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ARTICLE | i1 The School

Section 1.1 Philosophy

Our institution's philosophy is to provide students with the best possible opportunity to gain the
knowledge, skills, e  xperience, and judgment required of a quality education in aviation. Our goal is to
provide the resources that will assist each student in reaching his or her ultimate potential of
becoming a professional pilot and flight instructor.

Section 1.2 History

Richmor Aviation, Inc. began as the innovative idea of two young aviators, Mahlon W.
Richards and Joseph Mormando in 1968. A fixed based operation began at Columbia County Airport in
Hudson, New York in January 1968 and has since multiplied into three full -fledged fixed base operator
locations.

Columbia County Airport is still the official home for Richmor Aviation, Inc. and is currently the
base operation for Richmor's air taxi operation. A second operation began in August 1969 at the
Saratoga County airpo  rt in Ballston Spa, New York, and after 38 years has closed in December 2007.
Saratoga was the base operation for the 141 Flight School and home to our former Chief Flight
Instructor, Thomas E. Miller.

The largest of the flight school operations is based at the Schenectady County Airport in
Scotia, New York. The Schenectady facility began in April 1975 and now trains an average of 125 flight
students annually and is supervised by the Director of the Flight School, Lisa M. Litts, and our current
Chief Inst ructor, Kenneth J. Rogers. The third base of operations is located at the Kingston -Ulster
Airport in Kingston, New York.

Richmor Aviation first received FAA approval as a Part 141 Flight School in 1967. At almost the
same time, approval was granted by the New York State Education Department for the training of
veterans and other eligible persons under Title 38 U.S. code. The State Education Department
transferred the approval process for veterans and other eligible persons over to the New York State
Depart ment of Veterans Affairs, Bureau of Veterans Education under Title 38 U.S. Code, Section 3676.

Please Note: SCCC students will be expected to receive training at Richmor's Schenectady
|l ocation, QUESTAR students will tr ai nmigalocding &nchdisted s Schenect a
BOCES students will train at Richmorés Kingston | ocation.

Section 1.3 Administration/Staff

President:  Mahlon W. Richards, Columbia County Airport, Hudson, NY

Director of the Flight School: Lisa M. Litts, Kingston - Ulster Airpor t, Kingston, NY

Chief Instructor: Kenneth J. Rogers, Schenectady County Airport, Scotia, NY
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ARTICLE Il - ADMISSIONS

Section 2.1 Requirements

In order to enroll in any course offered at Richmor Aviation, a prospective applicant must meet
the requirements  of Federal Aviation Regulations Part 61 (Subpart, as applicable), including but not
limited to the following:

1. Private : 16 years of age and will reach his/her 17 " birthday prior to completion of this course.

2. Instrument and/or Commercial 117 years of age an  d will reach his/her 18 ™ birthday prior to
completion of these courses.

3. CFlor CFll : 18 years of age
4. FAA Medical (2 ™ class needed for SCCC students)

5. Read, speak, write, understand, and converse fluently in English, as required by FAA
regulation.

Section 2.2 Procedures

The applicant is to obtain, complete, and return the application/registration form to the
admissions office. The student will be notified of his/her acceptance into the program. If the applicant

has not already received an extensive tour of the facilities and operations, the applicant will schedule
an appointment for a tour and to complete the enroliment process as soon as possible after application
and/or acceptance. Each student will receive a copy of this school manual, a course syllabus, and will

sign (in duplicate) an enrollment agreement. One original enrollment agreement will remain on file
with the school; the student will receive a duplicate of the original.

A student enrolling in a Degree Program will comply with the respective Partn ership Program's
enrollment requirements and the course information sheet requirements.

Section 2.3 Advanced Credit

The school is restricted by regulation from allowing more than fifty (50%) percent of the

curriculum requirement as advanced credit at the t ime of enrollment, if such flight time was logged at
an FAA approved FAR 141 school. In the case where flight time was not logged at an approved school,
Richmor is restricted from allowing more than twenty -five (25%) percent of the curriculum

requirement a s advanced credit. In either instance, advanced credit will be based upon a proficiency
test and/or knowledge test conducted by the school.
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Richmor Aviation

Enrollment Certificate

This is to certify that has enrolled in

Richmor Avidion, Inc. 14 CFR § 141 training course for Prévate Pilot

Certification Course Airplane SingleEngine Landcertificate.

Student Signature: Date:
FI ight School Representativeos
Signature: Date:

Title: Flight School Director Chief Instructor Asst. Chief Instructor

(Circle one)
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ARTICLE Il - GENERAL COURSE INFORMATION

Section 3.1 Objectives

The objective of each course offered by Richmor Aviati on is to provide the best possible
training for a student to become a safe and competent professional pilot. Upon satisfactory completion
of training and successful completion of all stage, written, flight checks, and end -of-course tests, the
student will have obtained the knowledge, skills, experience, and judgment required to qualify for the
FAA knowledge and practical tests necessary to ultimately gain a pilot's certificate or rating for an
Airplane/Single -Engine Land, and be able to exercise the privile ges of that certificate.

Section 3.2 Enrollment

Richmor's policy for enrollment is an "Open Enroliment" policy. This policy allows for
enrollment at any time during the 12 -month calendar year. A student enrolling in a degree program
must enroll through th e partnership program as per his/her enroliment policy. Please refer to the
respective partnership program catalog (collegiate, high school, or veteran) for enroliment
requirements, prerequisites, and procedures.

Section 3.3 Performance and Progress

A. The flight school maintains an official progress record for each enrolled student. Each student
will be furnished with a Training Syllabus listing, by stages, all items of flying skill and other
requirements of the course. When an instructor judges that the stu dent's performance on an
item has reached an acceptable level, he/she will orally inform the student and enter a grade
in the student's file for that item (See Article Ill, Section 3.4).

