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Wing Aircraft Asset Management



Purpose and Scope:  This Policy Memorandum directs how aircraft assets in Washington Wing are assigned, procedures and requirements for aircraft scheduling, and custodial unit management procedures to ensure aircraft are available for missions and to maximize aircraft availability to aircrews for proficiency flying.

This Policy Memorandum applies to all Civil Air Patrol personnel in Washington Wing.

B. AIRCRAFT ASSIGNMENT

1. Aircraft in Washington Wing are Wing Assets and will be assigned to Headquarters, Washington Wing for logistics purposes.
C. Headquarters, Washington Wing will temporarily assign aircraft to squadron level units on a custodial basis. 

1. CUSTODIAL UNIT AUTHORITY AND RESPONSIBILITIES

2. Members of the custodial unit shall have first right of access to schedule the aircraft for wing wide flying events; such as SAR/EVALS and other exercises.  Custodial unit members must schedule the aircraft a minimum of fourteen days prior to the date of the exercise or lose their right of first access.  After that date, the aircraft is available for scheduling by members of other units.

3. The custodial squadron will be responsible for managing the aircraft to maximize its availability to Wing pilots; for operational missions under the various CAP National regulations; Washington Wing policies, procedures & directives; and FAA regulations. 

4. Custodial unit management shall include, but not be limited to; cleaning the aircraft and hangar or tie down area, maintaining hangar or tie down security at the custodial location, meeting scheduled maintenance requirements & obtaining unscheduled maintenance in concert with the Wing Maintenance Officer, Meeting required reporting schedules, maintaining Schedulemaster information on the assigned aircraft.

5. The custodial unit retains responsibility for all custodial requirements when the aircraft is temporarily assigned to another unit or located at another airport. 

6. When an aircraft is rotated between two units, the unit currently having custody will assume the responsibility for ensuring the safety and security if the aircraft.
a. The custodial unit will deposit all pilot’s checks for non funded flying in the unit’s bank account and write one check to Wing each month for the total amount calculated and entered on the End Of Month Flying Report.

7. Custodial unit will maintain Schedulemaster information.  The following information will be maintained in Schedulemaster to be displayed in the gray dialog box that appears when a user clicks the “click here” hyper link in the aircraft’s listing on the “Resources” page of Schedulemaster.
a. The airport where the aircraft is located is to be changed in Schedulemaster any time the aircraft will be at a different location for 72 hours or more.
b. The exact location of the aircraft on the airport.
c. The location of any gates or lock boxes and combinations or codes needed to access the aircraft.

d. Access phone numbers for at lease two personnel who can make changes in Schedulemaster information and decisions concerning custodial operation of the aircraft. 
8. The next scheduled maintenance event listed by tachometer time.
9. Any Inoperative equipment that may effect a flight.
a. Any other information that may affect a pilot’s decision to schedule a specific aircraft.
See Attachment A for specific instructions on maintaining these informational resources.

10. SCHEDULEMASTER USAGE REQUIRED
a. No aircraft in Washington Wing will be flown without scheduling the aircraft in advance using Schedulemaster.

b. No Aircraft will be scheduled more that a month in advance of the scheduled date except for scheduled maintenance and wing wide flying events.

c. All scheduled maintenance events such as 100 hour and annual inspections will be scheduled in Schedulemaster. When scheduling an aircraft for maintenance, the destination field shall briefly describe the maintenance being done, list the location of the maintenance facility, and the expected date of return to service.  Any flight required during that maintenance, including ferrying to and from the maintenance location and test flights, will be flown under the existing schedule without further flight scheduling. (Note – maintenance scheduling does not authorize maintenance or maintenance flying.  Custodial units must obtain a maintenance authorization number and any maintenance flight authorizations from the wing LGM prior to scheduling the maintenance.)

d. Scheduling of aircraft shall not be suspended except during major maintenance events such as an engine change.  Only the Wing Commander. Wing Maintenance Officer, Wing DO and the Wing Vice Commander may suspend an aircraft’s scheduling.

11. SCHEDULMASTER REQUIREMENTS (See Attachment A for Schedulemaster instructions)
12. Schedulemaster requires “Personnel Identification Numbers” (PIN) and “User Numbers”.  The Washington Wing Director of Operations (DO) issues PIN & User Numbers, and sets the various levels of access required by different users. 
13. Users obtain a PIN and User Number by submitting a current Washington Wing Form 86 (Pilot data Summary) to the Wing DO.  Any non-pilot user requiring access to Schedulemaster must submit a letter of request to the DO describing the level of access needed and the reason for it.
14. Pilot Responsibilities

a. Schedulemaster uses four dates to determine if a pilot is current and authorized to schedule aircraft.  If any of these dates expire, Schedulemaster automatically suspends that pilot, preventing him or her scheduling an aircraft. Pilots are responsible for renewing these items and submitting a WWF-86 to the Wing DO before the expiration date.  These currency dates are:
FAA Medical Date

Biannual Flight Review Date

Civil Air Patrol Form-5 Date

Civil Air Patrol Membership Renewal Date
b. Pilots must enter “Destination” and “Mission Symbol” in the destination dialog box when scheduling aircraft.  Mission management personnel use this information when over riding schedules to determine the importance of the scheduled flight.  Enter any other information you feel necessary to adequately describe your flight.  The following example is a suggested format: 

Destination PWT, Form-91 Training, B-12 (3 Pilots Scheduled)

c. Pilots scheduling aircraft for more than 24 hours or desiring to leave an aircraft over night at an airport other than at its assigned airport must obtain prior approval according to the following list and adhere to the limits and regulations established by that approving authority.  Commanders approving aircraft to stay away form the custodial airport must be reasonably sure the aircraft will be available for a mission should one materialize, and that the aircraft will be adequately secure. 

Longer than 12 hours, or over night - Custodial Commander approval required.

24 hours to 72 hours – Group Commander approval required. 

Out-of-Wing flights - Wing Commander approval required. (CAPR-60-1, Sec E) 

d. Pilots must ensure that Schedulemaster accurately processed their schedule before logging out of the system. 
e. Pilots discovering they are unable to fly according to their schedule must cancel or modify their schedule as soon as possible to reduce the inconvenience to other pilots and maximize the availability of aircraft assets. 
f. Pilots experiencing difficulty with Schedulemaster should refer to the help instructions and  “Frequently Asked Questions”, accessed through Schedulemaster’s home page.  If unable to solve the problem using Schedulemaster resources, contact a system operator (SySop) for additional help.  The SySop should be able to talk you through the various procedures or over ride any difficulty encountered. 
OVERRIDING SCHEDULES. 
g. Wing, Group and Squadron Commanders, maintenance personnel and Mission Coordinators have super user access in Schedulemaster so they may change or over ride a schedule if a higher priority mission arises or maintenance suddenly grounds the aircraft. 

h. When practical, efforts will be made to find other assets rather than override an existing schedule to accommodate the most efficient use of Wing aircraft and as a convenience to personnel.  While Schedulemaster automatically notifies pilots by e-mail when their schedule is overridden, the individual changing the schedule should follow up with additional notification.
D. Priority for flight scheduling: 

ES/DR mission

CD mission

State and Federal missions not ES, DR or CD.(law enforcement requests, etc.)

ROTC orientation

CAPF-5 or CAPF-91 Flight Checks

Cadet orientation

Proficiency training
a. Mandatory maintenance or any grounding condition takes precedence over all flights. 
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