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PURPOSE
This manual has been prepared to cover the policies and procedures governing the operation of the Flight Department of MY COMPANY under its Air Carrier Certificate XYZA000Z.  The purpose of this manual is to assure the utmost in safety of operation and in the general efficiency of the Flight Department.  It provides firm guidelines to enable all company personnel to carry out their assigned duties and responsibilities in accordance with company policies and FAA regulations.


DISTRIBUTION
A copy of this manual, or appropriate portions of the manual, will be furnished to all areas of responsibility within the company, including but not limited to:


1.
Maintenance Personnel


2.
Flight Crews


3.
Flight Followers


4.
Flight Standards District Office (FAA)


REVISION CONTROL
In accordance with FAR 135.21(a), revisions will be prepared by the Director of Operations.  Each revision will have a revision number, date, and page numbers being revised.  Revisions will be consecutively numbered.

It will be the responsibility of each manual holder to keep his manual current and record any revisions on the Log of Revisions, page iv.  A Document Custody Form (see Section S) is required to be on file for those personnel issued this manual.  In order to facilitate Recordkeeping and ensure that all manuals are current, a Revision Notice (see Section S) will be distributed with each revision and will instruct personnel as to which pages are to be removed or replaced.  After the new or revised pages have been added and the outdated pages removed, the person responsible for this manual will complete the receipt portion of the revision notice and either mail or deliver it to the Director of Operations.

All manual revisions will be submitted to the FAA for review prior to being implemented.
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REVISION CONTROL (cont.)

Revision control is accomplished in the upper right hand corner of each page.  The following is an explanation of the terms found:


A-1/R-10/04-17-92

A-1

Represents Section A, Page 1.

R-10

Represents Revision 10.

04-17-92
Represents the date the revision became effective.


COMPANY FORMS
All company forms referenced in this manual will have examples in Section S.
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