OPERATIONS MANUAL

LACONIA AIRPORT AUTHORITY

65 AVIATION DRIVE
GILFORD, NEW HAMPSHIRE 03249

January 2010




LACONIA AIRPORT AUTHORITY

Table of Contents
Section 1 — Scope and Authority
Section 2 — Mission and Objectives
Section 3 — Minimum Standards
Section 4 — Security Policy
Section 5 — Land use Policy
Section 6 — Fueling Standards
Section 7 — Signage Policy
Section 8 — Vehicular, Bicycle and Pedestrian Traffic_Policy
Section 9 — Winter Parking Policy
Section 10 — Fee Schedule
Section 11 — E-Mail Retention Policy
Section 12 — Noise Reduction Policy
Section 13 — Good Neighbor Policy

Section 14 — Tenant Information Policy

OPERATIONS MANUAL

il



LACONIA AIRPORT AUTHORITY
OPERATIONS MANUAL

Section 1 — SCOPE AND AUTHORITY

The Laconia Airport Authority was incorporated by the NH Legislature in Chapter 272 of
the Laws of 1941 and reincorporated by HB 244 of 1999. It is authorized to establish
and maintain an airport in the town of Gilford or elsewhere in Belknap County, and in
connection therewith and as part thereof, to establish and maintain auxiliary landing
places and facilities in Belknap County and towns contiguous to Lake Winnipesaukee.

In so doing, the Authority has the power, amongst others, to prescribe and publish rules
and regulations governing the use of the airport, to levy and collect reasonable fees, to
grant leases and do all other lawful acts necessary and incidental to the foregoing pow-
ers.

This Operations Manual provides guidance, policies and procedures for conducting safe
operations on the Laconia Airport. It is intended to ensure compliance with certain Lo-
cal, State and Federal Regulations by the different types of Operators at the airport.

Adopted 1/28/10
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Section 2 — MisSION AND OBJECTIVES

1.0 MissioN: The Laconia Airport Authority was incorporated as a body politic by the
General Court of the State of New Hampshire in 1941. The Airport is declared to be for
public purposes as an aid to national and state defense and for the convenience of the
public. The Laconia Airport Authority is responsible for the establishment and
maintenance of the Laconia Municipal Airport in the Town of Gilford, New Hampshire,
and, in so doing, the Authority shall be regarded as performing a governmental
function. Among the duties prescribed by law, the Authority is to construct, maintain,
reconstruct, improve, operate, and manage the Laconia Municipal Airport. In so doing
the Airport Authority has the power to:

1.1 Sue and be sued

1.2 Adopt bylaws

1.3 Acquire, hold and dispose of real and personal property

1.4 Construct, maintain, reconstruct, improve, operate and manage said airport

1.5 Solicit and accept grants from agencies of the United States of America and of the
State of New Hampshire and to accept conveyances and appropriations from local
governments

1.5 Prescribe and publish rules and regulations governing the use of the airport

1.6 Levy and collect reasonable fees for the use of the airport and its facilities

1.7 Grant leases

1.8 Hire and compensate employees

2.0 OBJECTIVES: In carrying out its mission and responsibilities, the Airport Authority
strives to make the Laconia Municipal Airport a financially self-supporting asset for the
Lakes Region of New Hampshire and beyond. The Airport Authority views the Laconia
Municipal Airport as:

2.1 A center of aviation and aviation related businesses

2.2 A transportation center supporting governmental, commercial, private, recreational
and tourist travel

2.3 A center and asset for other commercial activity, which directly supports the airport
and the region

2.4 An educational center and resource

The Airport Authority will employ highly motivated and professional people, seek and
maintain the latest affordable technology, and encourage a safe environment on airport
property and within its airspace for the Laconia Municipal Airport’s users, tenants and
neighbors as well as for the general public.

Adopted 5/14/9, 11/9/04
Affirmed 2/08
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Section 3 — MINIMUM STANDARDS

1.0 STATEMENT OF PURPOSE

1.1 The Laconia Airport Authority (LAA), a separate body politic, is required and em-
powered by the Federal Aviation Administration (FAA) and by New Hampshire
Statutes to establish regulations governing commercial activities at Laconia Mu-
nicipal Airport (Airport) in such a manner that these regulations do not discrimi-
nate between existing or potential enterprises.

1.2 The LAA is adopting what are called “Minimum Standards” to define the stan-
dards for the conduct of Commercial and Noncommercial General Aviation at the
Airport. The standards are required to promote and ensure the safety of all Air-
port activities supplied to the traveling public.

1.3 A fair and reasonable opportunity shall be accorded all applicants, without dis-
crimination, to qualify and or compete for available airport facilities and for the
furnishing of selected aviation services, subject, however, to standards as estab-
lished by the LAA and set forth herein.

1.4 Minimum Standards embodies the privileges, restrictions and responsibilities as-
sociated with each category of activity and sets forth the minimum requirements
for documentation, facilities, land area, improvements, services, equipment, per-
sonnel, operating requirements and hours of operation.

1.5 In setting such standards, the mission of the LAA is to establish, maintain and
operate a municipal airport for the benefit and convenience of the traveling pub-
lic.

1.6 The general aviation goals of the LAA are to:

1.6.1 Ensure that general aviation activities at the Airport are conducted in a
safe, fair and equitable manner in accordance with LAA, Local, State and
Federal requirements.

1.6.2 Promote first-class general aviation services and facilities.

1.6.3 Assist private entrepreneurs in the promotion of business interests at the
Airport.

1.7 The standards outlined in this document are the Minimum Standards that must
be met by Commercial Operators as a condition of their right to lease premises
on the Airport and to conduct their stated commercial activities on the Airport and
by noncommercial operators as a condition of their right to lease premises on the
Airport.

1.8 The Minimum Standards are deemed to be incorporated in all contracts, leases
or other agreements entered into by the Authority with commercial, fixed base or
noncommercial operators, regardless of whether they are specifically mentioned
or not. The Minimum Standards will be specifically referred to in all contracts and
leases.
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2.0 DEFINITIONS

2.1 Aeronautical/Aviation Related Activity, (used interchangeably throughout this
document): any activity that involves, makes possible, or is required for the op-
eration of aircraft or that contributes to or is required for the safety of such opera-
tions, including, but not limited to:

2.1.1 Air taxi and charter operations, scheduled and nonscheduled air carrier ser-
vices, pilot training, aircraft rental and sightseeing, aerial photography, crop
dusting, aerial advertising and surveying, aircraft sales and services, aircraft
storage, sale of aviation fuel and oil products, repair and maintenance of
aircraft, sale of aircraft parts, parachute or ultralight activities, and any other
activities that, because of their direct relationship to the operation of aircraft,
can appropriately be regarded as aeronautical activities.

2.2 Aircraft: a device that is used, or intended to be used, for flight in the air, and for
which a federal registration certificate and number is assigned.

2.3 Airport: the entirety of the Laconia Municipal Airport.
2.4 Apron: a paved area suitable for aircraft parking.
2.5 Authority: the Laconia Airport Authority.

