
 

 

National Passenger Processing Committee 

Complete National Passenger Processing 
Committee Application 

This Quick Reference Guide (QRG) provides the steps to apply to the National Passenger 
Processing Committee (NPPC) application for arrival into/departure from a non-
international Airports, using the Air and Sea Approval Portal (ASAP). 

Audience 

 Captain 

 Owner 

 Operator 

 Handling Agent. 

Prerequisites 

Prior to commencing this procedure, the following prerequisites must exist: 

 Users have the appropriate access to the portal 

 The user is already registered in the ASAP Portal. Refer to Request ASAP Account – QRG 

for details 

 Users possess the required information to complete the NPPC Application, including flight 

schedule in Australia, airport departure and arrival details, and number of travellers on board. 
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NPPC Airport Lookup 

Procedure 

Perform the following steps to use the NPPC airport lookup form to determine if approval from the 
National Passenger Processing Committee (NPPC) will be required for arrival into and / or 
departure from an Australian airport. 

1. Launch the NPPC portal (https://asap.homeaffairs.gov.au/asap). 

2. Log in using your registered credentials. 

The Making an application to the National Passenger Processing Committee screen 

displays. 

 

3. Select the NPPC airport lookup link. 

The National Passenger Processing Committee Airport Lookup displays. 
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Note: Throughout the application, mandatory fields will be indicated by a red asterisk (*), 
based on your selections. 

4. Complete all the mandatory Airport lookup fields: 

 Airport 

 Arriving or departing? 

 Total number of travellers (including passengers and crew) 

Note: Upon entering the information, the NPPC approval and outcome results will be 
displayed: 

 

Note: You may perform multiple searches by selecting the ‘Clear form’ button to remove all 
the information in all the fields. 

Complete National Passenger Processing 

Committee Application OFFICIAL Page 3 of 22 



OFFICIAL 

5. Depending on the search, the outcome will provide recommendations in the outcome field: 

a. You do not require an NPPC application as you are not arriving at or departing from a non-
designated airport AND/OR the number of travellers aboard the aircraft is below the NPPC 
application threshold. 

OR 

b. Based on the information entered your flight will require approval from the NPPC. 
Click Proceed to application to start your application. 

6. If the NPPC approval is ‘Required’, the outcome will recommend that you proceed with 

your application. 

7. Select the Proceed to application button. 

 

8. This will launch the application form for you to complete. 

 

9. If the NPPC approval is ‘Not required’, the outcome will recommend no further action 
is required. 

10. Select the Back button to return back to The Making an application to the 
National Passenger Processing Committee screen. 
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This concludes the steps to perform an airport lookup. 

For assistance or enquiries regarding this procedure, please contact the NPPC Secretariat at: 
nppc@abf.gov.au. 
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Complete National Passenger Processing 
Committee Application 

Procedure 

Perform the following steps to complete a NPPC Application: 

1. Launch the NPPC portal: (https://asap.homeaffairs.gov.au/asap). 

 

2. Log in using your registered credentials. 

Complete National Passenger Processing 

Committee Application OFFICIAL Page 6 of 22 

https://asap.homeaffairs.gov.au/asap


OFFICIAL 

The Making an application to the National Passenger Processing Committee screen 
displays. 

 

3. Select the NPPC application link. 

 

The National Passenger Processing Committee Application displays. 
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Note: Throughout the application, mandatory fields will be indicated by a red asterisk 
(*), based on your selections. Additional fields may be displayed on drop-downs as 
they are answered. 

4. Complete the Applicant details section. Check if your contact details are correct. 

Note: If the details are incorrect and need updating, select ‘No’ and update alternative 
contact details. 

5. Alternate contact details field. This should be provided in case the applicant is not 
contactable. 

6. Complete Australian contact details. Enter Australian based contact name and 

phone number. 

7. Complete the Aircraft details section. 
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8. Click into the Aircraft field to select an aircraft that you or your organisation has 
previously used in an application. 

