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This manual implements Air Force Policy Directive (AFPD) 13-2, Air Traffic, Airfield, Airspace 
and Range Management.  It applies to all US Air Force (USAF), Air National Guard (ANG) and 
Air Force Reserve Command (AFRC) organizations (to include contracted locations) that 
operate or administer functions in facilities in the airfield operations flight (AOF).  At joint, 
shared-use and overseas airfields, this manual applies to the facilities that are controlled and used 
exclusively by the Department of the Air Force, as outlined in real estate documents or letters of 
agreement.  It directs the use of desktop applications as appropriate to Airfield Operations (AO).  
This manual may be supplemented at any level, but all supplements that directly implement this 
publication must be routed to the HQ Air Force Flight Standards Agency, Director of Airfield 
Operations (HQ AFFSA/A3A) for coordination prior to certification and approval.  Refer 
recommended changes and questions about this publication to the Office of Primary 
Responsibility (OPR) using the AF Form 847, Recommendation for Change of Publication; route 
AF Form 847s from the field through the appropriate functional’s chain of command.  Ensure all 
records created as a result of processes prescribed in this publication are maintained in 
accordance with AFMAN 33-363, Management of Records, and disposed of in accordance with 
the Air Force Records Disposition Schedule (RDS) located in the Air Force Records Information 
Management System (AFRIMS).   The reporting requirements in this AFMAN are exempt from 
licensing with a report control symbol (RCS) according to  AFI 33-324, The Information 
Collections and Reports Management  Program; Controlling Internal, Public, and Interagency 
Air Force Information Collections.    

http://www.e-publishing.af.mil/
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SUMMARY OF CHANGES 

This document has been substantially revised and must be reviewed in its entirety.  Major 
changes include:  The Military Air Traffic Activity Reports (ATARS) program was removed 
from AFI 13-204 Volume 3, Airfield Operations Procedures and Programs, paragraph 5.8 and 
inserted into Chapter 2.  Formal guidance for the Air Traffic Control (ATC) ProTime program 
was created and inserted into Chapter 2. 
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Chapter 1 

OVERVIEW 

1.1.  Scope and Purpose of this Manual.  This manual provides instruction to aid AO personnel 
with the utilization and application of AO data system functions. 

1.2.  Responsibilities.  HQ AFFSA will develop programs to assist in the accomplishment of 
operational and administrative duties in AO facilities, and sustain and maintain programs 
outlined within this volume, unless otherwise identified. 

1.3.  Waivers and Recommended Changes. 
1.3.1.  Waiver Authority.  HQ AFFSA is the waiver authority for this manual.  All waivers 
will be submitted to HQ AFFSA/A3A (hqaffsa.a3a@us.af.mil) through the appropriate 
MAJCOM (Major Command) AO OPR for consideration.  Note:  Waivers to this manual 
will only be considered when deemed necessary for completion of assigned flying mission. 

1.3.2.  Waiver Process.  Use AF IMT 4058, Airfield Operations Policy Waiver, to request 
waivers to this manual.  If additional space is required, annotate on plain bond paper and 
submit along with the form.  Number each comment with the corresponding block number.  
In addition, units must submit an Operational Risk Management (ORM) Assessment in 
accordance with Air Force Pamphlet (AFPAM) 90-803, Risk Management (RM)Guidelines 
and Tools, or alternate risk mitigation procedures with all waiver requests. 

1.3.2.1.  The Airfield Operations Flight Commander (AOF/CC) forwards the AF IMT 
4058 through the Senior Operational Commander (SOC) (i.e, Operations Group 
Commander [OG/CC]) to the MAJCOM OPR for AO, who will then coordinate and send 
to HQ AFFSA/A3A for final resolution.  If deemed necessary, submit additional 
supporting data to substantiate the waiver request. 

1.3.2.2.  To ensure a periodic revalidation of waiver requirements, HQ AFFSA normally 
grants AO waivers for two year periods. 

