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Encl: (1) Navy Flying Club (NFC) Program Operating Manual

1. Purpose. To issue policies, procedures, and
responsibilities for Navy flying clubs (NFCs).

2. Scope and Content. Enclosure (l) contains essential

i nformation regardi ng establishnment, operation, and

di sestabli shnment of NFCs. Provisions of this instruction are
applicable to all personnel and commands involved with or

adm ni stering NFCs.
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3. Revi si ons. Recomendati ons for revision of this manual are
invited and should be submtted to Navy Personnel Command
( NAVPERSCOM) ( PERS-658) via the chai n-of - command.

4. Action. Conmands now adm ni stering managenent of NFCs, or
contenpl ating establishment of a flying club, will reviewthe

contents of this instruction against present or proposed flying
club procedures to ensure conpliance.

5. Reports and Forns

a. The follow ng reports are approved for 3 years fromthe
date of this instruction:

Report Synmbol Title Par a/ Append
BUPERS | 71 0-18 NFC Annual Report 904/ A
BUPERS | 71 0-19 Report of Establishnment/ 105, 106, 906

Di sest abli shnment of a NFC
BUPERS | 71 0- 20 Report of Navy-Loaned Aircraft Out 303c/E
of Service

BUPERS 1710-21 NFC Prel i m nary/ Updat e/ 902c/ (2)/ F
Final/Aircraft M shap Report
BUPERS 1710- 22 NFC Unusual Occurrence Report 903/ G

BUPERS 1710-23 Report of Receipt/Transfer of Navy 303a
Loaned Aircraft

b. DD 1348-1 (Mar 74), DOD Single Line Rel ease Recei pt
Docunment (S/ N Ol 02-LF-0l 3-1040) is available in the Naval
I nventory Control Point using requisitioning procedures
contained in CD- ROM NAVSUP PUB 600( NLL), Navy Stock List of
Publ i cati ons and Forns.

c. DD 2400 (wvay 94) (EG, Civil Aircraft Certificate of
| nsurance, DD 2401 (May 94) (EG, Civil Aircraft Landing Permt
and DD 2402 (May 94) (EG, Civil Aircraft Hold Harnl ess
Agreement is available at Website http://webl. whs.osd. m /.

d. The following forms nay be obtained fromthe nearest
Federal Aviation Adm nistration (FAA) Flight Standards District
O fice:

(1) AC 8050-1 (Dec 90), Certificate of Aircraft
Regi stration (FSN 0052-00-628-9007)
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(2) AC 8050-2 (Sep 92), Aircraft Bill of Sale (FSN 0052-
00- 629- 0003)

(3) NTSB Form 6120.1, NTSB Form 7020.2, Pil ot/ Operator

Aircraft Accident Report

G L. HOEW NG
Rear Admral, U S. Navy
Deputy Chi ef of Naval Personnel

Di stribution:
SNDL A2A (Departnment of the Navy Staff O fices)
B5 (U. S. Coast CGuard), (Headquarters, only)
B6 (Ot her Governnment Agencies) (FAA, only)
21 A (Fl eet Commanders in Chief and Detachnment)
23 (Force Commanders)
24 (Type Commander s)
42A  (Fleet Air Conmands)
42B (Functional W ng Commanders)
42E (Type W ng Commanders)
E7A (Audit Service Headquarters)
FA24 (Navy Regi on, LANT)
FB28 (Navy Regi on, PAC)
FF32A ( NAVSUPPACT M d Sout h)
FF38A (NAVSTA Annapol i s)
FF42 (NAVPGSCOL Mont erey)
FF5 (Saf ety Center)
FJA3 ( COWAVPERSCOM

Copy to:
SNDL Al (I'mediate OFfice of the Secretary)
A6 (Headquarters, U.S. Marine Corps)
FKA1A ( COWAVAI RSYSCOM) (Al R-8.0Y1E, only)
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Headquarters, U. S. Air Force Services Agency
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LOCATOR CROSS- REFERENCE SHEET

Subj :  NFC Program Operating Manua

Locati on:

(I'ndicate location(s) of the copy(ies) of this manual.)
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Chapter 1
GENERAL | NFORMATI ON

[0l. Purpose. To issue policies, procedures, and
responsibilities for operation of NFCs in a manner that pronotes
noral e, fiscal soundness, operational safety, and the best
interests of U S. Navy.

| 02. Objectives of the Flying Club Program To provide an

of f-duty, voluntary educational opportunity for active duty
mlitary personnel, their famlies, and other authorized
personnel to develop skills in aeronautics, including piloting,
navi gati on, nechanics, and other related aero sciences.

a. Provide an opportunity for naval aviators to maintain
pil ot proficiency skills while assigned to non-flying billets.

b. Encourage an awareness and appreciation of aviation
requi renents and techni ques.

c. Provide a facility designed to assist in neeting the
recreational needs for |owcost, safe, light aircraft
oper ati ons.

d. Provide a social programin the interest of pronoting
club activities and norale.

|03. Status of Flying Clubs. Flying clubs are designated in
reference (a) as category C Morale, Welfare, and Recreation
(MR) activities. Wiile flying clubs are voluntary, off-duty,
and sel f-supporting activities, they enjoy the status of a
nonappropriated fund instrumentality (NAFlI) of the Federal
Governnent and shall be operated under the supervision of U S.
Navy. As instrunentalities of the Federal Governnent, NFCs
shall not be incorporated under State or |local |aw. Assets of
NFCs are assets of the U S. Governnent.

| 04. Scope. Policies and procedures contained in this
instruction are applicable to all NFCs, their adm nistering
activities, and their nenbers, regardless of l|location. Al
personnel responsible for inplementing a NFC will also conply
wi th applicable procedures published in Federal Aviation
Regul ati ons (FARs) and National Transportation Safety Board

1-1 Encl osure (1)
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(NTSB) Aircraft Regulations. Installation conmanders outside
the United States may request from NAVPERSCOM ( PERS-65), via the
chai n-of -command, waivers to this instruction as necessary to
conply with rules and regul ati ons of the host country. Request

to wai ver any other portion of this instruction will be
directed, via the chain-of-comand, to NAVPERSCOM ( PERS- 65) who
w ||l coordinate the request as necessary with other interested

of fices and staffs.

| 05. Est abl i shnment

a. Commanders and commandi ng officers (CGOs) of naval
activities are authorized to admnister flying clubs within
their respective commands. Each flying club shall carry the
name of its activity's location. For exanple, a club fornmed at
Naval Air Station, Jacksonville, would be named "Jacksonville
NFC." Flying clubs shall be locally structured under the
managenent of the mlitary MAR organi zation. Simlar to the
support services provided to other MAR activities, such as auto
hobby shops, marinas, golf courses, etc., the local MAR
organi zation wll support the flying club (e.g., personnel
payroll, procurement, marketing, publicity, internal controls,
accounting and banking) on the sanme basis as support i s provided
to other MAR program el ements defined in reference (a)., To
establish a flying club, the CO w ||

(I') conduct a base-wi de survey to deterni ne
(a) anticipated initial nmenbership size of the club.
(b) growth potential of the club.

(c) type of flying desired, such as student,
cross-country, or flight training for additional ratings.

(d) type of aircraft desired to neet club nenbership
requirements (this will determ ne whether to obtain government
aircraft, purchase civilian aircraft, or |ease of civilian
aircraft).

(e) probability for solvency of a club.

1-2 Encl osure (1)
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(2) call a neeting of interested personnel to review
results of the survey. |If results indicate that it is feasible
to establish a flying club, proposed charter will be prepared.

(3) appoint an interimflying club manager until a NAF
full-time or flexible enployee can be hired as namnhager.

(4) appoint individuals eligible for and interested in
nmenmbership to direct the club tenporarily until elected and duly
appoi nted advisors officially assune duties. These individuals
will famliarize thenselves with the contents of this
instruction and ot her governing directives. Additionally, they
wi ||

(a) forma Board of Directors (BOD)

(b) wite initial club constitution, bylaws, and
standard operating procedures (SOPs) which include, but are not
limted to, the follow ng:

|.  Menbership categories.

2. Menbership application and expul sion

procedur es.

3. Duties and responsibilities of each nmenber
of the BOD.

I

Quoruns and neetings.

lon

Aircraft scheduling procedures.

6. SOPs for flight regulations (training, |ocal
area, cross-country, energency recall, etc.) and enforcenent
procedur es.

7. Safety (to include Prem shap Pl an).

e

Aircraft mai ntenance procedures.

I©

Tool control program

10. Fuel quality assurance program
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11. Cash handl i ng.

12. Personnel adm nistration and payroll.

13. Procurenent

14. Accounting processes.

15. Internal controls.

b. Authority to establish a NFC will be requested by letter

(Using Report Symbol BUPERS 1710-19) fromthe CO, via the
chai n- of -command, to NAVPERSCOM ( PERS-658F). Club aircraft may
be based aboard the adm nistering activity where adequate

facilities exist. Basing the club aboard the adm nistering
activity lends itself to better supervision of the club. A

statenment will be included listing the facilities to be nmade
avai lable to the club, affirmng that provision of facilities or
services will not interfere with the m ssion or operations of
the command. |In sone cases, however, basing clubs at near by,

adequate civilian airfields may be nore appropriate. Location
where club aircraft are based, operated, and maintained wl

al so be specified in the letter requesting club establishnent.
If the club is to be located off a mlitary installation, i.e.
at a civilian facility, an approved | ease agreenent (signed by
one of the requesting conmand's contracting officers and the
civilian air facility governing authority) nust be executed
prior to the flying club operating off base at the designated
civilian air facility. The local Engineering Field

Di vi si on/ Engi neering Field Activity of Naval Facilities

Engi neering Command is avail able to provide assistance in
executing the | ease on a reinbursable basis. Leases should be
made per General Counsel of the Departnent of Defense Menorandum
of 18 June 1988 "Leasing for nonappropriated Fund
Instrumentalities". Additionally, following itens will be
included in the letter requesting club establishnment:

(I') Draft club Constitution and Byl aws (May be
di ssem nated as a command instruction, e.g., NAS Brunsw ck -
NASBI NST 1710. 22).

(2) Draft initial operating instructions.
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(3) Develop a 12 nonth financial plan that includes a
proposal for obtaining initial operating capital (if required).

c. Upon receipt of witten approval for establishnment of a
NFC, the COw Il ensure the club does not conmence operation
unti |

(I') provisions required by this instruction have been
sati sfi ed.

(2) adm nistering activity’'s operations, maintenance,
safety, and command eval uation staffs have conducted a
pre-operational inspection. Wen conpleted, the inspection team
will brief the CO MAR director, flying club manager, and flying
club BOD. Flying club manager will then certify in witing to
the MAR director that all discrepancies are corrected and
furnish a copy of the inspection report, BUPERS 1710-19, with
corrective actions noted, to the CO The COs witten approval
of the report with corrective actions will be forwarded to
NAVPERSCOM ( PERS- 658F) as an enclosure to a |letter requesting
authority to comence operation

d. Flight operations may begin only upon receipt of final
written approval from NAVPERSCOM ( PERS- 658F).

| 06. Di sest abl i shnent

a. Disestablishment will be effected per reference (b),
paragraph C0308, and this instruction. CO w |l report
di sestabl i shment of a NFC by letter (Using Reporting Synbol
BUPERS 1710-19), via the chain-of-command, to NAVPERSCOM
(PERS- 658F), stating the date of final dissolution. If the club
has an aircraft on |loan from Navy that has not been stricken
fromthe Navy Inventory List, disposition instructions will be
requested from Chief of Naval Operations (CNO (N88). If the
club has an aircraft that has been stricken fromthe Navy
I nventory List, redistribution of the aircraft within the NFC
programw || be adm ni stered by NAVPERSCOM ( PERS-658F). If the
club has an aircraft stricken fromthe Navy Inventory List that
is no | onger airworthy and beyond econom cal repair, disposition
instructions will be requested from Naval |nventory Contr ol
Poi nt (Code 03432.06) by NAVPERSCOM ( PERS- 658F).
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b. Upon receipt of notification that a NFC is to be
di sestablished, the CO assisted as required by the
chai n- of - conmand and NAVPERSCOM ( PERS- 658F), will take such
action deened necessary to preclude carel ess or extravagant
expenditure of assets prior to dissolution of the fiscal entity.
During the drawdown period up to actual closing, disbursenents
will be limted to essential expenses, future commtnments wll
be cancel ed, and contractual agreenents renegotiated or
cancel ed. Disposition of club-owned fixed assets and
inventories will be acconplished per reference (b). Residual
cash assets will be forwarded to NAVPERSCOM ( PERS- 658F) for
pl acenment into the NFC Program Central Fund.

c. Should an individual club default on paynent of a | oan
or other obligation or be disestablished with insufficient
assets to |liquidate outstanding obligations, the renaining clubs
in the program may be subject to assessnent as necessary to
cover any shortages. Such default, however, would reflect
adversely on the managenent procedures and capability of the
conmand, which adm nistered the club. Near conpletion of the
di ssol ution process, a termnal audit of the flying club will be
performed. Upon final dissolution, the term nal audit report
wi |l be endorsed by the CO and forwarded, via the
chai n- of -command, to NAVPERSCOM ( PERS- 658F).
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Chapter 2
MANAGEMENT, ORGANI ZATI ON, AND ADM NI STRATI ON

201. General Responsibilities. NAVPERSCOM (PERS-658F) is
Program Manager for NFCs. Adm nistration and supervision are
command functions of the activity establishing the club pursuant
to regulatory control by Departnent of the Navy (DON),
NAVPERSCOM ( PERS- 658F), and chai n- of -command. CNO (N88) and
Commander, Naval Safety Center (COVWNAVSAFECEN) (Code 10) can
provi de aeronautical and technical expertise in support of the
NFC program as required.

a. Program Manager. NAVPERSCOM ( PERS-658F) is responsible
for adm nistering the NFC Program incl uding

(I') coordinating provisions of policy, technical
gui dance, and oversi ght necessary for adm nistration of
day-to-day operations of NFCs.

(2) maintaining records of active and di sestablished
clubs, aircraft inventories, and addresses of |ocal and
i ntermedi ate points of contact.

(3) maintaining liaison with individual club officials
and |l ocal and internediate conmands to provide policy
interpretation, advice, and assistance.

(4) coordinating centrally provided support to the NFC
program such as data processing, review of fiscal oversight
(that is adm nistered by |ocal command eval uation staff),
aircraft distribution, and insurance issues.

(5) conducting bi-annual on-site reviews of local flying
club operations (or nore often if necessary) to ensure adequate
program managenent oversi ght.

b. NAVPERSCOM ( PERS- 658F) has responsibility to tenporarily
suspend operations for any questionable act or om ssion
affecting flight safety and will make an i mmedi ate report to the
CO of reasons for suspending operations. CO, after
i nvestigation, may then request from NAVPERSCOM ( PERS- 65)
approval to permanently suspend club operati ons.
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202. Administering Activity Responsibilities. The CO wi |

a. ensure, within the capabilities of the conmand, the club
has hangar, ranmp space, and other facilities such as classroom
nmeeting, or maintenance spaces. |f adequate base facilities are
not avail able, or their use would inpinge on installation
operational requirenents, the CO may authorize the club to
operate at a nearby, adequate civilian airport. |If a |ease or
contractual agreenent acquires the use of civilian facilities,
t he nearest Regi onal Naval Facilities Engineering Conmand office
(see paragraph 105(b)) nust approve the | ease or contract
agreenent. Any |lease for use of facilities at a civilian
airport shall permt inspection by U S. Navy.

b. appoint (active duty mlitary personnel fromthe
conmand), in witing, a

(1) conmmand operations advisor (paragraph 402).

(2) command safety advisor (paragraph 504).

(3) command nmi nt enance advi sor (paragraph 604).
Note. |If there are insufficient mlitary advisory candi dates
within the command, the CO nmay coordinate with tenant conmands
(on the installation) to neet the mlitary advisory requirenent.

C. ensure

(1) adm nistration of NFC is organi zed under the
managenent and adni nistration of the |ocal MAR departnment.

(2) MAR organi zation provides support services functions
(e.g., personnel, payroll, procurenent, marketing and publicity,
internal controls, accounting) for flying club on the sane basis
as support is provided to other MAR program el enents.

(3) MAR organi zation maintains flying club funds and
financial records separate fromthose of other MAR prograns.

(4) adm nistrative and operational procedures are

devel oped and maintained that conply with references (c), (d),
(e), and this instruction.
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(5) liability and hull insurance requirenents for the
NFC conply with reference (f) and this instruction.

(6) a working relationship is coordinated and nai ntai ned
with | ocal Federal Aviation Adm nistration (FAA) personnel

(7) flying club is included in all conmmand inspection
eval uati ons such as fire, environnmental hazardous materi al
(HAZMAT), and command eval uati on.

(8) command appoi nted advisors maintain liaison with the
club by attendi ng BOD neetings, safety meetings, club
standardi zati on neetings, etc., on a periodic basis to the
degree necessary to ensure conpliance with reference (c)| and
this instruction.

203. Annual Inspection. Admnistering activity COw Il conduct
an unannounced annual inspection of the NFC. Inspection team
(rmade up of command representatives fromsafety, operations,
mai nt enance, and command eval uati on or internal audit board)

w |l use the checklist in appendix B and the financi al
procedures contained in reference (b)| as gui dance for
accomplishing the review. Report of the inspection will be
provided to the MAR director for action. A conplete inspection
report with notations of corrective action taken wll be
provided to the local COw thin 60 days of conpletion of the

i nspection. Actions, which have not been taken within that
period, will remain open until conpleted. A copy of the nost
recent annual inspection report will be included as an encl osure
to the NFC Annual Report.

204. Board of Directors (BOD). The BOD s function is to assi st
the CO, program adm nistration, and manager in operating the
club in a safe, efficient, and businesslike manner. The BOD
shal |l consist of at |east six voting nmenbers. The mpjority of
the BOD should be active duty mlitary personnel. The remaining
positions may be filled by other categories of club nmenbers who
are in good standing.

a. Voting nmenbers of the BOD are president, vice president,
operations officer, safety officer, maintenance officer, and
secretary. These nenbers are elected fromthe general
menbershi p. Additional non-voting nenbers, such as chief flight
instructor, may be elected or appointed as determ ned | ocally.
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MAR di rector and cl ub nmanager shall be non-voting nmenbers of the
BOD. Command advi sors shall attend the BOD neetings in a non-
voting advisory capacity.

b. BOD shall neet as necessary, but no |less than quarterly,
and keep m nutes which indicate the attendance of all nenbers
(i ncluding non-voting nmenbers). President will sign conpleted
m nutes and forward them for approval to the CO.  Approved BOD
m nutes do not constitute authority for obligation or
expendi ture of nonappropriated funds (NAF). This authority is
obt ai ned t hrough established budget procedures.

c. Overall operation of the club is the direct
responsibility of the CO including inplenentation of and
adherence to FAA policy, safety, maintenance, and flight
procedures. BOD nmay consider and recommend (in its neeting
m nutes) itenms such as club hours of operation and associ ated
wor k schedul es; nenbership fees; sales and acquisitions, |ease,
and di sposal of aircraft; aircraft rental rates; flight
instructors to be used; and net profit objectives. Menbers of
t he BOD are responsi ble for ensuring inplenentation and
adherence to the CO s directives and gui dance. BOD has
supervisory authority over nmenbers' flying privil eges whenever
their involvenent in acts of drug/al cohol abuse, wllful
m sconduct, or gross negligence have been substantiated by
i nvestigation and revi ewed by appropriate authorities.

205. Menbers of the BOD. Menbers may hold only one voting
position on the BOD. A position description, outlining specific
duties and responsibilities, will be witten for the follow ng
positions:

a. President. Serves as spokesperson and shall preside at
all club and BOD neetings.

b. Vice President. Assunes duties of the president when
the president is absent or disabl ed.

c. Operations Oficer. Responsible for club flying
operations. This individual nmust work closely with the CO
command operations advisor, and chief flight instructor. The
operations officer will chair the club standardi zati on board and
moni tor the training prograns for club operated aircraft to
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ensure conpliance with SOPs. The operations officer will be at
| east a private pilot with 200 flying hours.
d. Safety Oficer. Safety officer will conduct an

aggressive acci dent prevention program Safety officer works
closely with the conmand safety advisor, FAA Accident Prevention
Speci al i sts, and various general aviation experts to develop and
mai ntain a rigorous and pro-active m shap prevention program
Safety officer shall be at least a private pilot with 200 flying
hours. Specific duties and responsibilities of the safety
officer are outlined in chapter 5.

e. Mintenance Oficer. Maintenance officer will manage
t he mai nt enance program foll ow ng provisions outlined in
chapter 6./ Maintenance officer is to ensure an aggressive,
pro-active approach is taken to identify and correct aircraft
di screpanci es and to ensure conpliance with aircraft inspections
per reference (c). Miintenance officer will develop a witten
positive tool control program Maintenance officer should have
an aircraft mai ntenance background gained fromeither mlitary
or civil aviation. Although not mandatory, it is desirable that
t he mai ntenance officer has an FAA Airfrane and Power pl ant (A&P)
mechanic's certificate. The maintenance officer should be at
| east a private pilot with 200 flying hours.

f. Secretary. Serves as club recorder and keeps m nutes of
the BOD and general nenbership nmeetings. Secretary will notify

BOD nenbers and staff personnel of BOD neeting tinmes and dates
and di ssemnate information to BOD nenbers.

g. CO s Appointed Advisors. Although non-voting nenbers of
t he BOD, operations, safety, and nmai ntenance advisors, and MAR
director will serve in an advisory capacity to the club to
provi de gui dance as determ ned by the CO They are not required
to join the club to function in their advisory capacity.

