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 This order states policy and procedures for the administration of the Federal Aviation  
Administration's (FAA) Flight Deck Training (FDT) Program.  

The FDT Program is voluntary training which augments the National Air Traffic Technical Training 
Program. FDT provides each participant with meaningful training and the opportunity to improve 
their understanding of the National Airspace System. When management utilizes FDT as a method to 
enhance employee proficiency, both the Agency, and providers benefit from this program.  
 
Participants and approving officials are required to accomplish prescribed training, be familiar with, 
and adhere to the guidelines in this order.  
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Chapter 1: General Information 

1. Purpose of This Order.  This order states policy and procedures for the administration of 
the Federal Aviation Administration’s (FAA’s) Flight Deck Training (FDT) Program.  This 
order does not provide for official or personal travel, and no provision herein may be used for 
personal, financial, or material gain. 

2. Audience.  This order is intended for operationally current and medically qualified 
occupational series 2152 Air Traffic Control Specialists (ATCSs) who meet the eligibility 
requirements in Chapter 2, paragraph 9, of this order, and managers, administrators, and support 
specialists involved with approving, recording, and administering FDT Program participation. 

3. Where Can I Find This Order?  This order is available on the MyFAA employee web site 
at https://employees.faa.gov/tools_resources/orders_notices/. 

4. Distribution.  This order is distributed to the group/branch level at the Washington 
Headquarters Air Traffic Organization (ATO), the Office of Civil Aviation Security Operations, 
and the Office of Information Technology; the director level in the ATO Service Areas and 
Logistics Divisions; and the branch level at the William J. Hughes Technical Center, Mike 
Monroney Aeronautical Center, Regional Offices, Service Areas, and all Air Traffic field 
offices/facilities. 

5. Cancellation.  This order cancels FAA Order 3120.29B, Flight Deck Training Program 
(FDT), dated May 1, 2012. 

6. Effective Date.  This order is effective May 24, 2013. 

7. Explanation of Changes.  This order has been revised and updated to reflect a change in the 
office of primary responsibility and includes changes in policy and procedures effected after the 
initial issuance of the directive. 

8. Delegation of Authority.  The FDT Program Management Office (PMO) has overall 
responsibility and authority for the FDT Program, including the FDT Automated System 
(FDTAS).  Information on the FDT Program is available on the FDT Program website, located at   
https://my.faa.gov/org/linebusiness/ato/safety/technical_training/fdt.html.  Approval authority for this 
training is the facility Air Traffic Manager or designee; they are authorized to sign controlled 
FDT Program documents as specified herein.  Approval authority shall be delegated only to 
management personnel. 

9. Authority to Change this Order.  The FAA reserves the right to suspend this order in 
whole or in part.  The Vice President of Safety and Technical Training (AJI-0) has authority to 
change policy relative to this order.  The Manager of the FDT PMO and the Manager of External 
Training Initiatives are authorized to issue changes to this order that do not affect policy. 

10. Definitions. 

a. Air Carrier/Air Cargo: Scheduled and supplemental commercial, air taxi, or commuter 
flights of United States (US) registry operating under 14 Code of Federal Regulations (CFR), 
parts 121, 125, 135, or 298. 

https://employees.faa.gov/tools_resources/orders_notices/
https://my.faa.gov/org/linebusiness/ato/safety/technical_training/fdt.html
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b. Air Traffic Control Specialist (ATCS): An Air Traffic Controller, occupational series 
2152, employee of the FAA. 

c. Air Traffic Safety Action Program (ATSAP): Voluntary safety reporting program 
described in FAA Order JO 7200.20, ATO Voluntary Safety Reporting Programs.  

d. Approving Authority: An Air Traffic Facility Manager or designated management 
official authorized to sign controlled FDT Program documents. 

e. Cockpit Access Security System (CASS): CASS is a software system that enables airline 
gate agents to query records of airline/FAA employees authorized to access the flight deck. 

f. Duty Shift: The hours of the basic workday an employee is scheduled to work as defined 
by JO 7210.3, Facility Operations and Administration, and the FAA/National Air Traffic 
Controllers’ Association (NATCA) Collective Bargaining Agreement. 

g. Duty Station: The office or facility at which an employee regularly performs work and 
which maintains the employee’s time and attendance records. 

h. Duty Status: That time period when the FAA compensates an employee for time 
actually worked.  Participants must be in duty status at all times while aboard an aircraft and 
while commuting to the departure airport as defined in Chapter 2, paragraph 4. 

i. Flight Deck Training (FDT): FDT is a voluntary training program authorizing eligible 
FAA employees access to the flight deck of a participating air carrier, air cargo, air taxi, general 
aviation, or military aircraft. 

j. FDT Flight: An FDT flight consists of a single round trip, originating within commuting 
distance of a participant’s duty station.  FDT flights may be conducted to intermediate and 
destination airports within the conterminous United States, Alaska, Hawaii, and US Possessions 
and Territories. 

Note: Travel through international airspace is permitted to reach approved destinations.  
Check with the providing air carrier to determine if passports are required. 

k. FDT Provider (Provider): Any air carrier, air cargo, air taxi, general aviation, 
government, or military aircraft operator of US registry that participates in the FDT Program, 
granting access to their aircraft or simulator. 

l. Federal Air Marshals (FAMs): Federal Law Enforcement Officers whose primary 
duties are the protection of airline passengers and crew, aircraft, and aviation-related assets. 

m. Federal Flight Deck Officers (FFDOs): Specialized Federal Officer Flight Crew members 
with authority to defend the flight deck of an aircraft from unlawful intrusion or interference. 

n. General Aviation Aircraft: Privately and publicly owned aircraft operated by flight 
schools, flying clubs, and Federal, state, or local governments, companies, or pilots. 

o. General Aviation FDT: A General Aviation FDT is training conducted in accordance 
with Chapter 1, paragraph 10i, in any aircraft not defined as air carrier, air cargo, or military. 

p. Participants: Occupational series 2152 ATCSs who are operationally current, are 
medically qualified, and meet the eligibility requirements as stated in this order. 
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11. Forms.  The following forms are used in the administration of the FDT Program. 

a. FAA Form 3120-37, Flight Deck Training Request 

b. FAA Form 3120-38, Flight Deck Training Authorization 

c. FAA Form 3120-39, Authorization to Flight Deck Facility Identification 

d. FAA Form 3120-40, Flight Deck Training Report 

Note: FAA Forms 3120-37, 3120-38, and 3120-40 are now automated and must be filled 
out online.  These forms are available at http://atcwebdev.faa.gov/FDTAS/.  FAA Form 3120-39 
is only available from facility management.  Additional forms are available through the FDT 
PMO and may be requested via email at fdt@faa.gov.  Instructions and sample forms are located 
in Appendix D of this order. 

