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CREW MEMBER DUTY REPORT PREPARATION 

Column 

1 - Prepr tnted date. 

2 - Use one ofthe following codes each day to show the crewmember's primary duty status for that 

3 

4 

day. Codes X and Y are provided so that the "losing" station can have a complete monthly"re­
cord of departed crewmembers. 

Presence Codes 

D - Duty standby 
F - Line Flying Duty 
G - Grounded or Admin. Duty 
J - Ground Training 
T - Test and Training Flights 

Absence Codes 

B - Co. Non-flight Business 

Absence Codes (cont'd) 

H - Home Standby 
L Leave Without Pay 
P - Special Project ASSignment 
S - Time Off Flight Schedule 
V - Vacation (all types) 
X - Transferred 
Y - Temporary Duty 
Z - Sick Leave 

Enter local time when scheduled to report for flight duty, or when actually reported for duty, 
whichever is later. (See Note B) 

- Enter local time when released from further flight duty. (See Note B) 

5 - If duty status is "D". "F" or "T" enter. opposite date of release. the clock hours elapsing from 
"report in" time to release time. (See Note B) 

6 If qualified to claim "Time Per Diem" on scheduled international flights and a trip was actually 
made. enter clock hours elapsing from Report-in time to actual Block-in time plus 30 minutes 
(60 minutes for Yokota). (See Note C) 

7 - If I-fol"-5 block. time credit is being claimed, enter here the clock hours elapsing from Report-
in time to actual Block-in time plus 30 minutes (60 min. for Yokota). (See Note C) 

8, 9 & - Show locations where "meal per diem" is being claimed. For Southeast Asia use airfield and 
10 site codes from Air Facilities Data Pamphlets. Elsewhere use ICAO 4-letter deSignators, i.e. 

RCTP-Taipei. 

11 - If lodging expense is being claimed, enter an "X" here. 

12 - Use above codes to show R. O. N. locations for Duty Status codes D, F, n, J and T. 

13 - Enter total block hours actually flown on this date. 

14 - Show all deadhead hours spent this date on both company and non-company aircraft. 

15 - Compute Duty Pay on each period from Report-in to Release as follows: from Col. 5 Duty Hours 
subtract the sum of: (a) all Col. 7 I-for-6 hours (b) 13 times Col. 13 Block Hours and (c) 7 times 
Col. 14 Deadhead Hours. If the subtraction result is positive, enter it on the same line as "Re_ 
lease time". 

16 - Divide Col. 7 hours by 5. Then subtract Col. 13 hours and, if the subtraction result is positive, 
enter that result on the "Release Time" line. 

17 &I 18- For at:)countlng use. (See Acctg. Manual for pay treatment of Cols. 8-12, 15, 16 & 17). 

Note A -" Provide totals on line 32. 

B - All "Report-in"and "Release" times are at crewmember's base/statton of aSSignment. i. e. his 
home statton. Release time wUl always encompass Block-in plus 30 (or 60 for Yokota) minutes 
and may, under unusual circumstances, extend well beyond those times. If a crewmember is 
away from home station in Duty Status D, F, or T over the end of the month, computation of Duty 
Pay for!.!!!t period must appear on next month's report and be based on departure in the previous 
month. 

C - Columns 6 & 7 can have entries only if Col. 2 is ifF". 
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