206. Flying Club Manager. The NFC nust have a manager. Club
manager cannot be a contractor, but nust be a full-tine,
part-tinme, or flexible NAF enpl oyee of the flying club (Sanmple
copy of the NFC Manager Position Description is provided in
appendi x C)., References (g) and (h)| govern the enpl oynent of
personnel by a NFC. Provisions of reference (g) with respect to
retired and active duty mlitary personnel nust be strictly
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adhered to. Under the general supervision of the MAR director,
t he manager has overall responsibility for all operational
aspects of the club's operation.

a. Flying club manager works under general supervision of
the MAR director. BOD will be provided an opportunity to
comrent on any contenpl ated personnel actions affecting the club
manager .

b. Manager will conduct club's daily business using the
club instructions, this directive, applicable Departnent of
Def ense (DOD), Navy, FAA, NISB regul ations, and base directives.
Manager will ensure no conflict of interest exists for club
menbers who have aircraft |eased to the club. Manager (assisted
as required by nmenbers of the BOD) is assigned the follow ng
duties and responsibilities, which include, but are not limted
to:

(I') Maintaining a flight schedule for all flights on a
first-conme, first-serve basis.

(2) Maintaining bulletin boards, charts, status boards,
and the pilot's information files ((PIF) 1 and 2)).

(3) Maintaining nmenbership and training folders, flight
currency records, pilot information files (PIFs), pilot
information cards (PICs), safety and annual currency records.

(4) I'medi ate reporting of accidents, incidents, unusual
occurrences, overdue aircraft, or other information pertinent to
safety to the CO, club and command safety and operations
of ficers.

(5) Checking club supply functions to ensure proper
control and storage of equi pnment and pronpt disposal of
excesses.

(6) Monitoring the performance of all contractors to
ensure they conply with all provisions of their contract.
| nstances of non-conpliance or non-performance will be
docunmented and reported to the BOD and MAR director for
appropriate action.
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(7) Manager has the responsibility and authority to stop
any flying club pilot, local or transient, fromflying when, in
their judgnment, flight safety nmay be conprom sed.

(8) Imedi ately suspend nenbership privil eges of any
menber suspected of having engaged in negligent acts, wllful
m sconduct, drug or al cohol abuse. Suspension will remain in
effect pending FAA's (if flight violation), BOD s and CO s
eval uati on and recommendation. \While under suspension, the
menber will not be authorized use of club privileges or required
to pay club dues.

(9) Establish mandatory equi pnent |ist for survival gear
for type of flight being flown, e.g., survival vests for
over-water flights.

(10) Retain flight instructors as club enpl oyees or
i ndependent contractors.

(11) Ensure club nenmbers who | ease aircraft to the club
are not in a position to affect flight instruction or aircraft
schedul i ng procedures for personal gain.

(12) Ensure conpliance with FAA mai ntenance directives,
i ncluding Airworthiness Directives (AD) that apply to the
aircraft operated.

(13) Conduct physical inventories as required by
reference (b) and per processes and procedures established by
the | ocal MAR business office.

(14) Ensure a positive neans of securing unattended
aircraft, and inplenent procedures to prevent nenmbers from
flying an aircraft with an uncorrected di screpancy that may
adversely affect safety of flight.

(15) Ensure a written quality assurance programis
established for fuels, to include replacenent of filters and
i nspection of fuel storage tanks and punpi ng equi pnment sunps for
contam nation. Commercial fuel vendors nust neet the standards
establi shed by Anerican Standards Institute, and fuel storage
facilities must meet standards prescribed in National Fire
Protection Association, as well as neet State, |ocal, and base
regul ati ons.

2-7 Encl osure (1)



BUPERSI NST 1710. 22
5 Jun 01

(16) Perform periodic cost analysis (assisted by MAR
busi ness office and club treasurer, if necessary) to ensure
adequate aircraft rental fees.

(17) Develop a plan to recall or shelter aircraft in
event of hazardous weat her advi sori es.

(18) Correct deficiencies noted during all club
i nspections and file conpleted reports for future inspectors and
eval uators.

(19) Designate in witing a chief flight instructor.

(20) As required, review Aircraft Di screpancy Books for
conpl et eness.

(21) Submt requests for procurenent itenms to MAR
busi ness office for processing.

(22) Performthose functions outlined in chapter 7,
paragraph 704(c), of this instruction.

(23) Conply with financial managenent policies and
uni form accounting processes and procedures per reference (b)
and the | ocal MAR busi ness office.

207. Chief Flight Instructor. Chief flight instructor mnmust be
a certified flight instructor appropriately rated for all pilot
training courses offered. M ninmumduties of the chief flight
instructor shall include

a. manage the club training program
b. define flight instructor's duties and responsibilities;

c. mintain pilot training records and folders for all club
menbers;

d. if the club is Part 141 approved, maintain training
t echni ques, procedures, and standards per reference (c);

e. train all club Flight Clearance Authorities in flight
clearing duties and responsibilities;
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f. ensure proper endorsenent of student certificates and
| ogbooks as required in Federal Aviation Regulation (FAR)
part 61; and

g. devel op standard operating procedures (SOP) to be used
by all club flight instructors. SOPs are to be part of the club
instructions as required by this directive. They will contain,
at a mnimm the follow ng:

(1) Member/instructor assignnents.

(2) Procedures for standardized flight checks and
training.

208. Flight Instructors. May be retained as NAF enpl oyees of
the flying club or hired through services contracts (personnel
hi red through services contracts are not NAF enployees). In
both cases, care should be exercised to avoid conflicts as
publi shed in references (h)| and (i).

a. Contract instructors will not performduties until a
properly executed contract has been approved and signed by the
contractor and a contracting officer. Contracts my be renewed
annually for a like term by nutual agreenent in witing by both
parti es above; however, in no event will such renewal exceed a
period of 5 years fromthe date of the original contract.

b. Mnager and cl ub enpl oyees nmay performduties as flight
instructors when their position descriptions include such duties
and all fees and revenues from such duties are paid to the club
with no additional gain to the enployees. (Manager's position
description nust state the m ni mnum nunber of hours to be worked
each pay period while perform ng managerial duties and hours
whil e perform ng ground or flight instructor duties. Wen the
manager / enpl oyees' position descriptions do not include flight
instructor duties, they may be contracted to provide flight or
ground instruction for conpensation during off-duty hours (e.qg.
eveni ngs, weekends, and holidays)).

c. Contract instructors are not required to be dues- paying
menbers of the club when retained solely to provide flight
instruction services for the club. Contract instructors
desiring to use club aircraft for recreational/personal use
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(i.e., other than for instructional use) nust becone club
menbers (if an eligible patron) and adhere to all club
menbership rul es and regul ati ons.

d. No person will instruct without an initial
st andardi zation flight check with the chief flight instructor.
A desi gnated assistant chief flight instructor may conduct the
standardi zation flight check when the chief flight instructor is
not avail abl e.

e. Each flight instructor nust hold a valid flight
instructor certificate.

f. Al paynments for flight instruction charges will be nmade
to the club. Flight instructors will not be renunerated
directly by students.

g. COs may grant a waiver to permt an individual nenber of
a flying club BOD to serve as club nechanic, flight or ground
instructor; however, the waiver will prohibit these individuals
from maki ng recomendati ons or voting on recommendati ons on any
matter pertaining to instructor duties or rates of conpensation.
Wai vers allowed for nmenbers of the BOD to serve as a mechanic,
ground or flight instructor, prohibit them from serving in other
positions for conpensati on.

209. Categories of Menbership. Follow ng nmenbership

aut hori zations for participation in NFCs will be followed. CGCs
may i ssue anplifying instructions for determ ning nenmbership
priority and guidelines for suspending, termnating, or denying
eligible participants use of flying club facilities when such
action is determned to be in the best interest of Navy, the
activity/club. In no instance will participation be authorized
for individuals in a priority group w thout nenbers in al

hi gher priority groups having first been authorized club
menbership. In those cases where participation privileges are
extended to guests, the guests will assume the priority of and
be acconpani ed by their sponsors. CO may prescribe guest
privilege limtations.

a. Menbership will be on a voluntary basis and subject to
club manager approval. Club secretary should have interim
menbershi p approval authority in the absence of the manager
Al'l menmbershi p approval / di sapproval appeals will be submtted to
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the BOD for action. | f not resolved at the club | evel, CO or
MAR director will nake the final approval/di sapproval

determ nati on.

b. There are two categories of nmenbership: regular and

introductory. Introductory nmenbership may be extended to an

i ndi vidual who is eligible for regular nenbership. Introductory
menmbership will not exceed 60 days and is not renewable within
2 years. Introductory nmenbers may receive up to 6 hours of dual

instruction at prevailing rates. No other privileges may be
gi ven.

c. BOD will define inactive status and may authorize
i nactive status for club nmenmbers. Generally, inactive
menbership may be granted for extended absences (depl oynents,
det achnments) or |oss of FAA nmedical certification. [If so
aut horized, and if requested by the nmenber in witing, club
manager may approve inactive status during periods of extended
absences (Being absent for 2 nonths up to a limt of 1 year.
After 1 year, nmenbership will be term nated.) Menbers in
i nactive status nmay be required to pay a mnimumnonthly fee to
cover adm nistrative costs of maintaining nmenbership.

d. Regul ar nmenbership may be extended to eligible patron
groups on a space-available basis in the follow ng priority:
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CATEGORY AUTHORI ZED GROUP

Armed Forces and | All Service Menbers on active duty

their famlies
Menmbers of the reserve conponents (Ready
Reserves and National Guard; Reserves in
training;, Delayed Entry Personnel (DEP)
Cadets (M dshi pnen) of the Service
Acadeni es

Gt her Uni f or med Menmbers of the Coast Guard, Comm ssioned

Servi ces Corps of Public Health Service, and

Comm ssi oned Corps of the National Oceanic
and At nospheric Adm nistration on active
duty

Armed Forces
Retirees and
famly nmenbers

Retired fromactive duty

Retired fromthe reserves with pay, and

retired without pay (gray area)

Ot hers separ at ed
fromthe Arned
Forces and their
famly menbers

Honor ably di scharged veterans with 100
percent Service-connected disability and

I nvol untary separated service nenbers under
the Transition Assistance Managenent
Program (TAMP). Personnel separated under
Vol untary Separation Incentive (VSI) and
Speci al Separation Benefit (SSB) Prograns
for 2 years after separation. Medal of
Honor reci pi ents.

For mer and/ or
survi vi ng spouses
and their famly
menber s

Unremarried surviving spouses of personnel
who di ed while on active duty or while in
retired status.

Unremarried surviving former spouses who
were married to mlitary nenbers for at

| east 20 years while the mlitary nmenber
was on active duty to the Arnmed Forces

O phans of mlitary nenbers, when not
adopted by new parents, under 21 years old
(or over if they are incapable of
supporting thensel ves, or 23 years old if
they are in full-time study)
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U. S. DOD
civilians and

U.S. Federal enployees, both APF and NAF,
and retired DOD civilians

their famly

Medi cal personnel under contract to the

menber s Al . .
mlitary DOD conmponent during periods when
they are residing on the installation

U S. DOD MIlitary personnel of foreign nations and

civilians and
their famly
menber s

their famly menbers when on orders from
the U S. Arnmed Forces, or in overseas areas
when the maj or command conmander grants
privileges in the best interest of the U S
U.S. enployees of firms under contract to
DOD wor ki ng on an installation when
assigned in areas outside the U S

Ot hers who support the m ssion of DOD as
determ ned by the CO such as FAA and Ci vi
Air Patrol personnel

DOD contract
personnel and

t echni cal
representatives

Working full-tinme on the installation

O hers associ at ed
with the DOD

Reserve Officer's Training Corps cadets
when participating in field training or
practice cruises

e. Afamly nember is defined as follows:

(1) A | awful

spouse.

(2) Children under 21 years of age and unmarri ed,
i ncludi ng pre-adopted children, adopted children, stepchildren,
foster children, and wards who depend upon the sponsor for over
hal f of their support.

(3) Children who are 21 years of age or over, unnarried,
i ncapabl e of self-support because of a nental or physical

di sability, and who

depend upon the sponsor for over half of

t heir support, including adopted children, stepchildren and

war ds.
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(4) Unmarried children, including pre-adopted children
adopted children, stepchildren, foster children, and wards who
have not passed their 23rd birthday and are enrolled in a
full-time course of study at an institution of higher |earning
and who depend upon the sponsor for over half of their support.

(5) Parents, including father, nother, father-in-Iaw,
not her-in-law, stepparents, and parents by adoption, who depend
upon the sponsor for over half of their support.

f. Requests for other authorization or waivers to
menbership eligibility nay be forwarded to NAVPERSCOM
(PERS- 658F) by the CO via the chai n-of - conmand.

21 0. Selection of Menbers. To beconme a flying club nmenber

a. prospective nenbers nust submt an application to NFC
and pay nonthly dues and initiation fees. Initiation fees may
be deferred for introductory nenbers. A letter of good standing
fromanother mlitary flying club may be used instead of
initiation fees if the letter is not older than 2 years.

b. the manager will review all applications for conpliance
with this and other instructions before issuing interim
menber ship privil eges.

c. subsidization of nmenbership dues, when such
subsi di zation is not available to the general nenbership (e.qg.,
to offset m nimum nonthly flight tinme expenses) is not
aut hori zed.

211. Menbers' Privileges and Responsibilities. All regular
menbers in good standing are entitled to all privil eges and
benefits of the club. Each club nenber wll

a. be famliar with and conply with all directives.

b. pay established nenbership dues. Manager and BOD may
recommend | ower dues and initiation fees for additional nenbers
of a famly or as a tenporary recruiting initiative with the
COs witten approval.

c. assist manager and other club officials in the daily
operation of the club.
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212. Transfer of Menbership. Wen a club nenber transfers from
one location to another, initiation fees will be waived at the
new | ocation if a nmenber presents a letter of good standing from
the last U .S. mlitary flying club. Letters of good standi ng
must not be over 2 years old and the transferring nenber nust
meet the requirements and categories for nmenbership in this
instruction. Flying clubs may issue a |etter of good standing
if

a. the nmenber has accounted for and returned all club
equi pment and suppl i es.

b. the nenber has settled all outstanding bills.

c. the nenber was not renoved or suspended fromthe club
for just cause.

213. Interclub Flying. A menber in good standing in a NFC or
anot her Arnmed Forces flying club may fly an aircraft bel ongi ng
to a NFCif such flying does not conflict with the schedul ed
flying of |ocal club nenbers, does not pose a financial burden
to the host club, and if the pilot conplies with all club
regul ati ons.

a. Visiting nmenmber nust show appropriate | ogbook entries
and conplete |ocal Famliarization (FAM Flight checkout
procedures as determ ned by the host club operations
officer/chief flight instructor. Checkout procedures may be
determ ned by the currency and experience of the visiting
menber .

b. Visiting nenbers are not charged initiation fees and
mont hly dues by the host club unless they are in an inactive
status and not paying dues at the club where they have
menber shi p.

214. Menbership and Training Folder. Flying clubs wll

mai ntain a nenbership and training folder for all nmenmbers. A
club menber's records remain active so |long as the nenber
remai ns active. Menbership and training folders are given to
the nenber on termnation or transfer of nenbership, provided
t he nmenber's account has been cleared and no investigation is
pending related to the nenber. Folders will contain, at a

m ni mum
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a. nmenbership application,

b. docunmentation of menbership eligibility,
c. copy of current nedical certificate,

d. copy of individual pilot certificates,

e. required aircraft and club exans corrected to 100
percent,

f. "Covenant Not to Sue, Hold Harm ess and | ndemmity
Agreenment” [which is not required fromactive duty mlitary
personnel discussed bel ow in paragraph 216],

g. check-out records for each type of aircraft,

h. annual flight review records,

i. any other information which may be required by the
i ndi vi dual cl ub.

215. Pilot Information Card (PIC. Flying club manager shal

mai ntain an up-to-date PIC on each club nember. Card will be
available at all tinmes in the club operations center and wll be
used by the flight clearance authority as the basis for
determning the pilot's currency and qualification level. If a

conputer is used to provide pilot information data, the PICis
not required.

216. Covenant Not to Sue, Hold Harnml ess and | ndemity Agreenment

a. Each flying club nenber or passenger who is not an
active duty menber of the Armed Forces of the United States
shall not be permitted to operate or ride in a club aircraft
until they execute a locally prepared Covenant Not to Sue, Hold
Har ml ess and I ndemity Agreenent (appendix D).

b. A new covenant shall be executed at | east once each |2
mont hs.

c. Enmergency recall information of next-of-kin nmust be
docunment ed on the covenant.
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d. One nenber of a famly may not execute the docunent for
the entire famly.

e. In the case of a mnor, a parent or |egal guardian wl|
execute the docunment on behalf of the m nor.

217. General Menbership Meetings. General nenbership neetings
will be held at | east once a year to conduct business and el ect
BOD nenbers.

218. Aircraft Authorized Utilization. Flying club aircraft are
aut horized for tenporary duty (TDY) travel, when nor nal

gover nnent conveyance is not available. Specific guidance for
such use may be found in references (j) and (k). If nore than
one person travels in the TDY aircraft, only the pilot will be
rei mbursed for TDY travel.
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Chapter 3
Al RCRAFT, EQUI PMENT, AND SUPPLI ES

301. Acquiring Aircraft. Flying club shall have an aircraft
acqui sition program which is approved by the CO  Procurenent
of civilian aircraft should be acconplished per BUPERSI NST
7043.1B. This program nust use the club's operational and
financial plans and be the basis for purchasing,

| ease- purchasi ng, | easing on an excl usive-use basis, or using
governnment | oaned aircraft to nmeet nmenbership needs. All
procurenment arrangenents nust result in true operational control
of the aircraft by the flying club. Al aircraft controlled by
a club, regardl ess of source of procurenent, nust be avail able
for the equal benefit of all nenbers. Appropriated funds (APF)
shall not be used for the purchase of civilian or the use of
mlitary aircraft. Normally, civilian aircraft will be procured
for club use by direct purchase, |ease-purchase, |ease, rental
or a conbination of these nmethods. Lease or rental agreenents
shal | provide for exclusive control by the club during the
period of the agreenment. NAVPERSCOM non-gover nment owned
aircraft on loan to a NFC may not be sold w thout CO approva
and written authorization from NAVPERSCOM ( PERS- 658F). In the
event funds are not available fromresources of the individual
club for the desired nethod of procurenent, the foll ow ng
procedures apply:

a. Loan of funds shall be solicited only in the nanme of the

flying club under the supervision of the CO Individual nenbers
of clubs are prohibited fromacting as cosigners for |loans to
clubs for any reason, including aircraft procurenment. Since

club aircraft shall be registered in the nanme of the flying club
as governnent aircraft, a cosigner's rights under the |aw woul d
be abrogat ed.

b. Reference (e) requires |oan of funds first be solicited
fromsources within Navy. An exanple of such a source is
another NFC or, if available, from NAF funds held by NAVPERSCOM
specifically for that purpose. Requests for such |oans from
funds adm ni stered by NAVPERSCOM wi | | be forwarded to NAVPERSCOM
(PERS- 658F). Loans fromthese sources shall include appropriate
i nterest charges and be nade on a guaranteed basis. Collatera
for all loans will be protected by insurance per chapter 8.
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c. \When funds cannot be nade avail able from anot her Navy
source, cross-service borrowing is encouraged. Commerci al
borrowi ng shall be obtained only as a |ast resort. Approval for
ei ther cross-service or comrercial borrow ng nust be obtained in
writing. Such requests should be forwarded to Assi stant
Secretary of the Navy (Financial Managenent) via NAVPERSCOM
(PERS-65). Collateral for approved cross-service or comercia
| oans shall be protected by insurance as required in chapter 8.

302. Factors to be Considered in Acquiring Aircraft. At a
m nimum the followi ng factors nust be consi dered before
acquiring aircraft:

a. Menbership Needs. Fleet type and size should be
tailored to the menbership size and patronage |level. A snal
menber-to-aircraft ratio may result in |ower aircraft use and
increased fixed operating costs (insurance, depreciation, etc.)
per flying hour. (Recommended nmenbership-to-aircraft ratio is
20:1).

b. Mai ntenance Cost Per Flying Hour. Weigh the average
cost per flying hour for routine maintenance, inspections,
repair, engine overhaul or replacenent, and nodification against
t he fees charged per flying hour.

c. Fixed and Variable Cost Obligations. Consider the

ef fect of high depreciation, insurance costs, and | ower

mai nt enance costs of a newer aircraft versus |ower depreciation,
i nsurance costs, and higher maintenance and upkeep on an ol der
aircraft. Upon evaluation of both options, it may be determ ned
that it is nmore cost-effective not to keep an older aircraft for
a long period of tinme. (35-40 revenue flight hours per aircraft
per nonth is reconmended).

d. Operational Use of the Aircraft. |f needed for
training, a standardi zed type of aircraft for students in
primary training will increase efficiency of scheduling,

supervi sion, and safety. Conplex aircraft (multi-engine,
retractable gear, nulti-place, etc.) may place an undue hardship
on the club nenmbers' capability to operate such aircraft safely
and economcally. All flying club aircraft nust have dual
flight controls.
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e. Financial Obligations. Financial condition of the club
must be stabl e enough to support acquisition of all aircraft and
associ ated equi pnent. A budgeted projection of incone and
operating costs, as well as cash flow, is needed to reach a
sound financial decision. (Optimal revenue producing flight
hours per aircraft per nonth should be approxi mately 35-40).

