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SECTION 1

OVERVIEW

Purpose

To establish a uniform policy and guidelines for the provision of corporate air transportation services for AAA Corporation.

To provide a single point of contact in order to make arrangements for the use of the corporate aircraft for AAA Corporation personnel.

To provide instructions necessary to arrange for charter aircraft services.

For Compliance By

AAA Corporation Officers and other authorized users of the AAA Corporation organization transportation services.
[Name]
Chairman & Chief Executive Officer
SECTION 2
AAA CORPORATION Business Aviation Usage PolicY
Introduction

Corporate aviation services are to be used almost exclusively for business purposes.  The overriding consideration for the use of corporate aircraft (including the resolution of any conflicting requests) is whether the use of the aircraft will most effectively contribute to the overall success of AAA Corporation.
Unusual circumstances, however, may warrant combined business and personal transportation or, perhaps, in extraordinary situations, exclusively personal transportation.  Consistent with Internal Revenue Service regulations, any personal or combined business and personal use must be reported to the AAA Corporation Tax Department for a determination of income imputation, as provided for in current tax laws.
Non-AAA Corporation personnel may be accommodated when they are on AAA Corporation related business and the appropriate authorization is received from the Office of the Chief Executive Officer (CEO), or the CEO’s Designee.
AAA Corporation has selected [Management Company], Inc. as sole provider of aviation services for the operation of AAA Corporation corporate aircraft.  [Management Company] aircraft operating policies and procedures are contained in [Management Company] Flight Operations Manual that will, at all times, govern the scheduling and operations of the aircraft and flight crew.

Passenger safety is the absolute and controlling operational consideration.  By AAA Corporation and by [Management Company] policy, the Pilot in Command and [Management Company] Flight Operations share the responsibility for ensuring the safety of a flight and the conduct of a flight in strict accordance with all governmental regulations and with AAA Corporation policies at all times.  The flight crew is authorized to deviate from these regulations and policies in the event of an emergency.  Whenever there arises any doubt as to the safety of a flight, that flight will be delayed, diverted, etc., regardless of the urgency of its purpose, until the safety matter is fully and clearly resolved.  The Pilot in Command has full control and authority in the operation of the aircraft; and the Pilot in Command and [Management Company] will make all operational determinations and decisions concerning a flight, and these are not to be questioned.

Regardless of flying experience or ability, no passenger is to be permitted to participate in the operation of the aircraft.  Additionally, passengers will not be permitted to occupy a cockpit or observer’s seat.  
Priority on Corporate Aircraft Usage

Requests for usage will be reviewed by the Office of the CEO.  The Managing Director, Global Human Resources will resolve any scheduling conflicts use.  The following priority guidelines will be used to determine the priority of aircraft services allocation:

1) Chairman & Chief Executive Officer
2) Chief Financial Officer (CFO) and Chief Operating Officer (COO)
3) Executive Vice Presidents

4) Senior Vice Presidents

5) Other specifically approved flights

Limited Resource

It is recognized that, in many situations, we will not have available corporate aircraft to meet all requests.  Use of additional charter aircraft to meet extraordinary needs requires separate approval by the Office of the CEO.  

Executive Travel Policy – Co-rider Guidelines

This policy applies to all joint air travel, including corporate aircraft, charters or commercial flights, by AAA Corporation officers and/or subordinates whose loss could have grave impact on the corporate leadership.  The assurance of the continuation of management is an absolute objective within the company.

This Policy Guideline is designed to minimize the interruption of AAA Corporation corporate operations in the event of an aircraft accident.  The restrictions are designed so that in the unlikely event of an accident, a successor qualified to assume each position would remain.

The following restrictions, as a guideline, apply to all air travel, whether on company, charter, private or commercial aircraft:

1) All reasonable efforts will be made to avoid having the CEO, the CFO or the COO fly together.

2) No more than five outside Board of Directors should fly together.

3) No more than two Executive Vice Presidents should fly together.

4) No more than four members of the Leadership Team (CEO, Executive Vice Presidents and Senior Vice Presidents) should fly together.  Exceptions to be at the deliberate discretion of the Office of the CEO.
5) No more than four Senior Vice Presidents should fly together.

