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This instruction establishes procedures and responsibilities for the notification and recall of
personnel under actual and/or exercise situations. It implements AFPD 10-2, Readiness, and
defines types of recalls initiated in response to actual emergencies, Readiness Condition, or their
exercise equivalents. It applies to all units assigned to the 35th Fighter Wing and Tenant Units at
Misawa AB, Japan. This instruction requires the collection and or maintenance of information
protected by the Privacy Act of 1974. The authority to collect and or maintain the records
prescribed in this instruction is Title 10, U.S.C. 8013. Consult AFI 33-332, Air Force Privacy Act
Program, for further guidance on Privacy Act Statements. Maintain and dispose of records created
as a result of processes prescribed by this 35 FWI in accordance with Air Force Records
Information Management System (AFRIMS). Ensure that all records created as a result of
processes prescribed in this publication are maintained in accordance with Air Force Manual
(AFMAN) 33-363, Management of Records, and disposed of in accordance with Air Force
Records Information Management System (AFRIMS) Records Disposition Schedule (RDS)
located at https://www.my.af.mil/gcss-af61la/afrims/. Additionally, if the publication generates a
report(s), alert readers in a statement and cite all applicable Reports Control Numbers in
accordance with AFI 33-324. Refer recommended changes and questions about this publication to
the Office of Primary Responsibility (OPR) using the AF Form 847, Recommendation for Change



http://www.e-publishing.af.mil/
https://www.my.af.mil/gcss-af61a/afrims/

of Publication; route AF Form 847s from the field through the appropriate functional’s chain of
command.

SUMMARY OF CHANGES

Minor grammatical corrections and style updates to align with other Fighter Wing Instructions.
Added Natural Disaster Immediate Responder (NDIR) recall procedures. Added NDIR
identification into pyramid diagrams (Attachment 7).

1. General

1.1. CONCEPT OF OPERATIONS. The primary method of recalling personnel is the Pyramid
Recall System (PRS). It is the responsibility of each unit and staff agency assigned to the 35"
Fighter Wing to develop and keep a current Pyramid Recall Roster (PRR) to facilitate
immediate recall of personnel.

1.1.1. Tenant units will be recalled at the discretion of the Installation Commander.
Method of recall is at the tenant unit’s discretion.

1.1.2. Each unit’s PRR will be updated by the last day of the month or earlier if necessary.
All units assigned to Misawa AB will send electronic copies to their respective group
commander’s office and the 35 FW Command Post (CP) within 5 duty days of the update.

1.1.3. Each person residing off the installation will provide their PRR POC/ Unit Control
Center (UCC) and supervisor with detailed directions and/or map to their residence, using
well known landmarks as a guide. The directions and/or map will include the members
Rank/Name, House Number, and Telephone Number (if applicable). Directions and/or
maps will include instructions, with initial starting point at the Misawa Friendship Gate
(Main) or Falcon Gate (POL) to the individual’s quarters.

1.1.4. Crisis Action Team (CAT) members are responsible for keeping the CP informed of
their location and preferred method of contact (ie. Office, Home Phone, Cell Phone, LMR).
In the event they will not be available, they will immediately notify the CP of their
alternate’s name and location. Members of the CAT are responsible for briefing their
replacements on duties performed.

1.2. RECALL/COMM-OUT ROSTER CONTENTS: To facilitate an orderly telephone recall,
rosters should be organized in a logical sequence with key personnel, including UCC
personnel who collect and report recall status, notified first. Whenever possible, consolidate
individual small offices into a single roster to increase the speed of notifications.

1.2.1. At a minimum, recall rosters must contain: Name, Grade, Residence Address,
Residence Telephone Number, Pager/Cell Phone Number (if applicable), identified
Natural Disaster Immediate Responders (if applicable), and common numbers (CP, 35
SFS, Urgent Care Clinic, Emergency Operations Center (EOC), and UCC). Additionally,
the name of the Primary/Alternate POCs and “Current as of” dates will be included on the
front page. Reference Attachments 7 and 8 for examples.

1.2.2. The reverse of both the recall and the Comme-out roster shall contain a scripted
narrative for members to use during recalls. Spaces will be provided in the narrative to
relate/pass-on information including at a minimum recall type, FPCON, reporting location,
required gear, and MOPP level (Attachment 7).



1.2.3. Units may combine the Recall and Comm-out rosters. Reference Attachment 8 for an
example.

2. Responsibilities
2.1. The 35 FW/CC will:
2.1.2. Direct the CP to implement a recall to include the type and method of recall.

2.1.3. Send a copy of the wing staff recall roster to 35 FW/CP, 35 FSS, 35 FW/CCEA in
accordance with section 1.1.2.

2.1.4. Conduct periodic recall exercises to ensure all personnel are familiar with the
different types and methods of recalls. 35 FW/IGI will be the recall exercise OPR, and will
generate an after-action report following each recall exercise.

2.2. Each Group CC and 35 FW/CV (for 35 FW Staff Agencies) Will:

2.2.1. Ensure subordinate units develop and update recall/Comm-out rosters each month.
(Reference Attachments 7 and 8 for examples).

2.2.2. Maintain current copies of subordinate units, staff agencies, and recall rosters from
appropriate squadron-level OPRs.