B. Acceptable levels of performance for flight proficiency are those tha t the instructor judges to
be at, or exceeding, the performance required by the Federal Aviation Administration (FAA)
Regulations and which meet the requirement of the applicable FAA Airman Certificate
Standards.

"Stage checks" are required at the end of each stage of flight training. All of these checks are
administered by the Chief or Assistant Chief Flight Instructor(s) to determine that the student

is progressing satisfactorily to ultimately receive a Graduation Certificate for FAR Part 141
students (o0 r appropriate endorsements by a Certified Flight Instructor for Part 61 students)

which will allow him/her to apply for the FAA Practical test after course completion.

C. All school stage and final examinations are graded on a percentage basis and must meet t he
course requirement of 80% correct to pass. Should a student receive a grade below 80%, the
instructor must correct and review the test with the student. Upon satisfactory completion, at
the instructor's discretion, the instructor must sign and date the test as follows: "Correct to
100%, (CFI Name and Certificate #)o0.

D. For ground instruction lessons, at the end of each stage, a "Stage Exam" is administered to
the student to determine the student's knowledge and retention of required material. Upon
completi on of course ground material, a final exam is administered which closely resembles
the FAA's knowledge test.

E. To maximize a lesson, the student must be fully prepared for the lesson. This means to have
completed the ground lesson preceding the flight lesson and resolves any questions prior to
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the intended flight. The instructor can exercise the prerogative of not flying a scheduled lesson
if the student is obviously unprepared. An appropriate note will be placed in the student's
folder each time he/she arriv es unprepared for a flight lesson.

F. Students are required to initial all dual training entries in the flight school training record. The
student is required to keep a logbook of all dual and solo flight time. The instructor will sign
this logbook for all pe  riods of dual instructor and related ground instruction.

Section 3.4 Grading System

A. Each course uses a numerical system for grading. For each individual flight lesson completed,
the following grading system is used:

Grade Letter | Grade Average | Descripti on

1. A95-100% Excellent

2. B 85-94% Above Average

3. C75-84% Average

4. D70 -74% Below Average

5. F < 70% Below FAA Standards

B. A student may require or be required to take remedial work for flight and/or ground school

instruction. Remedial flights will be recorded in the studentds folder as an addi't
designated with a letter "a, b, c..." next to the lesson used for remediation. Remedial ground
school quizzes or tests will be averaged together with existing course grades. There will be no
remedial course  credit allowed for courses taken outside of Richmor Aviation. FAA regulations
do not allow students to be enrolled in two Part 141 programs at the same time.

C. The student is encouraged to follow his/her progress as recorded in the file. The instructor will
immediately report any unsatisfactory progress to the Director of the Flight School or Chief
Instructor. The progress records are to be kept in the student's files and are not to be
removed, except for training purposes or as approved by the Director of t he Flight School or
Chief Instructor.

Section 3.5 Course Completion

Upon satisfactory completion of all flight and ground course syllabus requirements, the receipt
of an appropriate recommendation by an instructor, as well as being a student in good financ ial
standing as provided by the Business Office, the student will be required to take a final stage
examination which consists of both oral and flight exams in order to receive a Graduation Certificate
(for FAR Part 141 Graduates) or the appropriate endors ements (for FAR Part 61 Completions). The
Graduation Certificate and/or Endorsement are required of applicants prior to being tested for a FAA
certificate or rating.

A student will have two chances to pass the FAA Practical Test. Upon failure of the first test,
the student will receive an incomplete (I). The student will then receive appropriate remedial dual
instruction required to pass the test. The student will have thirty (30) days to apply for and pass the

re -test. Upon failure of the re -test, the stu  dent will receive a failure for the course. If the student does
not re -test within the thirty (30) days, the incomplete (I) will automatically revert to a failure. The
student should note that the FAA Practical Test is a requirement for course completion, and the

issuance of a valid FAA Certificate(s) will be a requirement for enroliment in any subsequent courses.

In order to obtain a FAA Certificate, appropriate knowledge and Practical Test(s) must be
satisfactorily completed. Upon satisfactory program co mpletion, the student will receive a Graduation
Certificate and Logbook Endorsement.
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ARTICLE IV - ATTENDANCE POLICY

The ground school portion of all training is divided into two sections. The first is classroom and

self -study required of the student throu gh the use of manuals, workbooks, and question books

as

provided by the syllabus of training. The second is one -on-one individual ground instruction with a

Certified Flight Instructor (CFI). These are scheduled at specific intervals within the training syl
and are required for course completion.

Section 4.1 Notification

If a student is unable to attend a scheduled appointment, the school is to be naotified at least
twenty -four (24) hours prior to the scheduled appointment. If the student fails to notify

labus

the school as

set forth above, such absences will be taken into consideration when the Director of the Flight School,
or flight school manager, determines thatano  -show fee should be charged based on the scheduled
lesson. Students should make no assumpti ons that a flight is cancelled due to weather without first

checking with their flight instructor.

The continuous cancellation or cancellation without notice (no -show) of scheduled
appointments by a student will seriously affect progress and performance i
(approximately three (3)) unexcused absences will be reported to the Director of the Flight School for
advisement. Unless mitigating circumstances prevail, the Director of the Flight School will charge the
student 1 hour of aircraft ti me and 1 hour of instructor time, at the regular rental rates in effect. If
continuous | esson cancell ationds subsequently
the Flight School for termination of their hard schedule (if applicable) or co
the program for lack of attendance.

Section 4.2 Make -up

Responsibility for missed work or flight due to absence rests with the student. Failure to

n a course. Repeated

occurs

mplete termination from

complete course requirements in a timely fashion may result in course failure, incr ease in course

expenses due to charges for additional flights or ground instruction, or a lack of knowledge and
experience necessary for the FAA knowledge or practical tests. The flight or appointment can be

made -up by rescheduling with the appropriate ins tructor for an additional make -up session.