12. Request for Information.  Requests for information, clarification, or interpretations of the 
policies and procedures contained in this order must be made to the FDT PMO. 

13. Changes to the FDT Order. 

a. Send requests for changes to FDT to the FDT PMO at fdt@faa.gov. 

b. There must be no local or regional agreements with commercial providers as defined in 
Chapter 1, paragraph 10a, concerning the FDT Program. 

c. If a conflict arises between this order and those in other issuances, managers must request 
clarification from the Manager of the FDT PMO. 

  

http://atcwebdev.faa.gov/FDTAS/
mailto:fdt@faa.gov
mailto:fdt@faa.gov
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Chapter 2.  Administration 

1. General.  This section provides policy and guidance for the FAA’s FDT Program.  Specific 
policies that apply to air carrier, air cargo, general aviation, and military flights are listed in 
Chapters 3, 4, and 5 of this order. 

2. Policy. 

a. FDT is at the discretion of FAA management, and approval of training must be governed 
by operational and staffing requirements.  Participants must adhere to rules, policies, and 
guidelines set forth in this order, along with other applicable orders. 

b. Participants, managers, and program administrators must complete the following required 
training on the FDT Program: 

(1) Participants: eLearning Management System (eLMS) Course #60004464, ATO 
Flight Deck Training, within the year preceding an FDT request. 

(2) Managers and program administrators: eLMS Course #60004407, Manager’s Guide 
to the FAA Flight Deck Training Program, and eLMS Course #60004464 within the year 
preceding an FDT approval. 

(3) In addition to the training listed above, all participants must go online and establish a 
profile.  The FDTAS training aid/tool on the automated process is available on the user 
dashboard.  Participants must be given sufficient duty time to complete their User Profile and the 
FDTAS training aid/tool, FAA Form 3120-37, FAA Form 3120-40, and any report of loss or 
theft of accountable forms required in Chapter 3, paragraph 5a, of this order. 

c. Participants must adhere to required security procedures set forth in this order. 

d. Regulations and procedures governing participation in the FDT Program by the provider 
must apply as long as they do not conflict with the provisions of this order. 

e. A provider may suspend or abridge its participation in the FDT Program at any time.  
The FAA has no authority to direct the conduct of individual air carrier, air cargo, military, 
general aviation, or other providers within the FDT Program. 

f. Facilities must notify the FDT PMO as soon as possible via telephone (202-267-4663) or 
email (fdt@faa.gov) in the event of any of the following: 

(1) Use of overtime as a direct cause of the FDT participant’s inability to return to the 
duty station. 

(2) Any denial of an FDT flight due to the CASS operation. 

(3) Any event with an airline, the Transportation Security Administration (TSA), 
Homeland Security, or other FAA departments requiring FDT PMO support or intervention. 

3. Solicitation.  FDT may be conducted only after official FAA approval is obtained through 
the procedures contained in this order.  Employees must neither solicit a provider for access to 
the flight deck nor solicit a non-provider to participate in the FDT Program.

mailto:fdt@faa.gov
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4. Duty Status. 

a. FDT must be scheduled within a participant’s duty shift.  A participant may request non- 
consecutive working hours to accomplish FDT. 

b. Full days of leave (including holiday leave) must not be approved during FDT. 

c. FDT must not be conducted on or over a holiday or participant’s day-in-lieu-of a holiday. 

d. FDT may not be used to provide transportation to any compensated duty location or 
activity. 

e. Employees may exchange previously approved annual leave for duty time or regular days 
off for the purpose of engaging in FDT, providing there are no competing leave requests.  
Annual leave requests submitted following local approval of FDT will not take precedence over 
the FDT. 

f. Schedule or shift changes necessary to accommodate FDT must not result in overtime or 
a violation of the basic work week. 

g. Without management approval, employees may not begin an FDT flight that they know 
will not be complete by the end of their duty shift. 

Note: If, after effecting all optional time and shift adjustments, the participant is unable 
to complete an FDT flight by the end of his/her shift, overtime must be paid in accordance with 
the Fair Labor Standards Act. 

h. Employees participating in FDT are covered by the provisions of the Federal Employees’ 
Compensation Act while in duty status. 

i. When an FDT participant elects to depart from home and the initial departure airport is 
more than 50 miles from the participant’s duty station, duty time is authorized to and from that 
airport only for the commuting distance that exceeds 50 miles. 

j. Participants must be afforded duty status for up to 90 minutes before the proposed 
departure time for completion of required FDT/provider forms and coordination with airline and 
security personnel, and up to 60 minutes after the actual arrival time at the destination.  An 
employee must account for the remaining duty time by one or more of the following: 

(1) Requesting approved leave; 

(2) Working at the participant’s duty station before or after the FDT, including commute 
time to the airport from the duty station; 

(3) Accomplishing prearranged training at the departure point or destination that permits: 

a) Observing local FAA operations (e.g., Air Route Traffic Control Center 
(ARTCC), Terminal Radar Approach Control (TRACON), Combined En Route-Radar Approach 
Control, Airport Traffic Control Tower (ATCT), Automated Flight Service Station, Flight 
Standards District Office, System Management Office). 

b) Observing the provider’s dispatch, station management, or other operations. 
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5. Conduct and Appearance.  Participants should recognize that they are FAA representatives 
to the public.  They must abide by all applicable standards for professional conduct contained in 
Human Resources Policy Manuals, FAA directives, and provider policies at all times.  Violations 
will result in suspension from the program and possible disciplinary action. 

a. Unauthorized access to the flight deck or misuse of credentials, identification, or 
authorization forms are prohibited and will result in permanent suspension from the program, 
possible disciplinary action, and/or criminal prosecution. 

b. Participants must have their Department of Transportation (DOT)/FAA identification 
(ID) properly displayed, and must comply with the rules set forth in FAA Order 1600.69, 
Facility Security Management Program. 

c. Participants must be groomed in a neat and clean manner and dressed in business attire 
for air carrier/air cargo FDT (specialized attire or equipment and/or specific dress and grooming 
may be required by individual providers). 