6) The Office of the CEO should be notified of any exceptions to these Policy Guidelines.

7) Other constraints / restrictions are subject to the CEO’s discretion.

8) The Office of the CEO shall judge the appropriateness of passenger combinations in connection with the above guidelines and notify the Corporate Aviation Scheduler prior to the day of travel of any additional adjustments that may be required.
9) These guidelines will be used by our Corporate Aviation Scheduler.  The Office of the CEO will be responsible for reviewing any recommended exceptions and making final determinations.
Empty Seat Policy
At the time an aircraft is scheduled, the Office of the CEO may ask the host if other empty seats may be filled for the scheduled flight.  The seats will be filled only if the host affirms that this is okay.

Request and Confirmation for Aircraft Service

The AAA Corporation Corporate Aviation Scheduler is responsible for the scheduling of all aircraft, and for the procurement of aircraft charter services, when required.

A request for a company aircraft can be made at any time.  All requests to use corporate or charter aircraft services must be authorized in writing by the Office of the CEO.  
Requests are made to the Office of the CEO.  If an aircraft is available, confirmation of the trip will be as soon as possible.  The company aircraft request form should be forwarded to the Office of the CEO within five (5) working days of the request.  For short notice requests, the form with appropriate approvals must be in hand prior to trip departure.
If our aircraft is not available, the requestor will be so advised, along with any possible alternatives, such as combining trips, altering times, etc. by the Office of the CEO.  Any conflicts should be resolved, whenever possible, between the requesting hosts/parties.  Availability of aircraft for scheduling is influenced by existing trips, and is constrained to some extent by aircrew flight and duty time limitations, and by FAA maintenance requirements.  Any unresolved conflicts will be decided by the Office of the CEO.  

Trips requested more than 30 days in advance of a trip date will receive a contingent confirmation.  The trip confirmation will not be finalized until 30 days prior to the trip date, at which time all other aircraft priorities can be reviewed.  

The purchasing of charter services when the corporate aircraft is not available must be specifically requested as a separate request and can only be approved by the Office of the CEO.   

All approved flights are subject to rescheduling or cancellation to meet urgent corporate priorities.

Departure and Arrival Information for Corporate Aircraft Scheduling

In the Denver metropolitan area, Centennial Airport (Arapahoe County) is the normal point of departure and arrival for AAA Corporation corporate aircraft.

For other locations, the most appropriate airport for the ground destination will be determined by coordinating with the Office of the CEO.  
Officers and other employees are requested to adhere as closely as possible to the published schedule and itinerary.  Any expected deviations from that schedule passenger manifest, destinations, etc. should be communicated to the Corporate Aviation Scheduler prior to flight time.

All passengers are required to arrive at the departure location a minimum of 15 minutes prior to scheduled departure time.  This is to ensure sufficient time for baggage loading, passenger briefing, etc. for an on-time departure.  If it becomes necessary to change departure time(s), the Corporate Aviation Scheduler should be so notified as soon as possible.
Costs Related to Corporate Aircraft

There is no charge or fee system for the internal use of the Company aircraft.

If asked, the Office of the CEO will assist in determining estimates for costs associated with all trips, whether on company aircraft or charter aircraft.

While there is normally no direct charge for re-positioning the aircraft, it must be remembered that this is a significant cost to the company and must be carefully considered.
SECTION 3

CHARTER AIRCRAFT USAGE

Request Process

Charter flights require approval of the Office of the CEO.   

All charter aircraft requests and arrangements must be made through the Corporate Aviation Scheduler.  Aircraft will be chartered only from pre-approved charter companies which have completed the AAA Corporation approval process.
Costs Related to Charter Aircraft

The charter company will bill all costs associated with a charter directly to AAA Corporation through the Corporate Aviation Scheduler.  The invoice will be processed and 100% of the charter costs will be charged to the appropriate using Department/Division.

Charter costs are determined primarily by each charter operator depending on trip requirements and require approval by the Corporate Aviation Scheduler.

Cost estimates may be obtained from the Corporate Aviation Scheduler.  These are estimates only.

