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OSA USER'SGUIDE
(1 December 2000)

1. PURPOSE. Thisguide provides policies and procedures for joint consolidated scheduling
of CONUS-based OSA. The Deputy Secretary of Defense has designated the Joint
Operationa Support Airlift Center (JOSAC), United States Trangportation Command (USTC),
as the scheduling authority for dl CONUS Operational Support Airlift (OSA) missons. USTC
shdl schedule vaidated CONUS transportation requests for missons using fixed-wing OSA
arcraft, except missons conducted exclusvey for aircrew training that prevent the carrying of
passengers or cargo or maintenance requirements that prevent the carrying of passengers or
cargo. Each Service retains scheduling authority for dl OSA OCONUS missions. The Navy
Air Logigtics Office (NALO), USA Operationa Support Airlift Agency (OSAA), HQ USMC
and HQ USAF are partners with JOSAC in accomplishing OSA missions.

2. APPLICABILITY and AUTHORITY. Published by USTC J3-0J (JOSAC), this guide
is gpplicableto dl DOD components and governmenta agencies requesting or using CONUS
OSA. It serves as areference for JOSAC schedulers, airlift requesters, Service vaidators, and
flying units. It provides detailed ingtruction and supports established policies as outlined in the
following directives

a DOD Directive 4500.43 (Operationa Support Airlift)

b. DOD Directive 4500.56 (DOD Policy on Use of Government Aircraft and Air Travel)
c. DOD Regulation 4515.13-R (Air Trangportation Eligibility)

d. Attachment A, OMB Circular A-126

3. BACKGROUND. The OSA system is operated in peacetime to provide essentia
readiness training to meet wartime requirements and to meet essential DOD requirements that
cannot be satisfied by other means.

4. DEFINITIONS. Termsused in thisguide are defined in Appendix A.

5. POLICY.

a Theuse of OSA aircraft isregtricted to the transport of DOD personnel, government
property, other official government passengers, and other passengers or cargo as authorized
by DOD directives, regulations, and policies.

b. OSA mission requests are supported based on the Priority Urgency Judtification
Category (PUJC) code assigned by the Service vdidator. The Service vaidator is



accountable for the PUJC code assigned. Per DOD Directive 4500.43, requesting officials
(requesters and vaidators) must keep OSA requests and documentation on file for two
years.

c. JOSAC isthe scheduling authority for dl CONUS OSA missons. Strict adherenceto
OSA post-misson reporting procedures ensures that OSA aircraft utilization is documented
for OSA annud reportsto the DOD and Congress. The JOSAC Program Anaysis and
System Management (PASM) Team isresponsible for development, retrieva, and
preparation of reports verifying the use of these DOD assts.

d. Flying units, via Service established procedures, shdl indicate specific arcraft avalability
to JOSAC through the Joint Air Logigtics Information System (JALIS). Rilot training and
maintenance flights (those flights which cannot support passenger and/or cargo movemen)
are scheduled by the flying unit.

e. Service agencies schedule OCONUS OSA missions. Aircraft supporting OCONUS
OSA missions shal be“blocked out” in JALIS (Code "O") prior to the JOSAC scheduling
windows (7 days for lifts of eight passengers or less; 14 days for lifts of nine passengers or
more) to prevent double booking of aircraft assets. Short-notice OCONUS OSA missions
have priority over JOSAC-scheduled CONUS OSA missions. However, OSA aircraft
withdrawn from the JOSAC schedule to support Service OCONUS requests will adversely
effect the CONUS OSA schedule. All conflicts shall be worked directly with the
appropriate JOSAC Branch Chief.

f. OSA asstswill be scheduled within the crew day limitations established by Service
regulations and standard operating procedures for each type/model/series aircraft.

. REQUEST PROCESS/SERVICE RESPONSIBILITIES.

a JALISUSER ACCOUNTS. Thefollowing requirements must be met to access JALIS
using the JOSAC database:

(1) The user must complete adesignated training course. Thistraining is avalable from
USTC s Joint Training Office (JTO), NALO and OSAA. JOSAC will issuea
password upon receiving documentation of completed training. Temporary access may
be granted in extenuating circumstances (on a case-by-case basis). Contact JOSAC
PASM Team at DSN 779-8271 for details.

(2) Accounts must be active. If auser does not access an account for six months, the
account will be locked until the user contacts JOSAC PASM. Users who do not
maintain contact a least once per year will require formd retraining.



(3) Usars may not share passwords. If multiple users are found sharing an account, the
account will be cancelled and the user’s supervisor(s) will be notified.

(4) Current information on JALIS policies, DOD guidance, training, user access forms,
efc., isavalable at: https.//jdisweb.transcom.mil.

b. REQUESTER:

(1) Military personnd and DOD civilian employees with officid busnesstravel
requirements may request OSA. Requedts for airlift must be submitted through the
appropriate authorizing officia to the Service vdidator IAW Service-directed
procedures. The requesting officid or office shdl maintain requests for a minimum of
two years. DOD Regulation 4515.13-R provides specific guidance for trave digibility.
Priority logitics movement (cargo) requirements are so submitted through the
appropriate authorizing officid to the Service vdidator. Submit travel requests for OSA
as early as possible viathe Service vdidator. Submit requests for eight or less
passengers at least seven days prior to the desired date of travel. Submit requests for
nine or more passengers a least 14 days prior to the desired date of travel. Submitting
requests in accordance with these windows significantly increases the likelihood of
support. NOTE: Except when operational demands dictate otherwise, requesters shall
provide scheduling authorities with sufficient advance notice of flight requests (at least
three days) and sufficient flexibility in departure or arrivd times (at least two hours) to
permit efficient employment of arcraft.

(2) DD Form 2768 (Appendix B) shdl be used to request OSA. Requesters are
respongble for the accuracy and completeness of dl information required by DD Form
2768 for the scheduling of OSA missons. In order to ensure accurate, efficient, and
timely scheduling of OSA missons, modifications to the following information found on
DD Form 2768 shdl be communicated by the requester to the appropriate
vaidation/verification authority.