Section 4.3 Tardiness

The student should arrive at least fifteen (15) minutes prior to the flight lesson in order to be
completely prepared prior to the scheduled appointment time. Due to tardiness, the student m

ay be

required to schedule a make  -up lesson in order to finish work left incomplete. Extensions of time for

the aircraft or ground instruction will only be allowed as the schedule permits.

ARTICLEV T CONDUCT

Students, acting in any capacity, shall conduc t themselves in a manner that reflects mature

judgment regarding safety, care of equipment/facilities, and respect all rules and regulations at all
times. The plagiarism, forgery, or falsification of any documents is prohibited. Cheating on

examinations is  strictly prohibited and handled accordingly. Richmor Aviation may immediately dismiss

students who willfully disregard safety or violate flight school rules and/or Federal Aviation
Regulations.

10
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ARTICLE VI T TERMINATION AND WITHDRAWAL

Section 6.1 Terminat ion

The school may, at the Director of the Flight School 6s
discontinue a student's training:

1. forreasons of safety or misconduct;

2. unsatisfactory progress;

3. ifthe student fails to participate as required by the attendance policies set forth in ~ Article IV_;
4. if the student is unable to continue due to extenuating circumstances; or

5. If the student violates any school and/or Federal Aviation Regulation.

Section 6.2 Withdrawal

A student may choose, at any time, to withdraw or v oluntarily terminate from a program. The
school requests that you notify your instructor or the business office of your intent to withdraw.

Section 6.3 Notification of Agencies Regarding Student Status

Where applicable, obligations) or immigration statu s. Upon such notification to the
appropriate agencies, the school is relieved of all responsibility to the student.

ARTICLE VII - ALCOHOL AND DRUG POLICY

Richmor Aviation promotes a drug free workplace throughout its school and entire company. A
student's code of conduct clearly prohibits, at minimum, the unlawful possession, consumption,
distribution, or manufacture of illicit drugs on Richmor property or as part of any Richmor activity.

Included in this policy is the unauthorized possession, consumption, or distribution of alcohol on
Richmor property or as part of any Richmor activity.

Any student found disobeying the drug -free policy or who are found under the influence of
drugs or alcohol will be subject to disciplinary action up to and including dismis sal and possible referral
for prosecution. Richmor's disciplinary action may include the completion of an appropriate
rehabilitation program. Further information of the entire substance abuse policy may be requested
through Richmor's Substance Abuse Progra m Manager.

Students are reminded that a conviction of DUI, DWI, or a drug related offense may preclude
the issuance of FAA Medical or Pilot Certificates.

11 August, 2016
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ARTICLE VIiI - COURSE OUTLINES

The training course outlines meet all the program requirements for th e Private Pilot Course
contained in Appendix B of FAR Part 141 (revised); in Appendices F and G of FAR Part 141 (revised)
for the Instrument/Commercial Pilot Course; and Appendix H of Part 141 (revised) for the Certified
Flight Instructor and Certified Ins trument Flight Instructor Courses. The training syllabus contains a
separate ground training section and a flight training section that will be taught concurrently.

Section 8.1 Private Pilot Certification Course; Airplane - Single Engine Land

A course syl labus for the Private Pilot Course is provided to each student at the time of
enrollment. This syllabus contains information regarding subject matter appropriate for a student to
meet the knowledge, skills and experience requirements necessary to acquire a Private Pilot Certificate
with an Airplane Category/Single Engine Land Rating and to exercise the privileges of that certificate.
Subjects covered in this course include: theory of fight, basic aerodynamics, airplane operation and
performance, navigation, flight computers, communications, publications, regulations, and basic
emergency procedures.

Section 8.2 Instrument Rating Pilot Course; Airplane

A course syllabus for the Instrument Rating Pilot Course is provided to each student at the
time of enrollmen t. This syllabus contains information regarding subject matter appropriate for a
student to meet the knowledge, skills and experience requirements necessary to acquire an
Instrument Rating. Subjects covered in this course include instrument flying techniqu es and
procedures in conjunction with modern ILS, VOR, ADF and radar facilities, communications,
publications, regulations and basic emergency procedures.

Section 8.2(a) Commercial Pilot Certification Course; Airplane - Single Engine Land

A course syllabus  for the Commercial Pilot Course is provided to each student at the time of
enrollment. This syllabus contains information regarding subject matter appropriate for a student to
meet the knowledge, skills and experience requirements necessary to acquire a C ommercial Pilot
Certificate with an Airplane Category, Single Engine Land Rating and to exercise the privileges of that
certificate.

Section 8.3 Commercial Pilot - Additional Aircraft Category Rating Course; Airplane
- Single Engine Land

A course syllabus is provided to each student at the time of enrollment. It contains the
knowledge and skill requirements necessary to acquire the addition of an Airplane Single Engine Land

Rating to an existing Commercial Rotorcraft -Helicopter Certificate. A prerequisite e nrollment
requirement for this course is that the student must possess a Commercial Rotorcraft -Helicopter
Certificate.

Additionally the student must concurrently enroll in the Instrument Rating - Additional Aircraft
Rating Course. The course content follow s the Commercial Pilot Certificate Course in those areas

specific to airplanes.
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Section 8.3(a) Instrument Rating - Additional Aircraft Category Course

A course syllabus is provided to each student at the time of enroliment. It contains the

knowledge and s kill requirements necessary to acquire the addition of an Instrument Rating - Airplane
Single Engine Land to an existing Instrument Rating - Rotorcraft Certificate. The student must be
concurrently enrolled in the Commercial Pilot - Additional Aircraft Cat  egory Rating Course. The course

content follows the Instrument Only Pilot Course in those areas specific to airplanes.
Section 8.4 Special Commercial Pilot Certification Course

A course syllabus is provided to each student at the time of enrollment. This s hortened
commercial course contains only 95 hours of total flight time. Students enrolled must meet minimum
monthly time requirements in order to maintain satisfactory progress and guidelines. The course
content follows the same Jeppesen training program w ith modification to lesson time allocation tables.