303. Governnent-Loaned Aircraft. Mlitary aircraft suitable
for flying club use that have not been stricken from Navy Active
Aircraft Inventory, and are in excess of mlitary requirenents,
may be made available to flying clubs on a | oan basis at no
cost, subject to recall. Requests for mlitary aircraft,
including aircraft fromother mlitary services, wll be
submtted by the COto CNO (N88), via the chain-of-conmand,
Commander, Naval Air Systens Command ( COVNAVAI RSYSCOM)

(Code 5. 0D), and NAVPERSCOM ( PERS-658F), with a copy to
Commander, Naval Inventory Control Point (NAVICP)

(Code 03432.06). Flying clubs nust obtain specific approval
from CNO (N88) for acquisition of any government -owned aircraft

a. Upon receipt or transfer of a governnent-owned aircraft
(one that has not been stricken from Navy Active Aircraft
| nventory), the CO nust submt a letter report, BUPERS 1710-23,
to NAVI CP (Code 03432.06) with copies to NAVPERSCOM ( PERS- 658F)
and CNO (N88). COWNAVAI RSYSCOM (Code 5.0D) will prepare the
OPNAV X-ray report. The report will include

(I') the name of the flying club;

(2) activity/installation aircraft was received from or
transferred to;

(3) date of transaction;
(4) aircraft type, nodel, series and bureau nunber; and

(5) statenent that "AlIl distinctive insignia has been
renoved fromthe aircraft.”

b. \When excess DOD aircraft are nmade available for flying
club use, they will be assigned in an "as-is where-is"
condition. Therefore, the gaining club nust nake any repairs
and nove the aircraft to its new location. All clubs wll
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(1) maintain all |oaned aircraft and engi nes, including
spare engines, in conplete condition. Cannibalization of | oaned
aircraft and engines, including spare engines, is prohibited.

(2) on receipt of |oaned aircraft, renove distinctive
mar ki ngs fromthe aircraft. Such markings include any
active/reserve squadron | ogos, "Navy Recruiting," "Federal
Emer gency Managenent Agency,"” etc. Such markings as "Monterey
NFC," "Fly Navy," the word "Navy," or in the case of an aircraft
on |l oan from another service, i.e., "Air Force," are acceptable.

(3) register aircraft with the FAA as explained in
par agraph 308.

(4) maintain governnent-|oaned aircraft in an airworthy
condition per FAA regul ations.

c. A nessage report, BUPERS 1710-20, in the format shown in
appendi x E,| nust be submtted by the COto CNO (N88) with copy
t o NAVPERSCOM ( PERS- 658F), COWMNAVAI RSYSCOM (5. OD), and NAVI CP
(03432.06) when

(I') Navy-loaned aircraft is out of service for 90 days.

(2) every 30 days thereafter until the aircraft returns
to club service.

d. When a governnent-loaned aircraft is involved in an
accident or incident, follow the reporting requirements in
chapter 9.

304. Governnent-Loaned Aircraft Stricken (Transferred) to the
NFC Program Excess governnent aircraft that are stricken from
Navy Active Aircraft Inventory and transferred to the NFC
programw || be under the sub-custodial control of NAVPERSCOM
(PERS-658F). O ficial Navy aircraft adm nistrative contro
remai ns with NAVICP (03432.06). OPNAV X-ray reporting

requi renents are not applicable for stricken governnent
aircraft.

a. Upon receipt of a stricken government aircraft, do the
fol |l ow ng:
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(1) Register the aircraft with the FAA per paragraph 308
of this instruction.

(2) Conplete civilian aircraft certification process per
reference (c) and all applicable publications.

(3) Renpve any markings as outlined in paragraph
303b(2).

(4) Contact NAVPERSCOM ( PERS-658F) to initiate insurance
cover age.

b. If a club no I onger desires or cannot support a
gover nnment - owned aircraft, NAVPERSCOM ( PERS- 658F) may direct
transfer of the governnment-owned aircraft to another NFC
NAVPERSCOM ( PERS- 658F) will direct conpletion of the follow ng:

(1) Transferring club will conplete DD 1348-1.

(2) Transferring club will provide all applicable
| ogbooks for transfer with the aircraft.

(3) Unless previously coordi nated between transferring
and receiving club managers, the aircraft will be transferred in
an "as-is where-is" condition.

(4) Receiving club (authorized NFC representative) shall
sign DD 1348-1. Original portion will be retained by the
receiving club. One copy will be retained by the transferring
club and one copy will be forwarded to NAVPERSCOM ( PERS- 658F)
for file.

(5) Receiving club shall contact NAVPERSCOM ( PERS- 658F)
to initiate insurance coverage prior to flight.

305. Aircraft and Engi ne Repl acenent Parts. After
gover nnent -1 oaned or cl ub-purchased aircraft are acquired, there
is a continuing need for replacenment parts. The mlitary supply
systemis a potential source for replacenent parts, on a fully
rei mhursable basis, only if parts are excess to operational
requirenents.
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a. Host activity supply officer will acquire, or make
avail able to the club; the supply publications and docunents
needed to identify the required itens.

b. Club nust acquire, at its own expense, a copy of the
aircraft manufacturer's parts catalog for club-owned aircraft,
and pay for publications for governnent-|oaned aircraft, when
t he publications are not avail able through the host activity.

c. Host activity will obtain and provide the club with
techni cal mai ntenance manual s for governnent-|oaned aircraft and
equi prrent if the aircraft remains on Navy Active Inventory List.

306. Supply Support and Accounting Procedures. References (b)
and (1) govern supply and accounting procedures for flying
clubs. NFCs, as instrunmentalities of the Federal Governnent,
can legally purchase, on a fully reinbursable basis, petroleum
products and material in support of club-owned aircraft just as
they can for governnent aircraft on loan to the club. Purchases
under these provisions will be for the use of the club only, and
w Il not be resold to any individuals including nmenbers of the
club. Use of government sources of supply for petrol eum
products, on a reinbursable basis, is authorized for |eased
aircraft. Use of this source of supply for other materi al
support of |eased aircraft is prohibited. Supply activities nmay
provi de necessary parts and supplies through other governnent
agencies, on a fully reinbursable basis, for the direct support
of governnent-owned and | eased aircraft.

307. lInventories. Flying clubs are authorized to maintain an
i n-house inventory of aviation-related resal e nerchandi se and
avi ation petroleum oil, lubricants, and aircraft spare parts.
Al clubs will [imt nerchandise sales to itens that directly
support club activities.

a. Spare parts inventories consist primarily of itens that
will prevent long aircraft or equi pnment downtinme. This
inventory normally includes items which have a high turnover
rate (such as air and oil filter elenments), items purchased in
bul k for discount purposes (such as spark plugs and tires), and
items which are not readily available (such as flight
instrunents). Inventory levels will be established based on
consunption rates and adjusted as necessary for
cost-effectiveness. The objective is to establish an inventory
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| arge enough to neet operational needs, yet snmall enough to
control and manage with mninumtinme, effort, and financi al
investnment. Materials stocked will be inventoried at | east
every 90 days.

b. In addition to these inventories, a bench stock of
| ow-cost itens (such as nuts, bolts, screws, gaskets, tubing,
hose, lubricants, etc.) not kept in the spare parts inventory
may be mai ntained. Inventory control procedures do not apply to
bench stock. Bench stock can be kept in a sem -secure area
separate fromthe spare parts inventory. Bench stock itens wll
be expensed at the time of receipt.

308. Registering and Qhtaining Certification for Aircraft. Al
aircraft owned or operated by flying clubs nust be FAA

regi stered under reference (c), part 47. Registration
information is available fromthe | ocal FAA Flight Standards
District Ofice (FSDO).

a. Register governnent-|oaned aircraft as foll ows:

(I') Conplete FAA AC 8050-1, Certificate of Aircraft
Regi stration, as directed on the form In the block "Nanme of
Applicant,” enter "United States Navy (owner)," and i medi ately
bel ow t hat the nane of the flying club (operator). After
"Address,"” enter the name and address as applicable.
The manager will sign the formas "applicant."” Type the nane,
club position, title, nanme of the club, and the location in the
appropriate space on the form At the bottomof the "applicant”
bl ock, type the word "Governnent."

(2) Conplete DD I348-1. CO (or designated person who is
often the club manager) nust sign DD | 348-1

(3) If the civilian serial number of a governnent-|oaned
aircraft is not known, contact the manufacturer giving the
aircraft nodel and mlitary serial nunber, and request the
civilian serial nunmber of the aircraft.

(4) Create the initial aircraft and engi ne | ogbooks as

requi red by FAA directives after the aircraft is registered and
certified airworthy.
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(5) File and retain all mlitary aircraft |ogbooks
received with the aircraft at the tinme of transfer to the cl ub.

(6) Establish and maintain all subsequent maintenance
hi stories required by FAA directives.

b. For NAF-purchased aircraft, conplete FAA AC 8050- 2,

using the instructions given with the form In the block
entitled "Purchaser," enter the nane and address of the club as
"owner and operator." Also, conplete FAA AC 8050-1 as expl ai ned

i n subparagraph 308a(l) above; except in the block entitled
"Name of Applicant,” put the nanme of the club as owner and
oper at or.

c. To register the aircraft, attach the original FAA AC
8050-2 to FAA AC 8050-1 (original white and one green copy) and
send to: FAA Aircraft Registration, P. O Box 25504, Cklahoma
City, OK 73125-0504. (Applications submtted w thout this
documentation will be returned.)

(I') Place pink copy of the FAA AC 8050-1 in the aircraft
until the permanent registration is received. Wen the aircraft
registration is received, replace the pink copy with the
per manent registration. Pink copy of FAA AC 8050-1 is valid for
only 90 days.

(2) To cancel an aircraft registration, conplete the
reverse side of the Aircraft Registration Formand send to the
FAA Aircraft Registry in Oklahoma. |If aircraft and formare
destroyed, cancel the registration with FAA in witing.

309. Disposition of NAF Purchased Aircraft. A rcraft purchased
with NAF funds that are beyond econom cal repair, and are not
desired by any other flying clubs, may be turned into the | ocal
Def ense Reutilization and Marketing O fice (DRMO).

a. |If aflying club closes, and the sale of an aircraft is
not required to |iquidate any outstanding bills, NAVPERSCOM
(PERS- 658F) (assisted by the flying club manager) wil|
coordinate the transfer of remaining aircraft to other flying
clubs within the program

b. If an aircraft is sold, it is recormended it be sold to
ot her NFCs prior to being sold to a non-Navy i ndividual.

3-8
Encl osure (1)



BUPERSI NST 1710. 22
5 Jun 01

c. Aircraft may be sold to interested individuals through a
seal ed bid process. Unless otherw se approved by NAVPERSCOM
(PERS- 658F), the m ninum sealed bid offer will be set at no |ess
t han 85 percent of the average retail value listed in the
current aircraft bluebook. To obtain current price |isting,
cont act NAVPERSCOM ( PERS- 658F) .

310. Disposal of Governnent-Owned Aircraft. Governnment-owned
aircraft that are damaged or worn beyond econom cal repair wll
be di sposed of per reference (m,| the Defense Reutilization and

Mar keti ng Manual. Submt letter of disposal request to
NAVPERSCOM ( PERS- 658F). I n turn, NAVPERSCOM ( PERS- 658F) wi ||
request disposition instructions from NAVICP (03432.06). NAVICP
(03432.06) will forward disposition instructions to the

requesting club with copy to NAVPERSCOM ( PERS- 658F) .
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Chapter 4
OPERATI ONS, TRAI NI NG, AND STANDARDI ZATI ON

401. Definitions

a. Local Flying Area. The geographical area will be
established by the CO normally not exceeding a |00 nautical
mle radius fromthe flying club | ocation. Local flying area
for student pilots will be determ ned by the BOD. The area wl|
be clearly displayed on a chart in the flying club facility.

b. Pilot Information File (PIF). A docunent containing
items of interest to all pilots.

c. Cross-Country Flight. For the purpose of this
instruction, flight which extends beyond the local flying area.

d. Flight Clearance Authority. Mist be a private pilot or
hi gher (with a m nimum of 200 flight hours) and designated in
witing by the COto clear the flights of others (200 hours nmay
be conbi nati on of general aviation pilot time and mlitary pilot
time). A private pilot or higher (with a m ninmum 200 fli ght
hours) may act as a self-clearing authority if so designhated in
witing by the CO Club manager (if not a pilot, or has |ess
than 200 flight hours) may be designated by the CO as a flight
cl earance authority upon conpletion of appropriate training
adm ni stered by the chief flight instructor. All Flight
Cl earance Authorities shall receive instruction in procedures
and responsibilities.

e. Make and Model. For the purpose of this instruction,
make and nodel will be defined as manufacturer, nodel, and
series, e.g., Cessna 172M

f. Currency Requirenents. Recent flight experience as
defined by reference (c)| and this instruction.

402. Ceneral Operations and Rules of Flight. Each flying club
menber nust observe all FARs, this instruction, and other Navy
directives which apply to flying club operation and club rules.
CO shall appoint an operations advisor to the club. Appointee
wi ||l beconme thoroughly famliar with this chapter, attend club
meetings and participate in all club inspections. Operations
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advisor will nonitor club operations, training, and
st andardi zati on and ensure the club

a. abides by Airfield Operations Manual pertinent to club
oper ati ons.

b. furnishes facility weather and operations offices with
copies of current key club personnel to be notified when severe
weat her threatens security of club aircraft.

c. establishes a heavy weather plan. Plan is designed to
ensure that aircraft novenent procedures preclude placing
personnel at risk. |If hangaring and evacuati on are
i npracticable, use airfoil spoilers (or sandbags) in conjunction
with proper mooring techniques. As a rule, it is not advisable
to fly aircraft away to an alternate | ocation. Such action may
pl ace i nexperienced pilots at risk.

d. checks manufacturer recomrendati ons for severe weat her
condi ti ons.

e. obtains all required flight publications.

f. westablishes a local flying area and |ocal course rules.
g. obtains or fornulates all necessary checklists.

h. properly docunents all pilot training and currency.

403. Flight Publications. At a mninmum each flying club nust
mai ntain the foll ow ng:

a. Current club instructions which have all local flight
areas' ingress and egress routes and traffic patterns
coordinated with airfield operations. A current chart annotated
wth these itenms nmust be displayed in the club where it can be
referenced by all pilots.

b. Each club rmust have a PIF. A conplete PIF consists of
two volunes. The manager will review both vol unes each cal endar
quarter for currency and renove itens that are no | onger valid.

(I') Volume I will include at a m ni num
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(a) current copy of this instruction with conmand
and base supplenents, if applicable.

(b) current FARs, parts 6l and 91, NTSB part 830.

(c) current club instructions and | ocal base
procedures.

(d) current Aeronautical Informtion Manual (AIM.
(e) current copy of prem shap plan.

(f) current operating handbook or flight manual for
each type of aircraft.

(g) up-to-date listing of personnel to be notified
in the case of extraordinary occurrences including, but not
limted to, NAVPERSCOM ( PERS- 658F), insurance conpany, safety
of ficer, and BOD nenber

(h) any other data of a permanent or sem - pernmanent
nature. Each nmenmber will review this volunme in total at | east
sem -annual | y and annotate accordingly.

(2) Volume 11 includes pertinent flight safety data and
any information all pilots should be aware of before each
flight. Managers will nunber each PIF item sequentially by
cal endar year (98-1, 98-2, etc.). Itens which are considered
permanent will be renmoved fromvolune Il and placed in volunme |
after 90 days. Each menmber will signify, by their initial, that
t hey have read and understand the contents of each PIF item
Once all PIF itens have been read, up to and including the | ast
PI F nunber, reading all PIF itens again before each flight is
not required. If a newitemis placed in the PIF, only the new
PIF itemis required reading before each flight. Volune II
i ncludes, at a m ni mum

(a) mnutes of last club safety neeting.
(b) NFC M shap Reports.
(c) other operational or flight safety items or

changes which require pilot notification but are not of a
per manent nature.
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(d) other inportant itens of |ocal interest
i ncluding current | ocal course rules.

(3) Flight clearance authorities shall verify PIF vol une
Il signoffs prior to clearing a nenmber for flight.

404. Unauthorized Activities. Any nenber found to have engaged
in acts of negligence or om ssion, wllful msconduct or
infractions of this instruction, club rules, or any applicable
FAR may have all flying club privileges and nenbership status
suspended tenporarily or revoked permanently. Flight
instructors are rem nded that regardl ess of menbership status
within a NFC, they are responsible for conplete and adequate
instruction. If it is determ ned that inadequate instruction
has occurred, suspension or revocation of club privileges may
occur. CO has final authority in the permanent suspension of
menbership privileges. Follow ng are unauthorized activities:

a. Careless or reckless operation of any club aircraft.

b. Formation flying.

c. Straight-in approaches to |landing at airports w thout an
operating control tower (unless in an enmergency or an instrunent

approach is being flown).

d. Flying below m ninmum safe altitudes established by
reference (c),| part 91.119.

e. Towing gliders or sail planes.

f. Parachuting or allow ng parachuting (except for an
enmergency) froma flying club aircraft.

g. Flying under special visual flight rules (SVFR) w thout
an instrument rating.

h. Sinulated forced | andings at night will only be
perfornmed at active lighted airports listed in current
appropriate flight information publications. Sinmulated forced
| andi ngs at night will not be performed off field.

i. Use of aircraft for hire. (Famliarization flights (for
t he purpose of pronoting club menbership to prospective
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aut hori zed nmenbers) that involve collection of any fee nust be
approved i n advance by NAVPERSCOM ( PERS- 658F) .

j. Participation of aircraft, with or w thout reinbursenent
to the club, to support operational or support functions other
t han authorized flying club programactivities, such as: Civil
Air Patrol, Coast Guard, or other organizations conducting
search and rescue operations; and transportation of personnel or
car go.

k. Unaut horized tanpering, adjusting, or changing of
nmet ers, | ogbooks, or other official personnel or flying club
records.

| . Aerobatic maneuvers, other than those required by FAA
rating/certificate requirenments. Such maneuvers nust be
performed with a club flight instructor.

405. Pilot Restrictions. Following is a list of restrictions
that apply to all flying club pilots:

a. The maxi mum duty day is |2 hours for single pilot or |6
hours with two qualified pilots in a dual-controlled aircraft.
Fl i ght duty day begins when the pilot reports for the flight or
for first duty of the day, whichever cones first. The m ni num
crew rest period between duty days is |2 hours.

b. Stalls, steep turns (over 45-degree bank), slow flight,
and unusual attitudes shall not be initiated deliberately bel ow
2,500 feet above ground |evel (AGL) unless done for pilot
certification to | and.

c. A club nmenber shall not pilot a club aircraft on a night
flight outside the designated |local flying area unless they have
an instrunment rating. Menbers nmust maintain night currency per
reference (c),| part 61 and this instruction.

(') Aclub pilot without an instrunent rating, but with
at | east 100 | ogged pilot hours may fly | ocal Visual Flight
Rules (VFR) night flights to designated airfields that are
aut hori zed for night use.

(2) Night instrunent practice is authorized, but nust be
per reference (c), FAR part 61.
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d. Touch-and-go | andings may be permitted for solo students
on | ocal hard-surfaced runways 3,000 feet or greater, follow ng
eval uation of individual student abilities and authorization by
the flight instructor.

e. Except in an energency, flying club pilots will only
| and at active airports listed in current appropriate flight
i nformation publications. O her airfields may be used if

requested by the CO and approved by NAVPERSCOM ( PERS- 658F) .

(1) Mnimmrunway |ength nust be 2,000 feet, or equal
to the sumof the aircraft takeoff and landing rolls, whichever
is greater. M ninmum actual runway w dth nust be 45 feet.

(2) If an energency or precautionary landing is nade at
an unaut horized | ocation, the aircraft will not takeoff w thout
t he approval of the club manager, operations officer, safety
officer, or the chief flight instructor. |If the forced |anding
was nmechanical in nature, the maintenance officer will assist in
t he approval process as well.

f. Pilots will do a fly-over maneuver before |anding at
unfam liar, non-towered airports or at airfields with unknown
runway surfaces or approach obstructions.

g. A pilot shall not depart on a cross-country flight
unl ess formally requested by the pilot in command on a form
prescri bed by the manager and approved by a flight clearance
authority.

406. Aircraft Restrictions. A club aircraft shall not be

a. flown on a night cross-country flight unless it is
equi pped for instrunment flight as required by reference (c), FAR
part 91, and has very high frequency (VHF) omidirectional range
(VOR) or automatic direction finding (ADF) equi pnent in
operating condition.

b. flown at night if its flight instrunents are powered
only by a venturi suction horn.

c. used for comrercial purposes; however, equal cost

sharing between pilot and passengers is authorized. Pilot in
command nust conmply with regulations outlined in reference (c).
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d. wused to sinulate engine failure during takeoff in a
twi n-engine aircraft by retarding a throttle bel ow 300 feet AG
or bel ow recommended intentional single engine speed (VSSE),
unl ess the aircraft is still on the runway with sufficient
runway remaining for a normal stop. Sinulated engine failure
(with actual shutdown on takeoff) shall not be acconplished at
night or during |IFR conditions. No sinulated energency training
shal | be acconplished unless a club nmulti-engine instructor
(MElI') occupies one of the pil ot seats.