2.2.3. Ensure units in their chain of command are notified in the event of a recall.

2.2.4. Ensure group recall rosters have been compiled and forwarded to 35 FW/CP in
accordance with section 1.1.2.

2.2.5. Keep the CP informed of their location IAW section 1.1.4.
2.3. Each Unit Will:

2.3.1. Assign a primary and alternate recall monitor to develop and maintain unit recall
rosters IAW chapters 1 and 2.

2.3.2. Develop procedures to ensure all unit personnel are recalled in a timely manner.

2.3.2.1. Identify all individuals who are Natural Disaster Immediate Responders on
recall rosters.

2.3.3. Ensure Comm-out Element Leaders have maps for individuals in their element.
2.3.4. Forward copies of rosters to the group recall roster OPR.
2.3.5. Provide personnel strength reports to their unit’s EOC representative through the

UCC.

2.3.6. Provide each individual with a recall roster.

2.4. The CP Will:

2.4.1. Maintain current recall rosters on all 35 FW and tenant units assigned or attached to
Misawa AB.

2.4.2. Devise checklists providing procedures and terminology to be used in each of the
type of recalls described in chapter 4.



2.4.3. Start recalls of personnel and agencies shown in Attachments 2 through 5, as
directed, by the appropriate authority.

2.4.4. Activate giant voice and siren systems when directed.

2.4.5. Initiate periodic tests of the PRS when directed. Tests will consist of telephonic
contact of Installation Control Center (ICC) members, CAT, EOC and/or selected units.

2.4.6. Notify Base Defense Operations Center (BDOC) to conduct a Comm-Out Recall.

2.4.7. Maintain a current list of telephone numbers to notify 24-hour agencies in the event
of a recall.

2.4.8. Update and maintain the Commander’s Access Channel (CAC) slides reflecting
current exercise/real world information.

2.5. Chief of Security Forces Will:
2.5.1. Assist in the notification of the CAT in the event of a Comm-out recall.

2.5.2. Dispatch armed guards for entry control to the ICC for a CAT, EOC or General
recall.

2.6. Personnel Assigned to 35th Fighter Wing Will:

2.6.1. Provide unit recall monitor and supervisor with current Name, Grade, Residence
Address, Residence Telephone Number and Pager/Cell phone number (if applicable). In
the event any information changes, notify the recall monitor and supervisor within one
duty-day.

2.6.2. Provide directions and/or a map to your residence IAW section 1.1.3 (off-base
residents only).

2.6.3. Carry a current copy of your unit recall roster at all times.

2.6.4. Destroy old copies of recall rosters by any method that prevents compromise.
Acceptable methods of destruction include burning or shredding, so long as personal data
IS not recognizable and information is destroyed beyond reconstruction.

2.6.5. Once you have been notified that a recall has been initiated:

2.6.5.1. Contact personnel beneath you on the roster. If there is no answer, move to the
next person on the list to keep the integrity of the recall system. Once the next person is
notified, try to contact the previous individual again. If the individual has still not been
contacted, contact their respective work center/UCC. The work center/UCC will
arrange for a runner to be sent to their residence. NOTE: If the work center/UCC
cannot be contacted report the incident when you report in.

2.6.5.2. Pass on the information that was given to you and verify the individual you
contacted has all pertinent information by having them repeat the information back to
you.

2.6.5.3 Upon notification of a recall, report to your duty section immediately,
according to the method of recall specified in the recall message, (do not shave,
shower, or eat) wearing the required duty uniform and with the specified gear. NOTE:



Individuals who are EOC Representatives will notify their unit work center/UCC upon
reporting for duty at the EOC.

2.7. Unit Control Centers Will:

2.7.1. Upon activation identify personnel who are assigned/attached and personnel on
TDY/leave.

2.7.2. Prepare and consolidate strength accounting report IAW Pre-CIDs and your UCC
Recall Checklist.

2.7.3. The consolidated UCC initial strength or “available numbers” should not change in
subsequent reports. Report only TOTALS in each category.

2.7.4. Ensure those members required to report for duty sign in on an accountability roster
with time notified and time arrived (Attachment 6). This procedure is used to maintain unit
strength and to check recall response time.

2.7.5. Contact their EOC representatives immediately when experiencing connectivity
issues with TBMCS-UL.

2.7.6. Send a runner out to individuals who have not been contacted (ensure individuals are
not on leave outside the local area/TDY). This task may be delegated to a work center level
in-order to streamline the recall process.

2.7.6.1. Once units have exhausted all means for trying to locate missing personnel,
UCCs will contact Security Forces regardless of real world or exercise and request a
“Be On the Look Out” (BOLO) for missing individuals. During exercises, Security
Forces will then contact 35 FW/IGI to confirm if the BOLO personnel are part of the
exercise. Once contacted by Security Forces, 35 FW/IGI will release personnel back to
their duty sections. If BOLO personnel are not part of the exercise Security Forces will
implement their standard procedures.

2.8. Emergency Operation Center (EOC) Representatives Will:
2.8.1. Upon activation, contact UCCs with recall start time.

2.8.2. If UCCs are unable to update TBMCS-UL due to connectivity problems, they will
contact their EOC reps immediately. EOC reps will then update TBMCS-UL no later than
reference start time (RST) +60, +120, and +180 minute cutoffs or until 100%
accountability is reached.

3. Recall Methods
3.1. OVERT RECALL PROCEDURES:

3.1.1. Use all means available to recall base personnel. Consider the use of sirens, giant
voice, Facebook, CAC, telephones, radios, public television, speaker equipped vehicles,
Telephone Alerting System, (TAS) etc.

