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AIR AMERICA g lri:. VIENl'lANE 

FLYING DEPARTMEHr 

P.FBSONNEL INFORMATION 

IntroduCtion 

This pamphlet has been compiled as an aid to all pilots II new arrivals and 
old hands, and is intended as a guide to the requirements and procedures r 
relating to the Fl,ing Department .. 

The pamplet is arranged in the following order: 

Section I: General lnformation 

Section II: Administrative 

Section Ill: Crew Scheduling 

Section IV: Daily routine 

Section V: Hew Arri vale 
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Section I: General Information 

The following items are the responsibility of the individual piloto These 
items have a direct bearing on your ability to work for the Flying Department, 
and so are listed in this pamphlet" 

A., Passports & Visa8 = Bach pilot is required to maintain a valid p current 
passport and visas" These documents are required for crel4S ferrying 
aircraft to Taiwan, as well as crews on flights to Bangkok" Passports 
and Visas Ilan be obtained am/or renewed through the facilities provided 
by the Personnel Oftice" 

B" Immuniaation Records .~ Each pilot is required to keep his "shots" and 
"shot Record" up to dater. All of the standard iamunizations can be 
acquired through the Air America Z.fedical Unite 

C. U.Sc Embassy & Air America Indentification cards ~ Each pilot is 
required to maintain current L.D~ Cards,. These can be obtained through 
the Personnel Officeo 

Do Lao Pilots License - All pilots flying Lao registered aircraft are 
required to have a Lao Pilots License~ These may be obtained by 
submitting your FAA licenoe, Log Book, current physical certificate 
and three photos to Crew Scheduling,. These licenses have a eix month 
validity and it is each pilots responsibility to resubmit his license 
to CSS for renewal prior to its expiration" 

E, Flight Physical - Crew Scheduling will send a notification to each pilot 
at the end of the JIIOnth preceding that in which his physical examination 
comes duec It is the responsibility 0 f the pilot concerned to contact 
the Air America Medical Unit and arrange for his examination prior to the 
20th day or that month 

, " Medical Grounding and Release - It a pilot is ill and therefore un­
availible for flight duty p it is his responsibility to report to the Air 
America Medical Unit to be officially groundseL He then will hand-eaM'1 
his "Grounding Slip" to Crew SCheduling. 

Pilots are required to return to the Medical Unit on the date specified 
on the "Grounding Slip" ~ ~en released b)' the Medical Unit, pilots will 
haM--eaM'1 their ARelease Slip" to Crew Schedu1ing~ 
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Section IX: Administrative 

The following items fall primarily into the catagory of individual welfare 
such as leaves, travel and t1me--off-fllght schedule.. It also includes and 
expl.a.nation of various forms used. by flight personnei.. All 'forms used in 
conjunction with these items are dept in the Pilots Library.. . 'When typing 
is required the Chief Pilot t s secretary will have them typed'for F /D 
personnel 0 . 

A" Leave'" During October of each year pilot is requested to f!ubmit his 
desired leave dates for the following year" The individual reciuests 
are' ev,aIuated and charted to assure equitable distribution in accordance 
with .m8.nn1ng requirements throughout the year" In hhose cases where too 

._ . _. . .. ~ . ~,pi-lots within any pa-rticular time period ask for the same date~, 
seniority will prevaiL For this »aason it is important to indicate 
more than one choice, particularly for the more junior pilots..ln 
their oase .. several alternate choice should be specifiedo ' 

" , 

This procedure is tor planning purposes only, and the appropriate leave 1 

Request Forms must be suQm1tted separately" Submitting 'the Leave Request 
J.i'o~ three to six months in advance of departure dates is recommended, ' 

Upon return from leave the pilot will notily the Chief Pilot~s secretary 
of his return and will assure ttBt the Return-to-Duty repOrt on the 
reverse side of the form. is properly executed and submittedc (It 18 of 
paramount concern to the ~lot to see that the Return-to-Duty is properly 
executed - PAt IS INVOLVED) 0 . 