6. Expenses.  Participation in the FDT Program is voluntary, and reimbursement of any 
expenses (including those associated with any training activities at the departure or arrival 
locations), including per diem and mileage, will not be authorized or paid.  Any and all expenses 
incurred due to unforeseen circumstances will be borne by the participant.  The use of a 
Government Travel Card is not authorized at any time during participation in the FDT Program. 

7. Premium Pay. 

a. Employees participating in FDT receive the same pay they would have received had they 
worked the shift on which the training occurred.  Managers should ensure that employee Time 
and Attendance records accurately reflect a participant’s duty time. 

b. Overtime must not be used at a facility to cover FDT participation; however, the use of 
overtime for other purposes in a duty station/facility may not preclude FDT approval. 

8. Record of Training. 

a. Completion of FDT must be documented in the employee’s training records. 

(1) The preferred method of recording FDT completion is Electronic Learning 
Management System (eLMS).  Record FDT completions against the appropriate items: 

FAA60004684 (60004684) Flight Deck Training (FDT) Completion Certificate (Air Carrier) 

FAA60004685 (60004685) Flight Deck Training (FDT) Completion Certificate (General Aviation) 

FAA60004686 (60004686) Flight Deck Training (FDT) Completion Certificate (Military) 

(2) Facilities may use TRAX to record FDT training, substituting Employee ID/CASS ID 
numbers for the FAA Tracking Number (FTN) data. 

(3) Pending implementation of automation methods, Comprehensive Electronic Data 
Analysis and Reporting (CEDAR) or an autonomous FDT electronic recording system may be 
implemented to record FDT training.
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b. Participants must be given sufficient duty time to complete FAA Form 3120-40, Flight 
Deck Training Report, and any report of loss or theft of accountable forms required in Chapter 3, 
paragraph 5a. 

c. Participants must submit a completed online report within 14 calendar days of their FDT 
completion.  FDT reports should contain details of the actual training received even if the listed 
training objectives were not met. 

d. The participant’s immediate supervisor must review the FDT report for completeness and 
accuracy and must approve or disapprove the report, as warranted.  If the report is disapproved, a 
reason must be given in the NOTES section. 

9. Program Eligibility.  To participate in the FDT Program an employee must be: 

a. An operationally current and medically qualified ATCS occupational series 2152 
employee (including managers and staff support specialists) who has completed one of the 
following requirements: 

(1) ARTCC/TRACON: Certification on a minimum of two operational positions, 
excluding Flight Data/A-Side positions. 

(2) ATCT: Certification on a minimum of Flight Data/Clearance Delivery and one 
Ground Control Position. 

(3) Flight Service: Certification on a minimum of two operational positions, including the 
Pre-Flight position. 

b. Medically qualified occupational series 2152 facility-assigned MSS-3 and MSS-4 
personnel. 

c. Other FAA personnel specifically authorized by the Vice President of AJI-0. 

Note: Changes in Air Traffic Control option do not affect achieved eligibility.  A 
participant needs to meet eligibility requirements only once.  Previously eligible employees in 
training remain eligible while unable to maintain currency prior to certification. 

10. Extent of Training.  Eligible employees may participate in FDT as follows: 

a. On commercial air carrier/air cargo providers and general aviation aircraft up to a 
cumulative total of two times per calendar year. 

b. Where available, participants may take one FDT flight per calendar year on military 
aircraft in addition to the flights allowed under Chapter 2, paragraph 10a. 

c. To, through, and from airports specified in Chapter 1, paragraph 10i. 

d. One additional air carrier/air cargo flight per calendar year may be authorized by the FDT 
PMO when, in conjunction with an ATSAP Event Review Committee (ERC) or other authorized
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ATSAP foUow up review process, an employee accepts a recommendation to participate in FUght 
Deck Training: 

(1) It wiU be recorded as supplemental, skiU enhancement, or other targetedframing in 
accordance with ATSAP and ATO Safety and Technical Training's event review recommendations; 

(2) Theflight must be completed (out and back) within the participant's duty shift and in 
accordance with Chapter 2, par. 4 (a).; 

(3) Theflight itinerary and specific training objectives may be set by, and must be approved 
by the Event Review training authority recommending the FDT; 

(4) The participant must foUow the request process and the FDT PMO wiU provide approval 
processing in accordance with procedures specified throughout this order; 

(5) Theflight remains a voluntary event in accordance with Chapter 2, Par. 6. ATSAP 
review board recommended FDT flights are not required training; 

(6) Participants must complete and submit FAA Form 3120-40, Record of Training in 
accordance with Chapter 2, Par. 8; 

(7) Participants under this section are exemptfrom the eUgibiUty requirements in 
Chapter 2, Par. 9. 

e. FDT Flights to the same airport are not permitted more than once per calendar year. 

11. Approving Authority. 

a. The approving authority for each FDT instance is as foUows: 

(1) Forfield participantstisted in paragraph 2-9: FaciUty Air Traffic Manager or 
management designee; 

(2) For other FAA personnel: Vice President of Safety and Technical Training (AJI-0). 

b. The approving authority must: 

(1) Review FDT requests for completeness and accuracy. 

(2) Issue sufficient Form 3120-28 to: 

(a) Accomplish aU legs of the requested flight itinerary, (i.e. if the Preferred flight is non­
stop, but the Alternate has a connection, issue Form 3120-38 for the connection). 

(b) If both preferred and alternate returnflights are non-stop the approving authority wiU 
issue one additional FAA Form 3120-38 with aU return information completed except Carrier Name 
and FUght Number. 

(3) Notify the FDT PMO when an FDT request or approvedflight is canceled. 
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c The approving authority must not: 

(1) Delegate signature authority for FAA Form 3120-37 to non-management personnel; 

(2) Approve FDT on or over a hohday or the participant's day in Ueu of a hoUday; 

(3) Approve FDT to any location or event in Ueu of official travel; 

(4) Issue blank FAA Form 3120-38. 