Block 1. Select Applicable Travel Statement

Requesters may provide a preliminary priority for the requested OSA mission.

Block 2a. PUJC (Priority, Urgency, Justification, Category) Code

Leave Blank. The appropriate Service Vdidator shdl assign the find PUJC Code.



Block 2b. Complete Mission Description

Avoid the use of Service acronyms or abbreviations.

Block 2c. Priority 2 Compelling Operational Consider ations and Reason
Commercial Travel Unacceptable

All priority 2 requests (except for “required-use’ passengers) shdl answer the
following three questions. 1) What is the compelling operationd requirement? 2)
Why is commercid transportation unacceptable within a 24-hour period? 3) What
is the estimated commercid air cost of this request?

Block 3. Total Number of Passengers

OSA missions serve multiple customers. |naccurate passenger requirements
adversdy effect the efficient use of OSA assets and could create the perception of
misuse or abuse.

Block 4. Senior Traveler
Senior Traveler must be manifested on the OSA misson.
Block 5. Additional Passengers

Required only for DV Code 7 or higher.
Ligt additiond DVsin rank order.
All additiond DVsshdl belisted. Use additiond pagesif required.

Block 6. Desred Flight Itinerary

OSA aircraft have dissmilar operating limitations. OSA missons are scheduled
IAW these limitations and may preclude landing or departing from arequested
ICAOQ.

ICAO codes can be found on the JOSAC website or in military/civil/FAA arfied
directories.

A 2-hour window must be given for ether requested departure or arriva times.
The larger the arriva/departure window, the greater the likelihood of OSA support.



Block 7. Cost of Commercial Travel
Cost should be computed from the nearest commercid airfield to the commercid
arfidd nearest the desired destination, and may include the additiona cogts of
ground trangportation, lodging, per diem, and sdary.

Block 8. Cargo Transportation

Cargo handlers and acceptors are required a the destination airfield.

Cargo descriptions must include weight, dimensions/cube, class of hazardous cargo,
palletized vice soft- packed, and any other unique requirements.

Block 9. Paint of Contact

Point of contact shal not be amanifested passenger on the requested airlift.

24-hour contact numbers are required. Failure to supply accurate 24-hour contact
numbers may result in misson cancellation.

Block 10. Non-DV Passengers
List asmany non-DV passengers as readily identifiable.
Block 11. Remarks/Additional Comments

Identify any additiona requirements not previoudy addressed.

Approva authority for non-DOD passengers must be identified in this section.
Appropriate gpprova authority may be found in DOD Regulation 4515.13R.

Block 12. Requester

Each block shdl be completed.
Block 13. Trave Authorizing Official

Use of OSA shdll be authorized IAW DOD Directive 4500.56 Sec E2.4.
Block 14. Senior Traveling Passenger

Each block shdl be completed. Signature may not be delegated.



(3) In addition to the information supplied on the DD Form 2768, the requester shall be
responsible for coordinating al ground support customer requirements, i.e. protocol,
ground trangportation, lodging, baggage handling, etc...

(4) Airlift modification requests shdl be coordinated through the Service vaidator.
Modifications cause sgnificant delays to the scheduling process and affect other liftsin
the OSA system, the flying unit, and JOSAC schedulers. Keeping modificationsto a
minimum enaures better support and affords JOSAC schedulers the opportunity to
provide greater overdl customer service.

(5) Airlift request cancdlations shall be coordinated through the Service vdidator.
When arequester cannot contact their Service validator to cancd their airlift request,
they may contact JOSAC and have the JOSAC scheduler cancedl the airlift request
“Code"“T” (Army requestors will coordinate this information through the 24-hour
OSAA QA Branch who will in turn contact JOSAC). The JOSAC scheduler shdl
record the name, date, and time of the person canceling the airlift request in the remarks
section of the request.

(6) Requedters should contact their validators 48 hours prior to the requested airlift to
determine probability of support. At 48 hours prior to execution, JOSAC should have
afairly accurate accounting of what the find schedule will look like. Advance warning
of an impending regret gives requestors sufficient time to arrange dternate

transportation.

(7) The JOSAC schedule may be accessed viathe World Wide Web at
https.//jdisweb.transcom.mil.

c. AUTHORIZING OFFICIAL:

(2) IAW DOD Directive 4500.56, authorizing officids will review and gpprove DOD
“senior offidal” (flag officers and equivdent civilian grades) airlift requests to ensure the
proper method of trangportation isused. The authorizing officid shal be senior to the
traveler, unless otherwise specificaly desgnated, and is normaly aMgor Command's
chief of staff and cannot be delegated below that level. The authorizing official
determines whether the requester is authorized to travel on OSA aircraft in
accordance with DOD Directives 4500.43, 4500.56, and 4515.13R. After review
and sgnature, the authorizing officid forwards dl vaid OSA requeststo the service
vaidator.

(2) All other requests for OSA by passengers digible for air transportation under DOD
Regulation 4515.13-R shd| be authorized through existing standard procedures.



d. VALIDATOR:

(2) The validator receives OSA mission requests and assigns the appropriate PUJC
(Appendix C) based upon the information provided by the requester and unit
authorizing officid. In some cases, assgnment of the PUJC may be accomplished by an
officid other than a Service vdidator IAW each of the Service's regulations and

policies. The Service validator (and the authorizing official in the case of DOD
senior travelers) is accountable for the PUJC assigned. Thisfunctioniscriticd, as
the scheduling of OSA assetsis based upon the PUJC. Figure 1 below may be used as
aguide in determining the PUJC of a pecific request. A Priority 2 request requires
three components:

(& Compedlling operationd consderaions. The airlift request must have some
significant Serviceimpact. Routine meetings, training, and discretionary
Speaking engagements are not "compelling”.