Section 8.5 Certified Flight Instructor; Airplane - Single Engine Land

A course syllabus for the Flight Instructor Certification Course is provided to each student at the
time of enrollment. This syllabus contains information regarding subject matter appropriate for a
student to meet the knowledge, skills and experience requirements necessary for the original issuance
of a Flight Instructor Certificate with an Airplane Category, Single Engine Land Rating an d to exercise
the privileges of that certificate. Subjects covered in this course include fundamentals of teaching and
effective techniques, analysis of flight maneuvers, and an in -depth study of the principles of
instruction.

Section 8.6 Certified Flight Instructor 1 Instrument; Airplane - Single Engine Land

A course syllabus for the Flight Instructor Instrument Course is provided to each student at
the time of enrollment. This syllabus contains information regarding subject matter appropriate for a
studen t to meet the knowledge, skills and experience requirements necessary to acquire the addition
of an Instrument Instructor's Rating to an existing Flight Instructor Certificate and to exercise the

privileges of that rating. This course is a review of the fu ndamentals of teaching and effective
techniques, as wel | as the analysis of the modern I LS,
departure, and enroute procedures. This course is devoted to an in -depth study of the principles of

instrument instruction.

13 August, 2016
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ARTICLE IX - TUITION AND FEES

Aircraft rates shown are base rental rates and do not include a fuel surcharge. Rates are subject to

change dependent on an increase or decrease in fuel costs.

Section 9.1: Private Pilot Certification Course

INSTRUCTION  (Course hours and prices are based on the minimum number of hours and price)

20 hours of dual - Cessna 152 @ $1 53.00/hr. $3, 060 .00
15 hours of solo - Cessna 152 @ $9 8.00/hr. $1,4 70.00
6 hours of Pre and Post Instruction @ $55.00/hr. $330.00
11 hours of Ground Instruction @ $55.00/hr. $605.00
SUBTOTAL $5,465 .00
ADDITIONAL EXPENSES

Books, Headset $485.95
Manual and Charts $50.00
Knowledge Test, Examining Authority Fees $340.00
SUBTOTAL $875.95
TOTAL $6,340 95
Section 9.2: Instrument Rating Pilot Course

INSTRUCTION  (Course hours and prices are based on the minimum number of hours and price.

21 hours of dual - Cessna 172 @ $18 7.00/hr. $3, 927 .00
14 hours of dual - Red Bird @ $135.00/hr. $1,890.00
10.5 hours of Pre and Post Instruction @ $55.00/ hr. $577.50
6 hours of CFI Ground Instruction @ $55.00/hr. $330.00
SUBTOTAL $6, 724 .50
ADDITIONAL EXPENSES
Books $399.00
Manual and Charts $100.00
Knowledge Test, Examining Authority Fees $499.00
SUBTOTAL $998.00
TOTAL $7,722 .50
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Section 9.2(a): Commercial Pilot Certification Course

INSTRUCTION  (Course hours and prices are based on the minimum number of hours and price. )
40 hours of dual - Cessna 152 @ $15 3.00/hr. $6, 12 0.00
65 hours of solo - Cessna 152 @ $9 8.00/hr. $6, 37 0.00
15 hours of dual - Cessna 172RG @ $21 3.00/hr. $3,1 95 .00
16 hours of Pre and Post Instruction @ $55.00/hr. $880.00
SUBTOTAL $16, 565 .00

ADDITIONAL EXPENSES

Books $399.00

Manual and Charts $50.00

*Knowledge Test Fees $165.00, A/C For Flight check & *$600.00

Examiner's Fee. Ex aminers Fee set by Examiner

SUBTOTAL $1,049.00

TOTAL $17 ,614 .00

Section 9.2(b): Special Commercial Pilot Certification Course

INSTRUCTION  (Course hours and prices are based on the minimum number of hours and price.)

25.5 hoursofdual - Cessna 152 @ $15 3.00/hr.

$3, 901 .50

55 hours of solo - Cessna 152 @ $9 8.00/hr.

$5, 390 .00

14.5 hours of dual - Cessna 172RG @ $21 3.00/hr.

$3,0 88 .50

13 hours of Pre and Post Instruction @ $55.00/hr.

$715.00

SUBTOTAL

$1 3,095 .00

ADDITIONAL EXPENSES

Books

$399.00

Manual and Charts

$50.00

*Knowledge Test Fees $165.00, A/C For Flight check &
Examiner's Fee. Examiners Fee set by Examiner

*$600.00

SUBTOTAL

$1,049.00

TOTAL

14,14 4.00
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Section 9.3: Commercial Pilot, Additional Aircraft Category Course

I NSTRUCTION (Course hours and prices are based on the minimum number of hours and price.

40 hours of dual - Cessna 152 @ $15 3.00/hr. $6, 120 .00
10 hours of solo - Cessna 152 @ $9 8.00/hr. $9 80.00
5 hours of dual - Cessna 172 @ $18 7.00/hr. $9 35.00
10 hour sofdual - Cessna 172RG @ $21 3.00/hr. $2,1 30.00
16.5 hours of Pre and Post Instruction @ $55.00/hr. $907.50
SUBTOTAL $11,072 .50
ADDITIONAL EXPENSES

Books $125.00
Manual and Charts $50.00
*Knowledge Test Fees $165.00, A/C For Flight check & *$600.00
Examiner' s Fee. Examiners Fee set by Examiner

SUBTOTAL $775.00
TOTAL $11, 847 .50

Section 9.3(a): Instrument Rating, Additional Aircraft Category Course

INSTRUCTION  (Course hours and prices are based on the minimum number of hours and price.