12. Program Ineligibility. Employees may not participate in FDT: 

a. When in any category leave status, paid or non-paid, or when receiving continuation of pay 
benefits under the Federal Employees' Compensation Act; 

b. When a participant is unable to meet the criteria of FAA Order 8900.1, paragraph 3-42B, 
Admission to FUght Deck-Physical, Cognitive, Language, CapabUities. (See Appendix A of this 
order); 

c When their security clearance is suspended or revoked. 

d. When suspendedfrom the program. 

e. As a pilot or passenger in their own aircraft. 

13. Suspension From Program: Suspensionfrom or reinstatement to the FDT program is the 
decision of the Vice President of Safety and Technical Training. The FDT PMO maintains standard 
operating procedures to evaluate and process suspension actions. FaciUty management should direct 
inquiries concerning suspensionsfrom FDT to the program manager. 
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Chapter 3.  Air Carrier/Air CargoFlight Deck Training 

1. General.  This section defines specific policies and responsibilities for FAA employees 
participating in or administering the FDT Program on air carrier or air cargo aircraft. 

2. Policy.  In addition to the requirements of Chapter 2, the following requirements must be met 
for air carrier/air cargo FDT: 

a. Only air carriers or air cargo operators of US registry and those foreign carriers in partnership 
with and using US carrier call signs operating under Federal Aviation Regulations may participate. 

b. The jump seat of an aircraft is afforded to FDT participants on a first-come-first-served, 
spaceavailable basis.  No participant has priority over another. 

c. Participants are required to relinquish the jump seat to any higher-priority occupant (e.g., 
Flight Inspectors, National Transportation Safety Board investigators, additional crew, FAMs or 
FFDOs , Secret Service or other law enforcement officials, and others at the pilot’s discretion).  It is 
the captain’s sole prerogative to allow admittance of participants to the flight deck. 

d. A participant must not accept seating in the cabin of an aircraft unless directed by the 
pilot to leave the flight deck when the participant is unable to exit the aircraft. 

e. If a participant is denied access to the flight deck: 

(1) At any time, notify their facility/duty station to coordinate any changes to duty status, 
review alternatives, and receive instructions. 

(2) On both preferred and alternate flights: 

a) Initial Outbound (Departure) leg: The FDT is canceled and does not count against 
the number of permitted flights. 

b) Intermediate Outbound or any Inbound (Return) leg: The participant may be 
verbally authorized a subsequent flight. 

(3) The participant must make pen-and-ink changes to Forms 3120-37 and 3120-38 
noting new flights and the name and initials of the approving authority. 

(4) The approving authority must record and retain approved changes to reconcile the 
training report. 

(5) Participants that have had an interim outbound or any return leg of FDT canceled are 
responsible to report for duty on their next scheduled shift unless alternate coordination has 
occurred.  The FAA will not reimburse any travel expenses for employees participating in FDT. 

(6) Participants and facility management must make every reasonable effort to effect and 
accommodate a participant’s return to their duty station if a problem arises beyond the participant’s 
control.  Participants must exhaust all available options to return to their duty stations.  To the extent 
possible, management should accommodate requests for duty time adjustments to allow stranded 
participants to return without penalty.

f. Whenever a participant is directed to leave the flight deck, the participant must include 
the circumstances in his/her FDT report. 
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3. Airport Security Process.  Participants must adhere to all security instructions given by 
TSA Agents and comply with all screening procedures deemed necessary to access the secure 
passenger checkpoints.  Participants must present their valid DOT/FAA ID and a valid US 
Federal- or State-issued photo ID to TSA in addition to FAA Form 3120-38. 

a. Participants must follow specific listing, reservation, and check-in procedures for each 
provider.  Participants are required to read, understand, and abide by airline-specific 
requirements, available on the participant’s FDTAS dashboard, for each airline requested. 

b. FDT participants must be prepared to present FAA Forms 3120-37, 3120-38, and 
3120-39 at the departure gate for CASS clearance and boarding instructions. 

4. Flight Deck Security. 

a. The FDT PMO will coordinate with FAA Security (AJR-2) and enter participants’ 
information into CASS.  CASS will contain: first name, last name, a portrait photo, participant’s 
ID number (located on the back of the DOT/FAA ID in the bottom, left-hand corner), DOT/FAA 
ID badge expiration date (full date: month, day, year), and FDT confirmation number. 

b. FDT participants must be prepared to present identification and FAA Forms 3120-37, 
3120-38, and 3120-39 to the flight crew prior to accessing the flight deck. 

c. Participants must properly display their DOT/FAA ID, as required by FAA Order 
1600.69, FAA Facility Security Management Program, for the duration of FDT. 

d. FAMs and/or FFDOs may be present on any flight.  The identity of a FAM/FFDO is 
confidential.  FAA personnel who become aware of a FAM/FFDO’s identity as part of their 
official duties are required to safeguard that information against unauthorized disclosure. 

5. Approval Procedures.  The participant must complete the online FAA Form 3120-37 to 
request authorization for FDT at least 14 calendar days prior to the requested training.  
Instructions for completing forms are contained in Appendix D and are supplemented as follows: 

a. Form Completion Requirements.  Other than the PMO, there are no electronic signatures on the 
automated Form 3120-37.  Once the participant completes the form, clicking on the submit button allows 
the form to go to the next level for the supervisor and facility POC to review and approve.  This process 
continues to the final review and approval level at the FDT PMO.  The PMO will verify and electronically 
sign the Form 3120-37.  Form 3120-40 requires no signature but will be verified by the FDT PMO. 

(1) FAA Form 3120-37, Flight Deck Training Request.  The electronic version of this form can 
be accessed by logging in using your FAA email or Personal Identity Verification (PIV) Card at 
http://atcwebdev.faa.gov/FDTAS/.  All FDTAS users (including the approval authority) must establish 
a user profile.  Each participant’s profile will establish their own User Dashboard to access the 
automated FDT request.  Figure 1 in Appendix D shows an example of the automated FDT request. 

a) Participants with an established profile will have their name, three-letter facility 
identifier, and PIV information automatically entered in Part A of the form. 