(b) Commercid trangportation unacceptable: The DOD standard being within a 24-
hour period per DOD Directive 4500.43. Priority 2 requests are the exception,
not the norm in DOD OSA travd.

(¢) Commercia cost comparison: Equivaent commercid travel costs will be
documented based on rules found in DOD Directive 4500.43 and OMB

Circular A-126.
Figurel
Priority 2 Validity Test
REQUESTS
“COMPELLING OPERATIONAL EdEa] >
CONSIDERATION"
SIGNIFICANT IMPACT TO SERVICE PRIORITY
AND 3

“COMMERCIAL TRANSPORTATION [[E [0 ] =

UNACCEPTABLE"
- TIME OR DELIVERY CONSTRAINTS
- TEAM TRAVEL RESTRICTIONS (21+ PAX)*
- SECURITY REQUIREMENTS
- OTHER APPROPRIATE FACTORS PRIORITY
RESTRICTING USE OF COMMERCIAL
TRAVEL 2

*As defined in DOD 4500.9-R, dated March 1998

(2) The vdidator will ensure dl travel requirements are understood and communicated
to JOSAC in the proper format. JOSAC will return incomplete requests to the service
vadidator. Submit requests not later than 7 days prior to day of travel for smdl lifts of



eight passengers or less, and 14 days prior to day of travel for large lifts of nine or
more passengers. All requests must clearly identify the purpose of travel in the
first line of the remarks. Priority 2 requests dso require acomplete misson
description as well as a specific remark stating why commercid travel is unacceptable.

(@ All Priority 2 and Priority 3 OSA requests submitted to JOSAC within 72 hours
of travel are consdered late requests. When a Service vdidator submits alate
request, he shall ensure the request datais appropriately entered in JALIS and
make immediate tel ephone contact with JOSAC schedulers (Army vaidators
will make immediate telephone contact with the OSAA QA Branch who will, in
turn, contact JOSAC for direct coordination).

(b) JOSAC shall automaticaly regret (Code Z) dl Priority 2 or Priority 3 requests
submitted into JALIS after 1400 hours (CST) for next-day trave if the requests
are not appropriately entered into JALIS and telephonically coordinated with
JOSAC. JOSAC normally does not satisfy anew Priority 3 mission outside of
norma business hours (Monday - Friday, 0730 - 1630 CST). Exceptionsto
this policy require Branch/Team Chief or higher level gpproval.

(3) Priority 3 missions by definition need to be as cost effective as possible to judtify use
of the aircraft. JOSAC combines Priority 3 missons with other Priority 2 and 3
missions to maximize the cogt-effective use of OSA assets. For Priority 3 requests, the
Sarvice vaidator shal ensure that acommercia cost estimate is in the remarks section.
Cost comparisons are computed using the criteria outlined in Appendix D. When
cadculating commercia codts, include any and all associated traveler costs; ground
transportation, time/salary congderations, additiona billeting requirements, and any
other incidenta costs that would be incurred by usng commercia transportation The
vaidator shal ensure the requestor has provided the commercid cost estimatein the
remarks section of the request form for al Priority 3 missons.

(4) The vaidator does not determine the relative cost effectiveness of an OSA request;
thisisthe responsibility of JOSAC. JOSAC can often combine lifts to make missons
more cost effective.

(5) The vaidator will ensure that OSA requests provide the widest possible range in
departure and/or arriva times to dlow JOSAC the flexihility to consolidate missons and
use the OSA fleet as effectively as possble. A minimum 2-hour arrival or departure
window is required per DOD Directive 4500.43 for al requests, including Priority 2,
except when operational demands dictate otherwise.  Increasing the window of
available departure and arriva times will improve a customer's opportunity to be
supported. Requests not providing a scheduling window mugt sufficiently explain the
operational demands in the “remarks’ section.
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(6) The vdidator is responsble for accuratdly submitting airlift requests. Last-minute
changes to requirements may affect airlift support due to aircraft and crew limitations.
JOSAC support is available 24-hours-a-day, including weekends and holidays.
JOSAC will provide support notification to the vaidator via eectronic means (e-mall,
JALIS, or JOSAC website).

(7) The vdidator shal provide support notification to the requester (i.e., support, regret,
or modifications).

(8) The vdidator will notify JOSAC immediately when arequester cancels their request
(Army vdidators will dso cal the 24-hour OSAA QA Branch to coordinate this
information).

(9) Vdidators must monitor the status of their requestsin JALIS. If arequest has not
been supported, and is no longer required, vaidators will cancel the request “Code T.”
If the airlift request is supported, and is no longer required, contact JOSAC so that the
mission can be “unsatisfied.” After the JOSAC schedulers have “unsatisfied” the airlift
request, validators will cancel the airlift request “Code T.”

(10) According to DOD directives, vaidators must keep al OSA requests and
supporting documentation on file for 2 years.

7. JOSAC OPERATIONS

USTRANSCOM J3/J4
Director, Operations and Logistics
I
JOSAC Division
TCJ3-0J
T

I 1
Requirements & Analysis Small Aircraft

Branch (OJR) Scheduling Branch
I 1 1
LargeAircraft Execution Programs, Analysis Team Alpha Team Bravo
Team Team & DSN 779-8264 DSN 779-8265
DSN 779-8266 DSN 779-8267 Systems Management
DSN 779-8271

a JOSAC isaJdoint Service divison under the USTRANSCOM Director of Operations
and Logigtics (TCJ3/H). JOSAC iscomprised of two branches. Thefirg isthe Smdl
Aircraft Scheduling Branch, comprised of two teams scheduling lifts of eight passengers or
less. The second is the Requirements and Analysis Branch, comprised of threeteams. a
Large Aircraft Team that schedules nine passengers or more, an Execution Team (current
operations), and a Program Anadyss and System Management Team.

b. JOSAC will schedule al available CONUS OSA aircraft to support requests received
through JALIS. In scheduling requests, JOSAC will consider priority codes assigned by
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the Service vdidator, the most efficient asset available to conduct the mission, cost
effectiveness and any unique requirements associated with the request.