3.1.2. Overt recalls include Alpha and Charlie recalls IAW Attachment 7.
3.2. COVERT RECALL PROCEDURES:

3.2.1. Use only telephone or personal contact to recall base personnel. Do not use sirens,
giant voice, CAC, radios, public television, etc. Units should consider staggered arrival



times for personnel to reduce the perception of mass recall operations. When directed by
wing leadership, members should use discretion when carrying personal, chemical and
individual protective equipment (IPE) bags to duty sections (e.g. stowing bags in vehicles).
Comm-out procedures may be used to reduce telephonic surveillance.

3.2.2. Covert recalls include Bravo and Delta recalls IAW Attachment 7.

3.3. COMM-OUT RECALL PROCEDURES: Recall personnel when all communications
systems are inoperative or cannot be used.

3.3.1. Utilize directions and/or maps to notify individuals by personal contact only.

3.3.2. Comm-out Rosters will be arranged according to housing area. See Attachment 8 for
an example of a Comm-out Recall Roster and Map.

3.3.3. Members will maintain directions and/or maps for all personnel in their
column/section of the Comm-out roster.

3.4. SIERRA OPTION PROCEDURES: Recall all personnel EXCEPT those on established
shift schedules or crew rest. For those individuals, ensure 100% accountability via established
unit procedures.

4. Types Of Recall

4.1. GENERAL RECALL (ALPHA/BRAVO): A recall of all personnel to their duty stations.
In a real world general recall situation, associate and attached units at Misawa may also be
recalled at the 35 FW/CC’s discretion. Recall for these units will be initiated by the “Parent”
agencies as depicted in Attachment 4.

4.1.1. Unless directed otherwise, assigned military personnel will report to their duty
section immediately after notification of a general recall IAW section 2.6. For example, if
you receive the following message, “This is Lt Smalls. The 35 FW/CC has directed an
Alpha Recall. Recall time is 1400L. Item numbers 1, 4, 10, and 14 apply. Complete your
recall notifications and report to your appropriate place of duty.” Then you will report to
your primary duty station regardless if you are a member of the CAT, EOC, or UCC.

4.1.3. Upon hearing the base siren/giant voice recall notification, Senior Wing Leadership
will notify the CP if they have not been notified of the recall prior to the giant voice
announcement. Do not delay reporting for duty in favor of making this advisory call.

4.2. RECALL FROM BASE FACILITIES: When directed 35 Force Support Squadron (FSS)
will contact facilities equipped with public address systems (e.g. Exchange, Commissary,
Theater, Child Centers, etc.) who will then notify military personnel of a recall during
operating hours.

4.3. SYSTEM TEST: Recall of specific units without a general recall of all personnel.
4.3.1. When directed, the CP will notify the affected unit to initiate their pyramid recall.

4.3.2. If recall is a telephonic test of the pyramid notification system, then the last
individual to be notified will call the initiating person of the recall roster with the time they
were notified.

4.3.3. The results of the test will be passed to the agency that originated the recall.
4.3.4. Can be Sg/CC initiated.



4.4. SELECTIVE RECALL (CHARLIE/DELTA): Recall of specific elements of the ICC,
EOC, and/or UCC without implementing a general recall. 35 FW/CC will select the most
appropriate tier recall for the situation and direct CP to initiate.

4.4.1. For a C-1/D-1 recall the members of the CAT will report to the primary or alternate
ICC. The CAT is comprised of the 35 FW/CC, 35 FW/CV, 35 OG/CC, 35 MXG/CC, 35
MSG/CC, 35 MDG/CC, and 35 FW/XP. See Attachment 3.

4.4.2. For a C-2/D-2 recall members of the CAT and CAT administration will report to the
primary or alternate ICC. The CAT administration includes the CAT Coordinator and
TBMCS IME.

4.4.3. For a C-3/D-3 recall members of the CAT and CAT administration plus selected unit
representatives will report to the primary or alternate ICC. The 35 FW/CC will contact the
unit commander for an ICC representative as required.

4.4.4. For a C-4/D-4 recall the all members of the CAT, CAT administration, and EOC will
report to the primary or alternate ICC. Additionally, all members of the UCCs will report
to their respective UCC area. The intent is to stand-up a fully functional ICC, not to recall
all wing personnel to their primary duty stations.

4.4.4.1 For C-4 Natural Disasters, all ICC (CAT/EOC/UCC) and individuals identified
by their units as Natural Disaster Immediate Responders will attend to the immediate
security and safety of their families and then automatically report for duty. All other
individuals will determine if communications are available. If so, they will contact
their UCC for accountability/guidance. If no communications are available,
individuals will see to the immediate safety of their families and then report to their
UCC/ duty location.

4.4.5. If the 35 FW/CC needs to stand-up the ICC and recall all base personnel to their
primary duty stations, the recall message will include Alpha/Bravo in addition to C-X,
D-X. For example, if you receive the following message, “This is Lt Smalls. The 35
FW/CC has directed a Charlie-Four Recall. Recall time is 1400L. Item numbers 1, 4, 10,
and 14 apply. Complete your recall notifications and report to your appropriate place of
duty.” Then as a member of the CAT, CAT administration, or EOC you will report to the
ICC; UCC members will report to their respective UCC areas.

4.4.5.1. On the other hand, if you receive the following message, “This is Lt Smalls.
The 35 FW/CC has directed an Alpha, Charlie-Four Recall. Recall time is 1400L.
Item numbers 1, 4, 10, and 14 apply. Complete your recall notifications and report to
your appropriate place of duty.” Then as a member of the CAT, CAT administration,
or EOC you will report to the ICC; UCC members will report to their respective UCC
areas; all other members of the 35 FW will report to their primary duty locations.