B~ Sick Leave - A pilot who b,JComes sick must report to the' Air Amer.iea 
JIed1cal Unit for authentication" The Air America doctor w1ll confirm 
such sickness and. initiate" a medical slip grounding the pilot and 
indicating a probable date of return to flight dity" The grounding slip 
will be hand-carried to the Crew Scheduling section 80 that scheduling 
adjustments can be made. Although the pilot may elect to see a doctor of 
his 014l choice tor medicationg he is still responsible ter presenting 
tu..elt phySically to the company doctor for otticial grounding am subsequent 
release for flight dlDty, When the pilot is ph,ysically incapable ot reporting, 
then 8:trI reasonable' means ot cOlll'llUllicating with the Air .America doctor is 
acceptable" In cases ot a prolonged illness II the pilot must assure a 
PROFORMA Sick Leave torm is instituted and signed by himself 0 Upon con­
clusion of the illness, the pilot again presents himself to tbescompal'J7 
doctor tor reinstatement to tlight duty" The medical slip to ret urn to 
flight duty (Release Notice) is initiated. by the doctor and hand-carred 
by the pilot to Crew Scheullng", The Ore .... Scheduling secret817 prepares a 
Sick Leave Report tora tor signatures" The pUot is responsible for the 
accurate and timely submission of such Sick Leave Reports" 

Co Bequests for Transportation'" The Requests for Transportation should be 
initiated and processed at the same time 815 the Leave Request" Each pilot 
.8hBuld monitor closely the use of his authorized travel and submit requests 
in sufficient tilDe so that authorized travel is not lost due to his 
ex.ceed.iDg time liIIits for usee 
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D, Time-oft=Flight Schedule .. The amount of time and frequency that the 
indiYidual pilot can be spared from thefllght ~chedule is dependent 
on IIIBDY variables such as manning versus workload.in the particular 
program, the relative number of pilots on authorized leaves. and the 
daily average flight time in a particular program" Consequently» 
determination usually cannot be made \Dltil about the 20th of the month 
preceed1ng the month involved" Each pilot therefore should submit a . 
copy of the Request for Travel Order Form (coJllllOnly referred to as the 
S.ToO. form) to Crew Scheduling by the 20th' of the month predeeding the 
month he wishes to have a block of days off" Generally, the pilot who 
has been here the longest since his last TOFS should have preference, and 
ot course in cases of several who are equal in that respect, then seniority 
will dominate~ 

E,. Captains Trip heport. - The Captains Trip Report is a major means of your 
identifying to management problem areas which are of concern to you" You 
are encouraged. to not only ident.ify the problem, but where appropriate!} 
provide your suggested remedy.. Genertilly, this report should be initiated 
about specific conditions related to a particular flight.. However,y it 
may a~,:, be used for other problems you deem essential to bring to the 
Chiet Pilot's attentiono 

F" Firat Otficer Evaluation - These forms are prepared quarterly" The Chief 
PUot8s secretary will distribute the torms with the Flo's name on the 
form, to selected Captain" The Captain will complete the· form and return 
it to the secretarye The Captain should assure that the '/0 haaaccomplished 
at least three take-offs and landings and record the dates on the form in 
the space providedo 

Go Sate 9 FOrDISo ~ This form should be completed immedi~tely atter damage to 
an aircraft .. tAalf'\Dlction of an aircraft or other instances as appropriateo 

H, Cre1Geillber Duty Report - Sometimes referred to as Crew Movement Reports 
or CMDR, this form is processed. by the Accounting and Finance Department, 
and are prepared monthly, Blank torms are obtainable trom. the clerk-typist 
in the accounting oftice~ Details tor preparation of these torms are 
contained in your AAM Operatiora Manual., 

I", i.xpense Reports.. CD Although the majority ot expense items tor which pilots 
are suthorized company. reimbursement can be listed on the Crewmember Duty 
Report .. some items are noto The Expense Report (T/c-GA-2-l057 R5) is used 
for such miscellaneous items as authorized taxi expenses, getting required 
visaa, renewal of passport II etc ~ Instructions for preparing this torms can 
found on the back ot the form itself e 
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Section III: Crew Scheduling 