¢. The scheduling window for smal liftsis between 7 and 4 days prior to misson
execution. Large lifts are scheduled between 14 and 8 days prior to execution. At the 7-
and 14-day points respectively, each team begins to match the Priority 2 and “ cost
effective’ requests with available aircraft. Priority 3 requests that match other Priority 2
missonswill aso be scheduled at the earliest opportunity. At the 4- and 8-day points
respectively, any remaining aircraft are scheduled to fly the most cost-effective
“unsatisfied” requedts.

d. JOSAC will modify scheduled missions to meet changes submitted by the requester
only when these modifications do not negatively impact other scheduled missons. For
modifications occurring more than one day prior to travel, notification will be to the
vaidator and flying unit viaJALIS. If modifications occur the day prior to or on the day of
travel, JOSAC will immediately notify and telephonically confirm those changes with the
vdidator and flying units.

e. USCINCTRANS, through JOSAC, provides the DOD’ s Semi-Annud Senior Federd
Travelers Report to the Generd Services Adminigtration (GSA) per DOD Directive
4500.56. If requested, JOSAC will assst DOD agenciesin obtaining scheduling data
necessary to produce Service-unique reports.

f. JOSAC hasthe capability to flight follow missions usng the FAA Enhanced Traffic
Management System (ETMS). The ETMSisared-time FAA feed that displays the
actua location, departure/arriva points, ground speed, atitude, route of flight, and flight
plan of filed missons. If an arcraft requires in-flight divert to facilitate misson
accomplishment, JOSAC will coordinate with the unit per Service specific procedures to
determine congraints. JOSAC will then call the Air Route Traffic Control Center
(ARTCC) directly and have the sector controller pass amessageto the crew. Toadin
the tracking of flights, flying units are required to use satic cal sgnsfor OSA missons.

(1) Air Force unitswill use“JOSA” followed by the last three digits of the JALIS
mission number (i.e. “ JOSAG99”)

(2) Army unitswill use“PAT” followed by the last three digits of the JALIS misson
number (i.e. “PAT699”)

(3) Marine units will use assgned cdl sgnsfollowed by the last three digits of the JALIS
mission number (i.e. “LOBO699")

(4) Navy unitswill use assigned call sgns followed by the last three digits of the JALIS
mission number (i.e “IV699")
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8. ELYING UNIT:

a Hying units are ultimately responsible for the safe conduct of OSA missions. Flying
units shal communicate and resolve any safety concerns prior to executing OSA missions.

b. Hying units obtain and print the flight advisory (FADV) from the JALIS server.
Optimdly, the flying unit will receive notification of a misson 10 days prior for large arcraft
and 4 days prior to execution for smal aircraft. However, requests may be received indde
the scheduling windows, therefore, units must query JALIS daily for new missons and
any recent modifications. The JALIS server will have the most current information
available. Inthe event that JALIS isinoperative, the unit must contact JOSAC to verify
missions prior to execution.

c. Theflying unit isrespongble for directly coordinating with the supported customer
POCs prior to the mission. This cusomer service policy is highly praised by DOD
passengers across al of the services. Changes which do not affect follow-on lifts, next-
day arcraft avalability, crew duty limits or changesin times of no more than one hour
can be coordinated between the flying unit and passengers. These types of changes do not
require JOSAC coordination or a modification to the flight advisory. Hying units will note
any and dl changesin the Logistics Hight record (LFR). All substantive mission
changes--changesin departure or arrival ICAOs and/or passenger changes involving
anyone in the grade of O-6 or above (or civilian equivalent)--must be modified
through a validator and JOSAC. JOSAC does not contact the departure/arrival POC's
unless a problem occurs during the mission or the vaidator cannot be contacted. When
the POC natifies the flying unit of significant changes, the POC must dso notify the
vaidaor immediately.

d. The JOSAC Execution Team exigtsto facilitate OSA misson accomplishment. Hying
unitsaircrews shdl notify the execution desk (1-800-256- 7609, DSN 779-8267 or
Comm (618) 229-8267) of dl sgnificant ddaysi.e. arcraft maintenance, wegther, late
passengers, changes of routing, number of passengers, or any changes that impact the
misson. JOSAC will coordinate with the aircrew and POCs to find the best solution to
the problem. The JOSAC execution desk is manned 24-hours-a-day by both a duty
officer and scheduler.

e. For CONUS OSA RON missons, aircrews sndl contact the JOSAC execution desk
upon completing thefind leg of the day. Aircrews shdl report aircraft status, lodging
phone number, and planned start-time of crew rest. Additiondly, aircrewswill check in
before departure on the next day’s mission for possible updates/changes.

f. Hying units are respongble for dl flight planning and preparation to include PPRS,
wegther briefs, computer flight plans, and high-dengity airport reservations. To obtain,
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cancel, or confirm reservations a high-dendity airports such as Kennedy, O'Hare, La
Guardia, and Los Angeles use the Automated Voice Airport Reservation System
(AVARS). AVARS dso has an option to change aircraft tail numbers. AccessAVARS
by cdling 1-800-FAA-1212 from atouch-tone telephone. JOSAC must be notified
immediatdy if adot cannot be obtained by the flying unit. Hying unitswill coordinate
operationsinto airfields with the requestor. Changes to scheduled missions, such as
operating hour restrictions requiring the use of a proximity arfield, will be coordinated with
JOSAC.