2.6 Building: the main portion of each structure; all projections or extensions there
from; any additions or changes thereto; and all garages, outside platforms and
docks, carports, canopies, eaves and porches. Paving, ground cover, signs and
landscaping shall not be included.

2.7 Contract: a written agreement between the LAA and an Entity in which the LAA
grants rights and privileges to an Entity to conduct business on the Airport and
the Entity obligates itself to perform said business in accordance with the Mini-
mum Standards. This contract is in writing and is enforceable under law.

2.8 Entity: any person, proprietorship, association, firm, joint venture, partnership,
limited liability corporation, corporation, other business organization, or any com-
bination of the same.

2.9 Equipment: all machinery, together with the necessary supplies, tools, and appa-
ratus necessary to the proper conduct of the activity being performed.

2.10 Exclusive right: a power, privilege, or other right excluding or debarring another
from enjoying or exercising a like power, privilege or right. The granting of an
Exclusive Right to conduct a commercial aeronautical activity on an airport de-
veloped or improved with Federal funds is expressly prohibited.

2.11 FAA: the Federal Aviation Administration.

2.12 General Aviation: that portion of civil aviation, which encompasses all facets of
aviation except air carriers holding a certificate of public convenience and ne-
cessity from the FAA and large aircraft commercial operators.
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2.13 Improvements: all buildings, structures, and facilities including paving, ground
cover, fences, signs and landscaping constructed, installed or placed on, under
or above any leased area by or with the concurrence of a Lessee and the LAA.

2.14 LAA: the Laconia Airport Authority.

2.15 Lease: an agreement between the LAA/City of Laconia and an Entity in which
the LAA/City of Laconia subleases real property to the Entity for the purpose of
conducting the Entity’s general aviation activities, which agreement is defined
in writing and enforceable under law.

2.16 Lessee: an Entity having a valid lease with the LAA/City of Laconia.

2.17 Leased Premises: the entirety of the ground or building area leased to an Entity
including any buildings, improvements and fixed and removable structures
identified as the premises in the lease.

2.18 Lessor: the LAA and the City of Laconia

2.19 Line Service: routine day-to-day servicing necessary for the safe operation of
an Aircraft.

2.20 Operator: one of the following categories:

2.20.1 Commercial Operator: an Entity engaged in an activity that involves, or
makes possible, the offering for sale or lease of one or more general avia-
tion services or products for the purpose of obtaining earnings, income,
compensation, or profit, whether or not such objective is accomplished. A
Commercial Operator is not a Fixed Base Operator.

2.20.2 Fixed Base Operator (FBO): an Entity engaged in an activity that in-
volves, or makes possible, the offering for sale or lease of one or more
general aviation services or products for the purpose of obtaining earn-
ings, income, compensation, or profit, whether or not such objective is ac-
complished and is required to offer for sale to the public a certain range of
basic and essential general aviation services and products. Additionally,
a Fixed Base Operator may be permitted to provide for sale other special-
ized general aviation services.

2.20.3 Noncommercial Operator: an Entity or governmental agency, which
maintains a facility or provides a General Aviation service solely for its
own benefit, and not for the benefit of the public. Such Noncommercial
Operators are specifically prohibited from offering aviation products or
services for sale or lease to others.

2.21 Storage of Aircraft: the providing of an indoor or outdoor location in which air-
craft are kept.

2.22 Sublease: a lease on the Airport granted to an Entity by a Lessee with the ap-
proval of the LAA/City of Laconia for the use of all or part of the property leased
from LAA/City of Laconia by the Lessee and incorporating all the terms of the
primary lease.
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3.0 APPLICATION PROCEDURE

3.1 Any Entity wishing to establish a commercial or noncommercial General Aviation
activity on the Airport shall be furnished a copy of these Minimum Standards.
Additionally, a written application to the LAA is required, which shall include the
following information and, thereafter, such additional information as the LAA may
request.

3.1.1 The Entity’s name and legal address.

3.1.2 The name(s) and address(es) of the owner(s)/member(s) and offi-
cer(s)/manager(s).

3.1.3 A description of the land or building space to be leased including a site
plan, if required, prepared in accordance with the Town of Gilford’s Site
Plan Regulations and the FAA.

3.1.4 A detailed description of the scope and level of the intended operation.

3.1.5 A financial statement prepared in accordance with Generally Accepted Ac-
counting Principles, from a certified public accountant, or from such other
source that may be acceptable to the LAA as to the Entity’s financial capa-
bility. Such information will be deemed by the provider to be confidential
and will be held in strict confidence and not disclosed by the LAA.

3.1.6 A Pro-forma Financial Statement and Business Plan with a projection of
first year operating income and expense, prepared in accordance with ac-
cepted accounting practices. The prospective Operator must also demon-
strate the financial capability to initiate and maintain operations and for the
construction of improvements and appurtenances that may be required by
the LAA or any governmental agency. Such information will be deemed by
the provider to be confidential and will be held in strict confidence and not
disclosed by the LAA.

3.1.7 The prospective Operator shall also furnish the LAA with a statement of
past experience in the specified aviation services. Such experience shall
not be less than the minimums established for each of the respective indi-
vidual aviation functions involved.

4.0 GENERAL REQUIREMENTS

4.1 Requirements for a Lease or Sublease: An Operator shall have a valid Lease or
Sublease prior to the commencement of facility construction or operations.

4.2 Requirements for a Written Agreement: Prior to the commencement of opera-
tions, the prospective Operator will enter into a written Contract with the LAA,
which Contract will recite the terms and conditions under which the Operator will
operate its business at the Airport, including, but not limited to, the term of
agreement; the rentals, fees, and charges; the rights, privileges, and obligations
of the respective parties; and other relevant covenants. It should be understood,
therefore, that neither the conditions herein contained nor those set forth in these
Minimum Standards represent a complete recitation of the provisions to be in-

4
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cluded in the Contract. Such Contract provisions, however, will not change or
modify the Minimum Standards or be inconsistent therewith except as may be al-
lowed pursuant to Section 4.7.3.

4.3 Performance Bond: If requested by the LAA, the prospective Operator shall,
concurrent with the execution by the Operator of the aforesaid Contract, furnish
an acceptable performance bond or cash deposit to the LAA, in an amount satis-
factory to the LAA.

4.4 Hold Harmless Requirement: The Operator shall indemnify, defend, and save
harmless the Lessor, its authorized agents, officers, representatives and employ-
ees from any loss, cost or damage from and against any and all actions, penal-
ties, liabilities, claims, demands, damages, or losses whatsoever arising directly
or indirectly out of acts or omissions of the Operator, its agents, employees, ser-
vants, guests, members, business visitors, tenants, sub-lessees, partners or af-
filiates, and shall pay all expenses in defending any claims made against the LAA
by reason of the Operator’s tenancy and activities on the Airport. A hold harm-
less provision shall be included in all written agreements, including the Contract,
between the LAA and the Operator.