SECTION 4

CORPORATE AVIATION SCHEDULING DEPARTMENT 

TRAVEL PLANNING / TRIP SCHEDULING

Hours of Operation – Office of the CEO
Normal Work Days:  8:00 a.m. to 5:00 p.m. (Mountain Standard Time)

	During normal working hours:


First Call:



Office of the CEO – [Name]

Second Call:



Managing Director, Global HR – [Name]
After hours, weekends and holidays (Emergency Contacts)


First Call:



Office of the CEO - [Name]

Second Call:



Managing Director, Global HR – [Name]


Others???? - NAME


Others???? - NAME
	(555)-XXX-XXXX (office)
(555)-XXX-XXXX (cell)
(555)XXX-XXXX (office)

(555)XXX-XXXX (cell)

(555)-XXXX-XXXX (cell)

(555) XXX-XXXX (home)

(555)618-0415 (cell)

(555) XXX-XXXX (home)

(555) XXX-XXXX (cell)

(555) XXX-XXXX (home)

(555) XXX-XXXX (cell)

(555) XXX-XXXX (home)

	Security
	All information pertaining to an employee’s travel schedule and/or destinations should be handled as proprietary information and given out only on a need-to-know basis.  




Required Trip Information

A reservation should be made as soon as the need is identified
The following information is required when any request is made for usage of corporate aviation services:

· Name of employee(s) requesting corporate aircraft service (along with the signed approval form)

· Names and contact phone numbers of all passengers, to include contacts outside of normal business hours so that the Corporate Aviation Scheduler will be able to contact/inform travelers of possible weather or mechanical delays or other operational considerations.
· Additionally for all International flights, date of birth, passport number and expiration date, and, for passengers of other than U.S. nationality, proof of resident status (“green card” or visa).
· Dates of travel

· Name of Business Unit / Division
· Cost Center to be charged for the trip

· Detailed description of business purpose for each passenger (one or two sentences).

NOTE:  Clear, complete information is required for compliance with IRS regulations.

· Departure or requested arrival times (whichever is most determinate)
· Destination(s)
NOTE:  Specify the destination city and consider the specific location on the ground (address) of the final destination, especially in large metropolitan areas, as this will influence the selection of specific airports.  For example, in Chicago there are approximately six airports serving the Chicago metro area.  This consideration is a major factor to optimize the value of the aircraft in reducing travel time for passengers.  The Corporate Aviation Scheduler should be contacted directly to assist in the selection of the most appropriate airport.
· Meal/snack service (catering), if required; Corporate Aviation Scheduler will arrange.
· Ground transportation (i.e., chauffeur service, courtesy car/van, taxis) requests, as well as a contact name and telephone number, or specific transportation requirements at destination (e.g., taxi, ride to terminal, etc.) can be made through the Corporate Aviation Scheduler.  Arrangements for rental cars and hotels should be made by the individual or their administrative assistant.

Attached is a Request Form.
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Duty & Flight Limitations
Reporting for duty

Unless otherwise arranged with flight coordination and the lead pilot, crewmembers will report to the airport at a time that will enable the aircraft to be “ready to go” one (1) hour prior to scheduled departure.  To achieve this it will, in most cases, be necessary to arrive at the airport ready for duty two hours before scheduled departure time.  The PIC and Flight Coordination may jointly authorize a later reporting time to accommodate a short turn around or other scheduling issue.
Flight and duty time—defined

In an effort to provide consistent understanding of the flight and duty time rules, the company will use the following definitions and limitations.

• The company will not assign nor will the crew accept any assignment on a Part 135 flight that is scheduled to exceed 10 hours of flight time or 14 hours of duty time.  At the company’s discretion Part 91 flights will normally be scheduled within 14 hours duty time but the flight time may be extended to 12 hours.

• A crew may exceed the flight time limitation due to circumstances beyond their control (such as adverse weather, ATC delays, etc.).  If this happens, the crew will get an extended rest period as defined under CFR 135.267 (e).
The regulations provide that actual flight time beyond the 10 hours, or 8 hours, or 8 hours of flight deck duty as the case may be, may be flown due to circumstances beyond the control of the certificate holder or flight crew-member (such as adverse weather conditions or ATC delays).  If a crew flies beyond the flight hours limits, due to a circumstance beyond our control, it is vital that we capture the reason the flight went beyond what was planned on the Pilots Flight Report.