1.3.2.3.  Waiver renewal requests must reach HQ AFFSA NLT 45 days prior to 
expiration. 

1.3.3.  Recommended Changes.  Submit recommended changes to this manual through the 
MAJCOM OPR for AO to HQ AFFSA using AF Form 847. 

mailto:hqaffsa.a3a@us.af.mil
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Chapter 2 

AIRFIELD OPERATIONS DATA SYSTEMS 
 

2.1.  ProTime.  ProTime is a mandatory data system requirement for tracking and reporting all 
proficiency within ATC facilities.  It provides air traffic controllers with a centralized data 
storage location to track and report on manning activity at various controller positions. 

2.1.1.  Proficiency Time Documentation. 

2.1.1.1.  ProTime must include the following information: 

2.1.1.1.1.  Facility specific configuration and reporting. 

2.1.1.1.1.1.  Positions specific to each facility. 

2.1.1.1.1.2.  Airport Surveillance Radar (ASR) and Precision Approach Radar 
(PAR) configuration data as required. 

2.1.1.1.1.3.  Qualification categories to record (i.e., staff). 

2.1.1.1.1.4.  Minimum position time requirements for each qualification category. 

2.1.1.1.2.  Crew assignments with ability to add, remove, or modify crew 
declarations. 

2.1.1.1.3.  A single record must be created for each individual that will perform ATC 
duties and will include as a minimum, the following personnel information: 

2.1.1.1.3.1.  Rank/Grade, Last Name, First Name, and operating initials. 

2.1.1.1.3.2.  Crew assignment. 

2.1.1.1.3.3.  Qualification category. 

2.1.1.1.4.  Position logs within the ProTime program must include the following 
information: 

2.1.1.1.4.1.  Authorized proficiency start time in accordance with (IAW) facility 
operating instruction. 

2.1.1.1.4.2.  Controller operating initials. 

2.1.1.1.4.3.  Monitor operating initials, as required. 

2.1.1.1.4.4.  ASR and PAR counts, as required. 

2.1.1.1.4.5.  Proficiency termination time indicated by entering the time that 
proficiency is no longer authorized IAW facility operating instruction and the 
abbreviation “CLSD” in the “Initials” column. 

2.1.1.1.5.  Reporting. 

2.1.1.1.5.1.  Produce read-only report. 

2.1.1.1.5.2.  Color coded report with red notating the position where a controller 
did not meet minimum proficiency timing standards. 
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2.1.2.  Corrections and recommendations shall be coordinated through the appropriate 
MAJCOM ATC representative and then forwarded to HQ AFFSA/A3AT via e-mail at 
hqaffsa.a3at@us.af.mil. 

2.2.  ATARS. 
2.2.1.  Submitting Reports and Focal Points: 

2.2.1.1.  Unit Responsibilities. 

2.2.1.1.1.  Serve as the focal point for initiating traffic count data and developing 
reports. 

2.2.1.1.2.  Complete monthly unit report NLT the third duty day of the following 
month. 

2.2.1.1.3.  Send monthly unit report to MAJCOM NLT the fifth duty day of the 
following month. 

2.2.1.1.4.  Submit monthly unit reports in .XML format. 

2.2.1.2.  MAJCOM Responsibilities. 

2.2.1.2.1.  Serve as the focal point for compiling monthly unit reports and forwarding 
annual data submissions to HQ AFFSA/A3AT. 

2.2.1.2.2.  Forward annual traffic count data inputs to HQ AFFSA/A3AT 
(hqaffsa.a3at@us.af.mil) NLT 15 November for the prior fiscal year. 

