Chapter  5

Flight Requests
____________________________________________________________________________

5-1.  Purpose.  To outline and establish policies, procedures, and responsibilities for requesting, approving, validating, and processing Operational Support Airlift (OSA) mission requests.

5-2.  General.  Any organization or individual within the Nevada National Guard and/or the Department of Military Affairs can submit a request for a flight for official business.

5-3.  References.

    a.  DOD 4515.13-R, Air Transportation Eligibility.

    b.  DOD 4500.43, Operational Support Airlift (OSA).

    c.  OMB Circular No. A-126, Improving the Management and Use of Government Aircraft.

    d.  AR (NGR) 95-1 Aviation: Flight Regulations.

    e.  NGB Pamphlet 95-5, Aviation Use of Army National Guard Aircraft.

5-4.  Duties and Responsibilities.
    a.  Requester:

       (1).  Military personnel and Department of Military Affairs (DMA) civilian employees may request OSA support for official business travel through their chain of command.

       (2).  Requesters must notify the The Adjutant Generals Office; (G-3) Approving Authority of travel requirements as early as possible to allow sufficient time for processing.  Mission requests should proceed through channels and reach the Detachment scheduler at least:

          (a).  Travel of 8 personnel or less -14 working days.

          (b).  Travel of more than 8 personnel - 21 working days.

          (3).  Requesters will utilize the DA 2187, as appropriate.  For detailed instructions, see paragraph 5-7.

          (4).  Forward the request to the unit transportation section listed in paragraph 5-5.

          (5).  Changes or cancellations require immediate communication to the OSA Scheduler.  Failure to do so may result in the misuse of OSA assets through the unnecessary execution of an airlift mission.  Requests to change missions within seventy-two (72) hours of execution are strongly discouraged and will cause the flight to be re-evaluated for support.

          (6).  Ensure that invitational travel orders are requested from the NVARNG Public Affairs (PA) and forwarded when appropriate (see passenger eligibility, para 5e(l)).

    b.  Adjutant General Office Approving Authority or NVARNG G-3.
          (1).  TAG NV may designate mission validators through SAAO, within command. The specific responsibilities associated with these duties remain with the TAG or the SAAO as the representative.  The Validator is responsible for the PUJC assigned to the mission request.

          (2).  NVARNG G-3 Is responsible for requests from members and employees within their commands or area of responsibility.

          (3).  Validators Review each OSA request from the requester.

          (4).  Valadator Determines whether the travel request constitutes a valid requirement for official business travel.

          (5).  Validator Reviews DA 2768 for accuracy and completeness.

          (6).  Completes signature information required. For detailed instructions see paragraph 5-7.

          (7).  Validator forwards authorized requests to the Detachment Scheduler.

    c.  Validator, the Designated Validator is responsible to the SAAO NV:

       (1).  Is the Adjutant General's representative for OSA missions.

       (2).  Is required to have a complete understanding and be certified by OSACOM.

       (3).  Is required to be on orders filed with OSACOM (for fixed-wing OSA validators only).

       (4).  Receives OSA mission requests from NVARNG and units requesting transportation.

       (5).   Assigns the correct PUJC based upon information provided by the requester and Authorization Official.

       (6).  Will not cancel OSA mission requests for any reason other than: not official business, canceled by requester, or original requirement changed.

       (7).  Validates the mission request.

       (8).  Is responsible for the retention of all records of OSA requests and associated records for audit and inspection in accordance with AR (NGR) 95-1.

       (9).  Forwards the airlift request to the SAC for transmission to OSACOM (fixed-wing) or to the AASF Operations Officer (rotary-wing).

    d.  The State Airlift Coordinator (SAC) & (Detachment Scheduler) for fixed-wing OSA requests:

       (1).  Will be trained in JALIS and registered with JOSAC.

       (2).  Submits all OSA fixed-wing requests, approved and validated by the OSA validator, through OSACOM to JOSAC utilizing JALIS.