PROCEDURE

• If you receive an assignment in excess of these FAR limitations, bring it to the immediate attention of the Director of Operations or Chief Pilot.

• If you exceed a Flight Hour limitation during the assignment, document the reason it went beyond what was planned on the Pilots Flight Report (last page of the Trip Sheet).  Additionally, REPORT IT TO Flight Coordination to ensure the additional rest requirements are complied with.

Rest:

Rest is defined as “that time free from all duty and free from all responsibility for duty or work” to the company.  Each crew member will have a minimum of 10 consecutive hours of rest during the 24 hours preceding the planned completion of any duty assignment.  Rest does not mean sleep.  It is freedom from all responsibility to the company.  It is the individual’s responsibility to take advantage of their free time to prepare for the next duty assignment.  During a rest period, communications (Voice mail, e-mail) from the company do NOT violate the rest period since you are under no obligation to answer the message or phone.

• A crewmember may be placed in rest at any time in anticipation of a future duty assignment.

• A crewmember that has been placed into rest must be prepared to complete a 14-hour duty period following the completion of the rest period.

• A crewmember will be considered in rest thirty minutes after the last block in time of the flight day unless directed otherwise by dispatch.  (If you still have duty time remaining you may be placed “on call” and released later into rest).

Fatigue Management:

Fatigue, both acute and cumulative, will seriously degrade pilot reflexes, efficiency and judgment. Because fatigue can be the result of many factors that vary with individuals, each pilot has a duty to decline any flight assignment when he/she cannot safely operate a flight due to fatigue.

Pilot Fatigue Calls:

Any pilot who is unable, or anticipates being unable to safely complete a flight assignment due to fatigue should advise Flight Coordination as soon as feasible; Flight Coordination shall accept the pilot’s decision.  The Chief Pilot will contact the pilot to review conditions of the fatigue call and determine a time he/she should again be available for duty.  Normally a 10-hour rest period will be assigned; this may be extended as required.

Minimum Runway Length/Width Policy

Aircraft performance will be considered on all aircraft operations, but the following are the standard minimum runway length’s (usable length/landing beyond threshold, as applicable) and width’s established for scheduling both domestic and international aircraft operations:

• Turbojet aircraft – 5000 feet minimum length / 75 feet width.

• Turboprop aircraft – 3000 feet minimum length / 75 feet width.

Aircraft will not operate at airports where the runway(s) is shorter than indicated without both:

• An aircraft performance analysis performed by the assigned PIC and,

• Chief Pilot approval.

In accordance with AFM limitations, the PIC always has the discretion (real time) to use shorter or narrower runways in the event weather conditions (i.e., Headwind and Crosswind components) dictate operational use for safety/emergency reasons.

Air Group Inc aircraft will not land on a runway that is reporting “poor” or “nil” braking action (as reported by like aircraft or ground vehicle) or that has a MU less than 30.  In determining the runway length required for landing you must add an additional 15% to the CFR 135 dry landing number.  If the AFM contains manufacturers data (approved or non-approved) for correction factors for different types of contaminants, the runway required for landing will be the greater of the manufacturers corrected distances or the additional 15% rule.

Note: Additional requirements for IFR Flights to Airports without Approach Capabilities

During the period of official sunset to sunrise you must have an operational visual glide slope indicator (VASI, PAPI, etc.) available for the runway of intended landing.
Mountain Operations

Standards for Mountain Airports:

	[Management Company] Mountainous Limitations

	Airport
	Day
	Night
	Wx Required

	
	VFR
	IFR
	VFR
	IFR
	VFR
	IFR

	KASE

Aspen

Colorado

Elv 7815’
	All
	Category

A/B/C
	Not Permitted
	Not Permitted
	6500/6+
	As Published

	KBIH

Bishop

California

Elv 4120’
	All
	Not Permitted
	No Circling Allowed
	Not Permitted
	5000/5
	Not Permitted