4.5 Insurance: Each Operator shall procure and maintain, during the term of each
Operator’'s agreements with the LAA, insurance in accordance with the provi-
sions of this section, and shall provide insurance coverage of the types and limits
specified herein:

4.5.1 Workers’ Compensation: Each FBO and Commercial Operator shall se-
cure and maintain Workers Compensation insurance in compliance with all
applicable NH State laws and regulations. Where the Operator does not
employ individuals, and is exempt from Workers compensation laws in the
State of NH, the Operator shall furnish a letter to the LAA attesting to its ex-
empt status. Where independent contractors are utilized in the course of
operations of the Operator, each such contractor shall provide an exemp-
tion letter, and each such contractor shall be subject to all other Operator
insurance requirements as set forth in these Standards.

4.5.2 Airport Liability: Each FBO and Commercial Operator shall secure and
maintain an Airport Liability policy covering the premises operations of the
Operator, in accordance with the following:

4.5.2.1 General Liability: $2,000,000 aggregate, $1,000,000 per occur-

rence

4.5.2.2 Products Liability: $2,000,000 aggregate, $1,000,000 per occur-
rence

4..5.2.3 Completed Operations: $2,000,000 aggregate, $1,000,000 per oc-
currence

4.5.3 Premises Liability: $2,000,000 aggregate, $1,000,000 per occurrence.
Premises Liability shall only be required when the Operator owns and/or
leases, land and/or buildings, at the Laconia Airport.
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4.5.4 Hangarkeepers Liability: $300,000 each loss, $200,000 each plane. Han-

garkeepers Liability shall only be required of Commercial Operator’s and/or

FBQO’s that hangar, transport, and/or secure aircraft for the purpose of safe-
keeping or servicing aircraft not owned by the Operator

4.5.5 Aircraft Insurance: For each aircraft owned and/or operated by a Commer-
cial Operator and/or FBO, insurance in an amount not less than $1,000,000
per occurrence for property damage and bodily injury. Insurance certificates
shall list each tail number as a scheduled aircraft on the certificate.

4.5.6 Property Insurance coverage on the broadest coverage suitable forms, for
100% of the value of all improvements on Laconia Airport Property that are
leased, owned, or under construction by, the Operator.

457 Commercial Auto Liability Insurance in and amount not less than
$1,000,000 aggregate, $500,000 per occurrence. Commercial Auto Liability
shall only be required when the Operator may reasonably be expected to
use aprons, taxiways or runways for commercial vehicle movement.

4.5.8 Certificates of Insurance: Copies of certificates are to be submitted to the
LAA at each year, and may also be requested at the discretion of the LAA.
The LAA, the City of Laconia, the Town of Gilford, and the County of
Belknap are to be named as Additional Insured on each certificate. Addi-
tional Insured coverage shall apply as primary insurance with respect to any
other insurance afforded to the LAA. The LAA reserves the right to update
these levels as required and different requirements may be included as part
of any Lease or Operating Agreement. Each Certificate of Insurance shall
provide that the insurer must give the LAA at least 30 days’ prior written no-
tice of cancellation and termination (10 days’ for non-payment of premium)
of the Operator’s coverage hereunder. Not less than two weeks prior to the
expiration, cancellation or termination of any such policy, the Operator shall
supply the LAA with a new and replacement Certificate of Insurance and
Additional Insured endorsement as proof of renewal of said original policy.
Said new and replacement endorsements shall be similarly endorsed in fa-
vor of the LAA as set forth above. The LAA reserves the right to request a
complete copy of said insurance policy(s) in order to review and confirm
coverage meets or exceeds the minimum requirements.

4.5.9 Affiliated Corporations: Where an Operator operates affiliated entities,
each such entity shall be named on the certificate of insurance as applica-
ble to the operations undertaken by the affiliate entity.

4.5.10 Insurance not Available: In certain instances, the required insurance may
not be available for purchase. A written letter from an Insurance Carrier
stating unavailability must be submitted to the LAA, in which case, the LAA
may, upon vote of the LAA, permit alternative 3rd party financial security in
place of the required insurance. Such 3rd party financial security, if permit-
ted by the LAA, shall be in the form of an Irrevocable Letter of Credit or
similar financial instrument, in an amount equivalent to the required insur-
ance that is unavailable.
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4.6 Compliance with Laws, Etc.: The Operator shall at all times be in compliance
with all Federal, State, Local and Airport laws, ordinances, codes and other regu-
latory measures applicable to the specific type of activity conducted by the Op-
erator. The Operator shall procure and maintain during the term of the agree-
ments all licenses, permits, and other similar authorizations required for the con-
duct of the Operator’s business operations by any regulatory agency including
the LAA.

4.7 Miscellaneous:

4.7.1 The prospective Operator may select one or a combination of the aviation
related activities covered by the Minimum Standards. Where more than
one commercial aeronautical activity is proposed, the minimum require-
ments will vary, depending upon the nature of the individual services in
such combination. Minimum Standards for Operators who plan to provide
combinations of services will be discussed with the prospective Operator at
the time of its application or otherwise during Lease and Contract negotia-
tions.

4.7.2 The pertinent Minimum Standards and Requirements for any commercial
Operator will be predicated upon the nature of the Operator’s initial descrip-
tion of the scope and level of the intended operation. If at a later date the
business is expanded to encompass new and additional types of services
under an appropriate Contract, then the Minimum Standards established for
these additional services shall immediately apply.

4.7.3 These Minimum Standards will govern all commercial activities on the Air-
port unless determined in writing by the LAA, on a case-by-case basis, that
an exemption is justified to best serve the public interest.

4.7.4 The prospective Operator is required to be registered to do business in the
State of New Hampshire with the Secretary of State prior to execution of the
Lease and Contract.

4.7.5 Operators currently on the Airport as of the adoption date of these Minimum
Standards must enter into a contract within 3 months and come into com-
pliance with the Minimum Standards within 6 months.

5.0 REQUIREMENTS

5.1 The Minimum Standards for commercial activities here outlined are not intended
to be all-inclusive, as the Operator of a commercial venture based on the Airport
will be subject to applicable laws, codes, ordinances and other similar regulatory
measures, including the LAA’s Operating Standards pertaining to all such activi-
ties.

5.2 A Contract, properly executed by the LAA and the Operator is a prerequisite to
tenancy on the Airport and the commencement of any operations thereon. The
Contract provisions, however, will be compatible with the Minimum Standards
and will not change or modify the Standards themselves.
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5.3 Minimum Standards for different levels of operation follow:
5.3.1 Commercial Operator

5.3.1.1 Services Permitted — privileges which may be exercised by a Com-
mercial Operator include, but are not necessarily limited to:

5.3.1.1.1 Sale of new or used aircraft.

5.3.1.1.2 Aircraft engine and airframe overhaul and repair; maintenance,
repair and servicing of general aviation aircraft.

5.3.1.1.3 Avionics and instrument repair.
5.3.1.1.4 Non-scheduled aircraft charter
5.3.1.1.5 Operation of a specialized commercial flying service.
5.3.1.1.6 Storage for general aviation aircraft.
5.3.1.2 Services not Permitted:

5.3.1.2.1 Ramp services.
5.3.1.2.2 Sale of aviation fuels, oils and lubricants.
5.3.1.2.3 Aircraft deicing.

5.3.1.3 Facilities Required:

5.3.1.3.1 Hangar, ramp, office and public service facilities, prior experi-
ence and hours of operation; all as agreed to by the LAA. Em-
ployee and customer parking must be approved by the LAA and
be as required by the Town of Gilford.