4.5. EOC RECALL: The Installation Commander or Incident Commander may direct the
activation of the EOC in the event of a natural disaster (e.g. typhoon, earthquake) or major
incident (e.g. aircraft accident, chemical spill). See Attachment 2.

4.6. TENANT UNIT RECALLS: Tenant units are encouraged to conduct quarterly recall
exercises with a comm-out recall conducted at least once annually.




4.7. TELEPHONE NOTIFICATION/100% ACCOUNTABILITY RECALL: Recall will be
accomplished in the same fashion as a general recall using the PRS. The individual at the
bottom of the recall chain will contact the individual at the top of their chain to report the
number of personnel contacted.

4.7.1. Units will establish internal methods of reporting to UCC. UCCs will report these
numbers IAW Chapter 6.

5. Audible Signals

5.1. AUTHORITY: All audible signals will be used at the discretion of the 35 FW/CC or
designated alternate.

5.2. BASE SIREN/GIANT VOICE: All personnel will contact the personnel in their recall
chain immediately (before reporting to their duty stations). In between siren signals, the giant
voice system will be activated and recall instructions announced. The siren will be sounded a
minimum of two times.

5.3. CAC: The CP will seize control of the CAC and make announcements at the instruction of
35 FW/CC or designated representative.

5.4. RADIO/TELEVISION BROADCAST: Armed Forces Network (AFN) is the sole
authority to direct radio and television broadcasts in the event of a Japan-wide contingency.
Public Affairs (PA) will coordinate with AFN, at the direction of the Wing Commander, to use
AFN resources for recall/information distribution purposes.

6. Personnel Strength Reporting

6.1. PERSONNEL: Personnel strength reporting is implemented in conjunction with the
Reference Start Time (RST).

6.1.1. Units must coordinate with their respective EOC representative to obtain the RST.

6.1.2. UCCs are required to report personnel strength data at RST plus 60, 120, and 180
minutes or until 100% accountability is reached (units should strive for 100%
accountability NLT RST + 120).

6.1.3. Accordingly, this data must be updated in TBMCS-UL prior to the prescribed cutoff
times.

6.1.4. During Covert Recalls, units will primarily use TBMCS to relay strength data to the
EOC. Only secure calls on a STE or VOSIP will be used to talk between the UCC and
EOC. As a last resort units will hand-carry the strength data and mission capability status
to the unit EOC representative.

6.1.5. EOC representatives will ensure UCCs update TBMCS-UL NLT the required cutoff
time. EOC representatives will update accountability numbers if the UCC encounters
connectivity problems. NOTE: The FW/CC, depending on the given situation, will
determine whether individuals TDY or on leave must be individually contacted. By
default, those members will not be contacted. Members on local area leave will be counted
as available for exercise purposes. Members who would normally be able to arrive back in
time to meet their Designated Operational Capability (DOC) tasking will be considered
available.



6.2. TENANT UNITS: Tenant units will provide the 35 FW/CP with a monthly recall/standby
roster or a 24-hour phone contact in case of emergencies or disaster notification.

STEPHEN C. WILLIAMS, Colonel, USAF
Commander



Attachment 1
GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION
References
AFPD 10-2, Readiness, 30 Oct 2006

AFI 33-324, The Information Collections and Reports Management Program: Controlling
Internal, Public, and Interagency Air Force Information collections, 1 Jun 2000

AFMAN 33-363, Management of Records, 1 Mar 2008
Prescribed Forms

No forms Prescribed.

Adopted Forms

AF Form 847, Recommendation for Change of Publication, 22 Sep 2009
Abbreviations and Acronyms

BOLO - Be On the Look Out

CAC - Commander’s Access Channel

CAT - Crisis Action Team (formerly Battle Staff)

CP - Command Post

DOC - Designed Operational Capability

EOC - Emergency Operations Center

ESF - Emergency Support Function

ICC - Installation Control Center

ICP — Incident Command Post

IME - Information Management Element

IPE - Individual Protective Equipment

NAF — Naval Air Facility

PA - Public Affairs

PRR - Pyramid Recall Roster

PRS - Pyramid Recall System

RST - Reference Start Time

BDOC - Base Defense Operations Center
TBMCS-UL - Theater Base Management Computer System - Unit Level
UCC - Unit Control Center

UMD - Unit Manning Document



Attachment 2
CRISIS ACTION TEAM (CAT) & EMERGENCY OPERATIONS CENTER (EOC)
STAFF NOTIFICATION

Duty hours & Non-Duty hours: Upon declaration of CAT Tier 1-4 activation, the Command
Post will notify Base Ops (who activates the secondary crash). The Command Post will also
activate the, Giant Voice, and CAC to notify CAT personnel, EOC Director & ESF’s, IME’s,
Squadron Commanders, and UCC representatives of CAT, EOC & UCC activation. All requested
members will report to their designated location upon activation. If location is not provided, CAT
& EOC personnel will report to the primary CP (Bldg. 928).

Note: In the event the is not operational the CP will notify the EOC Director, Emergency
Management, and Group Commanders of the recall. Group Commanders will notify their
Squadron Commanders to recall their ESF’s and UCC’s. Emergency Management will recall
EOC IME personnel.