407. VFR Weather M nimunms. Flights shall not be cleared by
flight clearance authorities unless the current and forecast
weat her mnimuns are to remain so for the entire | ength of
flight. Day and night |FR Weather m ninmuns are in reference (c)
part 91. VFR weather mninmuns are

a. day VFR minimuns are |,500 feet ceiling and 3 mles
visibility.

b. night VFR mninunms are 2,500 feet ceiling and 5 mles
visibility.

c. if higher VFR mi ninmuns are published for the airfield in
use, they will be used.

408. Authorized Pilots and Passengers for Flying Club Aircraft

a. Only a regular nenber, introductory menber receiving

instruction froma club flight instructor, personnel listed in
par agraph 408c(3) and 408c(5), or a qualified club enployee is
authorized to pilot club aircraft. CO may authorize a speci al

one-tinme |local flight with a club nenber for a prospective buyer
of a club aircraft. NAVPERSCOM ( PERS-658F) is authorized to fly
any club aircraft in which currency is maintained.

b. Menbers possessing only a valid recreational pilot
certificate shall not act as pilot in command of club aircraft,
except when enrolled in a course of training for a private
rating or higher. 1In this instance, a nenber holding a
recreational pilot certificate shall conply with al
restrictions in reference (c), club regulations, and this
i nstruction.
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c. Passengers may be carried in club aircraft only in the
foll owi ng circunstances:

(') An FAA flight inspector, exam ner, or designated
exam ner who is checking aircraft airworthiness or is officially
exam ning a club nmenber.

(2) An A&P nechani ¢ whose presence in the aircraft is
necessary to certify or conplete maintenance requirenents.

(3) Individual s designated by the CO to evaluate club
pi |l ot standardi zati on. Someone who reviews a student pilot’s
aeronautical skills nust be a certified flight instructor.

(4) A club nmenmber/enployee on a flight directed by the
club manager or BOD. (This does not apply to a contractor).

(5) Other DOD personnel observing club pilot
st andar di zat i on.

(6) CGuests of regular nenbers. (Guests are individuals
who have been personally and specifically invited to acconmpany
an authorized flying club user for a specific flight. Guests
nmust execute a "Covenant Not to Sue, Hold Harm ess and I ndemity
Agreenment" prior to participation in the flight).

d. Passengers are not carried in club aircraft during
mai nt enance check flights.

409. Preflight Checks. Each club pilot nust preflight the
aircraft before each flight per applicable FARs to ensure that
the aircraft is airworthy and that all necessary accessories are
in proper working condition. Record inspection defects found in
aircraft structure or accessories on a locally approved

mai nt enance aircraft discrepancy form If a defect is found
that could interfere with the aircraft's safe operation, the
flight will be cancel ed or postponed until the defect is
corrected.

410. Required Equipnent. It is the pilot's responsibility to

have the proper charts, equipnent, and information needed for
the flight. Aircraft shall have appropriate survival equipnment
for the area of intended operation, including life preservers
for over-water flights beyond power-off gliding distance from
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shore. COs may | oan survival equi pment to clubs on an as-needed
basis if there is no imedi ate need for mlitary use. A current
copy of FAA-approved flight or operation manual nust always be
in the aircraft during flight. 1In addition to equipnment

requi red by FAA regul ations, the following itenms nmust be in the
aircraft at all tines:

a. Checklists that include preflight, before start, before
t akeoff, cruise flight, before |anding, after |anding, secure,
post-flight, normal procedures, enmergency procedures, and | ost
conmuni cation procedures. |f not adequately covered in the
owner’ s and operator's handbook, type these procedures on cards,
seal in plastic, and keep within easy access of the pilot.

b. Detailed club instructions for remaining overnight (RON)
and severe weat her.

c. A crosswi nd conponent chart applicable to that aircraft.

d. List of procedures/personnel to be contacted in case of
m shap/i nci dent.

411. Depending on the type of flight, the foll owi ng equi pment
shall be on the aircraft:

a. For VFR flights, charts show ng the topographic features
and navigational aids within the area of flight.

b. For IFR flights, charts and flight information
publications necessary for instrunment departures, enroute
navi gati on, and instrunent approaches.

c. For all night flights, a flashlight that operates
i ndependent of the aircraft battery.

412. Scheduling of Aircraft. Follow ng procedures shall be
adhered to:

a. Place the pilot's nane on the scheduling | og before
takeoff. Scheduling is on a first-cone, first-serve basis.

b. Put detail ed scheduling procedures in the club

instructions. |Include flight cancellation, failure-to-show, and
reschedul i ng procedures.
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413. Notification of Failure to Return on Schedule. The pilot
shall notify the club as soon as it is known that the aircraft
cannot be returned on schedul e.

414. Standardi zati on Board. Safe operation of club aircraft
depends on pil ot standardi zati on procedures, training, and check
met hods.

a. Club operations officer shall chair the standardi zation
board. Chief flight instructor, all flight instructors, flight
cl earance authorities (other than self-clearing authorities
permtted under paragraph 401.d), club safety officer, and
manager shall be nenbers.

b. Clubs shall conduct standardi zation neetings at | east
gquarterly to standardi ze and inprove all of the club's flight
procedures and techni ques.

c. Mnutes shall be kept and sent to the CO for approval.
Copy of the minutes will be kept in PIF volunme Il for al
menbers to read

(I') A standardi zation board nenber who nm sses a neeting
shall review and initial the m nutes before perform ng club
duti es.

(2) A standardization board nenmber who ni sses two
consecutive neetings without a valid reason shall be relieved of
duty.

d. Follow ng areas require standardi zation board's constant
attention:

(I') Check-out procedures and performance requirenents.
(2) Annual standardi zation check rides.

(3) Training program

(4) Flight plan review and cl earance procedures.

(5) Flight records.
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(6) ldentification of pilot weaknesses and recordi ng of
dangerous trends and tendenci es.

(7) Cross-country training, flying, and checkli st
procedur es.

(8) Maxi mum headwi nd and crosswi nd conmponents shall be
devel oped by the club standardi zati on board for each | evel of
pilot certification and aircraft type.

(9) Mountain flying.
(10) Instrument flight procedures.

415. Required Flight Checks. Flight checks shall cover itens
on the "FAA Practical Test Standards"” for the license or
certificate that the nenmber intends to use at the cl ub.
Checklist used will be included in the nenber's training fol der
with each item annotated and initialed by the instructor.
Followi ng flight checks are required initially or annually as
i ndi cated and shall be given by a club flight instructor:

a. Initial checkout in each specific make and nodel
aircraft before acting as pilot in command of that nake and
nodel .

b. Initial night check-out for those intending to night
fly.

c. Initial and annual instrunent flight checks for nenbers
mai ntai ni ng | FR currency.

d. Annual flight standardization check in the nost conpl ex
aircraft in which currency is maintained.

e. Initial and annual instructor flight check given by the
chi ef/assistant chief flight instructor shall be given. These
flight checks may be given in any aircraft determ ned
appropriate by the chief flight instructor and nay satisfy the
annual standardi zation check at the discretion of the chief
flight instructor.

416. Witten Tests. Witten tests shall be taken prior to each
initial and annual standardization flight check. Record each
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test and retain it in the nmenber's training folder for a m ninmm
of 3 years. The m ni num passing score for each test is 70

percent. Tests will be graded by a club instructor, corrected
to 100 percent, and all deficient areas reviewed prior to
flight. Retakes shall not be given until sufficient ground

instruction has fully prepared the exam nee for another try.
Review all tests annually and revise every 2 years. Follow ng
tests are required, as applicable, before initial and annual
flight checks:

a. A 25-question aircraft normal and emergency procedure
exam nation for each make and nodel aircraft. Five questions
shall be cl osed-book enmergency procedures. At |east one
question shall require a conplete weight and bal ance conputation
(required prior to the initial checkout in each make and nodel
aircraft and annually thereafter).

b. A 25-question aeronautics exam nation covering | ocal
procedures and pil ot operating instructions, reference (c),
parts 61 and 91, and the AIM (required prior to the annual
st andar di zati on check).

c. A 25-question |IFR exam nation covering departure,
enroute, and approach procedures, reference (c), parts 61 and
91, the AIM and applicable | ocal procedures (required prior to
t he annual instrument check).

d. A 25-question exam nation covering flight instructor
procedures and techniques (required prior to the annual
i nstructor check).

e. All exam nations are valid until the end of the 12th
nmonth following the nonth in which the exam nation was taken.

417. Qualification and Currency. To fly a club aircraft as
pilot in command, a nenber shall satisfy FAA requirenents and
this regulation. AlIl currency requirenents shall be conpleted
and properly docunmented on the PIC prior to flight in a flying
club aircraft.

a. The follow ng day requirenents will be adhered to:
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(1) Student pilots shall not fly nore than 10 hours solo
or exceed 30 days w thout a dual proficiency flight. Student
pi |l ot stage checks must be acconpli shed.

(2) Al others shall performthree take-offs and
| andi ngs every 90 days in each category and cl ass.
Addi tionally, pilots shall acconplish three take-offs and
| andings within 180 days in each nake and nodel they wi sh to
mai ntain currency. Pilots noncurrent nust acconplish a dual
recurrency training flight before flying as pilot in commuand.

(3) Club instructors current in one make and nodel
aircraft but who have instructed in another club aircraft, may
not need to performthe 180-day currency itens at the discretion
of the chief flight instructor.

b. Instrunment Currency

(1) Maintain currency according to reference (c),
part 61.

(2) Active duty mlitary pilot instrunment currency nmay
be substituted with the chief flight instructor's approval.
Initial instrument flight check nmust be acconplished in a flying
club aircraft.

c. Night Currency

(1) Pilots shall acconplish three take-offs and
| andings, to a full stop, every 90 days in each category and
class of aircraft they are qualified to pilot.

(2) Night I|andings count for day currency requirenments.
Pilots noncurrent for night |andings nmust fly a night dual
training flight to regain currency.

d. Pilots noncurrent in any club aircraft for nore than 180
days nust acconplish a requalification check flight that neets
the initial aircraft checkout requirenents.

418. Flight Planning Review and Cl earance for Flying Club
Pilots
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a. The pilot shall conplete all itens on a locally
generated checklist and sign the form The flight clearance
authority (FCA) nust review the checklist for conpleteness and
sign the form Every pilot departing fromtheir hone field nust
be cleared by a FCA (self-clearance authorities may clear
t henmsel ves). Student pilot solo flights shall be cleared by a
flight instructor as outlined in reference (c),| part 6l.

b. FCAs nmust be instrunent rated to rel ease other club
pilots for IFR flights.

c. Pilots shall file a flight plan (mlitary or civilian)
for all flights outside the |ocal flying area; however, at nost
mlitary bases it is required to file a flight plan prior to any
flight. Flying club nmenbers shall conmply with | ocal base
regul ati ons.

d. Each pilot's currency shall be validated before any
flight by a FCA. (Refer to paragraph 401(d) for self-clearance
authority requirenents.) The manager shall provide a checkli st
that FCAs will use in verifying currency. FCAs shall clear al
flights (including local flights) by signing the locally
prepared clearance form This approval certifies that the pil ot
and aircraft neet all the flight requirenents. All student
pilot solo flights are cleared by an instructor pilot as
outlined in reference (c), part 6l.

e. FCAs shall review all cross-country flight plans. The
manager will devel op a checklist, which includes the foll ow ng
as a mni mum

(I') Pilot is qualified, current, and prepared for the
trip.

(2) Airports of destination and alternates are adequate
and m ni num fuel requirenents neet applicable FARs.

(3) Pilot has not overloaded the aircraft and
under st ands t he wei ght and bal ance conputations and |initations.

(4) Navigation, conmmunication, and en route flight
service station (FSS) facilities are avail abl e.
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(5) Navigation/fuel |ogs conpleted for the entire trip
and all necessary charts, publications, and personal equi pnment
are in the pilot's possession.

(6) PIF has been reviewed and si gned.

(7) Proper survival equipnment for the type flight being
flown is onboard.

f. Club flights leaving the continental limts of the
United States will be carefully planned, cleared, and conducted
per FAA and International Civil Aviation Organization (I CAO
Manual and club instructions. NAVPERSCOM ( PERS-658F) nust be
notified prior to any flights to Mexico. Additional insurance
coverage nust be obtained prior to date of flight.

g. Before clearing any flight, the FCA shall, after
val idating pilot currency, determ ne existing and forecast
weat her conditions.

h. Before clearing any IFR flight, the FCA shall determ ne
t hat

(I') pilot possesses an instrunent rating and is
instrument-current in the category aircraft being flown.

(2) aircraft is equipped with required instrunents, the
navi gati on equi pnment has been checked according to FAA
regul ati ons, and appropriate entries have been made in the
aircraft |ogs.

(3) pilot has up-to-date departure, term nal, and
en route flight information publications in their possession.

i. Approved FCA checklists shall be retained on file for
review by various club inspectors.

419. Landing and Departing MIlitary Bases. Club nmenbers nay
land at mlitary bases when traveling in club aircraft. The
pilot will ascertain the flight plan and | andi ng/ departing
requi renments at the destination mlitary facility.

a. Pilot nmaking radio contact with a mlitary control tower
shal|l precede the aircraft's tail nunmber by the words "NFC."
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(e.g., "NFC Cessna 12345, 10 mles NW 2000 feet, inbound for
landing.") When in radio contact with other than mlitary
towers, use the regular aircraft call sign.

b. A student pilot on a solo flight making the initial cal
to an FAA facility or mlitary control tower shall include
identification as a student pilot. (e.g., "NFC Cessna 12345,
student pilot, 10 mles NW 2000 feet, inbound for |anding.")

c. Wen landing at mlitary bases, after checking gear
down, pilots shall report "gear down" to the tower or
appropriate air traffic control agency before crossing the
runway threshold. Pilots flying aircraft with fixed | anding
gear are also required to make this report.

d. \When departing mlitary bases, file a flight plan with
base operations.

420. Landing Permts. Reference (n)l permts nmenbers of the
U.S. Navy/Marine Corps Flying Clubs, US. Air Force Aero Clubs,
and U.S. Arny Flying Activities, to operate their privately
owned aircraft into and out of the U S. Navy airfield where they
hol d aero/flying club nenbership. Witten endorsenent on

DD 2401, Civil Aircraft Landing Permt by the aero/flying club
manager (validating the individual's nenbership in that
aero/flying club) is required prior to DD 2401 being signed by
the installation CO. Club menbers using U. S. Navy flying club
facilities |located on a civilian airfield nust provide the
endorsenent, a conpleted DD 2400, Civil Aircraft Certificate of
| nsurance, and a conpleted DD 2402, Civil Aircraft Hold Harnl ess
Agreenment to the local CO for approval. Subm ssion of DD 2401
is not required for off base operations

421. Training Program Managenent of the training programis
the responsibility of the chief flight instructor. A standard
course of instruction is essential to prepare each pilot for the
appropriate level of rating/certification sought. Al training
prograns (whether comrercially purchased or devel oped by the
st andar di zati on board) will prepare the pilot to neet the

per f ormance standards of the appropriate FAA Practical Test

St andards. Club programs that are FAR part 141 approved neet
all standards of this instruction. Training prograns shal

i nclude the foll ow ng:
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a. Standard dual and sol o cross-country routes for private,
comrercial, and instrunment training, shall be established by the
club standardi zation board. 1In all cases, the follow ng shal
be met:

(I') There shall be graduated degrees of navigation
difficulty.

(2) Both controlled and uncontrolled fields shall be
used (if available).

(3) Enphasize training in FAA weat her briefings, flight
plan filing and closing, and en route FSS services.

(4) Enphasi ze deteriorating weather procedures, airport
di versions, and | ost procedures.

(5) Use aircraft flight manual performance data in
conputing take-off/landing di stances, density altitude,
fuel /range conputations, and en route emergenci es.

b. Al training shall be conpleted per an approved flight
training syllabus, consistent with requirenents established by
reference (c),| part 61, or part 141 as appropriate. The
follow ng applies to student pilot training:

(1) RONs are not permtted, unless required because of
weat her or nmechani cal failure.

(2) Al student solo flights shall be conducted during
daylight hours and will termnate no |later than official sunset.

(3) Student pilot stage checks shall be conducted by the
chief flight instructor (or their designated flight instructor),
prior to the first solo cross-country and before recommendati on
for the private check ride.

(4) Prior to endorsenent for solo cross-country flights
student pilots must satisfactorily conplete the applicable
aircraft normal, enmergency, and aeronautical exam nations
referred to in paragraph 416.

(5) Each student, before initial solo, shall get a
denonstration of practice go-arounds during progressive segnents
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of the final approach and | andi ng phase. Enphasi ze go-arounds
i medi ately after touchdown, sinulating recovery from bounced or
bal | ooned | andings. This training shall include go-arounds
initiated fromfull-flap configurations as outlined in the
aircraft's operating manual

c. No sinmulated forced | anding training shall be
acconplished unless a club flight instructor occupies one of the
aircraft's pilot seats. Use of carburetor heat and engine
clearing procedures will be stressed.

422. Check-out Performance Standards. All pilots checking out
in club aircraft nust denonstrate an acceptable |evel of
proficiency based on the nobst current "FAA Practical Test

St andards” for the certificate the pilot holds or is desiring to
obt ai n.

423. Check-out in Single-Engine Fixed Gear Aircraft

a. 200 horsepower (H P) or |ess

(1) Conpletion of satisfactory check-out with club
i nstructor; and

(2) 3 logged pilot hours in make and nodel to carry
passengers or to | eave the | ocal operating area.

(3) T-41C aircraft are considered in the 200 horsepower
or |l ess category.

b. 201 to 236 HP

(1) Conpletion of satisfactory check-out with club
i nstructor;

(2) 100 | ogged pil ot hours;
(3) 3 logged pilot hours in nake and nodel; and

(4) 5 logged pilot hours in make and nodel to | eave the
| ocal area or to carry passengers.

C. 237 H P or nore
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(1) Conpletion of satisfactory check-out with club
i nstructor;

(2) 160 | ogged pil ot hours;
(3) 5 logged pilot hours in make and nodel; and

(4) 10 logged pilot hours in make and nodel to | eave the
| ocal area or to carry passengers.

424. Check-out in Single-Engine Retractable Gear Aircraft

a. 200 H P or | ess

(1) Conpletion of satisfactory check-out with club
i nstructor;

(2) 100 | ogged pilot hours;

(3) 25 |l ogged pilot hours in retractable gear aircraft
(10 hours in mke and nodel may be substituted for 25 hours
retractable tinme); and

(4) 5 logged pilot hours in nmake and nodel .

b. 201 to 236 HP

(1) Conpletion of satisfactory check-out with club
i nstructor;

(2) 150 | ogged pil ot hours;

(3) 25 | ogged pilot hours in retractable gear aircraft
(10 hours make and nmodel may be substituted for 25 hours
retractable tinme) and,

(4) 5 hours nmake and nodel .

c. 237 to 310 H'P

(1) Conpletion of satisfactory check-out with club
i nstructor;

(2) 200 | ogged pilot hours;
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(3) 40 | ogged pilot hours in retractable gear aircraft
(10 hours make and nodel may be substituted for 40 hours
retractable tinme) and,

(4) 10 | ogged pilot hours in nake and nodel (5 hours
dual and 5 hours solo in the local flying area before carrying
passengers).

425. Check-out in Milti-Engine Aircraft

a. 500 total H P or |ess

(1) Multi-engine rating or club MElI sol o endorsenent for
a one-tinme flight only for rating rides requirenents;

(2) Conpletion of satisfactory check-out with club
i nstructor;

(3) 400 | ogged pilot hours (250 | ogged hours with 25
hours retractable may be substituted for 400 | ogged hours);

(4) 20 | ogged pilot hours in nmulti-engine aircraft (10
hours make and nmodel with club MElI may be substituted for 20
hours nulti-engine aircraft time); and

(5) 10 | ogged pilot hours in nake and nodel.

b. 501 total H P and over

(1) Multi-engine rating or club MElI solo endorsenent,
for a one-tinme flight only, for rating ride requirenments;

(2) Satisfactory check-out with club instructor;

(3) 500 I ogged pilot hours (350 | ogged pilot hours with
25 hours retract may be substituted for 500 | ogged pilot hours);

(4) 50 pilot hours logged in nulti-engine aircraft (15
hours in make and nodel with club MEl may be substituted for 50
hours nulti-engine aircraft tinme); and

(5) 10 | ogged pilot hours in nake and nodel.
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Chapter 5
SAFETY

501. General Flying Club Safety Policy. Flight safety is every
flying club menber's responsibility. To assist each nenber, the
club shall have a m shap prevention program Successf ul
prograns nust have active support of menbers, enployees,
manager, BOD, base safety officer, and commandi ng officer.
NAVPERSCOM ( PERS- 658F) has primary responsibility for all flying
club safety matters.

502. Duties and Qualifications of Flying Club Safety Oficers.
Club safety officer nust be a club nenber who is a certified
private pilot or higher with 200 or nore flying hours. Club
safety officer's main duty is to conduct an aggressive m shap
preventi on program Safety officer is a voting menber of the
BOD and shal

a. obtain guidance fromthe adm nistering activity safety
of ficer and nearest FAA Flight Standards District Ofice (FSDO).
Assi st the adm nistering activity safety officer in club
i nspections.

b. conduct safety neetings at |east every 2 nonths and
prepare mnutes for nmenbers to review. M nutes shall be nade
available in PIF volume Il within 5 workdays of the neeting.
Use of guest speakers such as activity safety officer, a control
tower operator, flight surgeon, engine specialist,
met eor ol ogi st, FAA representative, or other persons with
val uable flight safety information is reconmended. At a
m ni mum the follow ng subjects shall be discussed:

(I') Navy policies and directives relating to flying club
oper ati ons.