	KEGE

Eagle

Colorado

Elv 6535’
	All
	All
	Not Permitted
	Not Permitted
	8500/6+
	As Published

	KJAC

Jackson Hole

Wyoming

Elv 6445’
	All
	All
	All
	All
	6500/6+
	As Published

	KTVL

Lake Tahoe

California

Elv 6264’
	All
	All
	All
	All
	7000/6+
	As Published

	KMMH

Mammoth

California

Elv 7128’
	All
	Not Permitted
	No Circling Allowed
	Not Permitted
	5000/5
	Not Permitted

	KRIL

Rifle

Colorado

Elv 5544’
	All
	Category

A/B/C
	Category

A/B/S
	Category

A/B/C
	9000/6+
	As Published

	KSUN

Sun Valley

Idaho

Elv 5315’
	All
	Category

A/B/C
	No Circling Allowed
	Not Permitted
	3000/6+
	As Published

	KTEX

Telluride

Colorado

Elv 9078’
	All Except Hawker 700
	Not Permitted
	Not Permitted
	Not Permitted
	7000/6+
	Not Permitted

	KTRK

Truckee

California

Elv 6264’
	All
	All
	Not Permitted
	Not Permitted
	5000/5
	As Published


Caution:

• All night operations referenced by the preceding table consider only actual sunset and sunrise; they do NOT include twilight hours.

• All night operations into Sun Valley must be performed prior to any curfew hours, voluntary or otherwise, and must be performed by a pilot with prior experience in Sun Valley.

• Caution: Mountainous airports may have departure weather higher than landing weather minimum.  Therefore an aircraft could land and may not be able to depart.
International Operations 

Introduction Scope

No one-source document can possibly cover all of the significant information that is needed to conduct international flight operations.  The individual crewmember should constantly review materials that are relevant to international flight operations and how they might affect their own operational demands.

Compliance

International operations should not, in themselves, be a routine operation.  By nature, combined with their relative infrequency, International Operations require that a through review of pertinent procedures to be accomplished prior to each flight.  Therefore, when conducting international flights, AGI flight crew must adhere to these procedures, the appropriate regulations, Advisory Circulars guidance, ICAO recommended practices and procedures and the regulations of each State in which they intend to land or over fly.

Security Considerations

As a company policy, the movement and manifests of all flights are confidential and should only be provided to those individuals with a need to know.  Regulatory, aircraft security while on the road is the responsibility of the flight crew.  The aircraft should always be locked if left overnight or unattended for an extended period of time.
Hangaring of the aircraft may be a useful security tool, not just an inclement weather consideration.  Special considerations should be given to security during all international trips.  Flight crews will be briefed on any information provided by the international handling agency as pertains to security. Some additional items:

• A Government issued, Current, Picture Identification from all passengers over 18 is required by regulation.  This ID must be compared to the company produced manifest and discrepancies MUST be resolved with Flight Coordination prior to aircraft loading.

• Require an accurate General Declaration.

• In case of a terrorist act (hijacking or air piracy), the crew must be familiar with [Management Company], Inc’s security procedures, published emergency procedures in the Aeronautical Information Manual (AIM) and the International Civil Aviation Organization (ICAO), as appropriate.

Dangerous Weapons Policy

Whenever weapons are transported on a flight (unless as authorized under 14 CFR 135.119 (b)), [Management Company] must ensure any weapon is not loaded and it is kept in an appropriate locked container.  A locked baggage storage area that is inaccessible to passengers during flight may be considered an appropriate container.  The weapons must remain inaccessible to persons other than the PIC for the duration of the flight.

