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COMMANDING OFFICER’S GUIDELINES FOR CROSS-COUNTRY FLIGHTS
MEMORANDUM

From:  LT Naval Aviator
To:    
Commanding Officer, Helicopter Training Squadron TWENTY EIGHT
Subj:  
GUIDELINES FOR CROSS-COUNTRY FLIGHTS

Ref:   
(a) CNAF M-3710.7 



(b) CNATRAINST 1542.156D



(c) CNATRAINST 3710.2V 



(d) COMTRAWINGFIVEINST 3710.8 



(e) HT-28INST 3710.2K 



(f) COMTRAWINGFIVEINST 4650.1B


(g) COMTRAWINGFIVEINST 4790.3C


(h) JOINT TRAVEL REGULATIONS

1.  I have read, understand, and shall comply with references (a) through (h) and this instruction.

2.  If there are any changes to my cross-country request as submitted, I will report them to the ODO with my new proposed itinerary for approval.  If changes occur enroute, I will notify the ODO or SDO at the first stop immediately following any such deviation.

3.  Unless prior approval is received, flying shall be restricted to the day of departure and the day of return only.

4.  I shall ensure the ODO or SDO receive a ‘safe on deck’ call at the completion of each leg of the route.  This report shall also indicate ETD.  All reasonable effort shall be made to update the ODO or SDO if the actual departure time will be greater than 15 minutes from ETD.

5.  Upon completion of flying/arrival at my destination, I will telephone the ODO or SDO and pass my location, status, recall phone number, total flight time flown for that day, and the total number of syllabus Xs completed.  I will ensure that the ODO or SDO receives my total flight time and number of Xs completed for the return legs without delay after final landing at home field.

6.  Upon my return to South Whiting, I will complete my gradesheets in accordance with reference (e).
    Pilot's signature and date:_____________________________________________
CROSS-COUNTRY CHECKLIST
Prior to submitting any cross-country request the PIC shall complete the following checklist.

PIC Initials

_______ 1.  I have reviewed CNATRAINST 3710.2V, CNATRA Cross-Country and Aviation Support Operations Instruction.
_______ 2.  I have ensured all crewmembers have reviewed HT-28INST 3710.1C, HT-28 Cross-Country Flight Policy Instruction.
_______ 3.  I have contacted the nearest Navy/Marine Recruiting District and/or NROTC unit located at the destination to offer to provide a static-display, an oral presentation, a question/answer period for potential recruits, or any other support as applicable.  (Further information may be found at the following websites:  http://www.cnrc.navy.mil, https://www.nrotc.navy.mil/colleges.cfm).
_______ 4.  I have signed enclosures (1), (3), and (7) of the HT-28 Cross-Country Flight Policy Instruction (HT-28INST 3710.1C).
_______ 5.  I have checked all submitted documents for accuracy and completeness.  I have included the name and phone number of the POC for my recruiting effort in the remarks section of enclosure (7).

_______ 6.  I have submitted my cross-country request to the cross-country coordinator (a Flight Two Flight Leader) in the Operations Office, Room 221, prior to close of business (COB) on the Monday prior to the date of departure.  Pilots who volunteer for a CHINFO-approved static display or cross-country flights longer than the standard Friday to Sunday profile should submit their request by COB two Fridays prior to the date of departure to ensure adequate routing time for CTW-5 and Maintenance approval.  

_______ 7.  I have informed my SMAs they are responsible for coordinating with me regarding route of flight details, fuel stops, and GPU and/or battery cart availability.
_______ 8.  I have directed my SMAs to make the appropriate snivels with their Flight Leader(s) for the dates of the cross-country and to confirm the events to be completed.

Pilot’s signature and date:  ___________________________________________

GUIDELINES FOR TEMPORARY ADDITIONAL DUTY TRAVEL CLAIMS

MEMORANDUM

From:  LT Naval Aviator
To:

Commanding Officer, Helicopter Training Squadron TWENTY EIGHT
Subj:
GUIDELINES FOR TEMPORARY ADDITIONAL DUTY TRAVEL CLAIMS
Ref:
(a) HT-28INST 3710.1C


(b) SECNAVINST 4650.21

1.  If issued, all members shall utilize their government travel credit card (GOVCC) for lodging and transportation to/from the airport.

It is the responsibility of the PIC and each individual Student Military Aviator to verify that those in possession of a GOVCC ensure their GOVCC has been properly activated prior to departure on a cross-country, and travel with their GOVCC on their person at all times.
2.  All members of the cross-country crew will retain individual lodging/taxi receipts in their name, and showing a zero balance.

3.  Taxis are authorized from the airport to the hotel on the day of arrival, and from the hotel to the airport on the day of departure.  The crewmembers of each aircraft are authorized up to a maximum allowance of $25.00 per person each way.

4.  Fuel expenses, ramp fees, GPU fees, and any charges that deal with the aircraft shall be paid for with the aircraft-specific AIR card.

5.  Failure to provide receipts and/or non-compliance with this instruction will result in delayed or no reimbursement.
6.  I have read, understand, and will comply with references (a), (b), and this Memorandum.

    PIC signature and date:  ___________________________________________

    Student signature and date:  ________________________________________
    Student signature and date:  ________________________________________


Enclosure (1)                                                         

Enclosure ()