5.3.2 Fixed Base Operator

5.3.2.1 Minimum Services Required:

5.3.2.1.1 Tie-down and hangar storage for general aviation aircraft, both
itinerant and those based at the Airport.

5.3.2.1.2 Ramp service with an employee on staff, available and qualified
per the current version of NFPA 407 and IFC Chapter 11.

5.3.2.1.3 Maintenance, repair and servicing of general aviation aircraft,
engines and parts.

5.3.2.1.4 Sale of aviation fuels, oils and lubricants of kinds customarily
sold to general aviation aircraft users.

5.3.2.1.5 A supply of the necessary aircraft parts and accessories to main-
tain, repair and service general aviation aircraft.

5.3.2.1.6 Operation of the Aviation Advisory Radio Station (UNICOM).

5.3.2.2 Services Permitted — privileges which can be exercised by an FBO in-
clude, but are not necessarily limited to:

5.3.2.2.1 Sale of new or used aircraft.
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5.3.2.2.2 Non-scheduled aircraft charter operations.
5.3.2.2.3 Operation of a specialized commercial flying service.
5.3.2.2.4 Operation of a specialized aircraft repair service.
5.3.2.2.5 Flight Training.
5.3.2.2.6 Aircraft rental business.
5.3.2.3 Services not Permitted:
5.3.2.3.1 Aircraft deicing.
5.3.2.4 Facilities Required:
5.3.2.4.1 One hangar of not less than 4,000 square feet.

5.3.2.4.2 Two fuel tanks, each of a minimum of 12,000 gallons, for 100 LL
and Jet A with the necessary and appropriate fuel trucks, metered
and filter equipped.

5.3.2.4.3 An office, either in the hangar or terminal, with access to a pilots’
lounge and weather briefing services, public waiting room, tele-
phone, sanitary rest rooms.

5.3.2.4.4 A paved ramp area with hangar access.
5.3.2.4.5 Enough tie-down area to accommodate 6 aircraft.

5.3.2.4.6 Employee and customer parking must be approved by the LAA
and be as required by the Town of Gilford.

5.3.2.5 Prior Experience:

5.3.2.5.1 A minimum of three years satisfactory prior experience in fixed
base operations and/or such other related business as may be de-
termined to be acceptable by the LAA.

5.3.2.6 Hours:

5.3.2.6.1 Staffed on-site by an employee during all times that the general
aviation public could reasonably expect services to be available
subject to review and approval by the LAA. An FBO shall provide
means for on call staff during off hours.

5.3.2.6.2 Hours, at a minimum, shall be:
November 1 — April 30: 8 AMto 5 PM
May 1 — October 31: 7 AMto 7 PM
5.3.3 Noncommercial Operator
5.3.3.1 Activities that may be Permitted:
5.3.3.1.1 Condominium or other association hangar facilities.
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5.3.3.1.2 Parking on the leased premises of any aircraft in the control of
the Noncommercial Operator.

5.3.3.1.3 Maintenance and servicing of the above aircraft including the
right to self-service as interpreted by the FAA.

5.3.3.1.4 Construction and maintenance of a hangar.
5.3.3.1.5 Flying clubs.
5.3.3.1.6 Storage for general aviation aircraft.

5.3.3.1.7 Leasing of hanger space to 3rd parties provided that no ramp
services are provided by the Operator.

5.3.3.2 Activities not Permitted:
5.3.3.2.1 Any commercial activity.

5.3.3.2.2 No maintenance whatsoever on any aircraft not under the own-
ership/control of the Noncommercial Operator.

Adopted 10/20/05
Effective 6/01/2006, Affirmed 2-08
Amended 1/28/09
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Section 4 - SECURITY PoLIcY

1.0 In several phases since 2000 the Laconia Airport Authority has installed gated secu-
rity fencing in all areas accessible by unauthorized vehicles. Additional fencing will
be added in the future. Users of the Airport now have additional security responsibil-
ity. An open gate is an invitation to the curious or malicious. If an unauthorized ve-
hicle were to gain access through an open gate, the owner of that premises will be
held responsible.

1.1 The gates at the terminal and off Aviation Drive are electronically operated.
These gates must be kept closed at all times unless otherwise authorized by the
Airport Manager.

1.1.1 Openers for these gates are issued by the Airport Manager to those entities
needing access

1.2 Gates providing pedestrian access to the front of the terminal and the apron are
electronically operated also.

1.2.1 Touch pads are provided for coded access

1.3 Tenants’ gates are secured by locks that have been and will be issued.
1.3.1 Each lock is unique and comes with two keys

1.3.2 Use of Airport issued locks is mandatory; a deposit of $50 is required. The
lock will be chained to an adjacent fence post and will be replaced at no
charge should it prove to be defective or become inoperable due to normal
wear and tear

1.3.3 Gates must be closed and locked any time a premises is unattended and at
night whether attended or not

1.4 In order to facilitate emergency access, gate openers and master keys have
been provided to emergency responders.

1.4.1 These are held by the Airport Manager, the Gilford Police Department and
the Gilford Fire Department

1.5 If an entity has installed an inner gate on its leased premises, the Airport gate
may be left open and unobstructed during the day, but it must be closed and
locked at night. Another Airport issued lock must be used on the inner gate as
well.

Issued 6/25/04 by the Manager
Revised 5/07, Affirmed 2-08
Amended 1/28/10
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Section 5 — LAND USE PoLicy

1.0 In accordance with the Mission and Objectives of the Laconia Airport Authority and
the Sponsor Assurances entered into with the United States Department of Trans-
portation, it is the policy of the Laconia Airport Authority that:

1.1 Runway access property shall be used solely for aviation-related purposes in-
cluding, but not limited to, fixed base operations, rental of hangar space for the
storage of aircraft, and aviation-related office space (See Minimum Standards).

Adopted 11/18/04
Amended 12/29/04, 10/20/05
Affirmed 2-08
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Section 6 — FUELING STANDARDS

1.0 PURPOSE

1.1 The purpose of these standards is to insure that the storage and sale of aviation
fuels at the Laconia Airport are done in a manner which provides for the safety of
all aviation personnel and the general aviation public; takes into consideration
environmental factors on and around the airport, including the protection of the
aquifer located beneath the airport property; and promotes a policy of fair compe-
tition.

2.0 GENERAL STANDARDS

2.1 Fixed Base Operators (FBOs) are the only entities allowed to sell aviation fuels,
oils and lubricants of kinds customarily sold to general aviation aircraft users
(Minimum Standards Para. 5.3.2.1.4)..