Hazardous Materials – awaiting info from Air Group

Passenger Loading/Unloading

The very nature of aircraft operations requires extra safety considerations and vigilance especially because of noise, wind, and jet blast.  All required duties to prepare for departure should be completed one hour prior to scheduled departure.  If appropriate, one crewmember should be positioned inside the FBO to meet and greet the passengers.  Verify that all the passengers are present and any passenger that appears to be 18 or older has a government issued identification card.  Check all the passenger’s names against the Trip Sheet manifest and notify any changes to Flight Coordination.  Do not allow any passengers to board the aircraft until any confusion is cleared up.  Passengers and their identified luggage will be escorted to the aircraft.  As the passengers are boarding, the luggage should be stowed in the appropriate area.  Do not load any unidentified item on board the aircraft.  Report such items to the FBO or appropriate airport authority.  Once all the passengers are boarded and the luggage stowed, one crewmember (if no F/A is carried) will conduct the passenger briefings while the other crewmember starts the engines (with PIC concurrence).  The aircraft will not be taxied until both crewmembers are in their seats, with seat belts fastened, and the appropriate checklists have been completed.
If the owner/passenger requests to make schedule or itinerary changes, have them contact client services.  Verify all changes with Flight Coordination prior to departure.
Keep Flight Coordination advised of any delays and advise them if the passengers are more than fifteen (15) minutes late.

About twenty (20) minutes from landing call the FBO and advise them of your ETA and type aircraft.  Ensure the required transportation is standing by and try to get it planeside.  Also advise them of any services you require.  If their transportation cannot drive out to the aircraft, escort the owners and their baggage into the FBO.
Enplaning or deplaning of passengers will only be carried out with all engines shutdown.  The only exception will be when specifically approved by the company. 

A crew member will always be the first to exit the aircraft and will be ready to provide assistance to deplaning passengers.  This is especially important when high humidity may cause the steps to be slick with condensation.

Portable Electronic Devices

No person shall operate a personal radio transmitter, television receiver, cellular phone or any other electronic device known to emit electromagnetic or radio frequency emissions that could interfere with the aircraft navigation systems during flight.  Portable tape recorders, pacemakers, hearing aids, electric shavers, CD players, portable computers and aircraft multi-media equipment are acceptable for use on board Air Group aircraft.
Smoking Policy

Alcohol Policy 

No alcoholic beverages will be served on AAA Corporation corporate aircraft flights.

Animals/Guide Dogs/Pets

Small pets shall be transported in an enclosed pet container.  Large pets must be restrained via an appropriate carrier, or an especially designed harness attached to a seat belt, to secure the pet during critical phases of flight.  During cruise flight pets may be allowed to move about the cabin, at the PIC’s discretion.

Child Restraining Devices

An infant, under 2 years of age, may be held on the parents lap.  If a child seat is used, it must be DOT approved and fastened into a forward facing seat.

Seat Belts/Seat Backs

Seat Belts must be fastened during take-off and landing or any time the seat belt sign is illuminated.  It is a good idea to keep your seat belt fastened any time you are occupying your seat.  To fasten the seat belt, simply insert the metal end of the belt into the buckle of the opposite belt and push until it clicks.  To release the belt, lift up on the buckle, or push the release button as appropriate.

Seat backs must be in their full upright position for take-off and landing.  Include additional equipment or special instructions such as: and the seat stowed toward the outside of the cabin for take-off and landing.  Also; the headrests on aft facing seats must be extended and all tray tables stowed.
SECTION 5

TAX IMPLICATIONS

Tax Imputation Process

In accordance with the IRS guidelines covering the personal use of corporate aircraft, the following imputation process will be followed:

The Corporate Aviation Scheduler will report all personal use of the aircraft, in accordance with IRS guidelines, as necessary, to Corporate Tax.  This information will be accumulated for imputation of income to the employee.  The results will be reported to the Payroll Department at the end of the reporting tax year.

SECTION 6

HUMANITARIAN FLIGHTS AND ORGANIZATIONS
Humanitarian Flights 

All requests for humanitarian flights should be directed to the Corporate Aviation Scheduler for approval by the President.

Approval for the flight by the President will only be made after confirmation that the patient/requestor meets the information required for ambulatory patient flights and the patient’s doctor submits the Air Transport Medical Authorization form to the Corporate Aviation Scheduler.
Information required for ambulatory patient flights:

1) Can the patient board the aircraft unassisted?
2) Can the patient sit upright and belted comfortably in a regular seat for takeoff and landing?
3) Can the patient travel without any life support system, i.e., supplemental oxygen or I.V.?
4) Will the patient be traveling alone, with a family member, or a medical professional, i.e., nurse?
5) Medical authorization for air transport of patient required. (See Attached)

Humanitarian Organizations “Corporate Angel Network” (CAN)

AAA Corporation participates in the Corporate Angel Network (“CAN”).  CAN coordinates the transportation of ambulatory cancer patients to treatment centers in the United States.  This is on a space-available basis, on existing corporate trips only, with the authorization of the “lead” passenger or “host” of the trip.