Crisis Action Team
Tier 1-3
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Attachment 3
SELECTIVE RECALL
Figure A3.1. Selective Recall

C-1/D-1 Recall

PERSONAL DATA, PRIVACT ACT OF 1974 APPLIES

35 FW/CC

35 FW/CV
350G/CC 35 MSG/CC 35 MDG/CC 35 FW/XP 35 MXG/CC

C-2/D-2 Recall

PERSONAL DATA, PRIVACT ACT OF 1974 APPLIES

35 FW/CC

35 FW/CV
350G/CC 35 MSG/CC 35 MDG/CC 35 FW/XP 35 MXG/CC

| | 4 | |

o ____ CAT COORDINATOR* |lg=-=--=-=-=-=-= el _
UL/uc2 ADMIN




Figure A3.2. Service Recall

C-3/D-3 Recall
PERSONAL DATA, PRIVACT ACT OF 1974 APPLIES

35 Fw/CC

35 FW/CV

350G/CC 35 MSG/CC 35 MDG/CC 35 FW/XP 35 MXG/CC

I4

e e i it s e ————— CATCOORDINATOR* e

Additional Agencies as Required

NAF/CO 373 ISRG/CC 35 FW/DS 35 Fw/CCC Sq CC’s

35 LRS/IDO 35 FW/ATO 35 OSS/IN 35 OSS/OSW Det 623 OSI

JTAG/CC 35 FWIA 35 FW/PA 35 FW/SE 35 FW/CPTS

MADDOG DRAGONSLAYER

OTHER TENANT AGENCIES (EXCHANGE, DODEA, Etc.)



Figure A3.3. Service Recall

C-4/D-4Recall
PERSONAL DATA, PRIVACT ACT OF 1974 APPLIES

CRISIS ACTION TEAM

350G/CC 35 MSG/CC 35 MDG/CC 35 FW/XP 35 MXG/CC

| | y | |

EMERGENCY
OPERATIONS CENTER

UNIT CONTROL
CENTERS



Attachment 4
GENERAL RECALL
Figure A4.1. General Recall (Alpha/Bravo Recall)

Alpha/Bravo Recall

PERSONAL DATA, PRIVACT ACT OF 1974 APPLIES

35 FW/CC

I Tenant Units* |I

35 FW/CCE
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35 MXG/CC
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14 FS ﬂ H 35Cs ﬂ~*ﬁ 35 SFS ﬂ n ER ﬂ~~n 35 AMDS ﬂn 35 MXS | 35 AMXS ﬂ
610 ACF ﬂ H 35 CONS ﬂ~~n 35 CES ﬂ n 35 DS ﬂ—ﬂ 35 MDSS ﬂ
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n Fire Dept ﬂ n 35 MDOS ﬂ~~n 35 MDSO ﬂ

Vet Clinic*

| * Recall Tenant Units only if directed

| Exchange*
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Figure 5.1. NAF Recall

Attachment 5
NAF RECALL

NAF RECALL

MPMOCC
WESTPAC

PERSONAL DATA, PRIVACY ACT OF 1974 APPLIES

NPMOD

NAVAL COMM

STATION DET

NAVAL PERSONNEL
SUPPORT ACTIVITY DET

NAVY/MARINE CORP
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Attachment 6
SIGN-IN SHEET

35 FW UNIT RECALL
SIGN-IN SHEET

RECALL DATE:

REAL WORLD / EXERCISE

REFERENCE START TIME:

RECALL 100% TIME:

TIME

RANK/NAME NOTIFIED

HR:MIN
TIME

ARRIVED RESPONSE
TIME




Attachment 7
EXAMPLE PYRAMID RECALL ROSTER
Front:

FOR OFFICIAL USE ONLY
PERSONAL DATA - PRIVACY ACT OF 1974 APPLIES
35" Fighter Wing Unit Recall Roster
Current as of DD/MM/YY
Primary Recall Monitor: SSgt Alpha, 226-5555
Alternate Recall Monitor: SrA Bravo, 226-5555

Figure A7.1 Example Pyramid Recall Roster

RECALL ACCOUNTABILITY CHART 01 of 16
N )
PRESENT OUT OF (Group/Sq/Flight)/CC Updated: 7 JUN 2012 AMC
# Rank/Name
= Sl Home address ember Deployed
LEAVE OuTOF Home phone/Pager
UNKNOWN ouT OF
ToTAL OuT oF # Rank/Name Rank/Name

Home address Home address

Frequently Used Home phone/Pager Home phone/Pager
Numbers [
CP: 226-9899
LE Desk: 226-4358
s e *EOC MEMBERS *UCC MEMBERS
- # Rank/Name # Rank/Name
Home address Home address
[ | | | |
Rank/Name Rank/Name # Rank/Name Rank/Name # Rank/Name
Home address Home address Home address Home address Home address
Home Home Home Home Home
| | [ . ] |
Rank/Name Rank/Name Rank/Name Rank/Name # Rank/Name
Home address Home address Home address Home address Home address
Home Home Home Home Home
| | | |
# Rank/Name Rank/Name # Rank/Name # Rank/Name
Home address Home address Home address Home address
Home Home Home Home
| | |
Rank/Name Rank/Name Rank/Name
Home address Home address Home address
Home Home Home

#=Natural Disaster Immediate Responders (Determined By Sq/CC)




Attachment 7 (Cont’d)
EXAMPLE PYRAMID RECALL ROSTER

Back:
FOR OFFICIAL USE ONLY
PERSONAL DATA, PRIVACY ACT OF 1974 APPLIES

PYRAMID ACTIVATION PROCEDURES: All agencies will use the following statements as required:

RECALL: “This is (identify yourself). The 35 FW/CC has directed a (Recall Message (+SIERRA if applicable)) recall. Recall time is L.
Item numbers (IPE Item Number), (MOPP Level Item Number)., (FPCON Item Number) and (Personal Mobility Bag Number) apply. Complete
your recall notifications and report to your appropriate place of duty if applicable

TELEPHONE NOTIFICATION SYSTEM INFORMATION: “This is (1dentify yourself). Pyramid Notification System mformation follows:
. Complete your portion of the recall.