2.2 All existing and proposed fuel storage facilities shall first have received approv-
als and/or permits from all appropriate Federal, State and Local permitting agen-
cies including but not limited to the Environmental Protection Agency in confor-
mance with legislative and regulatory requirements, the State of New Hampshire
in accordance with regulations for aboveground and underground storage tanks,
the Town of Gilford in conformance with zoning regulations and site plan review
procedures, the FAA in conformance with applicable FAA regulations, the Airport
Authority in conformance with the Airport Layout Plan, Minimum Standards and
these Fueling Standards as well as any current BOCA and OSHA requirements.

2.3 FBOs shall agree to the periodic inspections and test requirements of the permit-
ting and reviewing agencies mentioned above.

2.4 All fuel dispensing operations shall be performed only in areas designated by the
Laconia Airport Authority, as consistent with the current version of the National
Fire Protection Association’s Standards NFPA 407 (Aircraft Fuel Servicing) and
NFPA 415 (Airport Terminal Buildings, Fueling Ramp Drainage, etc.). Desig-
nated areas shall include, but not necessarily be limited to, a paved, sloped sur-
face, provision for extinguisher protection, appropriate bonding and grounding,
and fuel spillage containment.

2.5 All fuel storage facilities also must be constructed in conformance with the Rec-
ommendations set forth in the January 22, 1986, Report of the Supplemental En-
vironmental Assessment prepared by the Dunn Geoscience Corporation, for the
protection of the aquifer.

2.6 Due to the sensitive environmental characteristics of the airport as related to the
aquifer and the lack of a separate waste fuel drainage and collection system or a
grid grounding system in any of the airport aprons, mobile fueling equipment
shall not be permitted on the field, except in those areas where compliance with
2.4 above is met.



LACONIA AIRPORT AUTHORITY
OPERATIONS MANUAL

2.7 Operators of mobile fueling equipment shall insure that fuels are free of contami-
nation; and, if fuel is supplied by a major supplier, mobile fueling equipment shall
be subject to inspections by the supplier or, if fuel is supplied by an independent
supplier, shall be subject to inspections by a qualified inspector selected by the
Airport Authority. Fueling equipment shall meet the current version of NFPA 385
(Tank Vehicles for Flammable and Combustible Liquids).

3.0 SPECIFIC STANDARDS

3.1 FBOs engaged in the sale of fuel shall operate within Airport Authority desig-
nated areas, and the FBO shall be responsible for the construction, operation
and maintenance of the facility and of the designated area, including snow re-
moval.

3.2 FBOs engaged in the sale of fuel shall be subject to random inspection by the
Airport Authority and/or its authorized representative to insure that fuel products
are free of impurities and meet acceptable standards.

3.3 FBOs engaged in the sale of fuel are required to maintain operations hours in
accordance with the Airport Authority’s Minimum Standards Para. 5.3.2.6
Hours.

3.4 FBOs engaged in the sale of fuel shall have the capability to perform minor re-
pairs coupled with a requirement for tools, jacks, towing equipment, tire repair
equipment, etc. in accordance with the Airport Authority’s Minimum Standards
Para. 5.3.2.1.3.

Note: Clarification of 2/17/05: It was the intent of the Laconia Airport Authority
at the time Specific Standards 3.4 (previous Minimum Fueling Standard #10)
was adopted, as well as at the time of this clarification, that Specific Standard
3.4 shall be interpreted so as to require FBOs (previous all enterprises) en-
gaged in the sale of fuel to have an FAA certified Airframe and Powerplant
mechanic employed on staff.

3.5 FBOs engaged in the sale of fuel shall provide suitable aircraft parking and tie-
down areas and have the capability to efficiently and safely move and store air-
craft in accordance with the Airport Authority’s Minimum Standards Para.
5.3.2.4.4.

3.6 FBOs engaged in the sale of fuel shall make provisions for such equipment and
supplies as may be required to serve the types of aircraft using the airport in ac-
cordance with the Airport Authority’s Minimum Standards Para. 5.3.2.4.5.

3.7 FBOs engaged in the sale of fuel shall have the availability of conveniently lo-
cated, comfortably heated waiting rooms for passengers and crew members of
itinerant aircraft, including sanitary rest rooms and public telephones in accor-
dance with the Airport Authority’s Minimum Standards Para. 5.3.2.4.3.

3.8 FBOs engaged in the sale of fuel shall provide fire detection and fire fighting ca-
pability in accordance with the requirements of the Town of Gilford, coupled with
a commitment to have employees participate for a minimum number of hours in
fire, rescue or other emergency training when provided for tenants by the airport
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owner.

3.9 FBOs engaged in the sale of fuel shall maintain insurance in accordance with the
Airport Authority’s Minimum Standards Para. 4.5.

3.10 To ensure an acceptable public image, solicitation of fuel and other aircraft-
related services will not occur on the LAA ramp or other LAA property.

Further, if an arriving aircraft has made prior service arrangements with a specific
FBO, then that FBO will make every attempt to notify other FBO's that the arriv-
ing aircraft has made those prior servicing arrangements.

As FBO personnel park an aircraft, no attempt will be made to solicit fuel or any
other service while on the ramp. The air crew wi11 be permitted to care for their
passengers’ needs and to enter the terminal building without being approached
by FBO sales personnel.

FBO personnel will wear a tag identifying their company when dealing with itiner-
ant aircraft.

3.11 All aviation fuel at the Laconia Airport must initially be deposited in LAA-
approved fixed-location fuel storage tanks at the Airport. Fuel that is deposited in
a fixed-location fuel storage tank may be resold from LAA-approved mobile
trucks provided all other fuel standards and regulations are met.

4.0 REFERENCES

The current version of FAA Advisory Circular AC 150/5190-7, Minimum Standards
for Commercial Aeronautical Activities

The current version of FAA Advisory Circular AC 150/5190-6 Exclusive Rights At
Federally Obligated Airports,

The current version of State of New Hampshire, Department of Environmental Ser-
vices Rules “Underground Storage Facilities” (Env-Wm 1401) and “Control of
Aboveground Petroleum Storage Facilities (Env-Wm 1402).

The current version of the appropriate publications of the National Fire Protection
Association (NFPA).

Report of the Supplemental Environmental Assessment for the Northwest Quadrant
Development Project, Map No. 5, Land Management Zones, Dunn Geoscience
Corporation, January 13, 1985.

Report of the Supplemental Environmental Assessment for the Northwest Quadrant
Development Project, Page 7.7; Item No. 6, January 22, 1986.

Adopted: 9/18/1986

Amended: 3/5/1987, 7/16/1987, 8/6/1987, 6/1/1989, 10/19/1989, 3/22/1994, 5/2007
Affirmed: 2-08

Clarification of Specific Standard 3.4 (previous Minimum Fueling Standard #10): 2/17/05
Amended 1/21/09
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Section 7 — SIGNAGE PoLICY

All Signage at the Laconia Airport must be approved by the Laconia Airport Authority
and the Town of Gilford in accordance with any Lease Agreement and with adherence
to the Town of Gilford’s Signage Ordinance.

1.0 LOCATION SIGNS

1.1 Definition and Purpose: Location Signs are airport-owned and are located at the
entrances to Airport Road and Aviation Drive. Their purpose is to list businesses
and organizations that are located on the airport’s interior roadways.