9. If there are no aircraft listed, then enter the Manufacturer, Aircraft type/model, Aircraft country 
of registry. 

10. Enter the aircrafts registration number. If the aircrafts registration isn’t currently 
known, then select ‘No’ from the drop-down. 

 

11. Enter the aircrafts Call sign / flight number. If unknown, select ‘No’ from the drop-down. 
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12. You may save the aircraft details by selecting ‘Yes’ from ‘Save aircraft to favourites?’. 

13. If you want to use the aircraft details for future applications, add a label name to identify it as 

a favourite for future applications. The details of this aircraft will be available on the next 

application you lodge. 

14. Complete the Owner / operator details section. Either provide the Owner / operator first 
and last name, or the Owner / operator / airline (Company name). 

15. If the owner / operator is foreign owned, select ‘Yes’ and then select the Country of origin. 

Note: If the Owner / operator first and last name fields and the company name fields 
are blank, you will receive an error when attempting to submit the application. 

16. Complete the Address details section, and ensure the address details are correct. 

 

17. Complete the Captain details section, and provide captain details if known. 

Note: If the captain details are unknown, select ‘No’, these details will need to be added at a 
later date. 

Committee 
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18. Complete the Flight details section, including arrival and departure from Australia details. 

 

19. Complete the prior travel to Australia questions. 

20. If the aircraft is travelling outside of Australia within the 7 days prior to arrival in 
Australia, select ‘Yes’ and continue to enter the details by selecting the Add button. 

 

21. The Add Row pop-up window is displayed. Enter the details of the aircraft movements by 
selecting the Country, Date, and Airport. 

 

22. Select Add when completed. This will display the Country, Date and Airport details into 
the Prior travel table. 

23. If necessary, repeat the steps to add more aircraft movements. 

 

24. To amend or remove an entry, select the Actions buttons. Click the pencil icon to edit and 
the cross to remove the entry. 
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Note: Only a maximum of 4 prior travel dates may be entered. 

25. Complete the After travel from Australia section. 

26. If the aircraft is travelling outside of Australia within the 7 days prior to departure in 
Australia, then select ‘Yes’ from the drop-down field. 

 

27. Select Add button. Enter the details of the aircraft movements. 

Note: Only 
a maximum 
of 4 travel 
dates may 
be entered. 

28. Select Add when completed. This will display the Country, Date and Airport details in 
the After travel table. 

 

29. Complete remaining flight details. 

Note: If this application is within the ten (10) business day requirement due to extenuating 
circumstances, please enter additional information. These circumstances will be 
considered by the Committee, however, will not guarantee approval. 
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30. Complete the Declaration section, by selecting an applicant type and enter any 
additional information to support your application. 
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31. If you accept the details of the Declaration, select ‘Yes’ from the drop-down field. 

32. Enter your name in the Name field. 

Note: The application will not proceed if you do not accept the declaration. 

33. Prior to submitting your application, check to see you have completed all the required fields. 

Note: Any incomplete fields will be displayed in the required information section located under 
the ‘Submit’ button. By selecting the text it will take you to the required field to be completed. 
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34. Select the Submit button at the top right of the screen. You will be redirected to a new 
page to complete the Scheduled Flights associated with the application. 

 

35. The Flight Schedule Lines form displays on the left of the window, with the details of 
the selected Flight Schedule Line on the right. 

Note: There should be a Flight schedule line record already generated and selected to 
enter the detail of the first schedule line. 

 

36. Complete Details section. If you’re unable to find the airport, you can specify the airport by 
its International Civil Aviation Organisation (ICAO) code. 

37. If your unable to find the airport then select I can’t find my airport button. 

 

This will launch a Request a new airport window. 
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38. Complete the new airport request fields. Include the Country, Name, ICAO code (if 
known), and include any supporting information to support the request. 

Note(s): 

 Submitting a request for an unlisted airport will result in a review of the airport details 
and possible rejection of any applications that use the airport you have requested. 

 Once the airport has been submitted, you may complete the flight schedule form. 

39. Select the Submit button to save the details and return to the Flight Schedule form. 

 

Note: Selecting the cancel button will also return you to the Flight Schedule form. 