The purpose ot tb:1s pcrtion of this brochure is to acquaint you with the 
functions performed b7 the Crew Scheduling Section here at Vientiane, and 
to fam1liar1.ze you with your responsibilities to that office., Aside trom 
maintaining accurate records of each pilots flying time and preparing the d 
daily flight schedule, the Crew Scheduling Section handles numerous adminis"'" 
trative tasks. The tollowing list is prepared tor your enlightenment and, 
where applicable, to emphasize your responsibility to ess .. 
A. Licenses - CSS maintains a training fUe on each pilot and as part of 

this file a photo-copy ot your FAA license and your Radio-Telephone 
Operators Permit is require<io If you have not already done so, Please 
tum in these documents to CSS so that copies may be made for your file., 

Be Training - Ha1ntainance of training records and the schedu.Ung of various 
types of training are handled by CSS t) Pilots are normall1 advised of 
upcoming recurrent ground schools at the end of the mnth prior to which 
it is to be held. In the case of Survival Ground School. Link Trainer 
and various other incidental training, the Daily Pick-up· Scbedule will 
be your source of notificationo 

Flight trainingl proficiency checks, and Line/route checlc8 are alsn­
scbeduled by CSS in co-ordination with the SIP in each program and. in 
accordance with the evailibility of aircraft for this purpose.. Due to 
the instability of the aircraft requirements it is difticult to pre­
schedule these flights. Therefore, the daily flight schedule or daily 
pick-up schedule will JOOSt often be your first positive notification ot 
such a tlight. Wherever poSsible, CSS will try to notify pilots ot such 
up-cOlDing requirements tar enough in advance to a 110w him to b,rush up "for 
his check ride".. CSS also tries to shed.ule each man for few hours in t he 
Link Triner Prior to any check ride" 

C... Time ott Flight Schedule - This aubject is covered more throought17 
in the Administrati veesection ot this brochure. Request for Travel O):(ier 
torms can be obtained in the Pilot's L1brary and should be submitted to 
CSS for processing by the 20th of the month prior to which the TOFS is 
desired 0 Be sure to indicate your intended address on the Request tor 
Travel Order Form as no TOFS will be granted without this information on 
record., 

De Da:1ly Tentative Scheduld - Each morming a ItTentative Sehedule" is prepared 
for the following day" This is a list of those pilots which will most 
likely be utilised the following day. Normally, enough pilots will be 
listed in each program to cover the avail1ble number of aircraCt, plus 
one standby, plus one butfer (in case illness or emergency restricts 
utilization ot anyone listed)" Link training, and ground schools ld.ll 
account for most other numerical variations~ 
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This schedule is posted. on a clip-board in Operations J and a copy is 
posted daily at the ACA. Pilots not listed on the Daily Tentative 
Schedule are not required to check the Daily Pick-up Schedule and can 
assume that they will not be on duty the following day 0 

Should it become necessary to use a pilot on the Flight Schedule who 
was not listed on the Tentative Schedule, CSS will send him a. note t 0 
that effect or notify him personnally or by CS radio ~ 

Ee> Daily Flight Schedule - The Daily Flight Schedule is published each 
evening by CSS and copie can be obtained from Operations~ This 
schedule reflects aircraft and crew assignments~ 

F 0 Daily Pick-up Schadille - Daily Pick-up Schedule· is the final lfOrd on 
who sha.ll be working the follOwing day and what time he must report 
tor duty 0 It also refiects his RON location and the number of nights 
he can expect to RON. 
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Section IV: Dail.J Routine 

Although pilots ba.... countless tasks to parlors in the daJ.lJ excution ot 
their duties J all ot lIbich could. not possiblJ be liated here" the tollowing 
it_ ba .... been selected because of their importance or due to their having 
become probl_ areas" 

An Dail.J Tantati ... e SchedULe - All p:Uats not on authorized lea .... , sick 
lea.... or approved TOFS are requi.ree to check the DailJ Tentati ... e 
Icbedul." 