g. Hying units schedule loca training flights in accordance with Service directives. A 26PX
mission is designed to provide aircrew wartime readiness training when passengers/cargo
can be carried, but none have been scheduled on the misson. JOSAC isthe sole
scheduling authority for “ 26PX” missions. The 26PX is consdered to have a complete
crew duty day, sufficient flying hours, etc. during the scheduled flight period. 26PX mission
requests outsde the day of execution will be submitted through norma Service procedures.
26PX missions required on the day of flight will be submitted directly to JOSAC execution.
If JOSAC receives alate request or modification, it may assign a customer to the 26PX.
26PX missions are not to be used for persona or unit convenience. Such useis potentidly
misappropriation of a government aircraft and jeopardizes the existence of these Service
wartime assets. For example, unit members attending conferences, deigh rides
trangporting space available passengers home for holiday leave, amulaor traning, unit
vigits, unit commander support, are violations of the DOD Directives Note: When a 26PX
request is submitted into JALIS, the request must include at least 1 pound of cargo. If the
request is submitted with O passengers and O pounds of cargo, the request will
automaticaly indicate that it is satisfied.

h. In order to stisfy the DOD directive requiring data collection, the flying unit shal
complete the Logigtics Flight Record (LFR) in JALIS, NLT the next duty day following
the completion on an OSA mission. The LFR isthe only factud datato support the use
and existence of these vauable DOD wartime assets. LFR submissons are criticd to the
OSA program and validate its use to Congress.

i. Theflying unit will complete an Aviation Exception Report (AER) with the Logistics
Hight Record anytime aflight is delayed more than 30 minutes, alift is not performed as
scheduled, or when facilities or services were inadequate. An AER will also be submitted
to document a difference in passenger numbers from those scheduled, e.g., five passengers
scheduled on amisson and only two passengers arive for the flight. If sgnificant
deviations occur, aviators should contact the JOSAC execution desk immediately to

report the discrepancy/problem and follow-up with the AER.

J. An accurate aircraft statusis absolutely key to JOSAC scheduling. Asaminimum,

units shal update aircraft Satus daily and shal update the status immediately anytime there
isachange. Additiondly, units must forecast aircraft status out to 7 days for smal arcraft
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and 14 daysfor large arcraft. When flying units make aircraft available in JALIS, they
become the Service' s * contract” with the OSA system. The flying unit’ s vigilant update of
arcraft gatusin JALISis crucial to the efficient scheduling of OSA.

k. Airfield commanders should disseminate Space-A trave information. Space-A trave
arrangements are made through airfield passenger terminds, or base operations. By
exception, arrangements may be made with the flying unit, or directly with the pilot where
base operations/passenger termina facilities do not exist. JOSAC facilitates this by
providing scheduling informetion to arfields via the World Wide Web at
https.//jdisweb.transcom.mil.

[. Aying units retain full respongihility for planning and programming therr flying hour
program. Units anticipating changes to their flying hour program shal notify JOSAC.

m. JOSAC is assigned the UHF frequency 251.925 MHz for use by flying unitsto
communicate between aircraft. JOSAC has no ground-to-air communications cgpability.
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10.

11.

12.

13.

Appendix A

Definitions

Alet arcreft: Aircraft that arein a“*BRAVO” datus for use on Priority 1 Globa Petient
Movement Requirements Center (GPMRC) missions or in support of high priority missons
that have been effected by maintenance, wesether, or other unplanned circumstances.

ANG: Air Nationa Guard
ARNG: Army Nationd Guard.
Authorizing Officid: |AW DOD Directive 4500.56, authorizing officias will review and

gpprove DOD senior officia MilAir requests to ensure the proper method of air
transportation is used.

Aviation Exception Report (AER): A report submitted at the end of amission anytime
there was adelay of more than 30 minutes, a change in a senior passenger (O-6 or above),
alift not performed as scheduled, or when facilities or services were inadequate.

Bravo status: An aircraft and crew capable of launch within 2 hours (CONUS), or 3 hours
(OCONUYS), after notification.

CONUS: Continentd United States including the 48 contiguous states and the Didtrict of
Columbia

Date Time Group (DTG): The date that the vaidator inputs with arequest and is used to
identify that request. 1t shoud correspond with the actud date time ssamp (DTYS) of
submission.

Date Time Stamp (DTS): A computer slamp of the actud DTG that the request was input.

DOD Directive 4500.43: “Operationa Support Airlift”

DOD Directive 4500.56: "DOD Policy on the Use of Government Aircraft and Air Travel"

DOD Regulation 4515.13R: “Air Trangportation Eligibility”

JOSAC: Joint Operationd Support Airlift Center

16



14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

Large Aircreft: Aircraft carrying nine passengers or more. For example: C-22,
C-20, C-9, C-26, C-23.

Logistics Hight Record (LFR): An end of mission report which captures actud times and
flight hours, dso known as a post-mission report.

NALO: Navy Air Logidtics Office.
NOTAM: Noticeto Airmen

OCONUS Missions: Any misson departing to or originating from anywhere outsde the
boundaries of the 48 contiguous United States.

OMB Circular A-126: “Improving the Management and Use of Government Aircraft”.

OSAA: Operatiiond Support Airlift Agency.
OSACOM: USArmy Operationd Support Airlift Command.

Point of Contact (POC): Individua available to answer questions regarding specific
aspects of alift. A 24-hour contact number for thisindividua must be provided.

Unit: A name provided by each flying unit to JOSAC as a 24 hour point of contact
that can be reached immediately and has approva authority for mission changes and
commitment to JOSAC taskings.

Requester: The person completing and submitting the DD Form 2768.

Departure Coordinator: An individua who can answer questions rdlating to alift’s
departure requirements and can make decisons relating to changes and delays.
This person must be available on the day of departure and must not be a passenger
on the lift.

Arriva Coordinator: Anindividud who can answer questionsreating to alift's
ariva requirements and can make decisons relating to changes and ddlays. This
person must be available on the day of arrival and must not be a passenger on the
lift.

PPR: Prior Permission Required. An airfield has a requirement to coordinate landings and
takeoffs before granting arriva permission.

24. Senior Officids: Any authorized passenger having aDV code of 6 or higher.
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25. Smdl Airaraft: Aircraft carrying eight passengersor less. For example: C-12, C-21, UC-
35, and C-38.

26. USAR: USArmy Resarve.
27. Vdidator: Designee of aDOD component responsible for validating, assgning priorities,

and providing fina approva of documented airlift requests for submission to JOSAC for
scheduling.