1.2 Size and Format: Individual Signs on an airport Location Sign are to be no more
than 12” in height and no more than 72” in length. Logos are permitted.

1.3 Approval Process: Any airport Tenant or Lessee that desires to erect a sign on
an airport Location Sign shall present its proposal to the Airport Manager for ap-
proval by the Laconia Airport Authority. The Laconia Airport Authority will obtain
the necessary approval from the Town of Gilford. Any costs associated with this
process will be reimbursable to the Laconia Airport Authority by the Lessee or
Tenant.

1.4 Maintenance: The Laconia Airport Authority will maintain and repair its Location
Signs and any related lighting. The Tenant or Lessee is responsible for the
maintenance and appearance of their individual sign on an airport Location Sign.
The Laconia Airport Authority reserves the right to require or to effect the removal
of any sign not so maintained.

2.0 DIRECTORY SIGNS

2.1 Definition: Directory Signs are airport-owned. Currently there is one located at
the terminal building. Their purpose is to list the businesses and organizations
located in a building or complex.

2.2 Size and Format: Individual signs on an airport Directory Sign are standardized
blue lettering on white background, the signs are approximately 6” in height and
48” in length. The overall height of the sign will be a function of the number of
signs to be located on the airport’s Directory Sign face and of the allowable face
dimensions per the Town of Gilford Sign Ordinance.

2.3 Costs: The Laconia Airport Authority is responsible for all Directory Signs at the
Laconia Airport. The Laconia Airport Authority will contract with the sign com-
pany and the Lessee or Tenant shall pay the cost of their individual sign.

2.4 Approval Process: Any Lessee or Tenant that desires to erect a Directory Sign
shall present its request in writing to the Airport Manager for approval by the La-
conia Airport Authority. The Laconia Airport Authority will obtain the necessary
approval for the Tenant’s or Lessee’s Directory Sign from the Town of Gilford.
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2.5 Costs: Any costs associated with this process will be reimbursable to the Laco-
nia Airport Authority by the Lessee or Tenant.

2.6 Maintenance: The Laconia Airport Authority will maintain and repair Directory
Signs and any related lighting. The cost to replace an individual sign is reim-
bursable to the Laconia Airport Authority by the Tenant or Lessee.

3.0 PREMISES SIGNS

3.1 Definition: Premises Signs are Tenant or Lessee owned and are located on the
leased premises.

3.2 Size and Format: Premises Signs must be in connection with the Tenant’s or
Lessee’s approved business operations for the leased premises.

3.3 Approval Process: Any Lessee or Tenant that desires to have a Premises Sign
shall present its request in writing to the Airport Manager for approval by the La-
conia Airport Authority. The Lessee or Tenant will be responsible for obtaining
the Sign approval from the Town of Gilford, and copies of the permit shall be fur-
nished to the Airport Manager.

3.4 Costs: All costs and fees associated with obtaining the permits and approval,
the erection, construction, and maintenance of a Premises Sign are the respon-
sibility of the Tenant or Lessee.

3.5 Maintenance: The Tenant or Lessee is responsible for the maintenance of their
Premises Sign. The Laconia Airport Authority reserves the right to require or to
effect the removal of any sign not so maintained.

Adopted 4-21-05
Reaffirmed 2-08
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Section 8 — VEHICULAR, BICYCLE AND PEDESTRIAN TRAFFIC POLICY

The operation of motor vehicles and bicycles on the Aircraft Operating Area (AOA)
and Aircraft Movement Area (AMA of the Laconia Airport is a discretionary privilege
granted by the Laconia Airport Authority or its Manager to qualified entities. It is
not a right and is only for a means of transportation and not for recreational pur-
poses.

1.0 MOTOR VEHICLES:

1.1 A properly equipped vehicle is one that has an operating yellow strobe light on
the cab, and an aviation band transceiver set to the UNICOM frequency of 123.0
(a handheld unit is acceptable).

1.2 Only the following vehicles (and only if properly equipped) are authorized by the
Airport Manger and permitted to operate on the runway, taxiways, or ramp, and
only during the course of immediate and necessary operations (stationary 2 min-
utes or less):

1.2.1 Fuel trucks owned and operated by the trained principals and employees of
an FBO.

1.2.2 Vehicles owned and operated by the trained principals and employees of
an FBO.

1.3 Customer and rental vehicles may operate on the ramp or N/S taxiway only to
load or unload passengers and baggage, and only with the consent of the
Airport Manager and oversight and supervision of an FBO. Customer and
rental vehicles that operate on the ramp or N/S taxiway do so at their own
risk.

To increase safety, vehicles operated by customers shall not operate on the
taxiway leading from the ramp to the N/S taxiway. Unless otherwise authorized
by the Airport Manager, vehicles operated by customers on the ramp must transit
through the terminal gate, and vehicles operated by customers on the N/S taxi-
way must transit through the gate at Aviation Drive.

1.4 Authorized and properly equipped vehicles, while transiting or operating on the
taxiways, ramp, and runway, shall proceed at a moderate speed having careful
regard for the existing circumstances and conditions. While operating on the
ramp, vehicle speeds shall not exceed 10 MPH under any circumstances.

1.5 Authorized and properly equipped vehicles that intend to cross the active runway
shall do so at the approach end of Runway 8. Prior to crossing, the vehicle shall be
brought to a complete stop, a visual check shall be made for any aircraft traffic, and
the operator shall communicate his/her actions over the UNICOM before
proceeding to cross.
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1.6 There are up to 4 parking spaces available for FBO use adjacent to the east end of
the terminal building and the fuel farm. A 5th space is reserved for the Airport
Manager.

1.7 Nothing in this policy shall exonerate any owner, operator, tenant or agent thereof
from the consequences of any neglect to observe and comply with the laws of the
State of New Hampshire, Town of Gilford, NH DOT and the FAA.

2.0 BICYCLES:

Unless and while being used by employees in the performance of duties their duties,
bicycles are not permitted on the airport except as follows:

2.1 The bicycle must be properly equipped with a handheld aviation band transceiver
set to the UNICOM frequency of 123.0.

2.2 Bicycles are not permitted on the Runway, Taxiway A, Taxiway B or Taxiway E
south of its intersection with Taxiway C.

2.3 The rider of the bicycle must be wearing a reflective safety vest — red or orange is
preferable.

2.4 If being ridden at night or during low visibility conditions, the bicycle must be
equipped with operational and lit head and tail lights.

3.0 PEDESTRIANS:
Pedestrians are not permitted on the Airport except under the following conditions:

3.1 Passengers and crews while in transit and only in the following locations:
3.1 1. On the Terminal apron.

3.1.2 On the Itinerant Parking apron adjacent to the N/S Taxiway to the east of the
terminal.

3.1.3 On the unpaved shoulders of Taxiways E and C while walking between the
two above aprons.

3.2 Operators’ employees only while performing the duties of their employment.

No other pedestrians are permitted without prior and specific authorization from the Air-
port Authority or the Airport Manager.