(2) FAA regul ations.

(3) Local flying area problens, including briefings by
safety specialists/representatives fromthe | ocal FAA FSDO, or
|l ocal air traffic control (ATC) specialists.

(4) Md-air collision prevention
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(5) Seasonal flying hazards, including weather and bird
m gration.

(6) Light aircraft maintenance and potential problem
ar eas.

(7) Review aircraft m shap reports.

(8) Wake turbul ence, thunderstorms, m crobursts,
crosswi nds, flight planning, and fuel mnagenent.

(9) Lost pilot and other emergency procedures.

(10) Spatial disorientation, survival, and hypoxi a.
(11) Medication and sel f-nmedication hazards.

(1'2) Mountain flying.

(1'3) Mshap reporting procedures.

(1'4) Cross-country flying.

(1'5) Applicable hazard reports.

c. Club safety officer shall schedul e pertinent subjects
for each neeting so that recurring items of interest (seasona
weat her, crosswi nd operation, wake turbul ence, etc.) are covered
and periodically repeated. Flying Club M shap Reports received
since the last safety nmeeting shall be debriefed to the club
menbership at the next safety neeting.

d. Be alert to identify potential hazards and recommend
changes in operations, procedures, nethods of instruction or
supervision, |ife support systenms, and airfield facilities to
preclude potential m shaps. |If an identified hazard can be
expected to have an effect outside the |ocal organization, it
shoul d be docunented using the "Unusual Occurrence Report"”
(format discussed in chapter 9) and forwarded to the command
saf ety advisor for release through the "All NFC Activities
Col I ective Address Designator (CAD)."

e. Miintain a safety bulletin board/Pilots All-Read Board.
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f. Coordinate with other club officials to correct safety
deficiencies discovered on inspections.

g. Ensure safety neeting m nutes, m shap reviews, and
nm shap reports (submtted per chapter 9) are pronptly posted to
the PIF. Such reports shall be edited so that personal
i nformation, such as nane and social security nunmber of any
i ndividual, is not disclosed. The posting of such information
will be for m shap prevention purposes only.

h. Maintain a prem shap plan. Upon CO approval, the club
prem shap plan may be included in the base prem shap plan
instruction.

503. Sem - Annual Safety Awareness Day. Using the criteria
outlined in paragraph 502, all flying clubs shall conduct a
sem - annual safety awareness day. Briefings and review of
records should be nore in-depth than regular safety meetings.
Addi tional activities may be schedul ed during the day to enhance
club menbership participation, such as cookouts, aircraft
spot -l andi ng contests, or use of tinme to get nenbers current.
Al menbers are required to attend the briefing portion of the
saf ety awareness day, and those who are not in attendance are
grounded until a make-up training session is conducted and
conpleted. All pilot records are to be screened by the manager
and BOD for accuracy and conpleteness. This is atine to
re-focus on environnmental changes that inpact flying in a
speci fic geographical |ocation.

The follow ng applies:

a. Safety Awareness Day nmay be held on the date of a
regul ar club safety neeting (as applicable for each club) during
the foll ow ng nonths:

(1) Spring Safety Awareness Day, March - My tine frane.

(2) Fall Safety Awareness Day, Septenmber - Novenber tine
frame.

b. Flying club safety officer shall forward a nmenorandum or

nmessage to NAVPERSCOM ( PERS- 658F) no |later than 15 days after
conpletion of the Safety Awareness Day.
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504. Adninistering Activity Safety Advisor. The CO shal
appoint a safety advisor fromthe command to act as an advi sor
to club personnel. |If an aviation safety officer is not

desi gnated, a representative from ground safety or the
operations office should be given these responsibilities. The
appoi ntee shall nonitor the safety program of the club and
additionally

a. ensure the club safety officer conducts a m shap
prevention program

b. take part in club inspection follow ng the provisions in
chapter 2.

c. have a followup systemto ensure that corrective
actions are taken for all safety discrepancies found during
i nspecti ons.

d. provide m shap prevention information to the flying
club. This information nust include

(I') copies of flying club programaircraft m shap
reports,

(2) safety inspection reports,
(3) safety posters,
(4) safety mmgazi nes,

(5) information on DOD and FAA filnms appropriate to club
operati ons,

(6) aircraft m shap reports, and
(7) other needed safety data and information.

e. Evaluate and endorse/ not endorse submtted flying club
nmessages for release into the "All NFC Activities" CAD.
Responsibilities in the CAD program are discussed in reference
(0).| Refer to chapter 9 for guidelines and format.

f. Report flying club aircraft m shaps as directed by this
regul ati on and reference (d), part 830.
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505. Safety Meetings. Safety neetings for all club nmenbers
must be held at | east every 2 nonths. Attendance is mandatory.

a. Meetings should be held when nost nenbers can attend or
repeated often enough to have maxi num attendance.

b. Club safety officer shall chair the neeting.

c. Menbers who fail to attend a safety neeting shall be
grounded until they review the mnutes of the previous neeting,
review a videotape of the |last neeting, or receive a briefing
fromthe club safety officer. The nmeeting or make-up briefing
shall be docunented in the nenber's training file.
Docunentation wi Il annotate whether the nmenber attended the
regul ar meeting or make-up briefing. Viewing a video tape of
the safety meeting may count as regul ar safety neeting
att endance.

506. M shap Investigation. An aircraft m shap investigation
shall be conducted for each flying club m shap (as defined by
reference (d),| part 830) or whenever w || ful m smanagenent or
negligence, incident to flight, is suspected. The CO shal
appoint a qualified individual (normally the club safety officer
or command safety advisor) to | ead the investigation and assi st,
as required, in preparation of the aircraft m shap report.
Dependi ng on the severity of the m shap, the |ead investigator
will chair an aircraft m shap board (consisting of at |east two
to three senior appropriately rated pilots) convened to conduct
the investigation. M shap board shall work closely with the
NTSB/ FAA or | CAO (foreign or donmestic) investigators.
Generally, the COw Il direct that a Judge Advocate Gener al
(JAG investigation be conducted. Purpose of the investigation
and report is to determ ne cause of the accident and to identify
steps to prevent recurrence. All mshap reports sent to Nava
Safety Center shall be sent to each NFC as well. Requests for
copies of all flying club m shap reports nay be obtained from

a. Navy Personnel Command (PERS-658F)
5720 Integrity Drive
M 11ington, TN 38055-6580; or
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b. Commander, Naval Safety Center
Attn: Code 112C
NAS Nor f ol k
Nor f ol k, VA 23511

507. Gound Safety. Flying clubs using Navy facilities shal
conply with applicable portions of Navy Occupati onal Safety and
Heal t h ( NAVOSH) standards found in reference (p).| These
directives al so provide guidance for clubs not occupyi ng Navy
facilities.

a. A club NAVCOSH officer shall be designated to ensure
conpliance with applicable Navy and host HAZMAT i nstructions.

b. Strict attention shall be paid to storage of flammble
materials, fuel facility static groundi ng, workshop safety, and
ground activities in the vicinity of aircraft.

c. Club facilities shall be a part of the COs ground
safety, fire prevention, and HAZMAT i nspecti ons.
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Chapter 6
Al RCRAFT MAI NTENANCE

601. General Mintenance Policy. Each flying club shal

mai ntain a sound aircraft mai ntenance program Thi s program
shal |l provide for schedul ed i nspections, routine naintenance,
corrosion control, and overhaul of the airframe, engines,
propel | er and ot her conponents as required by FAA.  Overhaul of
aircraft conmponents will be at manufacturers recomended Tinme
Bet ween Overhaul (TBO). |If aircraft engines neet airworthiness
st andards at TBO, nmmnagers and mai ntenance officers nay del ay
overhaul until TBO plus 20 percent (provided a conpression check
of all cylinders is conpleted and an engine oil analysis is
acconpl i shed every 50 hours). All aircraft shall be mintained
as required in the manufacturer's mai ntenance nmanual s and FAA
directives for that make and nodel of aircraft.

602. Mai ntenance Program A maintenance programis based on
aircraft and engine inspections conducted at specific intervals,
wi th expeditious corrective action of any discrepancies found
during these inspections. Mintenance program nust al so provide
for expeditious correction of discrepancies noted between these
i nspection intervals and

a. conply with FAA inspection periods to include the
foll owing m nimuminspection requirenents:

(I') Pilot's pre-flight and post-flight.

(2) G| change and inspections as recommended by the
aircraft and engi ne manuf acturer.

(3) Inspections at 100 hour intervals.
(4) Annual airworthiness certification inspection.

b. Al flying club aircraft mai ntenance shall be perforned
by, or be under the supervision of, a certified A& Mechanic.
Use of the inspection checklist provided in the manufacturer's
mai nt enance manual for nmake and nodel aircraft being inspected
is recomended. A locally devel oped inspection checklist may be
used, provided it nmeets m ni mum manufacturer's requirenents and

6-1 Encl osure (1)



BUPERSI NST 1710. 22
5 Jun 01

reference (c), part 43. All conpleted maintenance checklists
shall be filed as required by reference (c), part 91.

c. Comply with FAA ADs.

d. Mintenance records for all club aircraft shall be
mai nt ai ned per reference (c) as outlined by FAA Advisory
Circular (AC) 43-9B

e. An Aircraft Discrepancy Book (ADB) shall be established
for each aircraft to record nmai ntenance di screpancies and
corrective actions. Docunent discrepancies on a locally
prepared form Form should allow the followng to be recorded
easily:

(1) Describe what is wong, e.g., lowoil pressure, |eft
strut is low, etc.

(2) Date of discrepancy.

(3) Who wrote the discrepancy.

(4) Corrective action by mechanic.

(5) Mechanic's signature and A&P nunber.

(6) Mechanic signs "All Tools Accounted For" (ATAF)
indicating that a tool inventory has been conpl et ed.

f. Records are required for the |ast 200 hours of operation
on each aircraft. Wen these records exceed the 200 hour
retention requirenment, they may be disposed of in |00 hour
i ncrenments.

g. Undue stresses (such as hard | andi ngs, severe
turbul ence, etc.) shall be recorded in the airframe | ogbook and
the aircraft will be properly inspected and decl ared ai rworthy
bef ore being released for further flight.

603. Mai nt enance O ficer. The cl ub mai ntenance officer

a. shall be a menber of the BOD and will exercise general
supervision over the club's aircraft maintenance programto
ensure that all aircraft are in an airworthy condition.
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b. should have a background in aircraft mintenance gai ned
frommlitary or civil aviation experience. Although not
mandat ory, an A&P Mechanic's certificate is desirable.

c. 1is responsible for overall managenent of the maintenance
program and is the authority for all club maintenance policy.
This authority includes grounding of club aircraft, which are
deemed not airworthy, including transient NFC aircraft. The
mai nt enance officer shall conply with all FAA directives,

i ncluding ADs that apply to the type and nodel of aircraft
possessed. The mmi ntenance officer shall also

(I') coordinate club maintenance requirenents with the
host activity. Such support includes facilities, supplies,
equi pnment, and joint use of maintenance spaces.

(2) devel op a mai ntenance programto quickly correct
di screpanci es.

(3) establish a witten positive tool control program
whi ch shall include, but is not limted to

(a) an inventory of all club tools and equipnent.

(b) procedures for inspecting and returning an
aircraft to flight status if a m ssing tool cannot be | ocated.

(4) frequently inspect club maintenance facilities.
Control and mai ntenance of aircraft spare parts inventory and
tool control are special notice itens.

(5) assune responsibility for security of aircraft while
under goi ng mai nt enance, provide a standard procedure for
securing unattended aircraft, and establish a standard procedure
to prevent aircraft frombeing flown with uncorrected
safety-of -flight discrepancies.

(6) ensure all maintenance requiring certification is
conpleted in aircraft and engi ne | ogbooks.

(7) coordinate all maintenance matters with the club
manager .
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(8) establish a witten fuel quality assurance program
Fuel supplied to clubs by comrercial vendors nust neet the
st andards established by Anerican National Standards Institute.
Fuel storage facilities nust neet standards prescribed by
National Fire Protection Association. Fuel quality assurance
program nust include, at a m ninmum procedures for

(a) periodic checking of fuel storage tanks and
punpi ng equi pment sunps for water or other contam nants.

(b) checking, cleaning, and replacing filters in
punpi ng equi pnment at proper and specific intervals.

(9) fornulate a set of corrosion control maintenance
requi renent cards for each type aircraft in the club inventory
to use as a tool to satisfy FAA AC 43-4B.

(10) ensure club has or has access to a technical
library with all up-to-date required maintenance publications
and directives. Technical library shall include, at a m ninmm
the follow ng publications:

(a) Aircraft, engine, and propeller service nmanuals,
cat al ogs, service letters, and bulletins.

(b) FAR, part 39, ADs and volunme |, Summary of ADs
for Small Aircraft.

(c) FAR, part 43, Mintenance, Preventive
Mai nt enance, Rebuil ding, and Alternation.

(d) FAR, part 45, ldentification and Regi stration

Mar ki ngs.

(e) FAR, part 47, Aircraft Registration.

(f) FAR, part 91, GCeneral Operating and Flight
Rul es.

(g) FAA AC 43-16, General Aviation Airworthiness
Alerts.

(h) FAA AC 43-13B, Positive Tool Control.
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(i) FAA AC 43-13.1B, Acceptable Methods, Techni ques,
and Practices Aircraft Inspection and Repair.

(j) FAA AC 43-13.2A, Acceptable Methods, Techni ques,
and Practices Aircraft Alterations.

(k) FAA AC 43-4B, Corrosion Control for Aircraft.

(') FAA AC 43-9B, Mintenance Records, Genera
Avi ation Aircraft.

(11) ensure an up-to-date aircraft equipnent |ist and
wei ght and bal ance data are carried aboard aircraft at al
tinmes.

(12) ensure that maintenance planning and scheduling are
adequate to provide maxi num nunber of aircraft possible during
periods of peak flying activities such as weekends and hol i days.

(1'3) develop and keep current an aircraft status board,
whi ch indicates at a m ni num

(a) time until 100 hour inspections.

(b) dates of annual inspection, transponder/encoder,
static/altinmeter and Energency Locator Transmtter (ELT) battery
checks due.

(c) time until major overhaul (if applicable).

(d) hours until ADs are due (including recurring).

(e) current aircraft status (flyable or grounded).

(1'4) designate and maintain a list of three or nore
persons authorized to certify aircraft as ready-for-flight.

(15) ensure a weekly Foreign Object Damage (FOD)
wal kdown i s conducted of all flying club hangar spaces and
aircraft ranp areas.

604. Adm nistering Activity Maintenance Advisor. Admnistering
activity mai ntenance advisor shall attend quarterly club BOD
meeti ngs and assi st club maintenance officer as necessary to
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ensure conpliance with applicable rules and regul ati ons.

Adm ni stering activity maintenance advi sor shall al so
participate in an annual inspection of the club, using checkli st
in appendi x B.

a. Inspection shall include, but is not be |limted to

(1) material condition of aircraft and associ ated
equi prment

(2) currency of maintenance manual s and associ at ed
publ i cations,

(3) adequacy and condition of facilities,

(4) general safety practices,

(5) tool control program

(6) security of aircraft while undergoi ng mai ntenance,
(7) maintenance docunentation, and

(8) managenent of aircraft spare parts inventories.

b. Adm nistering activity mai ntenance advi sor who does not
hol d an A&P Mechanic’s |icense nust not performduties of an FAA
| nspect or.

605. Mai ntenance Check Flights. Safety of flight repairs

i nvol ving renoval /repl acement of flight control surfaces, major
mechani cal repairs, such as carburetor, nagneto, or engine

repl acenent, etc., or any other function deened necessary by the
manager / mai nt enance officer, shall require a maintenance check
flight be conducted by a cl ub-desi gnated mai nt enance check
pilot. Mintenance check flight pilots shall be designated in
writing by the chief flight instructor.

606. Mai ntenance Turns. A club enployed or contracted A&P
mechanic who is not a rated pilot, nust be acconpani ed by an
appropriately rated pilot to taxi aircraft beyond the i medi ate
bounds of the club ranp. An appropriately rated pilot shall
perform any hi gh-speed taxi maintenance check.
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Chapter 7

FI NANCI AL MANAGEMENT

701. Local MAR Fund Fi nancial Mnagenent. Purpose of the |ocal
MAR or gani zation is to support |local MAR activities, e.g., food,
beverage, entertainnment, recreation and sports, child care
prograns and facilities, NFCs, by providing overall supervision
and adm nistration, including financial managenent of their NAF
financi al resources.

702. Policy and Procedures. As an MAR category C activity,
NFCs will conply with the financial and accounting policies and
procedures defined in reference (b),| (chapters 1 through 10 and
appendi x C)| and ot her financial managenent policies, procedures
and menoranda i ssued by NAVPERSCOM ( PERS-65). NFCs operate as
decentralized MAR activities. They do not operate under
NAVPERSCOM Recreati on and Mess Central Accounting System
(RAMCAS). All flying club support services functions, e.g.,
accounting, banking, preparation of financial statenents,
personnel adm nistration, payroll, procurenent, internal control
processes and procedures, marketing, publicity, etc., shall be
provided by the mlitary MAR organi zati on.

a. Successor in Interest. NAVPERSCOM (PERS-65) is
successor in interest to flying club bank accounts. CO
adm nistering a flying club will notify depositories in witing
t hat NAVPERSCOM ( PERS- 65) is successor in interest to the flying
club bank accounts and the bank will have no responsibility
after transfer of funds to or under the order of NAVPERSCOM
(PERS-658). A copy of these letters will be forwarded to
NAVPERSCOM ( PERS- 658) .

b. Financial Plans and Budgets. Budgeting consists of
establ i shing specific future goals and periodically measuring
results of those goals. Budgets shall address cash, operations
and capital requirenents, and contain a statenent of financi al
condition. Budgets shall be approved by the installation CO
Local NFCs will submt annual budgets to the CO via the MAR
director at |least 30 days prior to the beginning of the fiscal
year. Budget should be prepared using the sane fornmat
prescribed for other MAR activity budget subm ssions and
forwarded to NAVPERSCOM ( PERS-658F). (Do not include the NFC
budget as part of the normal MAR budget subm ssion package).
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703. MAR Base Level Accounting System (BLAS). The MAR BLAS
w ||l be used to provide accounting services for NFCs.
Departnment and account code usage should be limted to the
foll owing (see appendi x XX for guidelines for specific use of
NFC account s/ departnments):

Account s Depart nents
101 181 683 00
102 183 686 03
108 251 701 10
109 301 761
131 501 761
132 532 763
133 569 783
134 601 784
151 641 799
171 661 812
173 681 912
a. NFC financial data will be recorded in BLAS under fund

nunmber 02XXX (XXX being the local 3-digit MAR fund nunber).
Since the NFC and MAR funds will be kept separate, the | ocal MAR
busi ness office will not transmt NFC financial data to RAMCAS
at nonth end.

b. Unless noted herein, accounting policies and practices
for NFCs are the sanme as those for all other MAR activities.
(These are contained in the RAMCAS User Handbook as well as al
ot her rel evant NAFI financial policies and instructions.)

c. NFC financial statenments should be nonitored locally to
the sanme extent that other MAR activity financial statenents are
revi ewed. BLAS generated NFC nonthly financial statenents nust
be mail ed t o NAVPERSCOM ( PERS- 65) .

d. Local MAR will provide NFC procurenent requirenments
usi ng NAFI procurenent procedures. NFC service contracts, e.g.,
flight instructors, aircraft mechanics, will be prepared and

mai nt ai ned by the | ocal MAR business office.

e. As defined by reference (a), NFCs are an MAR Category C
activity. NFCs are not authorized any direct APF support.
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f. Depreciation for NFC fixed assets will follow the
gui del i nes per RAMCAS User Handbook. Current depreciation
schedul es outline an average useful life span from2 to 10 years

for aircraft. Policy waiver by NAVPERSCOM ( PERS-65) is required
to extend the depreciation schedul e beyond the current useful
life.

g. Since NFC and other MAR funds are separately maintained,
use of the local NFC checking account to deposit revenues and
make di sbursements shall be used. NFC checkbook and rel ated
docunments will be retained at the MAR busi ness office.
Additionally, the MAR business office will performnonthly
reconciliation of the NFC checking account. Simlar to other
MAR di sbursenments, the MAR director (or their designated
representative) will have signature authority for NFC
di sbursenents.

h. NFC daily receipts my be deposited to the |ocal
depository bank directly by the NFC or through the I ocal MAR
central cashier process, as determned locally. At the end of
each NFC cashier’s schedul ed working period, the cashier wl
count the receipts, and prepare the applicable cashier section
of a Daily Activity Record (DAR). The DAR and the receipts wll
be turned in to the MAR busi ness office, or deposited in a night
depository-type safe, as directed, to be picked up by an
aut hori zed person fromthe MAR business office. |f the NFC
staff makes | ocal bank deposits, proper internal control
procedures require that a person other than the cashier nust
prepare and neke the deposit. The bank deposit slip wll be
forwarded to the MAR busi ness office.

i. MR wll enter NFC di sbursenment checks into the BLAS
system manually as is done for other MAR “handwitten” checks.

j. MAR business office will process the NFC payroll. NFC
enpl oyees will be added to the MAR ADP conpany code, which the
MAR payroll clerk will use to process NFC payroll. Paynment and
subsequent rei mbursenment of NFC sal ary and benefit expenses wll
be recorded in account 00-133-00 on the MAR financi al
statenents. Specifically, in the enployees Master File of the
Managi stics payroll program enter the code “AR00” as the
identification nunber (Field 8). This will direct NFC enpl oyee
gross sal ary expenses to account 00-133-00 on the payrol
summary. \Wen the NFC sal ary expenses are reinbursed to the MAR
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fund, it should be credited to this sane account nunmber on the
DAR. Each pay period MAR will forward an invoice to NFC

representing the full salary and benefits downl oad anmobunt owed
to the MAR Fund. While Wirkman’s Conpensation and Unenpl oynent
Benefits expenses are assessed for all enployees, only regular
full-time and regular part-tine enployees are eligible to el ect

certain other benefits, e.g., health, disability, life,
retirenment and 401K. All benefits nust be manually cal cul ated
and set up as receivables in account 00-133-00. NFC enpl oyers

benefits downl oad anobunts are cal cul ated at the follow ng rates:

Wor kman’ s Conp .024 times the anount of enployee’s
gross sal ary

Unenpl oynent .012 tinmes the anobunt of enpl oyee’s

gross sal ary

Medi cal 4.900 times the anpunt the enpl oyee
pays

Disability 1.090 tines the amount the enpl oyee
pays

Life 1.090 tinmes the anobunt the enpl oyee
pays

Ret i r enent 1.300 tinmes the amount the enpl oyee
pays

401K Up to 3 percent dollar for dollar

mat ch of enpl oyee contri bution

k. MAR business office will prepare and process a check

fromthe NFC bank account to rei nburse the MAR fund for actual
NFC sal ary and benefit expenses.

| . Subsidization of NFCs by mlitary MAR NAFs is not
aut horized. Further, local MAR organi zations will not charge
the NFC to provi de support services, e.g., accounting, payroll

NFC program operating policies remain in effect as contained in
reference (c).