18



Appendix B—DD Form 2768

MILITARY AIR PASSENGERIC ARGO REQUEST

NOTE. Keep (s data on file for feo peers aifer submission daie.

1. SELECT AFPLICABLE TRAVEL STATEMENT:

PRIORITY 1 Direct support of operational forces angagad in combat §1 contngancy peaca-kaaping oparations diraciad MEA, g for

emargancy esving purposes

“Required use”™ Fawal of compailing oparatonal ¢onsdera kons making commansal transporation unaccaplabla {wiihin
PRIORITY 2 24 hours ). Mission canncd be salisfiod By amy ofur mode ofirava. Redquesior should proside a 2 howr window for deparium
and amivd imes o alow consslidaion of missions par DoD Direcive 4500 43

Official business travel wfich when consclclaked By JOSA0 with ofer Favolars, B mone cost eflactive Ban commardal aie
PRIORITY 3 rawal or cfficial businass wawvel on previously schadulad missona. Raquastar must poyida at laast a 2-howr window for
depadure and arival imas o alkw consolidation of missons per Dol Direclive 4500.43

2. PURPOSE OF TRAVEL

a PG b. COMPLETE MESSI0N DESCREFTION
$ODE

3. TOTAL [ PREORITY 2 COMSELLING CONSIDERATIONS AND REASOMN COMMERT AL TRAVEL UNACCERPTABLE
NLUMEBER
OF PAX

4, SENIOR TRAVELER

& MANE [Lasi Fisl Mode nilalp o GRADEADV CODE <, DUTY TITLE d. BRANDCH OF SERWCE

5 ADDITIOMNAL PASSENGERS [Nofe: Reuired ordy for DV 7 or higher)

& HANE [[asi Fisl Monls inifal) b GRADENV CODE . OUTY TITLE d. BRANTH OF SERICE

6. DESIRED FLKGHT ITINERARY

b DEPART DATETME | F) WOYR |+ 7 hes)
{Esnmpks: IRIO0DEC 0 {74000

d. ARRIVE DATETINE @ VMDIYR (+- 7 hrs)

e {Feample: S50 DEC S (P40}

. ARSEIVAL MCAQ

(1) LEG 1

(FLEG 3

(3 LEG 3

7. COST OF COMMERCIAL TRAVEL {Tremsportation, additong per dem, lost ime, gic,)

a LEGH b. LEGZ e LEGI d TIMES NO OF PASSENGERS | o EQUALS TOTAL DOET

A CARGO TRANSPORTATION [Cargn accepiors and fanders are requred af destinaion areid )

a CARGD DEECRIFTION

b LARGEST ITEM DRENSIONTS o HEAVIEST TTEM DN 560 WSS BGHT & TOTAL WEHT o, TOTAL CUEK: FEET

e SPECIAL MANDLNG REQUBROWMENTS [Fvplan)

DD F'DRM 2?53. M.ﬂ.R 1993 iE‘G; Jemigrad uming Parbm Pre, WHSTREOE  Mar 53



9. POINT OF CONTACT [Must be sble fo contact rawelers] before deparfue and aiftor aroval 0 cese of delays) or cenoeliipfons))

& KAME [Last Fist Sfoala nikal)

. GRADE

. DUTY PHONE |[DSNCommasio

d. AFTER HOURE [DSN/Commaroial)

(1) DEPAR TURE

{2 ARRA AL

0. NON-DV PASSENGERS

A MANSE [Lasl Fiesl Mok il )

b GRADE

=, DUTY TITLE

o, BRANCH OF SERWCE

1. REMARK S ADDIT FONAL COMMEN 15

12. REQUESTER

& MANE jLasl Fiml Mama inilkap

&, QRADE

& DUTY TIMLE

4. OFRCESYMBOL

s DUTY TELEBPHONE [ 35NTG [ SEGMATURE

g. DATE

o FLAMLAMNGUAGE ADDRESS (FLAD)

13. TRAVEL AUTHORIZING OF FICIAL (A3 apponied By Senace)

o MASE [Lasi Pt AMole ioin

b. GRADE

. DUTY TIMTLE

d. OFRCESYMBOL

e DUTY TELEFHONE {DSNCammarcial | © SaGNATURE

. SEMIOR TRAVELING PASSENGER [Sgnaiue may mof be delepated)

& WAME j[asi Fimi Ldnla infiap

&, GRADE

e, DUTY TIMLE

<. OFRCESYMIBOL

o DUTY TELEPHONE { ST ommincial | © SERMATURE

g. DATE

DD FORM 27668 (BACK), MAR 1998
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Appendix C

PUJC Codes

PRIORITY Codes:

Priority 1 - Airlift in direct support of operationd forces engaged in combat, contingency or
peacekeeping operations directed by the Nationd Command Authorities or for emergency
lifesaving purposes.

Priority 2 - Required use airlift or airlift requirements with compelling operationa consderations
making commercid trangportation unacceptable. Misson cannot be satisfied by any other
mode of trave.

Priority 3 - Officid busness arlift which is vaidated to be more cost effective than commercid

ar travel when supported by military arcraft, or officid business travel when consolidated with
another request(s) on previoudy scheduled missions.

URGENCY Codes:

Urgency 1 - (Combat) Airlift of personnd or meterid in direct support of, or aerted for support
of operationa forces engaged in general war or national contingency operations.

Urgency 2 - (Lifesaving or Operationd) Airlift of personnel or materiel in direct support of
lifesaving operations or operations or operationa forces deployed or preparing for mobilization.

Urgency 3 - (Humanitarian) Airlift of personne or materiel in direct support of authorized and
urgent humanitarian operations.

Urgency 4 - (Critical) Airlift of personnd or materiel which, while not fulfilling a higher urgency,
would criticaly impact the outcome of unit requirements if not immediately supported exactly as
requested.

