


    ORIENTATION FLIGHT REPORT

           CAP FORM 7 & 7T PROCESSING TIPS


 
PAYMENT PROCESS
If all requirements and regulations regarding cadet and pilot eligibility to participate in the orientation ride program are complied with payment will be made as follows:

Corporate Aircraft

· Pilot pays nothing provided:
· Aircraft is refueled using corporate credit card in the plane
· Fuel receipt is attached to CAP Form 7.  Include Pilots name, aircraft number, tach time and mission (“O” rides) on top of fuel receipt
 Private Aircraft

· Pilot pays for the fuel with personal credit card or by cash

· Pilot submits a CAP Form 108 along with CAP Form 7 for reimbursement

· Attach original fuel receipt to forms

    
   HOW TO PROCESS FORMS
FORM 7 & 7T MUST BE COMPLETED IN ALL CAPS WITH BLOCK PRINT IN INK

Section I

· Leave flight release number blank

· Follow 173-3 guidelines for aircraft type

· Location is airport where “O” rides are taking place, not where the aircraft is kept

· If you do not have any ferry time, put zero’s in this box

· Ferry times exceeding the number of hours listed on attached matrix will require written explanation from the pilot

· Pilot must fly required number of “O” rides listed in attached matrix to substantiate ferry time. Any deviation will require written explanation from the pilot

· Total flight time equals the front seat flight time from Section II plus the ferry time

Section II

· Charter will always be WA  then unit number

· Flight time must be between .7 and 1.0 hours long.  Any flight time exceeding 1.0 hours will be paid for by the pilot

· All members must have a current ID card on their person at the time of the flight  

HOW TO PROCESS FORMS
Section II – cont.

· Cadet’s 18 years of age or older are not eligible for front seat rides. Pilot will be responsible for paying any front seat flight time given to Cadets 18 and older

· Syllabus #’s are as follows:        

· Glider Flights          01-05

· Powered Flights  
06-10

· Back Seat Rides
99

· Incomplete Rides
50 - Must attach letter of explanation 

Section III

· Reimburse to: input “WA”
· Leave all other boxes blank
Section IV

· The individual who completes the form fills out this section.  It could or could not be the pilot who flew the “O” rides

· This person is responsible for verifying the membership of the cadets and monetary computations

IMPORTANT INFORMATION
· More than 6 “O” rides in one day will require you to complete another From 7 
· Each Form 7 must be filled out separately and completely front and back.  This includes the math computations on the back.
· You will need to divide the total fuel and ferry time between each Form 7.  
· Form 7 must be accompanied by a fuel receipt
· Each Pilot must fuel up the plane after completion of their “O” rides and before giving the plane to another Pilot – DO NOT SHARE FUEL RECEIPTS BETWEEN PILOTS
· Incomplete and missing information can cause delays in reimbursement for Wing and the Pilot

· A Form 7 submitted 75 days after the initial Cadet “O” ride date can result in National denying reimbursement to Wing.  Wing will then require reimbursement from the squadron or pilot performing the “O” rides.

Please make sure you follow the above guidelines so we can insure timely processing of the Form 7.

Thank you for your cooperation.

Maj. Lori Wilkinson

WA Wing – Assist Finance

calaire@aol.com
253-859-2384


2