Bo DailJ Pick-v,p SchedUL. - All pilots whos. n&IIkt8 appeared on the Dail.J 
Teneative SchedULe are required to check the Daill Pick-up SchedUL ... 

Co I>a.ilJ Sign-in Sheet - When reporting tor 'WOrk pilots are required to 
sign-in bl put.ting their initiale beside their name OIl the cOPJ ot 
the DaiJ.,J Pick-up SchedULe at the OD Desk in Operations ~ 

D" Deporting ot Crew Status - Captains 1d.ll report to the Crew Schedul.1n8 
representative ~ member of his crew who bas not arri ... edo This should 
b. don. in autticillnt time to call out the standb, and still JDMt the 
schedULed aircraft departure time" 

Eo Reading ru. - Much pertenent information is contained in the Memos and 
Hot8118 tile which is kept in the Pilots Librar:r ~ This is required 
reading tor newl1 arri ... ed pilot~., 

, " UnitOrD8 - Uaitorma can b. obtsined by tilling out the required torma 
w:lth the Chief Pilot· a secretary 0 When they are sisned and returned 
to 7Ou, take th_ to SupplJ to complete the purchaseo 

Go Ground School&: 'light TrajD~ng - Once lOU ba .... been us1cned to a 
p'f'Ogru JOu ld.ll be schedULed tor Ground Icbool and ,llght. Traim ng 
reepeativel.1' 0 Check the DailJ Pick--up SchedULe tor airport arriYSl. 
t1M ADd intoration OIl where JOlD" Ground School wlll b. held" 
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Section V: Hew Arr1val.e 

'fbil section is inteDded 88 an aid to newly am ving pilotl, whether new 
hires or transterees Co It is basica.lly an outUne ot requirements to be 
tult1lled 10 that we can put you to work<. 

A" ArriY8l Ie AccoJllllOdationa - Whenever po8sible new arrivals will be 
..t by a member ot the Flying Department statt" He will be "listed 
in obtain! D8 accaa.x1ationa, thru the OD, at compaDJ provided quart en ~ 

B., Ground Tranaportation - Ground Transportation is pro'Vic:led by the compBDJ 
tor au tlight personnel., It il the pilots responsibility to into ... 
GTD ot b1a addresl and to not1t,. them when he changes residence" 

C ~ ProceasiDa Procedures - Jewly arrived penonael are required to complete 
an arduous procees1Dg~ Tb:1a process is administered by the Pereoanel 
Department 8Dd should be complet.ed .. quickly .. possible, 

DO' IndoctriDation - When ,-our processing has been completed, report. to Crew 
ScheduliDg Section 10 that they can aJT8.n8e tor an Initial Indoctrination 
Clasl tor you,. Tb:1a il primarily a briefing coveriD,g general intonaation 
on Air America, the UoS" M1ae1on in Lao$! and LaoI it.elt, 

10 Standby duty - Pllot8 88Signed standby duty are expected to rea1n at 
taoM, or call Wlt11 l700Lc It tor any reason he finds it neoeas8!7 to 
COM out to the airport he 18 required to advia e Crew ScheduliDg of bi. 
presence aDd his intended whereabouts ~ He is also required to advise 
Crew SchaduliDg when he i. 1eaY1ng the airport to retum~., Further, 
when a standb7 pilot COlBe8 out to the airport he .!!!!!1 be in uniform, 

P", Arriv1ng" Depart1.ng Station - All tlight crew personnel are required 
to s1p-out aDd sign..u when depart1.ng &ad arriv1ng the station on Leave", 
TOPS or COIIIpIDJ Business 0 TbiB can be accomplished by sign1Dg the sheet 
pro'ri.ded on the cl1p-board at the OD Desk in Operations" 

0" Logg1ug aDd COliputing "Project" - Tbis 18 intended as a reminder 
to au pUot,s they are require to log and cOlllpute their ·project" 
in accordance with lIP /LJ'(O-'JD8 on their Log Sheet, 

R., S1p1ng Log Sheets - This 18 also intended .. a reod.Dder e All Capta1na 
are required to .ign their Log Sheet. c 
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