704. Responsibilities. The adm nistration and supervision of
flying club assets and financial affairs is the responsibility
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of the installation CO who is assisted by the MAR director and
cl ub manager, and advised by the BOD.

a. Commanding Oficers (COs)

(1) COs have the sane responsibility for the proper
adm ni stration, supervision and operation of NFC progranms and
funds as for any other MAR program They are responsible for
the financial condition, to include solvency, stability and
di ssolution of NFC funds.

(2) This responsibility is subject to the overal
adm ni strative guidance contained in this instruction to ensure
that NFC progranms are established, adm ni stered, and operated in
a safe and efficient manner.

b. MAR Director. MAR director is designated by the CO in
writing, as the overall adm nistrator and manager of the MAR
program MAR director is the chief operating and financi al
officer for all activities of the MAR departnment. NFC is an
el ement of the MAR program As such, the MAR director is
accountable to the CO for flying club program content, financi al
integrity, and health and acconplishnment of the flying program
m ssion. The general financial duties of the MAR director are
described in chapter 3 of reference (b).| For the activity CO
responsibilities of the MAR director include, but are not
limted to

(I') ensuring conpliance with reference (b) as augnented
by NAVPERSCOM ( PERS- 658F) and chai n- of - command.

(2) review ng and evaluating financial statenents and,
when directed, forwarding to higher authority.

(3) ensuring club operations are per approved budgets.
(4) preventing unauthorized appropriated or NAF support.

(5) effecting corrective action on recommendati ons nmade
by audit, NAVPERSCOM ( PERS- 658F)/ advi sory personnel.

(6) endorsing recomendations of the club manager/ BOD
concerni ng NFC operations.
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(7) ascertaining that flying club assets are properly
adm ni stered and saf eguarded, all incone is received in full and
recorded, all bills are paid on time, and all disbursenents are
made only for authorized purposes.

(8) nmonitor to ensure the club is financially operating
in the black, or at |east at a break-even point. Every effort
shoul d be made to ensure the club does not go into arrears,
especially over an extended period of tine.

(9) directing physical counts of inventories that are
requi red by governing directives.

(10) designating a tenporary manager when required.
c. Activity Manager. NFC manager is the on-site individual

responsi ble for the operation of the flying club and assists the
MAR di rector by

(1) supervising overall operation of the activity,
i ncludi ng the devel opnent and execution of prograns, budgeting,
activity solvency, internal controls, and devel opnent of
facility inprovement, and equi pnent procurenent prograns.

(2) ensuring that financial and operating standards are
met .

(3) nmaintaining custody of all governnment property of
the activity and pertinent records. Manager is responsible for
t he saf ekeeping, preservation, and accessibility for inspection
of all property and will not permt renoval fromthe activity's
prem ses without the MAR director’s approval.

(4) verifying merchandi se recei pts and saf ekeepi ng of
all merchandi se.

(5) ensuring financial information and budgets are
prepared within established time frames, submtted to the MAR
director, MAR business office, or CO as required.

(6) establishing effective cost controls.

(7) assisting MAR business office in nmaintaining
accurate accounts and records.
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(8) recomendi ng enpl oynent and di scharge of enpl oyees
paid fromactivity funds and establish working hours for
enpl oyees.

(9) establishing an appropriate training programfor al
NFC personnel .

(10) staying infornmed of all current policies and
regul ati ons applicable to NFC operations.

(11) devel oping, inplenenting, and maintaining an
internal control system per reference (b) and locally
est abl i shed processes and procedures.

(12) being financially responsible for |osses of
nmoni es/ property when their dishonesty, fraud, or cul pable
negligence is established.

(13) ensure physical counts of inventories are conducted
as required by governing directives.

(14) ensure preparation, accuracy, and retention of
source docunents including, but not limted to, accounts and
records of property and transactions incident to establishnment,
operation, and |iquidation.

(15) ensure the club is operating financially in the
bl ack, or at |east at a break-even point. Every effort should
be made to ensure the club does not go into arrears, especially
for an extended period of tine.

705. Appropriated Fund (APF) Support. CQuidance for APF support
for flying clubs is contained in reference (e).

706. NAF Support. Flying clubs may neither receive revenue
fromnor distribute dividends to other NAFIs. The | oan of funds
from another NAFI to a flying club (paragraph 301b) will be
approved only when such a loan will not nmaterially affect the
financial status of the lending NAFI. Such |oans mnmust be
approved by NAVPERSCOM ( PERS-658) and will be nade on a
guaranteed basis with interest.

707. Fraud or O her Dishonest Act. Any enpl oyee, nenber, or
person connected with a NFC nust report to the proper authority
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any suspected m sappropriation, enbezzlenent, |arceny, or
robbery of property or funds, or other inproper matter for
action follow ng applicable regulations, including the DOD
(Assi stant Secretary of Defense for Personnel and Readi ness)
Mermor andum of 24 Sept enber 1993, Defense Policy for
Nonappropri ated Fund Fi nanci ng Responsibility.

708. Audit and Inspection. Al activities and functions within
all levels of command are subject to audit and inspection.
Policy quidance for audit coverage of NAFIs is contained in
reference (b) chapter 10, paragraph 1002, and in reference (q),
encl osure (1). Mshandling of flying club funds and property,
viol ation of the standards of conduct, and any other i nproper
situation will be referred to and investigated by the activity
CO and, when appropriate, the Naval Crim nal Investigative
Service (NCIS). Irregularities of a serious nature shall be
reported through the chai n-of-conmand and NAVPERSCOM ( PERS- 658F)
to Assistant Secretary of the Navy (Fi nancial Managenent).
Flying club financial records shall be audited at |east annually
by the | ocal command eval uati on representati ve.

709. Records Managenent. Records pertaining to admnistration
of flying club funds shall be maintained and di sposed of per
reference (r), part 111, chapters 5 and 7.

710. Investnents. Funds shall not be generated nmerely for
i nvest nent purposes. When, however, cash is accunul ated for
programmed purposes, e.d., engine replacenent or overhaul,
managenment may consider investnment of funds in excess of

i mmedi at e operational requirenents. Regulations and
restrictions regarding investnent of flying club assets are
contained in appendi x A /| attachnment C. 4, of reference (b).

711. Recording of Financial Transactions. Reference (b)
outlines procedures for handling and recording of financial
transactions for NFCs and contains established uniformchart of
accounts for recording of financial transactions for NFCs.

712. Taxes. As an MAR activity, NFCs enjoy the status of a
NAFI of the Federal Governnent and are not subject to incone tax
(I'RS Ruling 54-556), and are not required to file incone tax
returns. Flying clubs are not required to file an application
for exenption to establish its exenpt status from federal incone
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tax (RS Ruling 667-249). Tax guidance for flying club NAF
enpl oyees and contractors is provided in chapter 8 and
appendi x C, paragraph 0511, of reference (b).

713. Pay As You Go. Flying on credit is not authorized.
Menmber must pay upon return fromflight and will not be all owed
to fly club aircraft again unless all club financial obligations
have been net.

714. Advance Paynent/Block Tine. Paying for flight tinme in
advance is not authorized. The only exception will be for those
menmbers that have borrowed noney froma | ending institution for
t he sol e purpose of flight training (i.e., a student pilot
training for a private pilot license or a nenber training for an
i nstrunment/comercial rating, etc.)
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Chapter 8
I NSURANCE
801. Liability and Hull Insurance. Aviation liability and hull

insurance for all NFCs is provided by a single insurance policy
which is centrally procured by NAVPERSCOM ( PERS-658). Al
aircraft operating in the NFC program shall be covered by the
NFC program centrally nmanaged aircraft insurance policy.
Aircraft not affiliated with a NFC may not be included for
coverage under this policy.

802. Insurance Coverage. Coverage is defined as being for the
"Non- Conmerci al " operations of all NFCs. Coverage applies only
to the pleasure, business, and instructional uses of aircraft in
the NFC Progranis inventory.

803. Premiunms. The Hull or Aircraft Physical Damage coverage
premumis determ ned by the declared property val ues of all
aircraft in an individual club's inventory. The liability
coverage premumis determ ned by the total nunber of seats for
all the aircraft in each individual club's inventory.

a. Apremumrate is established for both hull and
liability and this rate is then nultiplied by either the nunber
of seats or the total value of all aircraft to determ ne the
premum Each aircraft is charged only for the period of tinme
that it is in an individual club's inventory (as determ ned by
its declared value, using current "Blue Book" retail values and
t he nunmber of seats installed during that period). Simlarly,
if the declared aircraft val ue changes, the premumis prorated
on a daily basis to reflect the change in the value of the
aircraft.

b. It is mandatory that all clubs advi se NAVPERSCOM
(PERS- 658F) of all aircraft additions, deletions, and changes in
value at the earliest practical date. Subsequently, NAVPERSCOM
(PERS- 658F) shall report this information to the aviation
i nsurance broker and the insurance conpany so that no | apse in
coverage occurs.

c. Premiuns are billed nonthly and are due and payabl e upon
receipt of billings. The cost of the aviation insurance
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coverage i s borne by each individual NFC proportionate to the
size of each club's aircraft inventory.

d. \Wien writing | ease agreenents, |ease agreenents shal
include terns, which allow for cancellation of |lease if the
aircraft beconmes non-operational for an extended period of tine.

804. Types of Insurance Coverage Provided

a. VLiability. Liability coverage provides protection to a
single limt of $25 mllion for the death, or bodily injury to
others, as well as danamge to the property of others. "OQhers,"

defined as those persons on the ground, as well as passengers
onboard NFC aircraft.

b. Hull. Hull or Aircraft Physical Danage coverage
provi des protection for the aircraft hulls, up to the declared
val ue of each aircraft. The hull value for each non-governnment
owned aircraft shall be at |east 85 percent of current retail
bl ue book value. Aircraft values are reviewed quarterly by
NAVPERSCOM ( PERS- 658F) to ensure proper coverage i s nmaintained
(Al't hough there is no requirenent to do so, clubs are strongly
encouraged to purchase hull coverage for Governnment aircraft, by
virtue of the fact that the MAR central insurance fund will not
rei mburse for damages to Governnent aircraft. Current m ninum
coverage’s shoul d be obtained from NAVPERSCOM ( PERS- 658F) .

c. Enmergency Medical. Energency nedical costs are covered
relating to a covered accident or mshap, up to $5,000 for each
passenger, pilot, and crewrenber within 1 year fromthe date of
a covered accident. Specifics are avail able from NAVPERSCOM
( PERS- 658F) .

805. Entities Covered by Aviation Insurance. Follow ng nanmed
i nsured are covered by the insurance described in paragraph 804:

a. The United States of Anmerica and all agencies thereof.
b. Al NFCs and their individual nenbers.

c. Those certified flight instructors and aircraft
mai nt enance personnel (A&P Mechanics) retained as i ndependent
contractors of the NFC program but only with respect to
operations by or on behalf of the NFC
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d. All enployees and bona fide volunteers of a NFC while
acting within the scope of their duties.

e. All registered owners of aircraft |eased to a NFC
f. Al recorded lienholders of aircraft are covered for
their financial interest in aircraft, which are either owned by

or leased to a NFC.

806. Property Coverage Conditions

a. The current deductible, which applies to all physical
damage clains, is $1,000. This is to be borne by the individual
NFC. This deductible only applies to clainms for aircraft that
have been damaged and are repairable (partial |o0ss).

b. If an aircraft is totally destroyed, the hull or
physi cal damage i nsurance coverage and the liability insurance
coverage for that aircraft term nates, effective the day after
the accident/incident.

c. |If an aircraft has sustained danage resulting in a
partial |loss and an insurance claimis filed and subsequently
pai d, then both hull/physical damage and liability coverage wl |
remain in effect. Accordingly, premuns for these coverage’s
wi Il continue to be charged.

807. Pronptional Prograns. Caution nust be exercised in the
conduct of pronotional events. In conjunction with an "Open
House" event in support of the NFC, pronotional rides may be
provi ded to prospective new nenbers. A one-tine charge
representing a per person fee to defray aircraft operating
expenses related only to the introductory flight may be | evied.
If a prospective nenmber is allowed to take control of the
aircraft, a Certified Flight Instructor nust conduct the
introductory flight. Prospective nenbers shall conplete a
Covenant Not to Sue, Hold Harm ess and I ndemity Agreenent
(appendi x D)) before taking their introductory flight.

808. Flights to Mexico. Flights to Mexico or accidents/
incidents while in Mexico may result in the pilot/crew being
jailed/aircraft being inpounded unl ess additional aviation
insurance is witten by a Mexican insurance conpany. This
speci al insurance coverage nust be verified and docunented by
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NAVPERSCOM ( PERS- 658F) prior to departure fromthe United
States. Suitable insurance may be obtained with the help of
NAVPERSCOM ( PERS- 658F). The cost of this additional insurance
will be borne by the user flying club.

809. Reporting of Clains and Losses. Accidents and incidents
that result in clainms shall be reported as soon as possible to
NAVPERSCOM ( PERS- 658F) and foll owed up with a "M shap Report” or
an "Unusual Occurrence Report" per chapter 9 of this
instruction. The club reporting official will be advised what
information will be needed by the aviation insurance conpany to
begi n adjusting and processing any cl ai ns.

a. | f NAVPERSCOM ( PERS- 658F) cannot be reached, the NFC
reporting official should contact either the Aviation Insurance
Broker or the Aviation |Insurance Conpany Claims Manager to
report the accident/incident. Phone nunbers for the broker and
i nsurance conpany are listed on the first page of the current
i nsurance policy maintained at each cl ub.

b. Any person expressing a desire to file a clai magainst
an individual NFC or against any other entity which appears to
arise out of the operations of that NFC, nust be referred to the
Avi ation I nsurance Conpany's Clains Departnment as soon as
possible. Club officials, nmenbers, and enpl oyees shoul d not
di scuss claimmtters with potential claimnts or their
attorney(s) except to refer themto the Aviation |Insurance
Conpany Cl ai nrs Manager.

810. Requests for Clarification of Insurance Coverage.
Questions pertaining to insurance coverage for the NFC Program
shoul d be addressed to NAVPERSCOM ( PERS- 658F) .
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Chapter 9
REPORTI NG PROCEDURES
901. Responsibility. Commandi ng officers (COs) of activities

adm ni stering NFCs are responsible for ensuring that periodic
and specific reporting requirenents are net.

902. M shap Reporting. CGOs shall require the investigation and
reporting of all reportable injuries, fatalities, and materi al
(property) damage involving personnel and equi pnent associ at ed
with NFCs operating within their respective commands. Wen a
person is injured or killed or property danmage occurs at a

| ocation rempte fromwhere club aircraft are based and operat ed,
the naval activity nearest the scene shall notify the

adm ni stering activity CO and investigate and report the m shap
per this instruction, unless relieved of this responsibility by
the adm nistering activity CO  The final responsibility for
ensuring that the report is submtted rests with the

adm ni stering activity CO.

a. Basic Reporting Requirenment. Any accidental injury,
fatality, or m shap involving material (property) damage which
results in one or nore of the follow ng shall be investigated
and reported under this instruction:

(I') Fatality - regardless of time between injury onset
and deat h.

(2) Five or nore |ost work days - away from worKk.

(3) Material (Property) Damage - involving any repair or
repl acenent of property/equipnent.

(4) Any incident or accident not neeting the above
criteria should be reported as an "UNUSUAL OCCURRENCE. ”

b. USMC/ USMCR Personnel. Cases of injury or fatality
sustained in a NFC aircraft m shap are reportable per this
instruction. These reports will be in addition to any reports
requi red by Marine Corps regul ations.
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c. Subnission of Reports

(I') General. Flying club m shap reports are to be
uncl assified (FOR OFFI CI AL USE ONLY) unless classified
information is included. Classified information will not
normal ly be involved and shall be included only when essenti al
to determ nation of cause factors or otherw se necessary to
understand the circunmstances of the m shap.

(2) Prelimnary/Update/Final Aircraft M shap Report.
Flying club safety officer shall submt a Prelimnary M shap
Report (BUPERS 1710-21) for any mishap involving club aircraft
which results in injury to mlitary or civilian personnel
causing 5 or nore | ost work days/property damage in excess of
$500. This report will be submitted in addition to reports
required by the NTSB. Prelimnary M shap Reports nust be
submtted within 24 hours. M shap Update Reports shall be
subm tted, as additional information becones avail able. Final
M shap Reports nust be submtted within 30 days after conpletion
of the m shap investigation(s). All reports shall be submtted
(in appendi x F message format) to COVNAVSAFECEN (Code 10); info
NAVPERSCOM ( PERS- 658F); CNO (N88); "All NFC Activities"; and the
reporting club’ s chain-of-command.

(3) NTSB 6120.1 or 7120.2, Pilot/Operator Aircraft
Acci dent Report. CO s conmmand appoi nted safety advi sor shal
assist the club safety officer in reporting flying club nm shaps
and incidents as required by reference (d). A COPY OF TH S
REPORT MJUST BE SUBM TTED TO COVNAVSAFECEN (CODE 10); CNO (N88);
AND NAVPERSCOM (PERS- 658F). If there is doubt about
classification of a m shap/incident, the club safety officer
shoul d request the assistance of the nearest NTSB or FAA
facility to determ ne the proper classification

(4) Additional Information. Unusual occurrences not
ot herwi se required by NTSB, part 830, but which may be used in
m shap prevention nust be reported to the adm nistering activity
safety office for evaluation. Copies of such reports should be
sent to COWNAVSAFECEN (Code 10) and NAVPERSCOM ( PERS- 658F), per
par agraph 902c(3).
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(5) Rel ated Reports

(a) Civilian Occupational Injury and Death. Use
reference (s) for guidance in separate record keepi ng and
reporting requirenents of occupational injuries and deaths to
Navy civilian personnel.

903. Unusual Occurrence Reports. Although not reportabl e under
the guidelines |listed above, in appendix F,| or by reference (d),
vari ous events, whether ground or in-flight, may occur that
contain useful information to prevent a future m shap or injury
based on the originator's experience. Identification and

i ssuance of the information aids in elimnating potenti al
hazards before they result in a m shap. Each individual has an
obligation to others in the aviation comunity to report
hazards. BUPERS 1710-22, Unusual Occurrence Report nmessage
provi des each flying club with a comruni cati ons vehicle to
report these hazards. Using the format discussed in appendix G
the originator can provide other flying clubs with a clear

pi cture of what took place, |essons |earned, and data for future
trend analysis. The quality of the report obviously depends on
the quality of the local investigation into the attendant
circunmstances. The overall success of the Unusual Occurrence
Report Program depends on the subm ssion of conplete, open, and
forthright information and opinions concerning safety matters.

a. Method of Subm ssion. Unusual Cccurrence Reports shal
be prepared following the format di scussed in appendi x G and
submtted to command safety advisor (CSA) for review. The CSA
or authorized releasing authority will forward the nessage to
other clubs via mlitary nessage utilizing the "ALL NFC
ACTIVITIES" CAD. It should be noted that the CAD nessage system
is only to be used for dissem nation of essential aviation
safety information and not for routine adm nistrative matters.
(Refer to references (s) and (t)| for assistance). |If desired,
the report may be sent via mail or nessage with COVNAVSAFECEN
(Code 10), as the sole addressee. This reporting nmethod may be
used by activities reluctant to identify hazards arising from
uni que situations or circumstances. COVWNAVSAFECEN ( Code 10)
will guard the report's confidentiality using an edited report.
The exercise of command influence to edit, nodify, or in any way
censor the content of reports is contrary to the spirit of the
program
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b. Non-Privileged Status. Unusual Occurrence Reports are
not considered privileged and are rel easable to the public upon
appropriate official request. The only restriction on their use
is designation as "FOR OFFI CI AL USE ONLY." Personal
identifiers, such as nanes and social security nunbers shall not
be included in Unusual Occurrence Reports, except as point of
contact. |If the investigation of a hazard can be properly
conducted wit hout the use of such personal information, such
i nformation should not be solicited.

c. For Oficial Use Only (FOUO . Unusual Occurrence
Reports are FOUO. See reference (s)| for instructions on the
handl i ng of "FOR OFFI Cl AL USE ONLY" docunents.