15 hour sofdual - Cessna 172 @ $18 7.00/hr. $2, 805 .00
4.5 hours of Pre and Post Instruction @ $55.00/hr. $247.50
22 hours of Ground Instruction @ $55.00/hr. $1,210.00
SUBTOTAL $4, 262 .50

ADDITIONAL EXPENSES

Books PAID IN COURSE
Manual and Charts $100.00
Knowledge Test Fees, A/C For Stage Check $545.00
SUBTOTAL $645.00
TOTAL $4, 907 .50

Section 9.4: Flight Instructor Certification Course

INSTRUCTION  (Course hours and prices are based on the minimum number of hours and price.

20 hours of dual - Cessna 1l 52 @ $15 3.00/hr. $3,0 60.00
5 hours of dual - Cessna 172RG @ $21 3.00/hr. $1,0 65.00
7.5 hours of Pre and Post Instruction @ $55.00/hr. $412.50
25 hours of Ground Instruction @ $55.00/hr. $1,375.00

16
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SUBTOTAL | $5, 912 .50
ADDITIONAL EXPENSES

Books $165.00
Manual and Charts $50.00
Knowledge Test Fees, A/C For Flight Check $467.00
SUBTOTAL $682.00
TOTAL $6,5 94.50
Section 9.5: Flight Instructor - Instrument Course
INSTRUCTION  (Course hours and prices are based on the minimum number of hours and price. )
15 hours of dual - Cessna 172 @ $18 7.00/hr. $2, 805 .00
4.5 hours of Pre and Post Instruction @ $55.00/hr. $247.50
15 hours of Ground Instruction @ $55.00/hr. $825.00
SUBTOTAL $3,8 77.50

ADDITIONAL EXPENSES

Books $189.00
Manual and Charts $75.00
Knowle dge Test Fees, A/C For Flight Check $535.00
SUBTOTAL $799.00
TOTAL $4,6 76.50

Section 9.6: Adjustments to Tuition
The student should recognize that the flight times and fees in Article IX above are estimated.
Each student has individual training needs, therefore, the times stated herein are subject to change
but may not be reduced below that required by the Training Course Outlines approved under Part 141
of the Federal Aviation Regulations. If additional instruction or flights are required, such timei san
additional expense to the student and will be charged at the hourly rates set forth in the Enroliment
Agreement or agreed to in such agreement signed between Richmor Aviation, the respective
educational institution, and the student.
Students should be  aware that while the Knowledge and Practical Tests are included in the
laboratory charge, the fee only allows for two attempts at the knowledge test. If the student needs to
attempt any test more than twice, the student will be responsible for the additio nal cost. The headset
fee, shown in the Private Pilot Course, is a one -time fee.
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ARTICLE X - PAYMENT AND REFUND POLICY

*Refund Policy applies strictly to tradition students enrolled in Richmor Aviation

Section 10. 1 Method of Payment

A. Paymentin Full:
A student may elect to pay the entire tuition fee shown in Article IX at the time of
enrollment. At the end of each completed instruction period, the student will receive a receipt

depicting the amount on deposit and the amount deducted from the account for payment of an

instructional period. At the end of each course, a summation report can be provided to the student, if

requested. Such report will show the total amount deducted from the account in payment of the

course from the amount on deposit. If such am ount deducted totals more than that set forth in Article

IX as course tuition, the student will be required to deposit the additional amount to cover the

remaining course tuition before being allowed to enroll in the next course. If such report shows a
cre dit, based on the amounts deducted, the student has the option to 1) receive a refund for that
amount, or 2) retain such credit on account to apply toward the tuition for subsequent courses; or

B. Course Payment:

The student may elect to prepay individual co urse tuition at the time of enrollment into each

course. Again, the student is responsible for any additional flight or ground costs incurred over and
above that stipulated in Article IX and paid on account. The additional costs are to be paid before
enrol Iment into the next course. In the case of a credit, the student may receive a refund, or retain
such credit on account to apply toward the tuition for subsequent courses; or

C. A-La-Carte Payment:

The student may elect to pay on an a -la-carte basis. Payment is due immediately upon

completion of a ground or flight lesson. A student will not be allowed to continue flying on a debit
balance.

D. End - of - Month Payment:

The student may choose to submit credit card information to the office manager for payment

purposes. The student's account balance will then be charged to the credit card at the end of each

month. In the event the credit card on file is declined, the student will not be allowed to continue
flying on a debit balance.

Section 10.2 Refund Policy

Upon termin ation or withdrawal, the student is entitled to a refund as follows: (degree program
students should refer to Article XV of this manual.)

A. After enroliment, once flight training has commenced, all refunds are given on a pro
hourly basis of course comp letion. In other words, as long as all charges are paid in full
through the last date of attendance, for services rendered or supplies purchased, etc. any
remaining balance will be refunded to the student.

B. Books and supplies may not be returned for a refun d.

C. Any monies due the student shall be refunded within sixty (60) days from the last date of
student attendance. Although not required, "A Request for Refund" form is available from the

-rate

Business Office. Upon the schools' receipt of a Request for Refund, al | monies due shall be

forwarded within thirty (30) days.
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ARTICLE XI - STUDENT SERVICES

Section 11.1 Recordkeeping

The school is required to keep all student records on file for a minimum of 3 years. All records
are strictly confidential. A student has the right to view his/her own educational records upon seven
(7) days written notice to the school. A transcript may also be obtained by a written request.