Urgency 5 - (Priority) Airlift of personne or materid not fulfilling ahigher urgency, but which
would have a seriousimpact on the outcome of unit requirementsif not fulfilled. Changesor
consolidation with other request would not adversdly affect the unit requirements.

Urgency 6 - (Routine) Airlift of personne or materidl scheduled as part of an organization's
daily/weekly routine or travd that is qudified on a cost effective bass but does not meet the
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requirements of a higher urgency code. Changes or consolidation with other requests would not
affect unit requirements.

JUSTIFICATION Codes:

A - Adminidrative

B - Civil Works

C - Recruiting / Retention

D - Medica Support

E - Emergencies

F - Fleet Support (Genera)

G - Specid Weapons/ Components Movement

H - Seabee Support

| - Specid Warfare Unit Support

J- Research

K - Morae/ Displaced Homeport Vist / USO Tours/ R&R / etc.

L - Coast Guard Support

M - ROTC

N - Reserves

O - Joint Staff / OSD Staff Support

P - Traning

Q - Materid (Use Standard Cargo Codes in place of Category Codes when using this
Judtification Code)

R - Mantenance

S - Drug Enforcement / Task Force

T - Mohilization / Demohilization

U - CVAM Tasking

V-Y (Unused)

Z - Other Support (Provide explanation in remarks section)

CATEGORY Codes:

A - Meetings/ Conferences (Including authorized spouse travel)

B - Ceremonies

C - Goodwill/Foreign Dignitaries (Including authorized spouse travel)
D - Ingpections/ Investigations/ Courts/ Boards/ Hearings/ etc.

E - Legidaive Affars/ Public Affars

F - Fleet Support (Deployed Unit at Sea)

G - Fleet Support (Deployed Unit Ashore)

H - Fleet Support (Ship Load out for Deployment)

| - Fleet Support (Ship Off load from Redeployment)
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J - Unit Deployment / Redeployment (Other than Ship)
K - Fleet Support (Other)

L - Educators/ Military Academies

M - Performers/ Bands/ Choirs/ Drill Teams/ etc.
N - Research and Development

O - DOD Contractors/ Technician Support

P - Conaultations and Appointments (Medica/Denta/Surgicd)
Q - Marine Research

R - Watime

S- Exercise

T - Unit Traning (Active Units)

U - Unit Training (Reserve Components)

V - Test Hights

W - Readiness Training

X - Aviator Training

Y - Ferry Hight (Aircraft or Aircrew)

Z - Other (Provide explanation in remarks section)

1 - Evacuation of Aircraft

2 - Evacuation of Personnd

3 - Aeromedica Evacuation (MEDEVAC)

4 - Other Evacuation

5 - Search and Rescue

6 - Medica Support (Organ/Tissue/Blood Transfers)
7 - Graves Regidration / Body Removal

8 - Emergency Ordnance Disposd (EOD)

9 - Dissgter Relief / Other Crigs Relief

*NOTE: Only the above listed codes are authorized for use when submitting requests to the
JOSAC for support. If individua Services desire more detailed explanations of Judtification or
Category, additiona information can be provided in the remarks section of the request form.

CARGO Codes: (to be used in conjunction with justification code Q)

A - Mal

B - Aircraft Spare Parts

C - Avionics Spare Parts

D - Aircraft Engines

E - Electronic Parts

F - Test Equipment

G - Ground Support Equipment
H - Video Equipment

| - Medicd Equipment

J- Organizationd Equipment

23



K - Mantenance Equipment / Tools

L - POL Products (ENSURE Packaging Requirements are met)
M - Explosves (ENSURE Transportation Requirements are met)
N - Wegpons (ENSURE Transportation Requirements are met)
O - Wegpon Systems Parts

P - Missles (ENSURE Transportation Requirements are met)

Q - Chemicds (ENSURE Transportation Requirements are met)
R - Subsistence

S- Muscd Ingruments

T - Human Remains

U - Not Mission Capable - Supply (NMCS) items

V - Not Mission Capable - Mantenance (NMCS) Items

W - Other Aviation Cargo

X - Other Generd Cargo

Y - Hazardous Cargo
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Appendix D

OMB Circular A-126, Attachment A

ACCOUNTING FOR AIRCRAFT COSTS

The codts associated with agency aircraft programs must be accumulated to: (1) judtify the use
of government arcraft in lieu of commercidly avalable arrcraft, and the use of one government
arcraft in lieu of another; (2) recover the costs of operating government aircraft when
appropriate; (3) determine the cost effectiveness of various aspects of agency arcraft programs,
and (4) conduct the cost comparisons required by OMB Circular No. A-76 to judtify in-house
operaion of government arcraft versus procurement of commercialy available aircraft services.
To accomplish these purposes, agencies must accumulate their aircraft program codts into the
Standard Aircraft Program Cost Elements defined in Attachment B. The remainder of this
Attachment presents guidance for accomplishing each of these purposes.

Justify Use of Aircraft

The cost comparison to judtify the use of a government arcraft for a proposed trip under
Section 8.a(ii) of this Circular should be made prior to authorizing the use of the aircraft for that
trip. Agenciesthat propose to use their aircraft to support recurring travel between locations
are encouraged to develop standard trip cost judtification schedules. These schedules would
summarize the projected codts of using one or more specific types of agency aircraft to travel
between sdlected locations as compared to usng commercid arcraft (including charter) or
arline service between those locations. Comparative costs for varying passenger loads would
aso be shown. Agenciesthat chose to use this gpproach would be able to see at a glance the
minimum number of officid travelers needed to judtify the use of a particular aircraft or aircraft
type for atrip between locations on the schedule. Agencies that are not able to use such
schedules are required to do a cost justification on a case by case basis.

To make the cost comparisons necessary to justify the use of a government aircraft, the agency
must compare the actud cost of using agovernment aircraft to the cost of usng acommercid
arcraft (including charter) or arline service. The actua cost of using agovernment aircraft is
ether: (a) the amount that the agency will be charged by the organization that providesthe
arcraft, (b), if the agency operatesits own arcraft, the variable cost of using the aircraft; or (c),
if the agency is not charged for the use of an aircraft owned by another agency, the variable cost
of usng the aircraft as reported to it by the owning agency.