Note: Participants must fill in the length of their duty shift. 

b) Training Objectives: Participants must select a minimum of four training 
objectives from the drop-down menu.  Management must approve the four training objectives or 

http://atcwebdev.faa.gov/FDTAS/
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assign other objectives as needed.  Local emphasis items may be included. 

c) The ATSAP Program Office may identify specific national training objectives to 
be assigned in place of one or more of the minimum required under this section. 

d) Facility Approval: The Approver must be recognized in the system as the facility 
approval authority for that location.  Additional facility points of contact may be included. 

(2) FAA Form 3120-38, Flight Deck Training Authorization.  FAA Form 3120-38 will auto-
populate with a sequential authorization number (i.e., the same number as the FDT Confirmation Number 
followed by the letter A), all requested flight information, the participant’s CASS ID number, and the 
participant’s name.  The FDTAS will also generate one additional authorization form. 

(3) FAA Form 3120-40, Flight Deck Training Report.  This automated form is available 
by logging in using your FAA email or PIV Card: http://atcwebdev.faa.gov/FDTAS/.  Figure 2 
in Appendix D shows a sample of the Training Report.  The complete steps for filling out the 
form are located in the FDTAS training aid/tool on the User Dashboard. 

a) Go to your User Dashboard to create a Training Report. 

b) The Training Report will automatically populate with your preferred flights’ 
information, confirmation number, and training objectives.  If you did not use your preferred 
flights, correct the form to reflect the actual flights and times. 

c) Account for all Forms 3120-38 issued.  Indicate how many forms were 
surrendered to airline personnel and how many were returned to the facility. 

d) Indicate the number of the FAA Form 3120-39 used during training. 

e) The Training Report must be completed and submitted by the participant no more 
than 14 calendar days after their scheduled return. 

f) The FDT reporting process emphasizes a strong “lessons learned” experience.  A 
narrative on lessons learned as it relates to training objectives listed in the FDT Request is required. 

b. The FDT PMO will obtain PIV information from the FAA Office of Security, 
Identification Media Division, AIN-600.  The FDT PMO may electronically obtain the PIV 
number, badge expiration date, and PIV photo.  This information may be used solely for the FDT 
approval.  Participants should ensure that PIV data is current in the event of name changes, 
changes of appearance, or replaced/re-issued PIV badges through their facility’s Security Office. 

c. The FDT PMO will notify the approving authority or facility POC and issue a confirmation 
number when coordination with FAA Security and the provider is completed.  The approving authority will 
complete FAA Forms 3120-38 and include the confirmation number(s) for each segment of the FDT. 

d. FAA Form 3120-38 and FAA Form 3120-39 are accountable forms and must be 
safeguarded at all times.  Unused Form(s) 3120-38 along with the Form 3120-39 must be 
returned to the approving authority immediately upon returning to the participant’s duty station.  
Forms 3120-38 returned by the participant may be destroyed by the approving authority.

http://atcwebdev.faa.gov/FDTAS/
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Chapter 4.  General Aviation – Flight Deck Training 

1. General.  This section defines specific policies and responsibilities for FAA employees 
participating in or administering the FDT Program on general aviation aircraft. 

2. Eligibility. 

a. Employees must meet the eligibility requirements stated in Chapter 2, paragraph 9. 

b. An employee may not participate in FDT flights in their own aircraft. 

c. An employee may not act as Pilot in Command while participating in FDT. 

3. Policy.  A General Aviation FDT is a flight that exceeds three cumulative flight hours in 
duration.  Training may be accomplished in aircraft owned/operated by fixed base businesses, 
flying clubs, flight schools, non-military Federal, state, or local government, and the private 
aircraft of locally based pilots. 

a. The FDT PMO will maintain copies of completed training. 

b. Training Requirements: 

(1) The participant must include a minimum of three training objectives on FAA Form 
3120-37, Flight Deck Training Request.  Sample training objectives are listed in Appendix C and 
others may be assigned by local management. 

(2) The ATSAP Program Office may identify specific National Training Objectives to be 
assigned in place of one or more of the minimum required under this section. 

(3) Participants must provide FAA Form 3120-40, Flight Deck Training Report, 
following their general aviation FDT in accordance with Chapter 2, paragraph 8. 
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Chapter 5. MiUtary - FUght Deck Training 

1. General. This section defines specific poUcies and responsibiUties for FAA employees 
participating in or administering the FDT program on miUtary aircraft. 

2. EUgibiUty. Employees must meet the eUgibiUty requirements stated in Chapter 2, Par. 9. 

a. Additional eUgibiUty requirements set forth in appUcable physiological, certification, and 
other appUcable miUtary orders and procedures must be met prior to participation; 

b. Participants must meet aU requirements set forth by the sponsoring miUtary organization; 

c. A participant's duty station must routinely provide ATC services to miUtary aircraft; 

d. Participants must comply with the immunization requirements as contained in miUtary 
regulations forflights on miUtary aircraft. Specific requirements should be obtainedfrom the 
individual military command providing the FDT. 

3. PoUcy. FAA facility managers may establish local agreements with providers 

regarding military liaison or FDT flight operations as follows: 


a. Each faciUty participating in miUtary FDT must: 

(1) Designate a coordinator to arrange FDT with the instaUation's Commander or 
designed official; 

(2) Arrange and administer the FDTflights in cooperation with instaUation 
Commanders, Project Officers and/or their representatives; 

(3) Obtain information and requirementsregarding immunizations, physiological 
certifications or other requirements and provide it to participants; 

(4) Maintain a roster of eUgible individuals if a miUtaryflight requires special 
certification. 

(5) Define and provide any reporting or feedback between the participant, faciUty, and 
provider. 

(6) Provide reporting to the FDT PMO. 

b. Participation of FAA ATCS personnel is strictly on a voluntary basis. Any costs 
incurred in meeting requirements of a sponsoring miUtary organization are the sole responsibiUty 
of the participant. 

c. FAA ATCS personnel may not participate in FDT on low-level missions unless the 
same emergency exit capabihty exists for them as for the crew. 

d. Participants must provide FAA Form 3120-40, FDT Training Report, foUowing their 
MiUtary FDT in accordance with Chapter 2, Par. 8. 

14 
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4. Physiological Training Certificate. 

a. MiUtary regulations require that passengers in certain categories of aircraft possess a current 
Physiological Training Certificate whenflight is conducted aboveflight level 180. 