       (3).  Ensures that mission requests sent to JOSAC have all required information.

       (4).  Provides notification to requesters of travel, support, nonsupport, or schedule deviations.

       (5).  Will be OSACOM's and JOSAC's single Fixed Wing point of contact for OSA mission coordination within the State.

    e.  Passenger Policy.

       (1).  Passenger requirements and eligibility, to include Space-A (Available), will be in accordance with DOD Directive 4515.13R (Air Transportation Eligibility) and AR(NGR) 95-1.

       (2).  All passengers must be properly manifested before the flight.

       (3).  All military personnel will be in appropriate uniform to include identification tags.  Military personnel may travel in appropriate civilian attire if necessary for the mission. Identification Cards Mandatory  Civilians will be in appropriate attire for business travel and have invitational orders transmitted on their person before boarding.

       (4).  Only official business/use/purpose baggage and/or cargo will be transported.

       (5).  The Detachment Scheduler upon flight assignment and take off times will contact Requesters.  The NVARNG requires passengers to report at least thirty (30) minutes prior to takeoff.  Passengers must adhere to these times, as aircraft will depart on schedule due to possible follow on mission requirements.  No shows and tardiness may require written explanation to justify the waste of government aircraft, time and expense.

    f.  Prohibited Missions.

       (1).  Aircraft will not be used to conduct missions/flights for personal use.  They will not be used for transportation of personnel or equipment to any place or event in an unofficial capacity.

       (2).  Aircraft will not be used for domicile (place of residence) to duty transportation unless approved by the Secretary of the Army.

       (3).  Aircraft will not be used to transport unauthorized personnel (see passenger eligibility, para 5-2.

5-5.
 Definitions.

    COST EFFECTIVE AIRLIFT:  Airlifts that are less expensive than commercial transportation as determined by an approved cost analysis program.

    JOINT AIR LOGISTICS INFORMATION SYSTEM (JALIS):  Software and procedures used by the United States Transportation Command (USTRANSCOM) to provide requesting, planning, scheduling, and messaging for joint services OSA mission requests.

    JOINT OPERATIONAL SUPPORT AIRLIFT CENTER (JOSAC):  Agency within United States Transportation Command (USTRANSCOM) designated by DOD and the Chairman of the Joint Chief of Staff (CJCS) with the responsibility for centralized control and tasking authority of all the services OSA fixed-wing aircraft.

    LIFT:  The movement of passengers and/or cargo from one location to another location.

    LIFT POINT of CONTACT:  The individual, designated on the OSA request form, (AGO 21-14), responsible for mission coordination with the aviation unit.

    OPERATIONAL SUPPORT AIRLIFT (OSA):  Aviation missions performed by any type of aircraft supporting command, installation, or management functions.  Examples are transporting inspection teams, command visits including transporting a Unit Commander or staff to a field location to observe a training exercise or meet with participants in an exercise.  Any aviation mission other than a tactical, special, maintenance, or training missions.

    OPERATIONAL SUPPORT AIRLIFT COMMAND (OSACOM):  A component of Operational Support Airlift Agency (OSAA).  The Army Field Operating Agency has centralized scheduling authority, operational and management control of Army fixed-wing OSA missions.

    PRIORITY URGENCY JUSTIFICATION CATEGORY (PUJC) CODE: The code assigned to the airlift request by the validator.  The scheduling authority to determine priority of need for aviation assets uses this code.

    REQUESTER:  Any individual who has a need for Official Business airlift support.

    SENIOR TRAVELING OFFICIAL:  General officer or civilian employee of the SES or equivalent.  Senior Traveling Officials must sign mission requests and may not delegate signature authority.  On OSA requests this includes personnel in a Title 10 status regardless of rank.

    SPACE AVAILABLE TRAVEL:  Travel on military aircraft in a non-official capacity IAW DOD 4515.13R.  For information, contact the State Airlift Coordinator.