Agencies should develop avariable cost rate for each arcraft or aircraft type (i.e., make and

model) in thelr inventories before the beginning of each fiscal year. These rates should be
developed asfollows:
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1. Accumulate or alocate to the arcraft or aircraft type al higtorica cogts (for the previous 12
months) grouped under the variable cost category defined in Attachment B. These costs should
be obtained from the agency's accounting system.

2. Adjust the higtoricd variable costs from Step 1 for inflation and for any known upcoming cost
changes to project the new variable cogt totd. The inflation and escdation factors used must
conform to OMB Circular No. A-76.

3. Divide the total projected variable costs of the aircraft or aircraft type by the projected
annud flying hours for the aircraft or arcraft type to compute the projected variable cost or

usage rate (per flying hour).

To compute the variable cost of using an agency's own aircraft for a proposed trip, multiply the
variable cogt rate computed in Step 3 (above) by the estimated number of flying hours for the
trip. The number of flying hours should include al time required to position the aircraft to begin
the trip and to return the aircraft to its normd base of operations, if no follow-on trip is
scheduled. If afollow-on trip requires any reposition-ing time, it should be charged with that
time. If onearcraft mission (i.e, a series of flights scheduled sequentidly) supports multiple
trips, the use of the aircraft for the total mission may be justified by comparing the actua cost of
the entire mission to the commercid arcraft (including charter) or arline costsfor dl the
component trips.

The cost of using commercid airline or arcraft services for the purpose of judtifying the use of
government arcraft must:

1. Be the current government contract fare or price or the lowest fare or price known to be
availablefor thetrip(s) in question;

2. Include, as gppropriate, any differencesin the costs of any additional ground or air travel, per
diem and miscellaneous trave (e.g., taxis, parking, etc.), and lost employees work time
(computed at gross hourly costs to the government, including benefits) between the two options;
and

3. Only include costs associated with passengers on officid business. Costs associated with
passengers traveling "space available’ may not be used in the cost comparison.

Recover Cost of Operation

Under the Economy Act of 1932, as amended, (31 U.S.C.S. 1535), and various acts

gppropriating funds or establishing working funds to operate aircraft, agencies are required to
recover the costs of operating their aircraft for use by other agencies, other governments (e.g.,
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date, local, or foreign), or non-officid travelers. Depending on the statutory authorities under
which its aircraft were obtained or are operated, an agency may use either of two methods for
edablishing the rates charged for using its aircraft: (1) the full cost recovery rate or (2), the
variable cost recovery rate. The full cost recovery rate for an aircraft isthe sum of the variable
and fixed cost rates for that arcraft. The computation of the variable cost rate for an aircraft or
arcraft type is described under the previous paragraph "Jugtify Use of Aircraft." The fixed cost
rate for an arcraft or arcraft typeis computed as follows:

1. Accumulate from the agency's accounting system the fixed costs listed in Attachment B that
are directly attributable to the aircraft or arcraft type (e.g. crew costs-fixed, maintenance costs-
fixed, and aircraft lease-fixed).

2. Adjust the higtoricd fixed costs from Step 1 for inflation and for any known upcoming cost
changes to project the new fixed codt totd. The inflation and escalation factors used must
conform to OMB Circular No. A-76.

3. Add to the adjusted historicdl fixed costs amounts representing self-insurance costs and the
annual depreciation or replacement codts, as described in Attachment B.

4. Allocate operations and administrative overhead costs to the aircraft or aircraft type based on
the percentage of totd aircraft program flying hours attributable to that aircraft or aircraft type.

5. Compute afixed cost recovery rate for the aircraft or aircraft type by dividing the sum of the
projected directly attributable fixed costs (from Step 3) and the alocated fixed cogts (from Step
4) by the annud flying hours projected for the aircraft or aircraft type.

To compute the full cost of using agovernment aircraft for atrip, add the variable cot rate for
the aircraft or aircraft type to the corresponding fixed cost rate (computed in Step 5 above) and
multiply the result by the estimated number of flying hours for the trip using the proposed
arcraft.

The variable cost recovery rate for an aircraft or aircraft type is the same as the variable cost or
usage rate described under the previous paragraph "Justify Use of Aircraft.” If an agency
decides to base the charge for using its aircraft solely on thisrate, it must recover the fixed costs
of those arcraft separately from the gppropriation which supports the misson for which the
procurement of the aircraft was judtified. In such cases, the fixed cost recovery rate may be
expressed on an annud, monthly or flying hour basis.
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Determine Aircraft Program Cost Effectiveness

Although cost data are not the only measures of the effectiveness of an agency's aircraft
program, they can be very useful in identifying opportunities to reduce aircraft operationa cods.
These opportunities might include changing maintenance practices, purchasing fud at lower
cods, and the replacement of old, inefficient aircraft with aircraft that are more fud efficient and
have lower operations and maintenance costs.

The most common measures used to evauate the cost effectiveness of various aspects of an
arcraft program are expressed as the cost per flying hour or per passenger milefor certain
types of arcraft costs. These measures may be developed using the Standard Aircraft Cost
Elements and include, but are nat limited to: maintenance costs/flying hour, fud and other fluids
cost/flying hour, accident repair costs/flying hour (or per aircraft), and variable cost/passenger
mile

The Adminigtrator of Generd Services should coordinate the development of specific cost
effectiveness measures with an interagency aircraft policy working group.

Justify In-House Operation

OMB Circular No. A-76, "Performance of Commercid Activities," requires Federa agencies
to conduct cost comparisons of commercid activities they operate and, where appropriate, to
determine the most economica way to perform the work -- whether by private commercid
source or using in-house government resources. The guidelines for conducting these cost
comparisons are presented in the Supplement to the Circular.
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