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Overview

• Planning a domestic trip from Point A to Point B

• Checklist example

• Crewing

• Passenger Profiles

• Flight following

• Relationships with Executive Assistants &
Customer Service Reps



3

Who is in the audience?

• Anyone who just started?

• 1 – 3 months?

• Who schedules helicopters?

• Who schedules Float planes?

• Who schedules Jets?
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Where do we start?

• How do we know what we need for the trip?

• How are we going to remember what we
need?
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Schedulers are the “HUB” of the Flight Department

YOU

Company
Executives

Executive
Assistants

Pilots
Maintenance

Service
Provider



Know “YOUR” Aviation Department
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• Aircraft availability and limitations
• Airport and limitations
• Crew availability and limitations
• Passengers
• Standard Operating Procedures (SOP)
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Let’s schedule a trip!

• Seattle to Bristol

• Bristol, England?

• Bristol, TN?

• Bristol, CT?

Where are we going?

Point A to Point B
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Know your Destination

• Ask for an address of their destination

• Passengers were going to ESPN in Bristol,
CONNECTICUT

• Is there an airport in Bristol?

• Options for searching for closest usable airport

• Website options – GoogleMaps, VFRmaps.com
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Considerations

• Runway length consideration

• Noise curfews

• Airport hours

• FBO hours

• Fuel

• Deicing

• Final determination is BDL (Bradley International
- Windsor Locks, CT)
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Know your Fleet

• Can any of your aircraft go non stop to Bristol

• Turbo props, light, mid, super mid and heavy jets

• Helicopter

• Talk to the pilots – best source for a new airport
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FBO – Fixed Base Operator

• Perhaps the best way to describe a FBO – a
gas station for aircraft!

• There can be several FBO’s at an airport –
how do you choose?

– Fuel price/fuel program

– Services offered (lav service, cleaning, loyalty
programs)

– Passenger preference

– Pilot ratings (reviews from aviation industry)
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Know your Crew

• Aircraft Qualification/Currency

• PIC, (Pilot in Command) vs. SIC, (Second in Command)

• FAA Medical Currency

• Duty rest
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Crew Logistics

• Ground Transportation

• Hotel Accommodations

• Catering Pick ups
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Passenger Profiles

• Full Name as shown on a
Government ID

• Is the passenger an employee or
guest?

• Contacts – Office/Cell/Email

• Date of Birth

• Assistant Name/Contacts

• Emergency Contacts
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Passenger Logistics

• Point AA to Point BB

• Luggage/Cargo/Unique Items

• Ground or other transportation to get them to Point BB

– Car/Driver

– Car Rental

• Passenger Stay

– Address
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Flight Following – Who is tracking the flight

• Know your company policy on Flight Following:

– 24/7 constant monitoring

– Only check on and off messages

– None

– What happens if there is an emergency? Are you prepared to handle it?
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Passenger Itinerary Distribution

• Company Protocol

• Preliminary Itinerary

• Final Itinerary

• Post Itinerary

• Changes?
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Building Relationships with the Executive Assistants
or Travel Planners

• Familiarization Trips

• Open House at the
Hangar

• Luncheons

• Travel Fair

• Face to Face Meetings
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Building Relationships with Customer Service Reps

• Take the time to know your
Customer Service Rep

• Frequent FBO/Handlers

• Network at NBAA S/D
Conference or other Aviation
events

• Encourage your crew to connect
with the Customer Service Rep
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Overwhelmed??

• NBAA S/D Conference

• Scheduling Software Users
Conference/meetings

• NBAA Website/Airmail

• Networking

• Obtaining your Dispatch License

What resources do you have as a S/D?
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Airport Information www.acukwik.com

Airport Trip Planner www.universalweather.com

Airport Details www.airnav.com

www.aopa.org

Air Charter Guide www.aircharterguide.com

Aviation Related Calculator www.csgnetwork.com/aviationconverters.html

Air Traffic Control System www.fly.faa.gov/flyfaa/usmap.jsp

CDC – Traveler’s Health www.cdc.gov/travel/index.htm

Air Traffic Services (formerly GA Desk) www.airtraffic@nbaa.com

FlightAware www.flightaware.com

International Civil Aviation Organization www.icao.int/index.html

National Business Aviation (NBAA) www.nbaa.org

Restrictions – International Aviation www.faa.gov/AIRPORTS_AIRTRAFFIC/

Special Traffic Management (e-STMP) www.fly.faa.gov/estmp

State Department Travel http://travel.state.gov/

Time and Date www.timeanddate.com

Time Zone Converter www.timezoneconverter.com/index.shtml

U.S. Customs – Traveler Information http://www.cbp.gov/

Visas www.g3visas.com

Weather www.weather.com / www.weathertap.com

Helpful Websites
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Found in NBAA Management Guide
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Phonetic Alphabet
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