Recall Messages IPE Item Numbers MOPP Level Item Number FPCON Item Number
ALPHA — Overt General Recall/ Stand up Item # 1 - None Item # 4 — MOPP None Item # 11 — FPCON Alpha
ucq
BRAVO — Covert General Recall / Stand up Item # 2 - Carried Item # 5 - MOPP READY (* IPE Ttem # 12 — FPCON Bravo
UCC & C- bag w/in 5 min
CHARLIE — Overt Selective Recall Item # 3 - Worn Item # 6 — MOPP 0 Item # 13 — FPCON Charlie
C-1: CAT *IPE includes your Item # 7 — MOPP 1 Item # 14 — FPCON Delta
C-2: CAT + Admin Airman’s Manual. body Item # 8 — MOPP 2 Personal Mobility Bag
C-3: CAT + Admin +Selected Agencies armor, web belt, Item # 9 — MOPP 3 Item # 15 — No bag Required
C-4: Full ICC (CAT/EOC/UCC)Activation suspenders, canteens & Ttem # 10— MOPP 4 Ttem # 16 — Bag required*®
DELTA — Covert Selective Recall cup. JSLIST top w/MS9- *Ref Misawa IDP Chapter 11
- tape, JSLIST pants
D-1: CAT ! ans
D2 CAT T Admim W M9-taple. over boots
gloves w/inserts, and
D-3: CAT +Admin + Selected Agencies TSGPM mask. All must be
labeled IAW the Airman’s
Manual.
D-4: Full ICC (CAT/EOC/UCC)Activation ADDITIONAL OPTION:
ECHO - Telephone Notification (RECALL MESSAGE) + SIERRA -DO NOT recall personnel on shift/ crew rest (Snow Removal, EOD,
etc). Make contact/ take accountability but do not have them report in. (Blue Code on Roster)

OVERT RECALL PROCEDURES: Use all means available to recall base personnel. to include use of sirens. giant voice, CAC, telephones, radios, public
television, speaker equipped vehicles, ete.

COVERT RECALL PROCEDURES: Use only telephone or personal contact to recall base personnel. Do not use sirens, giant voice, CAC. radios. public
television. ete. Units should consider staggered arrival times for personnel to reduce the perception of a mass recall operation. When directed by wing
leadership., members should use discretion when carrying personal. chemical and IPE bags to duty sections (e.g. stowing bags in vehicles) Comme-out
procedures may be used to reduce telephonic surveillance

COMM-OUT RECALL PROCEDURES: The 35 CES UCC will notify flight chiefs of the recall via runners. Flight chiefs will make physical with their
personnel following the recall roster format. Each individual will drive to the next individuals” house instead of calling. When flight chiefs have accountability.
they will hand-carry to the UCC. Once SQ accountability is completed. the UCC will send a runner to the EOC to report.

C-4 NATURAL DISASTER PROCEDURES: All ICC (CAT/EOC/UCC) and individuals identified by their units as Natural Disaster Immediate Responders will
attend to the immediate security and safety of their families and then automatically report for duty. All other individuals will determine if communications are
available. If so, they will contact their UCC for accountability/guidance. If no communications are available, individuals will see to the immediate safety of their
families and then report to their UCC/ duty location.




Attachment 8
EXAMPLE - COMM-OUT RECALL ROSTER
Figure A8.1. Comm-Out Recall Roster

FOR OFFICIAL USE ONLY

PERSONAL DATA — PRIVACY ACT OF 1974 APPLIES
35™ Fighter Wing Unit Comm-Out Roster

Current as of DD/MM/YY

Primary Recall Monitor: SSgt Alpha, 226-5555
Alternate Recall Monitor: SrA Bravo, 226-5555

Frequently Used Numbers: = - —
CP: 226.9899 i e
LE Desk: 226-4358 it
UCC: 226-6647 Home phoneipaser
EOC: 226-7183
SQUCC: 226-XXXX
*EOC MEMBERS *UCC MEMBERS
Homse address. | ! Homa sddress
Hems phene page Home phons pager
RankName Rank Name # RamlNeme
Home Address Home Addmss Home Addnas
Homa PhonePager Homa PhonaPager Homa Phooe Pager
OFF BASE MAIN BASE DORMITORIES MAIN BASE NORTH AREA TOWERS NORTH AREA
Fak/Nemne Fami Nams Foml:Nama # Famk/Nams Fank Meme
Home Addrass Phoze Home Address Phons Home Addrass Phone Home Address Phone Home Addrass Phone
Contacts All in Column Cozzacts All in Column Contacts All in Column Cortscts All in Column Cozssts All in Colemn
FaxkName # Ramk/Neme Faxk Mame FamkName RankName
Homa Addoass Homs Addresy Homs Addossy Homs Addrass Homas Addrasy
Home PhecaPager Homs Phote Pager Homs PhonaPager Homs Phooe Pager Home PhonePager
RakName # Ramk Mame Pk MName Rk MName FankName
Homa Addrass Homs Address Homs Addrass Home Addrsss Homs Addrass
Homs PhonePager Home Phone Pager Homsa PhonaPager Homa Phona Pager Homs PhonaPager
Famlame # FamioName Foamk/ama FumkMams Fank Name
Heme Address Homa Addres: Home Addrass Home Address Homs Addrass
Hom= PhonaPazer Homes Phone Pagsr Home PhonaPager Home PhonePazer Homs Phone/Pagar