Section 11.2 Complaint Procedures
1. “Informal" - Within five (5) days of the action or information, on wh ich the complaint is based,

the student should attempt to discuss and resolve the matter directly with the employee,
instructor or staff person, without confrontation. Both parties should recognize that this step is

informal and that its intent is to reach a reasonable resolution of the complaint without
confrontation.
2. "Formal" - If within fifteen (15) days the matter has not been resolved, the student should

prepare a written complaint and submit it to the individual's immediate supervisor. A meeting

will be timely scheduled between the student, the employee, and the employee's supervisor in

order to resolve the matter. The meeting should not conflict with scheduled appointments of

the employee or the student. If the student fails to appear, the complaint w ill be deemed to
have been abandoned. If the employee fails to appear, the supervisor will notify the employee

of the recommended resolution. The employee will have three (3) days to respond to the
recommended resolution.

Section 11.3 Affirmative Action

It is the policy of this school to provide equal opportunity in employment and education for all
persons. In actions related, but not limited to, recruitment, admissions, education, and employment,
the school shall not discriminate against any person because of age, race, color, sex, national origin,
religion or marital status. If you think you have been discriminated against for any of the above
reasons, you should contact the Director of the Flight School. The school has a formal complaint
procedure outline d in Article Xl, Section 11.2 of this manual.

Section 11.4 Reference Library

A reference library for student use is available during the school's hours of operation. All books
and materials may be used for your reference, but under no circumstance are mate rials to be removed
from the reference area.
Section 11.5 Housing

It is the school's intention to provide the availability of limited housing facilities. If housing
needs are requested, the school will seek out housing opportunities in the local area. The student
should expect to pay housing costs ranging from $250 - $1,500 per month. The cost is based on the
student's personal preference.
Section 11.6 Title 38 Training (Veterans and other eligible persons)

Students who believe they may be eligible for fli ght training benefits under Title 38 should

contact the Director. Richmor will provide students with the appropriate application for benefits and
may assist students with the appropriate documents required to apply for Title 38 funding.
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ARTICLE XIl - BASE LOCATIONS

Section 12.1 Schenectady County

The Schenectady County base is located at:
Schenectady County Airport

19 Airport Road

Scotia, New York 12302

Phone: (518) 399 -8171

Section 12.2 Columbia County

Corporate headquarters of Richmor Aviation and h ome to the PART 135 Charter Division.
The Columbia County base is located at:

Columbia County Airport

Route 9H

Hudson, New York 12534

Phone: (518) 828 -9461

Section 12.3 Kingston - Ulster
The Kingston -Ulster base is located at:
Kingston -Ulster Airport

1155 Flatbush Road

Kingston, New York 12401

Phone: (845) 336 -5638

** The FAR 141 Airline Transport Pilot Course is not presently offered at any of the Richmor training
facilities.

Facility Descriptions :
Schenectady County

This is Richmor malnbageof opSatidng Dhe flight training facility is a two
story building comprised of six private offices for instructor/student briefings and flight planning; two

large conference rooms each capable of seating over twenty persons; a computer weather briefing

station; two pilot lounges; three bathroom facilities; a private room allocated specifically for the
Redbird AATD Flight Training Device; several administrative offices and a reception desk with a lobby;
a refreshment center and three desks with t elephones for student use in flight planning. An Aircraft

mai ntenance facility is | ocated in a main hanger

PSI (LaserGrade) testing site is located on site offering all FAA and FCC written examinations

Columbia County:

Ri chmordés satellite flight training base at
area with two bathroom facilities and administrative offices; computer weather briefing room and a
flight school room with two work areas fo r instructor/student briefings. The aircraft maintenance

facility is located in a separate building.
Kingston -Ulster:

The satellite base at Kingston - Ulster Airport has a reception area and lobby, pilot shop,
computer testing cent er planpinglared dvrderehce areagseparaté rhen gnt t
woman bathroom facilities, and four private offices for instructor/student briefings and flight planning.

A PSI (LaserGrade) testing site is located on site offering all FAA and FCC written examinations. Th
aircraft maintenance facility is located in a separate building.
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ARTICLE XIlI - OPTIONAL EQUIPMENT

Ground Training Device

A Red Bird FMX simulator is located at the Schenectady County Airport facility and is available
to all Richmor Aviation students a nd pilots. The simulator may be used up to the maximum amount

allowed by the Federal Aviation Regulations.
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Q@

U.S. Department
of Transportation

| Aviation 800 Independence Ave., SW
;eddne\ir:isfraﬁon Washington DC 20591

DEC19 2014

Mr. Jerome N. Gregoire

Redbird Flight Simulations

2301 East St. ElImo Rd., Suite 100
Austin, Texas 78744

Dear Mr. Gregoire:

The Federal Aviation Administration (FAA) last qualified and approved your airplane LD,
SD, FMX, and MCX device as an Advanced Aviation Training Device (AATD) on February
14, 2013 in accordance with Title 14 Code of Federal Regulations (14 CFR) section (§)
61.4(c). This training device was found to meet the criteria for an AATD as described in
FAA Advisory Circular AC 61-136.

Starting January 1, 2015, the FAA requires all Letters of Authorization (LOA) to contain the
correct training allowances to remain valid. Based on the previous approval and review of the
qualification and approval guide dated February 7, 2013, the FAA has determined that this
device continues to meet the current standards for approval. The Redbird model LD, SD,
FMX, and MCX is authorized for use in satisfying the following sections of Title 14 of the
Code of Federal Regulations parts 61 and 141:

Redbird Model LD, SD, FMX, MCX version 4.4
Airplane Single and Multi-Engine Land
Advanced Aviation Training Device (AATD)

§ 61.51(b)(3) — Logbook entries;

§ 61.51 (h) — Logging training time;

§ 61.57(c) — Instrument experience;

§ 61.57(c)(4)(iii) — Instrument experience;

§ 61.57(c)(5)(ii) — Instrument experience;

§ 61.57(d)(1)(ii) — Instrument proficiency check, per the Instrument PTS;

§ 61.65(i) — Instrument rating;