2.2.1.2.3.  Resolve unit traffic count information/content problems associated with 
ATARS. 

2.2.1.2.4.  Submit annual reports in .XML format. 

2.2.1.2.5.  Coordinate with HQ AFFSA/A3AT to approve counting activities in the 
"Special Use" sub-category. 

2.2.1.3.  HQ AFFSA Responsibilities. 

2.2.1.3.1.  Serve as the focal point for gathering, compiling, and disseminating 
ATARS. 

2.2.1.3.2.  Resolve MAJCOM traffic count information/content problems associated 
with ATARS. 

2.2.1.3.3.  Provide composite annual reports to the Air Staff, MAJCOMs, and other 
appropriate agencies upon request. 

2.2.2.  Traffic Count Documentation. 

2.2.2.1.  Units must document daily, monthly and quarterly air traffic activities using 
ATARS. 

2.2.2.2.  AF IMT 3623, Daily Traffic Count, must be retained as a backup to the 
automated report program. 

2.2.2.3.  Retain current and previous fiscal year traffic count. 

2.2.2.4.  Count air traffic activity in four 6-hour periods per day beginning at 0000 local. 

mailto:hqaffsa.a3at@us.af.mil.
mailto:hqaffsa.a3at@us.af.mil
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2.2.2.5.  Control towers record a count of one for each aircraft in the formation regardless 
of the category, type or approach being conducted. 

2.2.2.6.  Radar facilities will record a count of one for the flight for each category, type or 
approach being conducted when controlling a formation through instructions to a single 
aircraft within the flight.  Note:  Record a count of one for each formation or single 
aircraft for each category and type of approach being conducted when formation flights 
are split into smaller formations or single aircraft. 

2.2.2.7.  Count aircraft operations according to category, type of activity and type of 
approach. 

2.2.2.8.  Do not count aircraft traversing Special Use Airspace (i.e., Military Operating 
Areas) as a separate operation for traffic count purposes. 

2.2.3.  ATARS must include the following information: 

2.2.3.1.  Separate categories for military, civil general aviation, air carrier/air taxi, 
Unmanned Aerial System (UAS), helicopter (HELO) and other (Tower Only) activity. 

2.2.3.2.  Separate sub-categories to count the type activity in each category. 

2.2.3.3.  Instrument Flight Rules (IFR) arrivals (Tower and Radar). 

2.2.3.4.  IFR departures (Tower and Radar, excluding Radar Final Control). 

2.2.3.5.  Visual Flight Rules (VFR) local and VFR itinerant (Control Tower). 

2.2.3.6.  VFR service over flights, PAR, ASR and Instrument Landing System (ILS) or 
Microwave Landing System (MLS) (RAPCON, Ground Control Approach). 

2.2.3.7.  Special Use (Tower and Radar). 

2.2.4.  ATARS Categories (defined): 

2.2.4.1.  Military - Aircraft belonging to a nation's armed forces. 

2.2.4.2.  General Aviation - Aircraft of any national registry operated by a private person, 
company, public company, government agency, or flying club not conducting air carrier 
or air taxi operations. 

2.2.4.3.  Air Carrier or Air Taxi - Aircraft conducting operations for compensation or hire 
(e.g., World Air, Tower Air, DHL, Federal Express, U.S. Commercial Airlines and 
charter services such as Tango Cessna TN4426E). 

2.2.4.4.  UAS - UAS operations controlled from a location other than the aircraft. 
Includes operations conducted in IFR or VFR. 

2.2.4.5.  HELO - Helicopter operations.  Includes operations conducted in IFR or VFR. 

2.2.4.6.  Other - Operations wherein a VFR Tower receives a point-out for an IFR aircraft 
executing an instrument approach to another (adjacent) airport or as otherwise 
coordinated and approved for use by MAJCOM. This area constitutes a non-countable 
category and values tabulated in this area will not affect the "Type Operations" sub-
categories totals (e.g., IFR arrivals, IFR departures, etc.). 

2.2.5.  Type of Activity (defined): 
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2.2.5.1.  IFR Departure - IFR or Special VFR (SVFR) departures and IFR, SVFR or VFR 
aircraft flying an instrument approach that terminates in other than a full-stop landing and 
continues to receive IFR service. 

2.2.5.2.  IFR Arrival - IFR, SVFR and VFR aircraft that fly an instrument, visual, or 
contact approach to an airport or point-in-space. 