(1) FAA ATCS personnel may obtain the Physiological Training Certificate by having their 
supervisor contact the Aviation Physiology Section at the Mike Monroney Aeronautical Center, 
AAM-400, or the officer-in-charge of the nearest miUtary physiological unit. A Ust of miUtary 
facilities where physiological training is conducted, and instructions for contacting them is contained 
in FAA Order 3150.1, Aviation Physiological Training for Flight Personnel. 

(2) Participants must 

(3) work with the faciUty designated coordinator to schedule the physiological training with 
the indoctrination unit in advance, aUowing sufficient time for scheduling and processing. 

(4) Participants observing in aircraft with a "C" designation are exemptfrom the physiological 
training but wiU be briefed by the aircraft commander on the oxygen system, life support, and escape 
equipment prior to flight. 

(5) Upon initial contact, the faciUty designated coordinator must obtain information on any 
requirements of a particular training faciUty, such as height and weight standards, bans on beards to 
prevent mask leaks, and evidence of an acceptable sickle ceU screening test. 

(6) The course requires at least one (1) day and is outlined in FAA Order 3150.1, Appendix 
D, and Topic Outtine for Academic Training. 

(7) Participants must befreefrom colds, aUergies, and medication. 

5. FDT on Mission Flights. The purpose is to famiUarize ATC personnel with the complex onboard 
requirements experienced byflight crews during Air Combat Command (ACC), Air MobUe 
Command (AMC), and Air Education Training Command (AETC) missions. The installation's 
Commander is normaUy the approving authority for observers. 

a. In addition to the requirements of paragraph 2-9, personnel whose duty station routinely 
provides ATC services to ACC/AMC/AETCflights are eUgible toride as observers (normaUy on a 
one-time-per-person basis). 

b. The faciUty's designated coordinator must supply the Commander, Project Officer, or 
designated official with the foUowing information on the employee requesting a mission flight: 

(1) Name 

(2) Grade 

(3) Social security number 

(4) Security clearance information/level (if required). 

(5) Any additional requested information 
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c. The Project Officer wiU provide the designated coordinator with the foUowing information: 

(1) Reporting date and time; 

(2) FUght time; 

(3) BiUeting confirmation; 

(4) Any additional required information. 

d. Participants should arrive intime for mission briefings, equipment issue, crew instructions and 
additional training on emergency procedures and use of oxygen equipment if required. Participants 
must carry their DOT/FAA identification and current medical clearance. A current Physiological 
Training Certificate is required when training on B-52 aircraft. 
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Chapter 6. Control and Accountability of Forms 

1. General. This section defines specific poUcies and responsibiUties for FAA employees 
participating in or administering the FDT program to implement and maintain a system of 
accountabiUty and security for the forms associated with the FDT Program. 

2. Background. FAA Form 3120-38 and FAA Form 3120-39 are accountable forms. Procurement 
and distribution procedures are required for security and accountabiUty in accordance with FAA Order 
1350.15, Records Organization, Transfer and Destruction and FAA Order 1600.2, Safeguarding 
Controls and Procedures for Classified National Security Information. 

3. Distribution and Responsibility. The FDT PMO wiU provide distribution of forms to each 
duty station/facihty by certified maU. The duty station/faciUty's approving authority wiU be 
accountable for the forms once in their possession and aU forms are subject to audit. Additional forms 
may be requestedfrom the FDT PMO. The FDT PMO wiU distribute FUght Deck Training forms 
only to the Air Traffic Manager or management designee for aU operational faciUties. 

4. Forms Security. 

a. FAA Forms 3120-38 (Flight Deck Training Authorization (booklets)) and 3120-39 
(Authorization to Flight Deck FaciUty Identification Card) are accountable documents and must be 
kept secure at aU times. The approving authority at each duty station must provide secure storage and 
controUed access to FDT authorization forms. Participants must ensure the security of aU controUed 
FDT forms in their possession. 

Forms must not be: 

(1) Issued in fuU or partial booklets to participants. 

(2) Issued withoutflight information and signature of the approving authority except as 
specified in Chapter 2, Par. 11 (b), (2), (b). 

(3) Signed by other than an approving authority specified in Chapter 2 Par. 11. 

b. In the event of the loss or theft of the accountable forms: 

(1) From a faciUty; a written report must be submitted to the FDT PMO within 48 hours 
of discovery, documenting aU pertinent circumstances; 

(2) Loss of a participant's forms whUe on FDT requires immediate notification to the faciUty. 

a) The participant must provide as much information as known about the circumstances 
of the loss including time, location, gate number,flight number and any other specifics that may aid in 
the recovery of the forms. 

b) FaciUties wiU notify the FDT PMO of the loss and forward the available information. 

17 
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5. Procedures. 

a. Procurement/Distribution. 

(1) Only those organizations designated in paragraph 6-3, Distribution and ResponsibiUty, 
are authorized to request a supply of FAA Form 3120-38from the FDT PMO. 

(2) Requests for forms should not exceed quantities to meet anticipated needs. 

(3) Request additional formsfrom the FDT PMO. 

b. Uponreceipt of forms, the duty station/faciUty' s approving authority must: 

(1) Verify quantity received and the identification numbers. 

(2) Detennine if any forms or booklets are missing and if so, foUow the procedures in 
accordance with subparagraph 6-4 b. 

 Disposition: 

(1) Use FAA Form 3120-38, for FDT on air carrier, air cargo, or miUtary providers; 

(2) FAA Form 3120-38 must be issued in numerical order; 

(3) An FAA Form 3120-38 is required for each route/segment of preferredflights with a 
different flight number or aircraft. If both preferred and alternate return flights are non-stop the 
approving authority wiU issue one additional FAA Form 3120-38 with aU return information 
completed except Carrier Name and FUght Number. 

(4) Participants are provided the white (top) copy of the FAA Form 3120-38, the second 
copy (yeUow) remains in the booklet; 

(5) White copies of FAA Form 3120-38returned by the participant may be destroyed by the 
approving authority; 

(6) The disposition of every FAA Form 3120-38 issued must be recorded on the Record of 
Authorizations Issued page located in the back of the 3120-38 booklet. FaciUties may develop and use 
local tracking methods provided that aU information (except item H) is captured and reportable. 

