted in the formof conmputer printouts. For applications
submtted on diskette or via the public sw tched tel ephone network,
the Departnent requires a prior witten and signed arrangenent.

When it is expected that many applications will be submtted, a
[ unp sum prepaynent of fees nmay be required fromwhich Iicence fees
will be deducted as needed.

Licences will not be issued until full paynent of all appropriate
f ees have been received.

| nt ent

The intent of this docunment is to provide applicants with
gui delines for the subm ssion of radio station |icence applications
on departnental forms, conputer printouts, diskettes or by data
transfer via the public sw tched tel ephone network.

| nt roducti on

Radi o station licence applications are nornally submtted on forns
prescri bed by the Departnent. However, as a result of the
proliferation of mcroconputers and data comruni cations technol ogy,
nore and nore applicants, especially large corporations and deal ers
with many clients, are requesting to subnit their applications using
conput eri zed neans.
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In view of the efficiencies and advantages that this technol ogy
provides to both applicants and the Departnent, it is appropriate
that procedures and formats be inplenented to facilitate the
efficient transfer of radio licence application data. This document
provides prelimnary guidelines to ensure that applications subnitted
to the Department using conputerized means are conpatible with
departnental equi pent and operational needs. It al so contains
i nformation on applications submtted on the prescribed forns.

Accept abl e Formats

Prescri bed Forns

The Departnent will accept radio station |icence applications
submtted on prescribed forns. These forns are avail abl e from any
district or regional office.

The forns should be conpleted in block letters or typed. The
personnel in our district offices will be happy to assist applicants
in conpleting the forns and cal culating the licence fees.

Comput er Printout*

Subj ect to prior approval fromthe district or regional office
concerned, the Departnent will accept applications in the form of
conputer printouts. The text should generally follow the format and
headi ngs of the Departnent's prescribed application forns presently
in use for the particular service requested. A sanple printout wll
be required by the office that is intended to receive the subm ssion

To ensure the clarity of applications, it is recommended that the
i censing data provided by the applicant be printed in bol d-faced
letters and the headings in light-faced letters.

D skettes*

Provi ded that prior approval has been obtained fromthe district
or regional office concerned, applications may be submtted in the
formof ASC | code (Anerican Standard Code for |nfornation
I nt erchange) stored on diskettes. The text shall follow the format
and headi ngs of the Department's prescribed application forns.

Wth respect to diskette protocols, district and regional offices
are now equi pped to accept 5 1/4 inch diskettes that are formatted to
operate on the Disc Qperating System (DO8), Version 3.2 by the | BM
and Mcrosoft Corporations. A test diskette will be required by the
of fi ce concerned.

Data Transfer via the Public Switched Tel ephone Network*

Again, subject to prior regional or district office approval, the
Departrment will accept applications in the formof ASC| code
transmtted via the public switched tel ephone network. The text shal
follow the format and headi ngs of the Departnent's prescribed
application form
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Most district and regional offices are equipped with 1200/ 300 baud
nodens. The | ocal office concerned shoul d be contacted to discuss
capabilities and procedures, and to arrange for the data transm ssion
test.

* The software required to produce either conputer printouts of
forms or conputerized submssions is the responsibility of the
applicant and will not be supplied by the Department.

Numeri cal Dat a

To ensure clarity and to speed processing, data fields containing
numeri cal information should not contain |eading zeros.

Exanmple: In the case of a data field that allows 10 characters for
the entry of transnitter power.

Do not use a zero filled field - 00000030.00 watts.

USE a non-zero filled field - 30.00 watts.

Fiel ds where no information is required should be left blank
rather than zero filled

Antenna Structure Forns Excepted

Since any antenna structure formthat is received by Industry
Canada is forwarded to Transport Canada for processing, and because
it rmust be acconpani ed by a topographi cal map, conputerized
subm ssion of this formw Il not be accepted.

Si gnature of Applicant
Applications on Prescribed Fornmns

When subnitting applications using the Departnent's prescribed
forns, please ensure that each form has been signed and dated by the
applicant or the representative who has been gi ven power of attorney
on behal f of the applicant.

Comput er Printout Applications

Even though applications are submtted in the formof a conputer
printout, they nust still be signed. The printout or covering letter
shoul d attest the fact that the information provided is conplete and
correct, and should be signed and dated by the applicant or the
representative who has been given power of attorney on behal f of the
applicant. The following attestati on nay be used:
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"I certify that the statements nmade in this (these) application(s)
are conplete and correct to the best of ny know edge."

(date) (nane, printed) (signature)

Appl i cations Forwarded on D skettes or via the Public Swtched
Tel ephone Net wor k

For applications submtted on diskettes or electronically via the
public switched tel ephone network, the Department requires a prior
witten arrangement that includes an appropriately signed attestation
(as noted in part B above) certifying the information to be provided.

The Departnent reserves the right to request a signed attestation
to verify the authenticity of a particular application and reserves
the right to hold processing of that application until a satisfactory
attestation is received.

Power of Attorney

Radi ocommuni cation Information Grcular RRG 2, Issue 2, Quide for
the Subm ssion of a Sinplified Application, contains guidelines for
using a power of attorney to allow a service provider to sign and
submt sinplified applications on behalf of an applicant. For
further information, please consult RG22, |ssue 2.

Li cence Fees

Li cence fees for applications forwarded el ectronically through the
public switched tel ephone network may be mail ed under separate cover.
To ensure accurate cross-referencing, include the nane and address
that appears on the application, the type and purpose of the
application and the date and time the data transm ssion took place.

When it is expected that many applications will be submtted in
bat ches, a lunp sum prepaynment of fees nmay be requested from which
licence fees will be deducted as required. Procedures and
arrangenents shoul d be di scussed with the district or regional office
that is intended to receive the subm ssion. Licences will not be
i ssued until paynent of fees is received. For informati on concerning
radi o licence fees, please consult Radi ocomruni- cation Information
CGrcular RG42, Qiide For Calculation of Variable Licence Fees.

Obt ai ni ng Departnmental Application Forns

Copi es of the application forns to be used for subm ssions or
whi ch may be used as a guideline to devel op el ectronically generated
forns are available at district and regional offices of Industry
Canada. A conplete list of district and regi onal office addresses and
t el ephone nunbers is provided in the Radi ocommuni cation | nformation
Crcular R G 66.
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Concl usi on

Based on advice fromthe industry, nore conprehensive guidelines
wi Il be devel oped for the subm ssion of applications using
conmputerized neans. In this manner, the Departnent will maintain as
much flexibility as possible in accepting applications. It wel cones
any suggestions and conmments.
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