904. Annual Report. An annual report of flying club operations
shall be submtted to NAVPERSCOM ( PERS-658F) no | ater than

30 Novenber. BUPERS 1710-18, NFC Annual Report nust cover al
club activity for the preceding fiscal year. Format for the
annual report is contained in appendix A and will include

a. general operating information.
b. flight hours per aircraft, per quarter.
c. aircraft inventory.
d. Menbership sumary as foll ows:
(1) Active duty enlisted
(2) Active duty officers
(3) Reserve enlisted
(4) Reserve officer
(5) Famly nmenbers
(6) Retired mlitary

(7) DODI/ Civilian
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e. admnistering activity COs narrative, including an
overall assessnent of the club's operation and contribution to
t he command.

f. nost recent adm nistering activity inspection results.

905. Reporting of Receipt/Transfer of Non-Stricken, Navy
Loaned-Aircraft. As noted in chapter 3, paragraph 303a, the
receiving or transferring COw ll submt a letter report of the
transaction, report control symbol BUPERS 1710-23, Report of
Recei pt/ Transfer of Navy Loaned Aircraft.

906. Report of Establishment/D sestablishnment of a NFC.
Reporting requirenments incident to establishment/

di sestablishment of a NFC are discussed in

chapter 1,| report control synbol BUPERS 1710-19, Report of
Est abl i shnent/ Di sest abli shment of a NFC.
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APPENDI X A
ANNUAL REPORT
BUPERS 1710-18
FLYI NG CLUB NAME
PREPARED /
( Name) (Position Title)

Ref: (a) BUPERSI NST 1710. 22
1. Per reference (a), followng information applies to FY-__ .
2. Ceneral information about the club’s activities during the
fiscal year (i.e., aircraft m shaps, special events that
occurred during the year, etc).
3. Nunber of flight hours per aircraft, per quarter.
4. Aircraft inventory, include active and inactive aircraft.
5. Menbership summary at the time of this report

a. Active duty enlisted.

b. Active duty officer

c. Reserve enlisted.

d. Reserve officer

e. Famly nmenbers.

f. Retired mlitary.

g. DOD/Civilian.

6. Adm nistrative commanding officer’s (COs) narrative.

7. Attach a copy of the npbst recent command annual inspection.
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APPENDI X B
NFC | NSPECTI ON CHECKLI ST
Flying Cl ub Narme:
| nspection Dates: from to
| nspection Perfornmed by: /
( Name) (Position Title)

Ref erence: (a) BUPERSI NST 1710. 22

Organi zati on, Managenent, and Adm ni stration

1. |Is the flying club organi zed under the |ocal
MAR or gani zation?
2. Are support services functions, e.g.,
accounting, banking, procurenent, personnel

adm ni stration, payroll cash controls, internal
control processes, etc., being provided by the
MAR busi ness office?

3. Has the adm nistering activity commandi ng officer
(CO) appointed the required advisors? (para 202b)

4. Do the advisors attend the BOD neetings?
[ para 202c (5)]

5. Has the club manager established operational and
adm ni strative procedures to conply with

BUPERSI NST | 71 0. 22, FARs, DOD 7000. 14-R, vol 13
(para 701), and ot her applicable directives?
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Yes No

6. Do accounting procedures conmply with
DOD 7000. 14-R, vol 13 (para 701a)?

7. Are adequate hangar space and related facilities
provi ded by the base? (para 105b), 202)?

8. Are all required command i nspections being
perforned? [para 202 and para 203]

9. Does the admnistering activity CO s inspection
team consi st of: (para 203)

a. Activity Safety Advisor?

b. Activity Operations Advisor?

c. Activity Mintenance Advisor?

d. Command Eval uation or Internal Review staff?

10. Does the inspection team use checklists and
cite references for discrepancies noted? (para 203)

11. Is the BOD properly organi zed? (para 205)

2. Is the BOD discharging its duties properly?
(para 205)

13. Is the manager a NAF enpl oyee? (para 206)
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Yes No

14. Are flight instructor contracts set up properly?
(para 208)

15. Has a chief flight instructor been designated?
(para 207)

6. Is flying club nenbership restricted to those
eligible? (para 209d)

7. 1s a nmenbership and training folder avail able
for each nmenber? (para 214)

| 8. Does each individual training folder contain
the follow ng m ninmuminformtion? (para 214)

a. Menbership data (approved nenmbership
application)?

b. Witten exam nations? (paras 214e & 416)

c. Check-out records?

d. Annual standardi zation check records?
19. Are pilot information cards (PIC) avail able for
flight clearance authority use? |f PIC cards are not

used, pilot information nust be avail able via conputer
access. (para 215)
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Ai rcraft, Equi pnent and Supplies

Yes No

. Were new aircraft acquired properly? (para 301)

2. Does the club have nore aircraft than its | evel
of menbership can support? (para 302)

a. Approximately 20 nenbers per aircraft?
b. Approximately 35 to 40 revenue-produci ng hours
per nonth for each aircraft?

3. Can aircraft be operated within existing club
mai nt enance resources? (para 302)

4. Are any aircraft and engine replacenment parts
obt ai ned t hrough the Navy supply systenf? ________

a. Are they resold or passed to privately-owned
or leased aircraft? (para 305a)

b. 1Is the cost of parts obtained through the
Navy supply system fully reinbursed by the flying
club? (para. 306)

5. Are fuels and chenicals made avail abl e under
current Navy Supply System directives? (para 306)
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Yes No
6. |s aviation fuel purchased under the Navy Supply
Systemresold to individuals for use in privately-
owned aircraft? (para 306)

7. |Is the cost of aviation fuel procured fromthe
Navy Supply System fully reinbursed by the flying
club? (para 306)

8. Does club spare parts inventory reflect
anti ci pated usage? (para 307)

9. Is club property safely and securely stored?
(para 307)

10. Are inventories of club property taken quarterly?
(para 307)

| 1. Do all club aircraft have current FAA
regi stration? (para 308)

Operati ons, Training, and Standardi zati on

I. Is the established |ocal flying area within 100
nautical mles? (para 401l1la)

2. 1Is the local flying area clearly displayed in the
club facility? (para 401a)
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Yes No
3. Is a systemin effect which ensures that all
pilots read and initial the PIF before flying as
pil ot-in-command? para 403b (2)

4. Are all flight clearance authorities designated
in witing by the adm nistering activity CO? (para 401)

5. Does the club allow nenmbers to perform aerobatic
maneuvers ot her than those allowed in para 4041?

6. Are solo student pilots permtted to perform
t ouch-and-go | andings? (para 405d)

7. |s there evidence of any flying club aircraft being
used for commercial purposes? (para 404i)

8. Are all cross-country flights (outside the |ocal
flying area) formally requested by the pilot-in-comand
and formally approved by a flying club flight clearance
authority? (para 418)

9. Are up-to-date checklists for perform ng preflight
i nspections available for all nodels of aircraft being
fl owmn? (para 410a)
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Yes No
10. If aircraft are operated over water or unique
terrain, are life preservers and survival equipnent
comrensurate with the operation avail able? (para 410)

1. Are checklists avail able which include procedures
for preflight, before start, before takeoff, cruise,
before | anding, after |anding, secure, postflight,

si ngl e-engi ne procedures (if appropriate), normal and
enmer gency procedures, best clinb and glide speeds,
stall speeds, and | ost communi cation procedures?
(para 410a)

2. Are all flights scheduled in the club office
before takeoff? (para 412)

| 3. Does the standardization board neet quarterly,
document its neetings, and forward a copy of neeting
m nutes to the adm nistering activity CO (para 414)

4. 1s a standardi zation evaluation flight check
given to each flying club menmber in each specific make
and nmodel aircraft before initial flight as
pilot-in-command? (para 415)

15. Are the witten exam nation portions (or answer
sheets) of all standardization flights included in the
menber's training folder? (paras 214 & 416)
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Yes No

| 6. Do student pilots denonstrate their proficiency
to an instructor pilot at |east once each 30 days?
Are student pilots grounded until this requirenment
is nmet? (para 417)

| 7. Are pilots who fail to maintain currency within
the appropriate time period grounded until a flight
check is acconplished? (para 417a(2) and 417d)

18. Is a primary ground school avail able for al
primary students? (para 420)

19. Has the chief flight instructor devel oped
instructions to be followed by all flight instructors?
(para 207)

Safety

. Is the flying club safety officer a certified
private pilot or higher with 200 or nore flying hours?
(para 502)

2. Are safety neetings conducted and are file m nutes
avai l able for nenbership review within 5 work days
after the neeting? (para 502b)
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Yes No
3. Has the admnistering activity CO appointed the
conmand avi ation safety officer or ground safety
officer (if not an aviation activity) as an advi sor
to the BOD? (para 504)

4. Does the command safety officer participate in
t he annual inspection of the club? (para 504b)

5. Are mshap reports and safety related materials
available to the flying club? (para 504d)

6. Does the club have a qualified NAVOSH officer
designated in witing? (para 507)

7. Does the activity safety officer report accidents
and incidents properly? (para 504)

8. |Is attendance at club safety neetings mandatory?
(para 505)

9. Are nenbers who fail to attend a safety neeting
denied all flying privileges until they are cleared by
the safety officer? (para 505c)
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Yes No
10. Is the command avi ation safety officer famli ar
with flying club accident and incident reporting
procedures and are their services readily avail able
to the club? (para 504)

11. Are undue structural stresses such as hard
| andi ngs or severe turbul ence docunented on the
appropriate aircraft log and is the aircraft inspected
for airworthiness before being released for subsequent
flights? (para 6029)

12. Does the flying club safety officer have a
prem shap plan? (para 502h)

Aircraft M ntenance

1. What is used to docunment a discrepancy found on
a club aircraft? (para 602e)

2. How are club aircraft kept frombeing flown with
uncorrected safety-of-flight discrepancies?
[ para 603c(5)]

3. |Is there a maintenance discrepancy |og for each
aircraft that contains all discrepancies and
corrective actions for the |last 200 hours of
operation? (para 602e and f)
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Yes No

4. Has all the maintenance requiring airworthiness
certification been |ogged in the aircraft/engine
| ogbook? [para 603c(6)]

5. Do the entries bear the signature and |icense
nunber of an appropriately rated nmechanic? (FAR, parts
43.0 and 43.11)

6. Does the mai ntenance officer coordinate all club
mai nt enance requirenments? (para 603c)

7. |s the admnistering activity providi ng support
when needed? [paras 306 and 603c(1)]

8. |Is the maintenance schedul ed so as to provide
maxi mum avai lability of aircraft during peak tinmes
(weekends, holidays)? [para 603c(12)]

9. Does the maintenance program provide for the
following: (para 601)

a. A schedule of FAA required inspections?

b. Routine inspections?

c. Engine replacenment or overhaul ?

d. Conponent overhaul or replacenent?
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Yes No

e. Replacenent of hoses at required interval s?

f. Positive corrosion control? (AC 43-4B)

10. Are aircraft mmintenance checklists avail able for
each type aircraft? (para 602b)

11. Are the checklists used when perform ng required
mai nt enance i nspections? (para 602b)

12. |Is an adequate Tool Control Program avail able in
writing and apparently enforced? [para 603c(3)]

13. Are the replacenent parts under positive control?
[ para 603c(4)]

14. Is there an up-to-date inventory of supplies?
(para 307)

15. Are | ogbooks maintained for each club aircraft and
engi ne as required by FAA directives? [para 603c(6)]

16. Is the club on automatic distribution for changes
and revisions to manufacturer's publications and FAA
directives? [para 603c(10)]
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17. Does the club have or have access to the
follow ng? [para 603c(10)(a)-(l)]

a. Mnufacturer's publications for each type
aircraft, engine, and propeller maintained by the
club (service manuals, letters, and bulletins)

Yes No

b. FAR part 39 (Airworthiness Directives and
volume 1, Sunmmary of Airworthiness Directives for
Aircraft).

Smal |

c. FAR, part 43 (Maintenance, Preventive
Mai nt enance, Rebuilding, and Alteration)

d. FAR, part 45 (ldentification and Regi strat
Mar ki ngs)

i on

e. FAR, part 47 (Aircraft Registration)

f. FAR, part 61 (Certification: Pilots and
Flight Instructors) [para 403b(1)(b)]

g. FAR, part 65 (Certification-Airmn other t
Fl i ght Crewrenbers)

han

h. FAR, part 91 (General Operating and Flight
Rul es) [para 403b(1)(b)]

i. FAA AC 43-16 (Ceneral Aviation Airworthiness

Al erts)

j. FAA AC 43-13.1B (Acceptabl e Met hods, Techni ques

and Practices - Aircraft Inspection and Repair)
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k. FAA AC 43-13. 2A (Acceptabl e Met hods,
Techni ques and Practices - Aircraft Alterations)

Yes No

|. FAA AC 43-4B (Corrosion Control for Aircraft)

m FAA AC 43-9B (Mai ntenance Records, Genera
Avi ation Aircraft)

18. Are annual material condition inspections bei

ng

performed on each club aircraft? (Station Al MD/ OVMD QA)

(para 604a)

19. Is there a record of previous aircraft materi
condition inspection results?

al

20. Check one or nmore club aircraft for:

a. Up-to-date airworthiness certificate (FAR
parts 43 and 91)

b. Current aircraft equi pnment inventory (FAR
part 91)

c. Current weight and bal ance (FAR, part 91)
d. Cabin interior for FOD

e. Engine cavity for FOD

f. Exterior for corrosion, |oose/mssing fasteners_

21. Does the club status board reflect the follow ng

for each aircraft? [para 603c(13)]

a. Time until 100-hour inspection
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b. Date annual inspection, transponder, static/
altinmeter, and ELT battery checks due

c. Time until major overhaul (if applicable)

d. Tinme until next AD (including next recurring)

e. Current aircraft status

22. Check the hangar for the follow ng:

a. Gounding points for aircraft (M L-HDBK-274 &
NFPA 410)

b. Safety precautions posted for each piece of
shop machinery (OSHA 29 CFR 1910. 145) -

c. Electrical power control switches for each
pi ece of shop machi nery (painted red) (NAVFAC P-309)

d. Hazard areas properly marked, identified and
col or coded (NAVFAC P- 309)

e. Proper storage of flammble materials
(OPNAVI NST 5100. 23E, OPNAVI NST 5090.1B)
f. Eye protective equipnent for operating
hazar dous equi pment ( OPNAVI NST 5100. 23E, para 1902

and para 2004)

g. Enmergency eyewash facility provided in areas
where corrosive materials are used (ANZI Z358.1-1981,
OPNAVI NST 5100. 23E, para 1902) -

h. Provisions for disposal of hazardous waste
(OSHA 29CFA 1910. 106) .
23. Does the maintenance officer have, in witing,
a fuel quality assurance progranf? [para 603c(8)]
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Yes No
24. Does the maintenance officer coordi nate and
conduct a FOD wal kdown of the hangar spaces and ranp
areas, which are used by the flying club, a m ni mum of
once a week? [para 603 (15)]

Fi nanci al Managenent

Cash Control s:

1. Are financial statenents prepared nonthly and
forwarded t o NAVPERSCOW?

2. Are bank statenents reconciled nonthly? By whont?
(DOD 7000. 14-R, vol 13, para C050606)

3. Are cash receipts accurately docunmented and
saf equarded? (DOD 7000. 14-R, vol 13, para C0506)

4., Are investnments of club assets nade per
DOD 7000. 14-R, vol 13? (appendix C,| chapter 7,
and attachment C. 4)

5. Does the club's managenent of assets, paynent of
liabilities and billing, and collection of income
substantially conformto DOD 7000. 14-R, vol 13
(chapter 1, para 0102), BUPERSINST |710.22, and the
club'"s constitution, bylaws and regul ati ons?

6. Do accounts, records and procedures support an
internal control systen? (DOD 7000.14-R, vol 13,
para 0102).
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Yes No
a. \Who are authorized to sign checks? Were is
t he checkbook kept?

b. How often are the bank deposits made? Who
makes the deposits? Who checks to make sure that
deposits were actually nade?

c. |Is there a safe? Wo has the conbination?
Who has access to the working cash drawer?

d. Are proper letters of authorization and
custody sheets on file for any established petty cash
funds?

| nvent ory/ Resal e:

1. Do you have resale inventory? (DOD 7000. 14- R,
vol 13, chapter 3, para 030204, and appendi x C,
para C051205B)

a. How often are inventories of resale itens
t aken? By whont?

b. Is pricing of resale inventories sufficient to
cover the cost of goods sold? At what percentage above
cost are itens priced?
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c. \What is the average anmount of resale inventory
carried?

d. Howis the inventory safeguarded?

2. Do resale prices agree with both procurenent
docunents and invoices? (DOD 7000.14-R, vol 13,
chapter 4, paras 0401, 0402, and appendi x C,
para 051202)

Fi xed Assets:

1. Are changes in the value of fixed assets
document ed? (DOD 7000. 14-R, vol 13, chapter 3,
para 030301)

2. Are fixed asset inventories conducted annually?

3. Are NAF and APF asset inventories avail abl e and
current?

4. Have depreciation schedul es been derived for
fixed (non-consumabl e) assets with an acquisition
val ue nore than $1,000.? |Is depreciation expense
recorded? (DOD 7000.14-R, col 13, chapter 3,
para 030301, and appendix C, para 051203)

5. Are lease agreenents on file for |eased aircraft?
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a. Have | ease agreenents been signed by an

aut hori zed contracting officer? Are |ease agreenents

current?

Yes No

b. Are aircraft rental rates conpetitive?

c. Do | ease agreenents provide sole use of the
flying club nmenbership?

d. Are |leased aircraft equally available to al
flying club nenbers?

e. Do | ease agreenents provide for term nation
if the aircraft becones inoperable?

f. Do |ease agreenents specify maintenance
requi renents? (BUPERSI NST 1710. 22 para 301)

Procur ement / Payabl es

1. Are bills paid pronptly? Are invoices supported
by copies of purchase orders? Are invoices certified
for paynent? (DOD 7000.14-R, vol 13, chapter 4,
paras 040103, 0402 and 0405)

B- 19 Encl

osure (1)



BUPERSI NST 1710. 22
5 Jun 01

Yes No
2. Are any other payables, such as ampbunts due
NAVPERSCOM, a bank or a lessor for aircraft,
out - standi ng as of 30 Septenber, recorded as
liabilities?(DOD 7000. 14-R, vol 13, chapter 4,
para 0401)

3. Do procurenent procedures conformto
BUPERSI NST 7043.1B

4. Who orders the parts, supplies and equi pnment for
the flying club? Does the person have a current
warrant? What | evel ?

5. Are there any contracts used for flight instructors,
A&P necahnics, etc?

How many? Are they current?

Are they signed by an authorized contracting officer?

Accounts Recei vabl e

1. Are accounts receivable reviewed (A/R)?
How often are A/R revi ewed and by whont?

2. Who and how are A/R fil es mai ntai ned?

3. Who accepts A/R nmonies from club menmbers?

4. \What type of charges are recorded to A/R?
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Yes No
5. What type of charges are recorded on nonthly
statenments? Do nonthly statenments agree with the
flying club nmenbers’ accounts? DOD 7000. 14-R,
vol 13, chapter 3,| para 030203 A)

6. Are there any A/R over 60/90/120 days?
VWhat efforts are taken to collect aged A/R?

7. Are uncoll ectable accounts witten off agai nst bad
debt expense with the commandi ng of ficer approval ?
(DOD 7000. 14-R, vol 13, chapter 3 para C. 4)

8. Are there any service charges? Have service
charges been approved by the CO?
(BUPERSI NST 1710. 11C)

Expenses/ | ncone/ Fees

1. 1Is the flying club manager a paid NAF enpl oyee?
VWhere is the manager’s personnel file maintained?

2. Are there other enployees in the flying club?
How many?

3. Vo pays payroll? Are w thholding taxes and FI CA
paid nonthly? Do IRS Fornms 941 agree with pay records
and are they filed quarterly? |s unpaid payroll as

of 30 Septenmber recorded as a liability?

(DOD 7000. 14-R, vol 13, chapter 8 and appendi x C,
para 0511)
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4. Does the club utilize (non-flying club nmenbers)
volunteers to help in club functions?
I f so, have they signed vol unteer agreenents?

5. Are signed and current personal services contracts
on file? Are 1099 Forns filed?

6. \Who approves expenditures?

7. \here applicable, do storage and tie-down
agreenents exist?

a. Are charges per the agreenent?

b. Are privately owned aircraft excluded from
such agreenents?

8. Have mmjor overhauls and routine maintenance been
deferred due to insufficient funds?
Does the club provide for these expenses?

9. Are all club aircraft assets properly insured? ________
a. Are insurance premuns paid pronptly to
NAVPERSCOM? ( BUPERSI NST 1710. 22, para 801)

b. Are any changes in insurance requirenents
promptly forwarded to NAVPERSCOW?
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c. Are the club’ s insurance paynents in arrears?