(7) AU FDT Forms are subject to audit in accordance with FDT PMO Standard Operating 
Procedures at any time. 

d. Records Retention. 

(1) FAA Form 3120-37 must be returned to the participant's approving authority upon 
completion of the FDT. Documents must be retained in accordance with FAA Order 1350.15, 
Records Organization, Transfer and Destruction Standards; 
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(2) Information on voided FAA Form 3120-38 must be recorded in the Record of 

Authorizations Issued on the bookletfrom which they were dispensed. Voided FAA Form 3120-38 

white copies may be destroyed.. 


6. Tracking. The FDT PMO is responsible for tracking forms in accordance with Chapter 6, Pars. 3, 
4, and 5. 
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Appendix A 

Appendix A 

Admissions to the FUght Deck - Physical, Cognitive, and Language CapabUities. 

1. General Guidance. FAA personnel occupying the observer's seat on the flight deck wiU comply 
with the minimum physical, cognitive, and language capabihties in the section below. 

2. Minimum Physical, Cognitive and Language, CapabUities. Any person who occupies any 
observer's seat on theflight deck must: 

a. Possess sufficient mobiUty, in both arms, hands, legs, and feet to reach upward, sideways, 
and downward to the location of any emergency exits, exit-sUde operating mechanisms, emergency 
exit devices (descent reel, tape, or rope), and observer's seat operating mechanisms. 

b. Be able to, without assistance, physicaUy grasp, push, puU, turn, or otherwise expeditiously 
manipulate any emergency exit, exit-sUde operating mechanisms, emergency exit devices (descent 
reel, tape, or rope), and observer's seat operating mechanisms. 

c. Be able to, without assistance, physicaUy push, shove, puU, or otherwise expeditiously open 
or provide access to any emergency exit. 

d. Be able to physicaUy reach aU emergency exits expeditiously without the assistance of any 
person or appliance, such as crutches, a wheelchair, or cane. 

e. Be able to physicaUy don and use the observer's seat oxygen mask, Ufe preserver, smoke 
goggles, and appropriate protective breathing equipment without assistancefroma crewmember. 

Note: An individual's facial hair (beard, mustache, etc.) may affect the efficiency and 
performance of a mask. The lack of a seal between the mask and the skin will result in a reduced 
amount of oxygen and the entry of the smoke or toxic fumes that could result in an individual's 
reduced capabiUty, awareness, and performance, potentially causing a distraction to theflight crew 
during an emergency. Individuals with facial hair that will affect the efficiency and performance of a 
mask should not occupy a seat on aflight deck. If a provider's policy results in a bearded participant 
being denied access to theflight deck jump seat, the participant wiU comply with that poUcy. 

f. Be able to physicaUy operate the seat belt and shoulder harness mechanisms and assembUes 
located at the observer's seat without assistancefrom any crewmember; 

g. Possess sufficient visual capacity to perform the specified physical capabihties with regard to 
emergency exits, operating mechanisms, and emergency equipment without the assistance of visual 
aids beyond contact lenses or eyeglasses. 

h. Possess sufficient aural capacity to hear and understand instructions by crewmembers 
without assistance beyond a hearing aid. 

i. Possess the abitity to adequately convey information oraUy to crewmembers. 

j . Possess the abihty to read and understand instructions related to emergency evacuation 
procedures and equipment provided by the appropriate certificate holder in text or graphic form. 
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Appendix B 

Appendix B 

FUght Deck Training CheckUst 


The supervisor or approving official wiU review this checkUst with the FDT participant prior to each 
FDT. 

General 

• Participant's understanding of NoncompUance to FAA Order 3120.29C 

• Goals and expected outcomes of training 

• FAA conduct and attire 

• Provider's procedures handout if appUcable 

• FAA Forms 3120-38, 3120-39 procedures, safeguarding, and record keeping 

• Airport check-in, security and gate procedures 

• Sterile Cockpit Environment 

• Unforeseen circumstances (contact approving authority) 

o Research Possible Options (flights, airports) 

o Contact faciUty phone number(s): (XXX)-XXX-XXXX 

Report Submission - Content (expectations to goals) and completion (keep notes on your flight) 
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Appendix C 

Examples of FUght Deck Training Objectives 


OveraU goals of FDT include the exchange of knowledge and insight between pUots and controUers. 
FDT primarily serves as an opportunity to observe the operation of the aircraft and flight crew. 
Interaction between the participant and the crew, including the sharing of knowledge, and the asking 
and answering of questions, is intended to help buUd a better understanding of system aspects of the 
National Airspace System (NAS). The FDT Program also provides the opportunity to obtain a better 
understanding of critical functions, workloads, and Cockpit Resource Management Techniques. 

Training Objectives: 

Managers approving FDT must provide meaningful and appropriate training objectives relevant to the 
type of FDT, locations, and conditions involved. Participants should discuss the objectives and 
expectations with their manager prior to their flight. 

FDT training objectives include but are nottimited to: 

1.	 The provider's standard security 
procedures 19. ATC coram, changes, NORDO, stuck 

2.	 Fatigue Risk Management and crew mic. 
schedules 20. Hearback / Readback precautions 

3.	 FUght deck crewframing and recurring 21. Transition to cruise procedures 
requirements 22. Fuel consideration (green flight) 

4.	 Aircraft pre-flight including inspection, 23. Aircraft cruise performance 
fueting, weight & balance, flight characteristics including optimum 
planning, pre-depaiture NAV setup cruise altitudes, mach numbers, power 

5.	 Pre-departure clearance, taxi settings, fuel bums, cruise turns, 
instructions and procedures altitude changes, speed constraints 

6.	 "RNAV off the ground" procedures. 24. Aircraft configurations and 
7.	 Change of departure runway characteristics 

/SID/RNAV procedure 25. FUght crew workload in different 
8.	 Departure delays/ground stops phases of flight 
9.	 Deicing and winter operations 26. En Route weather considerations; 
10. Crosswind/downwind takeoff upper winds, thunderstorms, rides 

considerations 27. Route structuresflown; airway, 
11. Hold short/Line Up and Wait RNAV, vectors, FTP, etc. 