Issued by the Manager 6/16/04
Affirmed 2-08
Amended 1/28/10




LACONIA AIRPORT AUTHORITY
OPERATIONS MANUAL

Section 9 — WINTER PARKING POLICY

In order to facilitate show removal, safety and security in and around the terminal
parking area, parking between the hours of 11:00 PM and 7:00 AM is allowed by
Permit only between November 15th and April 15th.

1.0 Permits will be issued only by the appropriate FBO to its customers and employees.

2.0 The Permit must show the issue date and be numbered consecutively. As the Permits
are issued or revoked, the information must be entered on the sheet attached. In the
case of changing information, an updated copy is to be provided to the Airport
Manager on a daily basis.

3.0 Vehicles parked overnight shall be located along the outer edges or the parking lot,
and the FBO must retain a key in the event the vehicle needs to be moved.

4.0 Failure to comply will result in the vehicle being towed at the owner’s expense.
5.0 It is the owner’s responsibility to shovel snow/clear ice from and around their vehicle.

Issued 11/7/01 by the Manager
Affirmed 2-08
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Section 10 — FEE SCHEDULE

1.0 REPORTING AND PAYMENT: A full, complete, and accurate accounting of all fees pay-
able to the Laconia Airport Authority shall be submitted each month. This account-
ing report shall be provided to the Airport Manager no later than 5:00 PM on the
second business day following the end of the month. Unless otherwise stated within
this Fee Schedule, fees are due and payable within 30 calendar days following the
end of the month.

Effective 1/15/98
Revised 1/20/00, Affirmed 2-08

2.0 MoToR VEHICLE RENTAL FEE: Any person or businesses that rents motor vehicles to
the general public at the Laconia Municipal through an agent located within the
Airport’s terminal building, through a dedicated direct telephone line located at the
Laconia Airport, or by having the use of the parking lot at the airport terminal building
shall pay the Laconia Airport Authority a motor vehicle rental fee equal to five percent
(5%) of the gross revenue resulting from said rental.

Payment shall be made no later than sixty (60) days following receipt by the person
or business renting the motor vehicle. Failure to remit fees due within sixty (60) days
will result in revocation of privileges. In addition, any person or business that rents
motor vehicles to the general public at the Laconia Municipal shall provide the Airport
Authority with a Certificate of Insurance showing a minimum of $1,000,000 in liability
coverage and naming the Laconia Airport Authority, the City of Laconia, the Town of
Gilford, and Belknap County as additional insureds.

Effective 12/1/82
Revised 7/21/88, 7/20/95,08/17/95, 10/19/95
Affirmed 2-08

3.0 FUEL FLOWAGE FEE: The fuel flowage fee is determined by the LAA and is as follows:
100LL  $.12 per gallon delivered
Jet A $.12 per gallon delivered

The fuel flowage fee shall apply to all fuel delivered to the Laconia Airport. A full,
complete, and accurate accounting of fuel deliveries shall be submitted to the Airport
Manager each month no later than 5:00 PM on the second business day following the
end of the month. Said accounting shall include the fuel delivery tickets showing the
gallons delivered.

A regular audit will be performed by the LAA, and a penalty of 50% of the fee due
will be assessed for misreporting fuel deliveries.
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Effective 8/1/83
Revised 7/21/88, 5/4/89, 6/11/91, 9/16/93, 10/1/97, 1/15/98, 1/20/00,
Affirmed 2-08

4.0 VENDING MACHINES: Vending machines are only permitted in the terminal building.
The owners shall pay the Laconia Airport Authority an annual license fee of $30 per
machine. This fee is payable in advance and on each subsequent August 1st.

Effective 8/1/83, Affirmed 2-08

5.0 ADVERTISING: A bulletin board and a display board are provided in the Airport terminal
for advertising. The use of any other advertising form in the terminal is only allowed
with the approval and permission of the Airport Manager and upon payment of an
appropriate fee.

The bulletin board is to be used for public notices, Airport Authority meeting
agendas, memos from the Airport Manager and incidental advertising. Use of the
bulletin board is free.

The display board is for commercial advertising by local businesses on a first come
first served basis; content to be approved by the Airport Manager. Use of the display
board is on an annual basis, and a fee of $300/yr payable in advance is required.

Effective 7/1/07, Affirmed 2-08

6.0 AUTOMOBILE PARKING - PUBLIC AREAS

Effective 8/1/83
Revised 9/16/93, 11/18/91, 2/21/08
Removed 1/28/10

7.0 INTEREST_ON OVERDUE BALANCES: An interest rate of 2% per month will be levied on
all balances due over 30 days.

Effective 7/11/91
Revised 9/16/93, Affirmed 2-08

8.0 RETURNED CHECK FEE: The issuer of any returned check will be charged a fee of
$25.00.

Effective 10/1/97, Affirmed 2-08
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9.0 REIMBURSEMENT OF COSTS AND FEES:

9.1 Upon violation of any of the requirements of the Fee Schedule by a person or
entity subject thereto, any fees or costs incurred by the Laconia Airport Authority
in collecting or enforcing the Fee Schedule, including, but not limited to, attor-
neys’ fees, shall be reimbursed to the Laconia Airport Authority by this violator.

9.2 Any costs or fees for services incurred by the Laconia Airport Authority, at the
request of, or for the benefit of, another party, shall be reimbursed to the Laconia
Airport Authority by such requesting or benefited party, within (30) days of billing
by the Laconia Airport Authority. Without in any way limiting the foregoing, the
following parties shall be considered as a “benefited party” in the following cir-

cumstances:
Circumstance Benefited Party
Notice of Lease(s) Lessee
Sublease Sublessor (s) and Sublessee (s)
Assignment of Lease Assignor (s) and Assignee (s)

Requests for LAA approval

pursuant to Lease Lessee (s)

Appraisers at 20-year, 40-year, or Other Reappraisal Window Per Terms of

Land Lease:

Review Appraiser 100% Lessee (s)
Lessee’s Appraiser 50% Lessee (s)
Lessors’ Appraiser 0% Lessee (s)

9.2.1. Broker's commissions incurred by the Laconia Airport Authority shall not be
considered as benefiting Lessee (s).

9.2.2. If there is more than one party responsible for reimbursement, the obligation
of each shall be joint and several.

9.3 Should the Airport Authority deem it necessary, in its sole discretion, to engage
in enforcement action in connection with any of its promulgated rules or
regulations or to enforce the terms of any agreement that it has entered into
with any party, including contracts, leases for land or subleases, then it shall be
entitled to full reimbursement of all costs and fees incurred in such action
including direct expenses, professional services including legal fees and
reasonable reimbursement for the efforts of its professional staff.

Effective 6/10/93
Revised 12/15/05. Affirmed 2-08
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10.0 PENALTY FOR VIOLATIONS: Any violation of the published rules, regulations, and

policies of the Laconia Airport Authority relating to the Airport shall be subject to a fine
of $100 per day until the violation is cured.