40. Complete the Details section. Provide the Departure / Arrival details of the country and 
airport of the aircraft will be visiting, UTC Departure Date/Time, UTC Arrival Date/Time, and 
total of passengers and crew on the flight. 

Note: The format for entering the UTC Departure/Arrival Date/Time is by Year (YY)-Month 

(MM)-Day (DD), followed by 24-hours and minutes (hh:mm). 
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41. Complete the Airport details section. If required, select the Technical stop checkbox 

and add additional comments. 

42. Select the Save button. The itinerary will be added and displayed to the Flight 
Schedule Lines section. 

 

43. The Flight Schedule will now display in the Flight Schedule Lines window. You will need 
to add any other movements to or from non-designated airports. 

 

44. If multiple itineraries are required, select the Insert button. 

 

Note: A new Schedule Line will be created. The Departure airport field is prefilled from the 
previous schedule line entry for the arrival. 

45. Complete the form in the same manner as the first schedule line record. 

46. Select the Save button to include the details of the Flight Schedule line with the application. 

 

47. Select the Go to Application button to preview the application before submitting. 
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The application is displayed. 

 

48. Review the application and make any necessary corrections. 

49. Select the Submit button. 

 

50. A message will appear noting that the Application has been successfully submitted. 

 

51. If any required information is missing from the application, the following message will appear. 

 

Note: If you receive any errors during your submission, please contact the NPPC Secretariat. 

52. Make note of the NPPC reference number for your records. 

This concludes the steps to complete and submit an application. 

Note(s): 

 The request will now commence its review by the NPPC and other 
relevant authorities. 

 If your request is approved, you will receive an approval email with a copy of the 
approval letter and conditions in PDF format attached (example shown below). 
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 Observe any conditions of the approval for your acknowledgement. 

 Email notifications will be sent to you as the request progresses through the reviews. 

For assistance or enquiries regarding this procedure, please contact the NPPC Secretariat at: 
nppc@abf.gov.au. 
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Copy application 

If you need to create multiple application, the copy function enables you to copy and modify an 
existing application record for reuse. 

To copy an application to be modified, complete the following steps: 

Note: The itinerary details will need to be updated and reviewed once copied. 

1. Select the Copy button. 

 

2. A new application record will load pre-filled with the same details from the prior 
application record. 

3. Make any necessary changes. Click the Save button to set these changes. 

 

4. Select the Application flight schedule button to load the screen to review the Flight 

Schedule Lines. 

 

5. Update each schedule line record with new schedules for departures and arrivals to suit a 

future arrival and/or departure. Save each schedule line record to keep these changes. 

6. Select the Go to Application button to return to the application record. 

7. Make note of the NPPC reference number for your records. 

8. Select the Submit button to complete the application. 

 

This completes the steps to copy and modify an existing itinerary record for reuse. 

This concludes the procedure for completing an NPPC Application Request. 
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Delete application in Draft 

Prior to submission while the application is in draft, the application may be removed by 
completing the following steps: 

1. Select the Delete button. 

A confirmation to delete the record is displayed. 

 

2. Select the Delete button to confirm your action. Selecting the ‘No’ button will return to 
the previous screen. 

 

This completes the steps to delete an application record. 

Cancel Application 

Applicants can cancel their submitted application if it’s no longer required. 

To delete an application, complete the following steps: 

1. Access the application record via the application confirmation email notification 

2. Select the application record reference link to launch the application page. 

3. Navigate to the end of the application form, and select the Cancel Application button. 

 

Note: A warning message appears to confirm the cancellation of the application. 

 

4. Select a cancellation reason from the drop-down and enter cancellation reasons. 
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5. Select the Proceed button to continue. 

Note: If you choose to proceed, all related flight schedules and approvals will be cancelled. 
If selecting ‘No’ this will return back to the application screen. 

This completes the steps to cancel an application record. 

For assistance or enquiries regarding this procedure, please contact the NPPC Secretariat at: 
nppc@abf.gov.au. 
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