#=Natural Disaster Immediate Responders (Determined By Sq/CC)



Attachment 8 (Cont’d)
EXAMPLE - COMM-OUT MAP

Figure A8.2. Example Comm-Out Map
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Depart Main Gate, past Tubes, turn right at end of road

Turn left past Kapa Sushi, and right at light past McDonalds
Follow road till you see the signs on left for F-Series housing — turn left at sign.
F-151a is last house on left; orange with green garage door




Attachment 9
EXAMPLE OF RECALL ACCOUNTABILITY MEMORANDUM

MEMORANDUM FOR 35 FW/EOC (PERSONNEL POSITION)
FROM: 35 MXS/UCC
SUBJECT: Recall Accountability Memorandum — “Beverly Sunrise XX-XX”
1. 1AW 35 FW Pre-CID XX, 35 MXS is reporting the following accountability information:

Total Number Assigned: 350

Leave/TDY/Other: 15

Total Number Available: 335

2. The following list shows the names of those people in a duty status other than Present For Duty
(PFD):

SMSgt Bill Reno
MSgt Randy Groves Leave Recalled
MSgt Sara Smith

Leave (Emergency) Not Recalled

Leave (Emergency) Not Recalled

TSgt Timothy Stevens Leave (CONUS) Not Recalled
SSgt Bob Jones Leave Recalled
SMSgt Mary Johnson TDY School Recalled
SMSgt Bill Reno TDY School Not Recalled
TSgt Jon Winger TDY School Recalled
TSgt Michelle Simms TDY School Not Recalled

MSgt Randy Groober TDY Contingency  Not Recalled
TSgt Lance Dukes TDY Contingency  Recalled
TSgt Bobby Jones TDY Contingency  Not Recalled

SrA Sara Jones Convalescent Leave Not Recalled
SRA George Williams

TSgt David Lantz

Convalescent Leave Not Recalled

Confinement Not Recalled

3. If there are any questions, please contact us at 226-1115.

MAX M. MAINTENANCE, MSgt, USAF
NCOIC, Unit Control Center



	This instruction establishes procedures and responsibilities for the notification and recall of personnel under actual and/or exercise situations. It implements AFPD 10-2, Readiness, and defines types of recalls initiated in response to actual emergen...
	SUMMARY OF CHANGES
	Minor grammatical corrections and style updates to align with other Fighter Wing Instructions.  Added Natural Disaster Immediate Responder (NDIR) recall procedures. Added NDIR identification into pyramid diagrams (Attachment 7).
	1. General
	1.1. CONCEPT OF OPERATIONS. The primary method of recalling personnel is the Pyramid Recall System (PRS). It is the responsibility of each unit and staff agency assigned to the 35th Fighter Wing to develop and keep a current Pyramid Recall Roster (PRR...
	1.2. RECALL/COMM-OUT ROSTER CONTENTS: To facilitate an orderly telephone recall, rosters should be organized in a logical sequence with key personnel, including UCC personnel who collect and report recall status, notified first. Whenever possible, con...
	1.2.3. Units may combine the Recall and Comm-out rosters. Reference Attachment 8 for an example.
	2.  Responsibilities
	2.1. The 35 FW/CC will:
	2.1.2. Direct the CP to implement a recall to include the type and method of recall.
	2.2. Each Group CC and 35 FW/CV (for 35 FW Staff Agencies) Will:
	2.3. Each Unit Will:
	2.3.6. Provide each individual with a recall roster.
	2.4. The CP Will:
	2.4.1. Maintain current recall rosters on all 35 FW and tenant units assigned or attached to Misawa AB.
	2.5. Chief of Security Forces Will:
	2.6. Personnel Assigned to 35th Fighter Wing Will:
	2.6.5.1. Contact personnel beneath you on the roster. If there is no answer, move to the next person on the list to keep the integrity of the recall system. Once the next person is notified, try to contact the previous individual again. If the individ...
	2.7. Unit Control Centers Will:
	2.7.6. Send a runner out to individuals who have not been contacted (ensure individuals are not on leave outside the local area/TDY). This task may be delegated to a work center level in-order to streamline the recall process.

	3.  Recall Methods
	3.1. OVERT RECALL PROCEDURES:
	3.1.1. Use all means available to recall base personnel.  Consider the use of sirens, giant voice, Facebook, CAC, telephones, radios, public television, speaker equipped vehicles, Telephone Alerting System, (TAS) etc.
	3.1.2. Overt recalls include Alpha and Charlie recalls IAW Attachment 7.
	3.2. COVERT RECALL PROCEDURES:
	3.2.1. Use only telephone or personal contact to recall base personnel. Do not use sirens, giant voice, CAC, radios, public television, etc. Units should consider staggered arrival times for personnel to reduce the perception of mass recall operations...
	3.2.2. Covert recalls include Bravo and Delta recalls IAW Attachment 7.
	3.3. COMM-OUT RECALL PROCEDURES: Recall personnel when all communications systems are inoperative or cannot be used.
	3.3.3. Members will maintain directions and/or maps for all personnel in their column/section of the Comm-out roster.
	3.4. SIERRA OPTION PROCEDURES: Recall all personnel EXCEPT those on established shift schedules or crew rest.  For those individuals, ensure 100% accountability via established unit procedures.