2.2.5.3.  VFR Local (Tower Only) - VFR aircraft that arrive or depart an airport served 
by the control tower. 

2.2.5.4.  VFR Itinerant (Tower Only) - VFR aircraft that originate outside Class D 
airspace and fly through it without making an approach. 

2.2.5.5.  VFR Service (Radar Only) - VFR aircraft that receive services but do not make 
an instrument approach. 

2.2.5.6.  Over flight - IFR or SVFR aircraft that originate outside the area of jurisdiction 
and fly through the area without flying an approach. 

2.2.5.7.  Special Use - Aircraft that conduct activities in airspace of defined dimensions 
identified by an area on the surface of the earth wherein activities must be confined 
because of their nature and/or wherein limitations may be imposed upon aircraft 
operations that are not a part of those activities. 

2.2.5.7.1.  Count activities conducted in alert areas, controlled firing areas, Military 
Operating Areas (MOAs), prohibited areas, restricted areas, and warning areas as 
special use operations. 

2.2.5.7.2.  Any other area/activity not listed requires MAJCOM approval. 

2.2.6.  Type of Approach (defined): 

2.2.6.1.  PAR - Any aircraft that conducts a PAR approach. 

2.2.6.2.  ASR - Any aircraft that conducts an ASR approach. 

2.2.6.3.  Instrument Landing System (ILS) or Microwave Landing System (MLS) - Any 
aircraft that conducts an ILS or MLS approach. 

2.2.6.4.  Tactical Air Navigation (TACAN) - Any aircraft that conducts a TACAN 
approach. 

2.2.6.5.  Area Navigation (RNAV) - Any aircraft that conducts an RNAV approach. 

2.2.6.6.  Global Positioning System (GPS) - Any aircraft that conducts a GPS approach. 

 

HARRY C. DISBROW, Jr., SES, DAF AF/A3/5 
Associate DCS, Operations, Plans & Requirements 
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Attachment 1 

GLOSSARY OF REFERENCES AND SUPPORT INFORMATION 

References 
AFPD 13-2, Air Traffic, Airfield, Airspace and Range Management, 7 August 2007 

AFI 13-204 Volume 3, Airfield Operations Procedures and Programs, 1 September 2010 

AFI 33-324, The Air Force Information Collections and Reports Management Program, 6 March 
2013 

AFMAN 33-363, Management of Records, 1 March 2008 

AFPAM 90-803, Risk Management (RM) Guidelines and Tools, 11 February 2013 

Prescribed Forms 
None 

Adopted Forms 
AF Form 847, Recommendation for Change of Publication 

AF IMT 4058, Airfield Operations Policy Waiver 

AF IMT 3623, Daily Traffic Count 

Abbreviations and Acronyms 
AO—Airfield Operations 

AFRC—Air Force Reserve Command 

ANG—Air National Guard 

AOF—Airfield Operations Flight 

AOF/CC—Airfield Operations Flight Commander 

ASR—Approach Surveillance Radar 

ATARS—Air Traffic Activity Reports 

ATC—Air Traffic Control 

CLSD—Closed 

GCA—Ground Control Approach 

GPS—Global Positioning Satellite 

HELO—Helicopter 

HQ AFFSA—Headquarters Air Force Flight Standards Agency 

IAW—In Accordance With 

IFR—Instrument Flying Rules 

ILS—Instrument Landing System 
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IMT—Information Management Tool 

MAJCOM—Major Command 

MLS—Microwave Landing System 

MOA—Military Operating Areas 

OG/CC—Operations Group Commander 

OPR—Office of Primary Responsibility 

ORM—Operational Risk Management 

PAR—Precision Approach Radar 

RAPCON—Radar Approach Control 

RDS—Records Disposition Schedule 

RNAV—Area Navigation 

SOC—Senior Operational Commander 

TACAN—Tactical Air Navigation 

UAS—Unmanned Aerial System 

VFR—Visual Flight Rules 
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