    STATE AIRLIFT COORDINATOR (SAC):  Individuals designated by The Adjutant General (TAG) who are authorized to process validated airlift requests.

    ADJUTANT GENERAL OFFICE APPROVING AUTHORITY G-3 ::  An individual designated to forward airlift requests for validation.  The Adjutant General is the only Authorizing Official for airlift requests which involve DOD Senior Officials (general officers and/or civilian employees of the Senior Executive Service (SES).  Authorizing Officials are listed in paragraph 6.

    VALIDATOR:  The Adjutant General.  This authority may be delegated IAW AR (NGR) 95-1.  

5-6. Adjutant General Office Approving Authority NVARNG G-3, SAAO, VALIDATOR.   Will approve requirements for all official business OSA air travel.  They will review each OSA request from the requesting organization and determine whether the request constitutes a valid requirement for official business travel.  Senior NVARNG staff cannot self authorize (except TAG).  AGOAA and Alternate AGOAAs are listed below along with their area of responsibility.

	PRIMARY

	

	MG Giles Vanderhoof
The Adjutant General (TAG)

	

	ALTERNATE/SAAO

	

	COL Jonathan Morrow

Chief of Staff

LTC Terence Sullivan

SAAO, NV 




5-7.  Instructions for OSA Mission Requests.  The following instructions are for completing the DA 2768. See www.flyosa.com   All required information must be accurate and complete.  Incomplete or unreadable data will require mission requests to be returned to the requester.  If assistance is required in completing this form, contact Detachment 45, OSACOM
    BLOCK 1.  Unit Requesting Support

    BLOCK 2.  Date of Request

    BLOCK 3.  UIC

    BLOCK 4.  LIFT DATA: Type of Aircraft 

                       Requested: Airplane or 

                       Helicopter

    BLOCK 5.  MISSION:

For each lift enter the following:

    a.  Legs are the movement of passengers and/or cargo from a departure point to a destination.  Start with Leg 1 for the first lift and continue for each leg (1 through 5) as necessary.  If more than 5 lifts are needed, use a second mission request form.  As a requester, the Mission Request Form should identify passengers and/or cargo for air movement between specific points.  Example 1: A mission to move 5 passengers from Reno (4SD) to Ft. Lewis, WA (GRF)and return at the end of mission would require a lift from 4SD to Ft. Lewis, WA and another lift from Ft. Lewis, WA to Reno (4SD).  Example 2: A mission to move 3 passengers from Reno (4SD) to Little Rock, Arkansas and 4 passengers from Las Vegas, NV to Little Rock, Arkansas and return each to their respective locations would require two separate mission requests.  First request, Leg 1 from Reno to Little Rock (i.e. Leg 1, 3 PAX),), and Leg 2, Little Rock to Reno (i.e. Leg 2, 3 PAX).  Second request, Leg 1 from Las Vegas, NV to Little Rock (i.e. Leg 1, 4 PAX), Leg 2 from Little Rock to Las Vegas, NV  (i.e. Leg 2, 4 PAX)

    b.  Date of flight.

    c.  Enter the departure location for each lift (city and/or airport name to include specific location on the airport if known).

    d.  Enter the Desired Departure Time (local).  All Priority 3 mission requests will require a minimum of 2 hours window either earlier than the Desired Departure Time or later than desired arrival time.  This window can be split to one hour prior to one our after arrival.  This window is required by DOD Directive 4500.43 to give the schedulers sufficient flexibility to permit efficient use of the aircraft.

    e.  Enter the earliest departure time (local).  If this is a travel day then put in the earliest time that you can depart.  The more flexibility that the traveler has the greater the chance of the mission being supported.

    f.  Enter the arrival location for each lift (city and/or airport name to include specific location on the airport if known).

    g.  Enter the desired arrival time (local).

    h.  Enter the latest arrival time (local).  The same application as the earliest departure time.