Reference is made to the following NH Statute pertaining to the Laconia Airport
Authority:

NH Statute 99-0156, HB 244, 13:16 Penalties: Any viola-
tion of the published rules and regulations of the Authority
relating to the airport, and any refusal or neglect to pay law-
fully prescribed fees for the use of the airport or its facilities,
shall be a class B misdemeanor, provided, however, that
nothing contained in this section shall be construed as a limi-
tation upon the civil rights of the Authority.

Affirmed 2-08
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Section 11 — E-MAIL RETENTION PoOLICY

1.0 PURPOSE: The Email Retention Policy is intended to help Airport Authority members
and Airport Employees determine what information sent or received by email should
be retained and for how long. The information covered in these guidelines includes,
but is not limited to, information that is either stored or shared via electronic mail or
instant messaging technologies. All committee members and employees should
familiarize themselves with the email retention topic areas that follow this
introduction. Questions about the proper classification of a specific piece of
information should be addressed to the airport manager. Questions about these
guidelines should be addressed to the airport manager.

2.0 ScoPE: This email retention policy is secondary to any overlying policies imposed by
local, state, or federal authorities. Any email that contains information in the scope of
the overlying policies should be treated in a manner consistent with that policy. All
email information is categorized into four main classifications with retention
guidelines:

2.1 Administrative Correspondence (4 years)

2.2 Fiscal Correspondence (4 years)

2.3 General Correspondence (1 year)

2.4 Ephemeral Correspondence (Retain until read, then destroyed)

3.0 PoLicy

3.1 Administrative Correspondence: Administrative Correspondence includes,
though is not limited to clarification of established company policy, including holi-
days, time card information, dress code, work place behavior and any legal is-
sues such as land use or property violations. All email with the information sensi-
tivity label Management Only shall be treated as Administrative Correspondence.
To ensure Administrative Correspondence is retained, any Administrative Corre-
spondence should be copied (cc’d) to the Airport Manager in either electronic or
hard copy form. If you copy (cc) the Airport Managers email address when you
send email, retention will be performed by the Airport Manager.

3.2 Fiscal Correspondence: Fiscal Correspondence is all information related to
revenue and expense for the Airport. To ensure Fiscal Correspondence is re-
tained, all emails of this type should be copied (cc’d) to the Airport Manager in ei-
ther electronic or hard copy form. If you copy (cc) the Airport Manager's email
address when you send an e-mail, retention will be performed by the Airport
Manager.

3.3 General Correspondence: General Correspondence covers information that re-
lates to customer interaction and the operational decisions of the business. The
individual airport authority member or airport employee is responsible for email
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retention of General Correspondence. It is the policy of the Airport Authority that
General Correspondence shall not be retained any longer than necessary to
support the activities at hand.

3.4 Ephemeral Correspondence: Ephemeral Correspondence is by far the largest
category and includes personal email, requests for recommendations or review,
email related to product development, updates and status reports.

3.5 Instant Messenger Correspondence: Instant Messenger General Correspon-
dence may be saved with logging function of Instant Messenger, or copied into a
file and saved. Instant Messenger conversations that are Administrative or Fiscal
in nature should be copied into an email message and sent to the appropriate
email retention address.

3.6 Encrypted Communications: Encrypted communications should be stored in a
manner consistent with above policies, but in general, information should be
stored in a decrypted format.

3.7 Recovering Deleted Email via Backup Media: The airport Authority does not
maintain backups in any form of emails. No effort will be made to restore email
from any backups that may incidentally occur.

4.0 ENFORCEMENT: Any Airport Authority member or employee found to have violated

this policy may be subject to disciplinary action, up to and including termination of
employment or removal from the board.

Adopted 5/06
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Section 12 — NoISE REDUCTION PoLIcY

1.0 The following are guidelines to minimize the noise impact produced by aircraft oper-
ating on the ground. These are general in nature and some may not be advisable
for every aircraft in every situation. No noise reduction procedure should be done
that would compromise flight safety. Your cooperation with these efforts is appreci-
ated.

2.0 Be aware that Runway 26 is the most noise sensitive for aircraft departures. When
possible and practical, please observe the following to minimize the time at the east-
ern end of the airfield:

2.1 Receive all clearances prior to taxiing to Runway 26
2.2 Avoid Engine Run-Ups on Taxiway B
2.3 Avoid Engine Run-Ups at the eastern end of Taxiway A

2.4 Designated Run-Up Areas are located at the North Parking Ramp and at the
western end of Taxiway A

Adopted June 30, 2008
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Section 13 — Good Neighbor PoLicy

Some portions of the public tend to regard airports as noisy and undesirable neighbors.
Yet, at the time when airports were built, the only neighbors they had were trees and
meadows, not humans. Over the years though, developers chose to build closer and
closer to airport. This has been true at Laconia, where housing and other developments
have occurred. Aircraft noise at Laconia Municipal Airport has declined due to de-
creases in the number of aircraft operations and to aircraft that are being built with qui-
eter engines.

1.0 Complaints concerning aircraft operations at Laconia Municipal Airport may be re-
ported by calling the airport manager at 603-524-5003. The following information
must be provided:

1.1 Name, address and telephone number of complainant

1.2 The date and the time of the occurrence

1.3. A brief description of the event including:
1.3.1 Nature of complaint (e.g. noise, low flying, safety, etc.)
1.3.2 Aircraft type (e.g. propeller, jet, helicopter)

1.3.3 Aircraft description (e.g. color, number of engines, high or low wing, regis-
tration numbers, etc.)

1.3.4 Type of operation (e.g. take-off, landing, over flight, aerobatics, etc.)
1.4 Also, please indicate if a return phone call is desired.

2.0 Management is normally available to respond to complaints during normal business
hours Monday through Friday; however, the airport will investigate complaints re-
ceived after normal business hours and weekends as soon as possible. Complaints
that contain vulgar or threatening language will not be acted upon.

3.0 The following are guidelines to minimize the noise impact produced by aircraft oper-
ating on the ground. These are general in nature and some may not be advisable
for every aircraft in every situation. No noise reduction procedure should be done
that would compromise flight safety. When possible and practical, pilots are re-
quested to observe the following to minimize the time at the eastern end of the air-
field:

3.1 Receive all clearances prior to taxiing to Runway 26
3.2 Avoid Engine Run-Ups on Taxiway B
3.3 Avoid Engine Run-Ups at the eastern end of Taxiway A

3.4 Designated Run-Up Areas are located at the North Parking Ramp and at the
western end of Taxiway A



Adopted June 30, 1908

LACONIA AIRPORT AUTHORITY
OPERATIONS MANUAL



LACONIA AIRPORT AUTHORITY
OPERATIONS MANUAL

Section 14 — Tenant Information PoLicy

1.0 All tenants shall comply with any reasonable request by the LAA or the Airport Man-
ager for information relating to the ownership or operation of the tenant’s business
upon the airfield or other activity of the tenant undertaken upon the airfield or within
the subject premise controlled by the Lease Agreement.

2.0 The LAA (in its sole discretion) shall determine the reasonableness of the request.
3.0 The tenant shall promptly notify the Airport Manager and supply a proposed date of

compliance if unable to supply the requested information within ten (10) business
days of the date of request.

Adopted 1/28/09