10. Is aircraft fuel expense equivalent to usage? -

| 1. Does the rate structure cover all club expenses
i ncludi ng i nsurance, depreciation and reserves for
over haul ? (BUPERSI NST 1710. 11B). -
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APPENDI X C
NFC MANAGER
STANDARD POSI TI ON DESCRI PTI ON
NF- 1101

| NTRODUCTI ON

This position is that of Manager of the
NFC | ocat ed at
The function of this position includes, but is not limted to,
t he managenent of daily operations of the
NFC using applicable directives. Departnent of Defense (DOD)
Navy, Federal Aviation Adm nistration (FAA), and Nati onal
Transportation Board (NTSB) regul ations. The manager works
under the general supervision of the Mirale, Wlfare and
Recreation (MAR) director, assisted by the Club Board of
Directors (BOD).

1. MAJOR DUTI ES AND RESPONSI BI LI TI ES

A. Adm nistration

1. Under the supervision of the MAR director, has
overall responsibility for all flying club activities.

2. Attends neetings and reviews m nutes of the BOD,
safety, standardization, and general nenbership nmeetings to
coordi nate adm nistrative and operational matters and recomend
follow-up on itenms affecting club operations.

3. Monitors performance of all contractors (flight
instructors, aircraft mechanics, etc.) to ensure conpliance with
the provisions of their contracts. Instances of non-conpliance
or non-performance will be documented and reported to the BOD
and the MAR director for appropriate action.

4. Prepares information for NAVPERSCOM ( PERS- 658F)
concerning required insurance coverage on all cl ub-operated
aircraft, including information on change in an aircraft status
that may inpact insurance coverage (aircraft down in excess of
90 days, change fromtwo place to a four place aircraft, etc.).
Ensures aircraft insurance prem um paynents are sent to
NAVPERSCOM ( PERS- 658F) on a nonthly basis.
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5. Supervi ses enpl oyees engaged in functions incidental
to daily operations.

6. Maintains status as a non-voting nenber of the club
BOD.

7. Ensures that bulletin boards, charts, status boards,
and pilots information files [PIF (1) and (2)] are current.

8. Ensures that club nenbers who | ease aircraft to the
club are not in a position to affect flight instruction or
aircraft scheduling for personal gain.

9. Corrects deficiencies noted during all club
i nspections and files reports for future inspectors and
eval uat ors.

10. Provides necessary information for the Club Annua
Report, which is prepared and sent to NAVPERSCOM ( PERS- 658F)
(via the CO no later than 30 Novenber.

11. Ensures all club aircraft are properly registered
with the FAA. Ensures a proper Aircraft Lease Agreenment is in
effect prior to operating a |leased aircraft in the club.

B. Safety

1. Ensures a club safety neeting is held at |east every
2 nont hs.

2. Ensures the MAR director, commandi ng officer, FAA,
and/ or base operations are notified of overdue aircraft or other
enmergencies. Ensures a Prem shap Plan is devel oped to include
procedures to recall or shelter aircraft in the event of
hazar dous weat her advi sori es.

3. Ensures all aircraft m shaps and unusual occurrences
are reported to the MAR director, CO Naval Safety Center,
NAVPERSCOM ( PERS- 658F), and all NFC Activities.

4. Recommends the suspension of nmenbership privileges

of any nenber suspected of having engaged in negligent acts,
wi || ful msconduct, drug or al cohol abuse.
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5. Maintains current Flight Clearance Authority (FCA)
list signed by CO

6. Has responsibility and authority to stop any flying
club pilot, local or transient, fromflying when, in their
judgnent, flight safety is conprom sed.

C. Operations

1. Miintains a flight schedule for all flights on a
first-come, first-serve basis.

2. Establishes a mandatory equi pnent list for survival
gear for type of flight being flown, e.g., survival vest for
over-water flights.

3. Recommends the designation of a club chief flight
i nstructor.

D. Mai nt enance

1. Ensures conpliance with FAA maintenance directives,
i ncluding Airworthiness Directives that apply to aircraft
operated within the cl ub.

2. Ensures a positive neans of securing unattended
aircraft, and inplenents procedures to prevent nenmbers from
flying club aircraft with an uncorrected di screpancy that may
adversely affect safety of flight.

3. Ensures a witten quality assurance programis
established for fuels, to include replacenent of filters,
i nspection of fuels storage tanks, and punping equi pnent sunps
for contam nati on.

4. Ensures a positive tool control programis
established in writing.

5. Ensures proper procedures for storage, handling, and
di sposal of hazardous materials are net.

6. Ensures that all club spaces are kept clean and
servi ceabl e.
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E. Supply

1. Conducts inventories of club property, spare parts,
and office supplies as applicable with pertinent operating
i nstructions.

2. Ensures proper control and storage of equi pnent and
prompt disposal of excess materials.

F. Fi nance

1. Ensures all requirenments for procurenment of
equi pnment, goods and services are forwarded via purchase
requests to the MAR business office for processing and are per
t he approved flying club budget.

2. Assists in preparation of cost analysis to ensure
adequate aircraft rental fees.

3. Receives, safeguards, and hel ps ensure proper
accounting of nonies and assets per applicable instructions and
regul ati ons.

4. Assists in devel oping, inplenenting, and nai ntaining
internal control processes and procedures as required by the MAR
busi ness office and pertinent NAF regul ations;

5. Ensures tinely subm ssion of financial accounting
data and source docunments to the MAR business office to
facilitate preparation of financial reports.

6. Assists in preparation of the flying club’s annual

report, which will be sent to NAVPERSCOM ( PERS-658) | ater than
30 Novenber.
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FACTORS
I . KNOW.EDGE REQUI RED BY THE PGCSI TI ON
Know edge and skill to conduct and supervi se the ongoi ng

evol utions of a small busi ness.

A mnimumrating of Private Pilot Certificate issued by the
Depart ment of Transportation, Federal Aviation Adm nistration
(FAA) of the United States of Anerica is recomended.

Background in either mlitary or general aviation is
desi rabl e.

Basi ¢ wor ki ng know edge of the Federal Aviation Regul ations
(FARS), National Transportation Safety Board (NTSB) Regul ati ons,
Advisory Circulars (ACs), Aeronautical Information Manual (AIM,
and Airworthiness Directives (AD).

Basi c conmputer skills to enter and track club menbership
dat a.

I'l. SUPERVI SORY CONTROLS

Cl ub manager wor ks under direct supervision of the MAR
director and is assisted by nenbers of a NFC Board of Directors.

Supervi ses enpl oyees engaged in functions incidental to
daily club operations.

Monitors performance of all contractors (flight instructors,
aircraft nechanics, etc.) to ensure conpliance with the
provi sions of their contracts.

[11. GUI DELI NES

Manager conducts cl ub business using the Departnent of
Def ense (DOD), current NFC Operating Instruction (BUPERSI NST
1710. 22), Navy, FAA and NTSB Regul ations, Club Constitution and
Byl aws, Safety, NAF accounting policies and regul ations, and al
appl i cabl e rul es and regul ati ons.
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V. COWPLEXI TY

The work consists of projects and studies, which require
anal ysis of interrelated issues of effectiveness,
ef ficiency/productivity of the local flying club. Wrk requires
pl anni ng, establishing goals, and budgeting for both short and
|l ong term obj ectives. Decisions about how to proceed in
pl anni ng, organi zing, and conducting studies are conplicated by
conflicting concerns that are both internal and external to the
Cl ub.

Al t hough the difficulty of any one task is noderate, the
integration of the manager with wal k-in busi ness, telephone
calls, and flight schedul e demands, nmay be taxing at tines.

V. SCOPE AND EFFECT

The manager is pivotal to the effectiveness of the | ocal
flying club. Inaccurate or inconplete work could cause failure
of the flying club.

The function of this position is essential for the flying
club to provide an off-duty voluntary recreational opportunity
for authorized patrons to develop skills in aeronautics,
pil oting, navigation, maintenance, and other related aero
sci ences.

VI. PERSONAL CONTACTS

The manager works regularly with MAR personnel, club
enpl oyees, contract personnel, various base | evel personnel, CO
command advi sors, vendors, financial institutions, and current
and potential club nenmbers. The manager occasionally makes
contact with representatives fromthe FAA, NTSB, NAVPERSCOM
(PERS- 658F), and ot her NFC Managers.

VII. PURPOSE OF CONTACTS

The purpose of contacts is for planning, inplenenting,
adm ni strating, and assisting in all aspects of the flying club.
The manager nust be skillful in approaching individuals or
groups to obtain the desired effect, such as gaining conpliance
wi th established policies and regul ati ons by persuasi on and
negoti ation.
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VI11. PHYSI CAL DEMANDS

The manager’s work is generally sedentary, such as sitting
confortably while working on a conputer, or at a desk. However,
t he manager may be required to clinmb into, onto, and around
aircraft to assist in aircraft nmovenents. |If pilot currency is
mai nt ai ned, the manager will be required to pass an appropriate
FAA nmedi cal exam nati on.

I X, WWORK ENVI RONMENT

The manager generally works in an office setting, which
i ncl udes everyday risks, or disconforts that require normnal
saf ety precautions. My require nmanager to enter an environnment
where hazardous materials are used or stored, such as aviation
fuel, oil, greases, and cleaning solvents. My require travel
to Annual NFC Program Wor kshop
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FLYI NG CLUB MANAGER GRADI NG PLAN

1. This standard does not describe all possible |levels at which
manager positions may be established. Basically, the duties
remain the same regardl ess of the club size; however, the vol une
of work varies significantly with club size. Therefore, the
gquantitative classification criteria below should be used to
classify the flying club manager position. These factors
reflect varying ranges of operational data. Locally, the data
shall be conpiled on a cal endar year (CY) basis and divided by
12 to arrive at a nonthly average for each factor. A conparison
of the nonthly average factor criteria will yield point val ues
t hat can be collectively converted to grade |evels.

2. OPERATI ONAL FACTORS:

a. Number of Aircraft Poi nt s

1-5
6-10
11-15
16- 20
21-25
Over 25

o wWNE

b. Monthly Flying Hours Poi nt s

Under 200
200- 300
301- 400
401-500
501- 600
601- 700
701- 800
801-900
901-1000

Over 1000

QUOVWOO~NOUIAWNPEF

'_\
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c. Nunber of Piloting Menbers Poi nt s

Under 100
100- 150
151- 200
201- 250
251- 300
301- 350
351-400

Over 400

O~NOOOTDWN -

d. Nunber of Students Poi nt s

(Primary through Advanced)

Under 30
30-50
51-70
71-90
91-110

111-130
131- 150
Over 150

co~NOoO O WDNE

3. Conversion Table for Determi ning Grade Levels: The
following table should be used to convert the points to grade
| evels for flying club managers:

Total Points Grade Level
Under 8 NF- 3
8-12 NF- 3
13-16 NF- 3
17-20 NF- 3
21- 24 NF- 4
25-28 NF- 4
Over 28 NF- 4
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APPENDI X D
SAMPLE COVENANT NOT TO SUE, HOLD HARMLESS AND | NDEWNI TY
AGREEMENT
Name of NFC:
Dat e:
I, * , am about to
participate voluntarily in various activities, including flying
activities, of the NFC as a pilot, student
pilot, copilot, instructor or passenger. |In consideration of
the Flying Club permtting me to participate in these
activities, I, for ny heirs, admnistrators, executors, and
assi gnees, hereby covenant and agree that | will never

institute, prosecute, or in any way aid in the institution or
prosecution of, any demand, claim or suit against the U S.
Governnent and/or its officers, agents, or enployees, acting
officially or otherw se, for any |oss, danage, or injury to ny
person (including death), or ny property which may occur from
any cause what soever as a result of participation in the flying
cl ub.

If I or ny heirs, adm nistrators, executor, and assignees shoul d
demand, claim sue, or aid in any way in such a demand, claim
or suit, I agree to indemify the U S. Governnent for al

damages, expenses, and costs it may incur as a result thereof.

| understand and agree | am assum ng the risk of death, any
personal injury or property damage to ne that may result while
participating in flying club activities, including such injuries
or damage that may be caused by the negligence of the U S.
Gover nnment .

| al so understand and agree | nmay be held |iable for any damage
or loss to the U S. Governnment which is caused by my gross
negligence, wllful msconduct, or fraud.

The term"U. S. Governnment"” as used here includes the

NFC i ncl udi ng individual menbers and
any officer, agent or enployee of the U S. Governnent/or the
Flying Club, acting officially or otherw se.
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In the event of an energency, contact the follow ng:

Name

Addr ess

Phone

Dat e Si gnature of Participant

Si gnature of Flying Club O ficial

If a mnor is to participate, conplete the foll ow ng:

* If a mnor, so indicate and state age. The minor will sign if
capabl e of signing. |f not capable, have parent sign for the
m nor, e.g., "John Jones by Harry Jones, his father"” and sign
bel ow.

FOR M NORS:

|/ Ve, parents of the above-said m nor

child do hereby: (lI) consent to nmy child participating in the
NFC activities; (2) agree to and adopt
as my own the conditions of the above agreenent; and (3) agree
to reinburse the U S. Governnent for any damage incurred for
which ny child would be liable had nmy child reached the age of
maj ority.

Dat e Parent’ s/ Guardian’s Signature
(The above formis to be conpleted for all mnors, regardl ess of

age and regardl ess of whether the parent/guardi an has executed
the indemity agreenent form on behalf of the mnor).

D2 Encl osure (1)



BUPERSI NST 1710. 22
5 Jun 01

APPENDI X E
REPORT OF NAVY- LOANED Al RCRAFT OUT OF SERVI CE
SAMPLE MESSAGE

Rout i ne/ Uncl assi fi ed

FROM (ADM NI STERI NG ACTI VITY FOR THE FLYI NG CLUB)

TO CNO WASHI NGTON DC/ / N78/ /

| NFO. NAVPERSCOM M LLI NGTON TN/ / 65/ /
NAVAL | NVENTORY CONTROL PO NT PHI L PA//03432.06//
COWNAVAI RSYSCOM MD/ / 5. 05/ 1/
( CHAI N OF COMVAND)

UNCLAS // N01710//

FLYI NG CLUB REPORT OF NAVY-LOANED Al RCRAFT OUT OF SERVI CE,
BUPERS 1710- 20

REF/ A/ BUPERSI NST | 71 0. 22

. Initial report, followup report nunmber I, 2, etc., final
report (as applicable).

2. Nanme of cl ub.
3. Model / BUNO FAA Reg. No.
4, Date | ast fl own.

5. Brief description of discrepancy(ies) ("N' on follow up
report unless there are changes or additions).

6. Estimated cost of repair (total on Final Report).

7. Brief description of planned corrective action ("NA" on
Fi nal Report).

8. Estimated conpletion date (date returned to service on Final
Report).

9. Requests/Remar ks/ Reconmmendati ons.
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APPENDI X F
NFC PRELI M NARY/ UPDATE/ FI NAL Al RCRAFT M SHAP REPORT
SAMPLE MESSAGE

1. GCeneral. The format and content shown bel ow are to be used
for reporting NFC aircraft m shaps using NTSB part 830 terns of
accident or incident. Prelimnary accident or incident reports
are to be submtted within 24 hours with updates as necessary.
Final reports are to be submtted within 30 days after
conpletion of all m shap investigations.

2. Content and For mat
(Precedence - Routine)

FROM  ADM NI STERI NG ACTI VITY FOR THE FLYI NG CLUB
TO COVMNAVSAFECEN NORFOLK VA//10// (OR OFFI CE CODE | F KNOWN)

I NFO.  CNO WASHI NGTON DC/ / N78//
NAVPERSCOM M LLI NGTON TN/ / PERS- 65/ /
YOUR CHAI' N OF COMIVAND
ALL NFC ACTI VI TIES

UNCLAS FOUO ( NORMALLY UNCLAS UNLESS CLASSI FI ED | NFORMATI ON MUST
BE | NCLUDED)

THIS I'S A GENERAL USE M SHAP REPORT TO BE USED ONLY FOR SAFETY
PURPOSES PER BUPERSI NST 1710. 22

SUBJ: PRELI M NARY/ UPDATE/ FI NAL ( AS APPLI CABLE) NFC ( ACClI DENT/
| NCI DENT) Al RCRAFT M SHAP REPORT ( REPORT SYMBOL BUPERS 1710-21)

MSG D/ GENADM N/ YOUR COMVANDY/ /

REF/ A/ DOC/ BUPERSI NST 1710. 22 SERI ES/ | NSTRUCTI ON DATE/ /

AMPN REF A | S NFC PROGRAM | NSTRUCTI ON/ /

NAME OF POC AT CLUB/ POSI TI ON TI TLE/ CODE/ PHONE NUMBER/ /

RWVKS/ 1. U C of host activity; nanme of flying club.

2. Date, tinme (local), day or night, environnment (significant

weat her, etc.).

3. Location of m shap.
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4. Aircraft make, nodel, aircraft bureau number, FAA
regi stration nunber.

5. Description of damage and estimated cost to repair.

6. Pilot at controls grade or rank, age, nenbership eligibility
status and degree of injury.

7. Pilot at controls total time; total time in type or nodel;
time in last 90/60/30 days; date |ast standardi zation flight
check; FAA certificates held; and ratings.

8. Oher certified pilots that had access to the flight
controls (provide same information as in paragraph 7).

9. ldentification of other crewrenbers or passengers;
eligibility status; and degree of injury for each.

10. Type of flight (local, cross-country, training, etc.);
flight clearance data; tine of takeoff; destination; and

duration of flight. (If on extended cross-country, |ist
itinerary for flight, i.e., departure and arrival tinme for each
l eq).

11. Phase of operation (start, taxi, takeoff, cruise, decent,
approach, | anding, touch-and-go, etc.).

12. M shap narrative (a concise chronol ogi cal description of
facts and circunstances | eading to the occurrence).

13. Findings. List sequentially the events and conditions
material to the m shap and identify one or nore causes. State
if environment was considered a factor

14. Recommendations. |Indicate preventive action taken,

pl anned, or recommended. Indicate if the NFC Instruction
(BUPERSI NST 1710.22) should be anmended to prevent future
incidents of this type and if so, what that recommendati on woul d
be.

15. Other danmmge or injury.

16. Addi ti onal information.
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a. Disposition of weckage.

b. Date the NTSB or FAA was notified; office |ocation
case nunber; and point of contact if known.

17. Reporting or investigating officer's nane, grade, and
t el ephone nunber.
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APPENDI X G
NFC UNUSUAL OCCURRENCE REPORT
SAMPLE MESSAGE

1. General. Learning through the experiences of others is an
i nval uable and vital tool in identifying and elimnating
potential hazards before they result in mshaps. This report is
to be submtted within 30 days. Onmt itens that do not apply or
are not relevant to the nishap.

2. Content and Format: (Precedence - Routine)

a. Al material underlined in the format below wi Il be
repeated verbatimin the text of the report, except m shap
associ ated reports.

b. If any information required by the format of the report
i s obviously not appropriate, enter "NA" in the space for
i nformation.

c. The extent of the information provided in a report may
vary consi derably depending on the circunstances attendant to
t he unusual occurrence. |If extensive information is required to
expl ain a hazard/ support conclusions or recomrended corrective
action, a report mght contain several pages; however, a "sinple
and wel | defined" report mght well be submitted in a one or two
page format.

FROM  ADM NI STERI NG ACTI VITY FOR THE FLYI NG CLUB
TO COWNAVSAFECEN NORFOLK VA//10//

| NFO:  CNO WASHI NGTON DC/ / N78/ /
NAVPERSCOM M LLI NGTON TN/ / PERS- 65/ /
ALL NFC ACTI VI TIES (Optional)
UNCLAS FOUO

THIS IS A M SHAP REPORT TO BE USED ONLY FOR SAFETY PURPOSES PER
BUPERSI NST 1710. 22

SUBJ: NFC UNUSUAL OCCURRENCE REPORT ( REPORT SYMBOL BUPERS 1710-22)

REF/ A/ BUPERSI NST 1710. 22
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1. Summary. Succinctly summarize the contents of the report in
two lines or |ess.

2. Data (Same as appendi x F)
a. Aircraft: Aircraft type, nmake, and nodel.

b. Pilot: (1) total tinme (private and mlitary); (2) total
time in type or nodel of aircraft involved; (3) time in al
types or nodels of aircraft flown during the |last 30, 60, 90
days listed by type; (4) date of |ast standardi zation flight
check; (5) FAA ratings held; (6) mlitary status; (7) nenbership
eligibility status.

c. Copilot: (if applicable): (1) total tine (private and
mlitary); (2) total tinme in type or nodel of aircraft involved;
(3) FAA ratings held; (4) mlitary status; (5) menbership
eligibility status.

d. Oher Passengers (if applicable): (1) total nunber; (2)
menbership eligibility.

e. Mssion (if applicable): (1) type of flight; (2) flight
cl earance data; (3) phase of operations; (4) duration of flight.

f. Environment: (1) date; (2) local time; (3) local tinme
zone; (4) day or night; (5) location; (6) altitude AGL or MSL
(specify which); (7) weather; (8) other background information
needed to understand the remai nder of the report.

g. Technical Information:

(1) For material failure, malfunction or design
deficiency, include adequate nonencl ature.

(2) Life support equi pment used or not used.

3. Narrative Description. A concise, chronol ogical description
of facts, and circunstances | eading to the occurrence and

expl ain exactly how the hazard could result in damage and/ or
injury.

4. Corrective Action. Descri be corrective action taken or
recommended corrective action to elimnate the hazard; or if it
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is beyond the capability of the originator to formul ate
recommendati on, so state.

5. Remarks. Contents of this paragraph are at the discretion
of the originator.

6. Point of Contact (POC). List the rank/rate, nane, title,
DSN and/ or commrerci al number of an individual designated to
answer inquiries about the report. (COWNAVSAFECEN ( Code 10)
w Il become POC if Safety Center becones originator to CAD).

7. Commanding O ficer's Comments. (optional)
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