    BLOCK 6.  MISSION PURPOSE:  Mission Purpose must include a full mission description to include the official purpose of travel in detail, e.g., name of the exercise, unit you are inspecting, personnel you are meeting with, name/type of conference, or training being performed.  Vague or incomplete statements such as "Attending conference", "Returning from TDY" or "Visiting unit" are not necessarily official or full mission descriptions.

    BLOCK 7.  PASSENGER MANIFEST:  Passenger Manifest For each passenger enter the following information:

    a.  SVC:  Service Enter the Service (service) of the corresponding passenger.  The choices must be:


R
Army


A
Air Force


V
Navy


M
Marine


C
Coast Guard


F
Foreign


S
Civilian

    b.  GRADE:  Enter the Grade for each passenger.  For military passengers enter 04, E5, W3, etc.  For Civil Service passengers enter GS07, GM 15, etc.  For Department of Military Affairs (DMA) or other authorized State Employees enter the GS equivalent.  For authorized civilians (cleared and approved for travel by TAG/NGB Public Affairs) enter CIV.

    c.  NAME:  Name starting with senior passenger (last name, first name, and middle initial). 

    d.  SSN:  Enter the Social Security Number for each passenger.

    e.  UIC:

    f.  PASS WT:  Enter the body weight, to the nearest 5 pound increment, for each passenger.

    g.  BAG WT:  Enter the passenger baggage weight for each individual.  If none, enter 0. Normal baggage weight is considered 30 pounds or less.  Any baggage in excess of 30 pounds will be considered cargo (BLOCK 5).  All baggage and/or cargo will be for "official business/use/purpose only."  Baggage/cargo in excess of declared weight, not manifested, or not "official" will be refused transport.

    h.  LIFT POINT OF CONTACT:  For each corresponding lift enter the following:

       (1).  Enter the Departure POC.  This is the name of a responsible individual who can be contacted 24 hours a day from the unit/activity at the departure location.  This individual is responsible for maintaining a roster of scheduled passengers and a method of contacting them prior to the mission if any amendments or last minute change of location, change of times, or aircraft problems occur.

       (2).  Enter the Duty Phone of the Departure POC.  This telephone number should include a DSN number if available and must include, as a minimum, a commercial number (including area code) where the Departure POC can be contacted during the normal duty day.

       (3).  Enter the Arrival POC.  This is the name of a responsible individual who can be contacted 24 hours a day from the unit/activity at the arrival location.  This individual will be contacted if any amendments or last minute change of arrival location, change of arrival time, or aircraft problems occur.

       (4).  Enter the Duty Phone of the Arrival POC.  Use the same criteria as the Departure POC Duty Phone.

    BLOCK 8.  CARGO TYPE:  Cargo description.

    BLOCK 9.  Largest/Heaviest Item:

    a.  Length in inches.

    b.  Height in inches.

    c.  Width in inches.

    d.  Weight in pounds.

    BLOCK 10.  The Requester will enter complete name, rank, unit, telephone number and signature in the appropriate spaces.

    BLOCK 11.  Senior Traveling Official, including Title 10 personnel regardless of rank, is on the passenger manifest, they must complete the information and sign in the corresponding spaces.  This signature may not be delegated.

    BLOCK 12.  Special instructions.

    BLOCK 13.  Date/Time Group.  To be filled out by SAC.  DAY TIME MONTH YEAR

(eg. 21 1130 08 2002)

    BLOCK 14.   Commercial Air Alternative:  Commercial Air Cost for each leg.  Total number of passengers.  Total Cost of airfare. (Obtained by the requestor).

    BLOCK 15.  AUTHORIZING OFFICIAL:  The Adjutant General Office Authorizing Official will enter complete name, rank, unit, telephone number and signature in the appropriate spaces.

    BLOCK 16.  PUJC:  The OSA Validator will assign the appropriate PUJC Code for each appropriate LIFT requested.  Read the PRIORITY STATEMENTS 1, 2, and 3.  The Requester will annotate the one selected in the appropriate space.  For priority 2 missions you must meet critical requirements of mission and list them out in Block 12.
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