procedures 28. Changes of plans (route, altitude, 
12. Crossing active runways 	 speed, destination, holding) 
13. ASDE-X procedures 	 29. En route flow constraints 
14. Wake turbulence avoidance 	 30. Weather advisories and deviations 
15. Aircraft departure performance and 31. Emergencies; cabin, aircraft, weather, 

settings alternate airports/plans 
16. Sterile cockpit procedures 	 32. FUght deck security 
17. Noise abatement procedures 	 33. Navigation systems performance 
18. Departure profiles 	 (RNAV, RNP, FMS) 
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34. ATC operations and considerations 
withTCAS 

35. Future systems in NEXTGEN: ADS­
B, CPDLC, SWIM 

36. ACARS and/or other reporting 
systems (to whom, with what and 
when) 

37. Preparing for arrival - initial descent 
38. Arrival routes/STARS 
39. Spacing/sequencing/metering/airport 

arrival rates/constraints 
40. Types of approaches, categories of ILS 

approaches 
41. Visual Separation procedures 
42. Operations in Class B airspace 

Appendix C 

43. Weather rriinimums and preparing for 
missed approach 

44. FMS/autopilot setup for approach & 
landing 

45. Laser wumination of cockpit. 
46. Compression/spacing/sequencing on 

final approach. 
47. Wind shear/LLWAS, crosswind 

component. 
48. Landing procedures, caU outs, 

touchdown zone, aids 
49. RoUout, reverser use, caU-outs, comm. 

procedures 
50. Taxi, shutdown, gate & deplaning 

procedures 
51. Aircraft turnaround for next flight 
52. Local or unusual procedures 
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Appendix D: Forms 

 

FAA Automated Form 3120-37 
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Completion Requirements of Forms 

FAA Form 3120-37, Flight Deck Training Request 

Instructions.  The form is available at: 
https://my.faa.gov/org/linebusiness/ato/safety/technical_training/fdt.html 

Part A: Training Request (Participant Information) 

1) Printed name 

2) Facility identifier 

3) PIV information: 8-digit PIV number (including leading zeroes) and badge expiration 
date (mm/dd/yyyy) 

4) FAA email (required) and other contact email (optional) 

Part B: Itinerary (Preferred and Alternate Flights) 

Note: Multiple carriers may be requested on a single form. 

1) Dates (mm/dd/yyyy): Must be the same of preferred and alternate flights without 
approval of the FDT PMO. 

2) Departure and Destination Airports: 

a. Preferred and alternate airports must be the same without PMO approval. 

b. Must arrive and depart from the same outbound airport without PMO approval. 

3) Training Objectives: 

a. Participant must select a minimum of three training objectives for general aviation 
FDT and four training objectives for any other FDT. 

b. Local emphasis items may be substituted for sample objectives. 

4) Facility Approval: 

a. Approving authority must be management personnel. 

b. Additional facility points of contact may be included. 

 

https://my.faa.gov/org/linebusiness/ato/safety/technical_training/fdt.html
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FAA Form 3120-40 
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Completion Requirements of Forms (continued) 

FAA Form 3120-40 Flight Deck Training Report 

A. Name of Participant: (auto-populated) 

B. Confirmation Number: (auto-populated) 

C. FAA Form 3120-38 Number(s) Used: (auto-populated) 

D. FAA Form 3120-39 Used: Enter the 4-digit serial number 

E. FAA Form 3120-38: Indicate the number surrendered to the air carrier, and the number 
returned to the facility. 

F. Itinerary: Enter the actual flights observed.  Include the type of aircraft, the captain’s first 
and last name, and actual departure and arrival times for each leg flown. 

G. Narrative summary of training: Enter your observations and learning experience as it 
related to the training objectives.  Every objective must be addressed, but you may also add 
anything else of interest.  If you were unable to accomplish the training objectives, explain why 
and describe what training actually occurred. 
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FAA Form 3120-38 

© 
Book Number 56 

U.S. Department 

ofTransportation 

Federal Aviation 

Administration 
 ^ \ ^ 

FLIGHT DECK TRAINING 

AUTHORIZATION 


REQUEST NUMBER 

OOOOXX TO 000022 

Read instructions on the inside cover prior to use. 

FAA Fomi J1M-M 
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Appendix D 

Instructions in addition to those referenced in FAA JO 3120.29, Flight Deck Training. 

The managing duty station/facility authority to whom these forms are issued is responsible for their 
proper issuance and retention. The "RECORD OF AUTHORIZATIONS ISSUED" section in the back 
of the book shall be used to record every individual authorization number issued, canceled, or other­
wise voided. 

When all authorizations have been used, the Record of Authorizations Issued section in the back of 
the book shall be retained at the duty station/facility in accordance with the current edition of FAA JO 
3120.29, Flight Deck Training. 

If lost, full information concerning the circumstances of the loss shall be reported immediately to the 
issuing official. 

FAA Form 3120-38 

r ^ 
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FAA Form 3120-38 
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Completion Requirements of Forms (continued) 

Form 3120-38, Flight Deck Training Authorization 

Issue all FAA Forms 3120-38 that are provided by the FDTAS.  Copies returned by the 
participant may be destroyed. 

Note: The FDTAS will issue one additional FAA Form 3120-38 with all return information 
completed except carrier name and flight number. 

A. Authorization Number: (auto-populated)

B. Carrier Name: (auto-populated)

C. Flight #: (auto-populated)

D. Date: (auto-populated)

E. Departure Airport: (auto-populated)

F. Arrival Airport: (auto-populated)

G. Confirmation #: (auto-populated)

H. Duty Station/Facility: (auto-populated)

I. Printed Name of Traveler: (auto-populated)

J. CASS ID Number: (auto-populated)

K. Signature of Traveler: Enter the participant’s official signature.

L. Printed Name of Approving Authority: Print or type complete name.

M. Signature of Approving Authority: Enter the signature of person authorizing the FDT.

N. Date: Indicate the date the form is approved in MM/DD/YYYY format.
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Completion Requirements of Forms (continued) 

FAA Form 3120-38 Back Booklet Cover – No Instructions 

FAA Form 3120-39 
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Completion Requirements of Forms (continued) 

FAA Form 3120-38 Back Booklet Cover – No Instructions 

FAA Form 3120-39 
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