§ 61.109(k)(1) — Private Pilot Certificate Aeronautical experience: up to 2.5 hours;

§ 61.129(1)(1)(i) — Commercial Pilot Certificate: up to 50 hours;

§ 61.159(a)(3)(i) — Airline Transport Pilot Certificate: up to 25 hours; and

§ 141.41(b) — Approved for use under the part 141 appendices as follows:

= Appendix B — Up to 15% toward the total Private Pilot flight training time
requirements;
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®  Appendix C — As allowed under 4(b) toward the total instrument flight training

time requirements;

= Appendix D — Up to 20% toward the total Commercial Pilot flight training

time requirements;

" Appendix E — Up to 25% toward the total Airline Transport Pilot flight training

time requirements;

w  Appendix F'— Up to 5% toward the total Flight Instructor flight training time

requirements;

= Appendix G — Up to 5% toward the total Flight Instructor instrument flight

training time requirements;

= Appendix I, Private Pilot Airplane Single Engine or Multiengine Class Rating
Course — Up to 3 hours toward the flight training time requirements;

v Appendix I, Commercial Pilot Airplane Single Engine or Multiengine Class
Rating Course — Up to 11 hours toward the required flight training time
requirements;

" Appendix I, Airline Transport Pilot Airplane Multiengine Class Rating Course —
Up to 6.25 hours toward the flight training time; and

s Appendix M, Combined Private Pilot Certification and Instrument Rating — Up to
25% toward the total flight training time requirements

Note: Training or experience requirements such as cross country, night, solo, takeoffs
and landings, or the 3 hours of training within 2 calendar months of the practical test
must be accomplished in an aircraft. Private Pilot Airplane applicants must also
complete the requirement for 3 hours of control and maneuvering of an airplane
solely by reference to instruments specified in §61.109 in an airplane. Additionally,
practical tests cannot be conducted in an AATD.

Exemption Notice: This device qualifies for the exemption from 14 CFR section
61.65(1) and part 141 Appendix C under the terms and conditions described in the
FAA Notice of Policy Change for the Use of FAA Approved Training Devices in the
Federal Register (Docket No.: FAA-2013-0809). This exemption allows pilots
applying for an instrument rating to credit up 20 hours of time obtained in this device
toward the aeronautical experience requirements in § 61.65(d)(2). In addition, this
exemption allows training providers with a training course outline approved under
part 141 Appendix C, to continue to train under that program with up to a 40%
credit of the training time requirement obtained in this device. This exemption will
expire as noted in the Federal Register policy notice.

1is approval is contingent upon the following:
1) This aviation training device must continue to maintain its performance and function
without degradation. The minimum instrument requirements specified under 14 CFR

part 91, § 91.205 for day visual flights rules (VFR) and instrument flight rules (IFR)
must be functional during the training session;
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2) Only the configurations that are in the FAA approved Qualification and Approval
Guide are utilized during training;

3) A copy of this authorization and approval letter must be readily available in a location
near the device when in use. Additionally, a copy of this authorization must be
provided to the person using the above credits for pilot certification or ratings;

4) An authorized instructor must provide and certify the above instructional use;

5) Any changes or modifications to this aviation training device which have not been
reviewed, evaluated, and approved by AFS-800 will terminate this letter of approval;
and

6) The FAA reserves the right to revoke this authorization at any time if the
Administrator determines that this training device is used contrary to FAA regulation,
guidance, or safety.

This approval is valid for sixty (60) calendar months from the date of this letter and
supersedes any previous approvals for this training device. Renewal requests should be
made prior to the expiration (90 days in advance) by letter to AFS-800 and the above
contingencies (1) through (6) must remain valid. At the time of application AFS-800 will
conduct (at a minimum) a review of the QAG, to verify compliance with the current AC
61-136 for their approval and use, before a new Letter of Authorization (LOA) can be
provided.

This authorization expires on 11/30/2019

Sincerely,

AZH

James A. Viola
Manager, General Aviation and Commercial Division
Flight Standards Service

24 August, 2016



RICHMOR AVIATION, INC. OPERATIONS MANUAL

ARTICLE XIV___ - SCHOOL CALENDAR

The school is officially open Sunday through Saturday, 8:00 AM until 5:00 PM, with the
exception of lessons pe  rtaining to course curriculum. The hours of operation are flexible and
dependent upon instructor and student needs. The following is a calendar of days on which students
can expect the school to be closed or, if open, there will be a limited schedule.

New Year's Eve: Close at 5 PM

New Year's Day: Open

Memorial Day: Open

Independence Day: Open

Labor Day: Open

Thanksgiving Eve: Closed at 5 PM

Thanksgiving Day: Closed

Christmas Eve: Closed at 5 PM

Christmas Day: Closed
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ARTICLE XV 1 DEGREE PROGRAMS

Section 15.  1(a) Aviation Science Refund and Lab Fee Policy

The partnership program's refund policy takes precedence over Richmor's refund policy. The
specific program will outline its refund policy.

As mandated by law, first time recipients of Title IV financial aid may be entitled to a refund
according to the Refund Schedule (refer to specific partnership program catalog) for his/her Aviation
lab fee. Returning students with Title IV, or students paying by other means, will be subject to a
refund (refer to specific partnership program catalog).

In order to be eligible for a refund, a student must withdraw from the lab within the refund
period. If a student receives a failing grade (as defined in the specific partnership program catalog) for
the lab, the student will be allowed to consume any remaining lab fee for a period to be agreed upon
by the College Liaison and the Director of the Flight School. If the student does not consume the funds
during this period, the funds will be forfeited.

Students who receive a Pell Grant or a Student Loan need to be aware that if they withdraw
from or stop attending ALL classes prior to 60% of semester completion, they will be required to repay
a portion of the federal grants or loans that they received. The student will be responsib le to pay all

charges. It is extremely important for students to realize the potential financial impact of withdrawing
from ALL classes before they stop attending.