AIR TRANSPORT MEDICAL AUTHORIZATION

TO:

RE:

DATE:

The above patient has requested air transportation from us between  __________________  and __________________ for an appointment on __________________.  

Please verify by your signature below that this patient is under current medical treatment by you and that you are familiar with his/her general health and the medical condition which necessitates this flight.

The patient must be able to board the plane unassisted, sit in a regular seat (belted) for take off and landing, and travel without any life support system, including supplemental oxygen or I.V.

Please return this form via fax to __________________(fax number).

Thank you.

Doctor’s Signature

Telephone Number

Date

SECTION 7

CORPORATE AVIATION SCHEDULING

KEY TELEPHONE NUMBERS

	Aviation Scheduling

XXX 

After hours, weekends and holidays (Emergency Contacts)


First Call:



[Management Company], Customer Service Representative   (XXX)


Second Call:



Manager, Corporate Services (XXX)


Vice President, Corporate Services (XXX)



Executive Vice President (XXX)

	(XXX)

(XXX) (fax)

1-800-XXX(Office)

(XXX) (cell)

(XXX) (home)

(XXX) (home)

(XXX)    (cell)

(XXX) (home)

(XXX)   (cell)

(XXX) (home)

 (XXX)   (cell)



	Corporate Security



Director of Security (XXX)

Corporate Tax



Vice President, Corporate Tax (XXX)
	(XX) (office)

(XXX) (home)

(XXX) (office)


Another Approach

1. Trip Scheduling – Aircraft trips (internal or charter) will be scheduled through the Office of the CEO.

2. Trip Authorization – The following people have direct requesting authority for aircraft trips.  All requests will come directly from them or with their approval.

3. Highest & Best Use

3.1. The most effective uses of business aviation tools are for Strategic trips (any trip involving the top executives of the company could be defined as Strategic).

3.2. The next most beneficial use is for high time place mobility travel opportunities for high cost personnel or groups of people.

3.3. Trips with three or more passengers that can eliminate overnight stays or make multiple stops in a single day to destinations that are not well served by the airlines are good examples of trips more effectively accomplished using the business aircraft.

4. Co-Traveler Limitations – The following limitations apply to all modes of travel.

4.1. The CEO and the CFO and/or COO should minimize their travel together.

4.2. No more than two (2) of the top executives should travel together.

4.3. Any exception to these guidelines should be approved by the CEO and should occur with due consideration to the trip opportunities versus the perceived risk to the company and its stakeholders.

5. Trip costs will be absorbed as a G & A (corporate overhead) expense.
6. Management Reports
6.1. Once each month a management report will be delivered to the Office of the CEO and all other all authorizers.
6.2. The content of these reports may be modified from time to time but will typically include:

6.2.1.   Aircraft days available

6.2.2.   Days used

6.2.3.   Days not available

6.2.4.   User and purpose identification

6.2.5.   Traditional trip data (hours, destinations, mileage, etc.)

6.2.6.   Denied requests and reasons for denial (i.e., aircraft not available, etc.)

7. Flight Services Responsibility

7.1. The administrative point of report for flight services is to the CEO.

8. Aviation Services Conflict Resolution

8.1. The CEO has full priority for aircraft use.
8.2. Conflicting requests among other users shall be settled via dialogue among the principals considering best impact for the business.

9. Supplemental Aircraft Support

9.1. Additional aircraft services may be chartered when insufficient direct support is not available and the benefit to the company exceeds scheduling alternatives (change of trip times or airlines are not able to meet the trip’s needs and the efficiencies and economies of charter aircraft make the necessary impact)

10. Disaster/Emergency Preparedness – The Company shall

10.1. Establish an aviation Disaster/Emergency Response Plan

10.2. Train staff as necessary in the Plan’s provisions

10.3. Establish the resources necessary to conduct an effective response

10.4. Conduct disaster response practice or simulations periodically, no less than once each two years.
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