	4.  Types Of Recall
	4.1. GENERAL RECALL (ALPHA/BRAVO): A recall of all personnel to their duty stations. In a real world general recall situation, associate and attached units at Misawa may also be recalled at the 35 FW/CC’s discretion. Recall for these units will be ini...
	4.2. RECALL FROM BASE FACILITIES: When directed 35 Force Support Squadron (FSS) will contact facilities equipped with public address systems (e.g. Exchange, Commissary, Theater, Child Centers, etc.) who will then notify military personnel of a recall ...
	4.3. SYSTEM TEST: Recall of specific units without a general recall of all personnel.
	4.4. SELECTIVE RECALL (CHARLIE/DELTA): Recall of specific elements of the ICC, EOC, and/or UCC without implementing a general recall. 35 FW/CC will select the most appropriate tier recall for the situation and direct CP to initiate.
	4.4.1. For a C-1/D-1 recall the members of the CAT will report to the primary or alternate ICC.  The CAT is comprised of the 35 FW/CC, 35 FW/CV, 35 OG/CC, 35 MXG/CC, 35 MSG/CC, 35 MDG/CC, and 35 FW/XP.  See Attachment 3.
	4.4.2. For a C-2/D-2 recall members of the CAT and CAT administration will report to the primary or alternate ICC.  The CAT administration includes the CAT Coordinator and TBMCS IME.
	4.4.3. For a C-3/D-3 recall members of the CAT and CAT administration plus selected unit representatives will report to the primary or alternate ICC.  The 35 FW/CC will contact the unit commander for an ICC representative as required.
	4.4.4. For a C-4/D-4 recall the all members of the CAT, CAT administration, and EOC will report to the primary or alternate ICC.  Additionally, all members of the UCCs will report to their respective UCC area.  The intent is to stand-up a fully functi...
	4.4.4.1 For C-4 Natural Disasters, all ICC (CAT/EOC/UCC) and individuals identified by their units as Natural Disaster Immediate Responders will attend to the immediate security and safety of their families and then automatically report for duty.  All...
	4.4.5. If the 35 FW/CC needs to stand-up the ICC and recall all base personnel to their primary duty stations, the recall message will include Alpha/Bravo in addition to C-X, D-X.   For example, if you receive the following message, “This is Lt Smalls...
	4.4.5.1. On the other hand, if you receive the following message, “This is Lt Smalls.  The 35 FW/CC has directed an Alpha, Charlie-Four Recall.  Recall time is 1400L.  Item numbers 1, 4, 10, and 14 apply.  Complete your recall notifications and report...
	4.5. EOC RECALL: The Installation Commander or Incident Commander may direct the activation of the EOC in the event of a natural disaster (e.g. typhoon, earthquake) or major incident (e.g. aircraft accident, chemical spill).  See Attachment 2.
	4.6. TENANT UNIT RECALLS: Tenant units are encouraged to conduct quarterly recall exercises with a comm-out recall conducted at least once annually.
	4.7. TELEPHONE NOTIFICATION/100% ACCOUNTABILITY RECALL: Recall will be accomplished in the same fashion as a general recall using the PRS.  The individual at the bottom of the recall chain will contact the individual at the top of their chain to repor...

	5.  Audible Signals
	5.1. AUTHORITY: All audible signals will be used at the discretion of the 35 FW/CC or designated alternate.
	5.2. BASE SIREN/GIANT VOICE: All personnel will contact the personnel in their recall chain immediately (before reporting to their duty stations).  In between siren signals, the giant voice system will be activated and recall instructions announced.  ...
	5.3. CAC: The CP will seize control of the CAC and make announcements at the instruction of 35 FW/CC or designated representative.
	5.4. RADIO/TELEVISION BROADCAST: Armed Forces Network (AFN) is the sole authority to direct radio and television broadcasts in the event of a Japan-wide contingency. Public Affairs (PA) will coordinate with AFN, at the direction of the Wing Commander,...

	6.  Personnel Strength Reporting
	6.1. PERSONNEL: Personnel strength reporting is implemented in conjunction with the Reference Start Time (RST).
	6.2. TENANT UNITS: Tenant units will provide the 35 FW/CP with a monthly recall/standby roster or a 24-hour phone contact in case of emergencies or disaster notification.
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	FROM: 35 MXS/UCC
	SUBJECT: Recall Accountability Memorandum – “Beverly Sunrise XX-XX”
	1.  IAW 35 FW Pre-CID XX, 35 MXS is reporting the following accountability information:
	Total Number Assigned: 350
	Leave/TDY/Other: 15
	Total Number Available: 335
	2.  The following list shows the names of those people in a duty status other than Present For Duty (PFD):
	SMSgt Bill Reno   Leave (Emergency) Not Recalled
	MSgt Randy Groves   Leave    Recalled
	MSgt Sara Smith   Leave (Emergency)  Not Recalled
	TSgt Timothy Stevens  Leave (CONUS)  Not Recalled
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