If a student exceeds the number of hours of instruction as outlined in each course, the cost of
that additional instruction will be the student's responsibility. Funds remaining after the course is
completed will be rolled over to the next semester for the duration of the student's participation in the
program. For Grants, Student Loans, etc. ref er to the specific partnership program catalog for details.
Lab fees are billed monthly by Richmor to the partnership program and paid to Richmor.

Section 15.2 Attendance

Less than 24 hoursdé notice for any schedulegshow)h| i ght | ess
charge. More than (3) three, unexcused absences will result in the student being removed from the
schedule and referred to a program representative for remediation. Any student who does not have
flight activity for more than (30) thirty consecutive days will be reviewed for termination. Students
who have (9) nine or more unexcused absences will receive an "FX" for the laboratory, which is a
failure due to attendance.

*Students in receipt of Veteran Administration Gl Bill education benefits require a minimum of
18 hours of training per quarter (weather permitting) in order to retain eligibility for flight education
benefits.

Section 15.3 Extensions

Students are expected to complete the laboratory requirement by the end of the semester.
Semester ext ensions are not automatic. If a student believes he/she has not completed a flight
training course due to circumstances beyond his/her control, an extension may be applied for by
completing an Extension Request Form. Extensions will be granted for extenuat ing circumstances and
will not exceed 60 days from the last day of the semester.
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Section 15.4 Aircraft Substitution

Richmor Aviation prices and courses are based on aircraft equipment, needs, and availability.
Other aircraft may be substituted for listed aircraft for reasons of availability, previous experience, and
aircraft limitations. Course prices are subject to change (increase or decrease). Any additional costs
over and above the established laboratory fees that are incurred are the responsibility of the student,
including fuel surcharges.

Section 15.5 Lab Fees

The course lab fees do not guarantee any rating or certificate. Each lab fee is for specified
hours of dual and/or solo training. If a student is required to take additional flight or ground
instruction to meet proficiency standards, he/she will be required to pay additional hourly charges at
the standard hourly rates established by agreement between Richmor Aviation and the educational
institution. For specified hours allotted for each course o r current hourly aircraft rates, refer to pages
12 -15 within the Operations Manual.

Section 15.6 Practical Test Time Allotment

Students are allotted 2.0 hours of flight time for each FAA practical test. Students who take
additional time are required to pay for such time at the standard hourly rate.

Section 15.7 Books and Aviation Supplies

Books and supplies are not included in course lab fees. All books, supplies, headsets, charts,
and directories are a separate cost to the student. Books and/or supplies ca n be charged against
financial assistance funds with the approval of the partners
the student signs a form allowing the partnership program to release additional funds to Richmor.
Unless the student specifically requests this release using the appropriate channels, the cost of
supplies will be incurred separately.

Section 15.8 Advanced Credit

Advanced credit for ground school and/or flight laboratory is provided on an individual student
basis. Any student requesti  ng advanced credit should contact Richmor Aviation prior to enrollment in
any flight course at the partnership program. Students will be required to complete an application for
advanced credit and provide Richmor with their logbook and any other documentat ion of flight or
ground instruction.

The Director of the Flight School and/or Chief Instructor will determine if any advanced credit
is to be awarded toward his or her stated objective by reviewing the student's logbook and any other
documentation. At the Director of the Flight School's discretion, the student will be required to
complete a written examination and/ or a flight evaluation. Determination of advanced credit will be
subject to the same restrictions outlined in Article 1, Section 2.3 of this man ual.
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ARTICLE XVI - RICHMOR AVIATION ENROLLMENT, INSURANCE, AND
MAJORITY RELEASE / MINORITY RELEASE

Students are required to read, sign and date the ENROLLMENT AGREEMENT, NOTICE
OF INSURANCE COVERAGE, and the MAJORITY RELEASE / MINORITY RELEASE included as
an attachment to this manual. If the student is less than 18 years of age, a parent or legal
guardian must sign these documents.
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AIRCRAFT LIST

For a list of all authorized aircraft, refer to the Richmor Aviation, Inc. Training
Specification D085.
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TRAINING AND RENTAL PROCEDURES

The following are minimum runway lengths for the operation of Richmor aircraft:

Cessna 152, 172 2,000 feet

Cessna 172RG 2,500 feet

1. Simulated forced landings are to be practiced dual only, with a suitable emergency landing
field within gliding distance. The approach shall be terminated prior to reaching 500 feet AGL
unless a suitable landing strip is being used, in which case the approach may be continued to
an actual landing.

2. No student during any solo flight will descend | ower than 1500 feet AGL in stall recoveries,
steep spirals, or other maneuvers involving unusual or critical attitudes of the aircraft.

3. Weather condition minimums for dual VFR and solo flights are listed below:

LOCAL SOLO DUAL
Ceiling 2000 AGL 1000 A GL
Visibility 5 Miles 3 Miles
Wind 15 kts Max. 25 kts Max.
X-COUNTRY
Ceiling 5000 AGL 3000 AGL
Visibility 10 Miles 3 Miles
Wind 15 kts Max. 25 kts Max.
a. Specific minimums for solo cross countries must be determined based upon th e

destination(s) involved and forecast weather; these may dictate other safe minimums
as determined by the instructor.

b. Conditions for all dual flights are at the discretion of the flight instructor, considering
the student's capability and the benefit to b e derived from the flight.

4. All private pilot student night flying must be dual. No student night solo is permitted.

5. The practice area for each of our airports is designated on the following pages. The minimum
enroute altitude to and from the practice area is 2000 feet AGL.  Fuel conservation
procedures (leaning the mixture) should be used while enroute to and from the
practice areas.
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Schenectady County _ Practice
Area
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