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This instruction implements Air Force Policy Directive (AFPD) 10-2, Readiness.  This 

instruction outlines the purpose, procedures and responsibilities for using the READY 

Augmentation program.  It applies to all personnel assigned to the 374th Airlift Wing (374 AW) 

organizations on Yokota Air Base (AB), Japan, and tenant organizations when utilized.  

Organizations subject to this instruction may create supplements which correspond and further 

support these policies.  The privacy act of 1974 affects this publication.  The authority to collect 

and maintain the data prescribed in this instruction is Title 10 United States Code (U.S.C.), 

Section 8013.  System of Records Notice Numbers, F036 HQ AFPC, Military Personnel Records 

Systems, and F036 HQ AFPC Q, Personnel Data System (PDS), apply.  Ensure that all records 

created as a result of processes prescribed in this publication are maintained in accordance 

(IAW) Air Force Manual (AFMAN) 33-363, Management of Records, and dispose of IAW the 

Air Force Records Information Management System (AFRIMS) Records Disposition Schedule 

(RDS) located at https://www.my.af.mil/afrims/afrims/afrims/rims.cfm.  Refer recommended 

changes and questions about this publication to the Office of Primary Responsibility (OPR) 

using AF Form 847, Recommendation for Change of Publication; route AF Forms 847 from the 

field through their appropriate functional chain of command. 

SUMMARY OF CHANGES 

This document has been substantially revised and must be completely reviewed.  Major changes 

include:  updates to local procedures and functional names and office symbols throughout 

publication.  There are significant changes because the Air Force guidance on this program has 

http://www.e-publishing.af.mil/
https://www.my.af.mil/afrims/afrims/afrims/rims.cfm
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changed to AFPAM 10-243, Augmentation Duty.  This instruction should be reviewed in its 

entirety. 

1.  Program Mission.  The Augmentation Duty Program identifies, places, and trains people to 

meet augmentation needs for installation-level exercises, contingencies, wartime or emergency 

situations, and scenarios. 

2.  Responsibilities. 

2.1.  374th Airlift Wing Vice Commander (374 AW/CV): 

2.1.1.  Serves as Yokota AB Office of Primary Responsibility (OPR) for the 

Augmentation Duty Program. 

2.1.2.  Chairs the Augmentation Duty Review Board (ADRB). 

2.1.3.  Is the final approval for all augmentation duty changes including increases or 

decreases in the size of teams and unit ―fair share‖ of augmentees.  Replacement of 

augmentees does not have to be approved by the 374 AW/CV; however, changes must be 

coordinated between Augmentation Duty Team Leaders and Unit Augmentation Duty 

Coordinators. 

2.2.  374th Force Support Squadron Commander/Director (374 FSS/CC or CL) appoints a 

Base Augmentation Duty Program Manager from within 374 FSS. 

2.3.  Base Augmentation Duty Program Manager: 

2.3.1.  Overall Point of Contact (POC) for Yokota’s Augmentation Duty Program. 

2.3.2.  Chairs the Augmentation Duty Working Group (ADWG). 

2.3.3.  Manages ADRB and ADWG meetings, including scheduling, visual aids/briefings, 

agendas and minutes. 

2.3.4.  Maintains and administrates Augmentation Duty Program SharePoint site.  

Information on this site includes augmentation duty requirements, names, and individual 

augmentee training status. 

2.3.5.  Maintains listing of all augmentees on SharePoint and provides report to 374 

AW/CV on a quarterly basis, or as necessary.  Report will include name, rank, training 

status (either fully trained or not trained), team assignment, unit, date assigned to 

augmentation duty, and Date Eligible for Return from Overseas (DEROS). 

2.3.6.  Trains all newly appointed Augmentation Duty Team Leaders and Unit 

Augmentation Duty Coordinators on program reporting and training requirements. 

2.4.  Augmentation Duty Working Group (ADWG): 

2.4.1.  Chaired by the Base Augmentation Duty Program Manager. 

2.4.2.  Members are Group Augmentation Duty Coordinators, Augmentation Duty Team 

Leaders, Manpower, and Personnel advisors.  Associate units are invited to participate by 

sending a Unit Augmentation Duty Coordinator. 

2.4.3.  Validates all augmentation duty requirements, including requests to add and/or 

delete augmentation teams, requests to increase and/or decrease team size, and an annual 
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revalidation of augmentation duty teams and unit manning utilized to develop 

augmentation ―fair shares.‖ 

2.4.4.  Consolidates all requirements into a draft augmentation duty plan to be submitted 

to the Augmentation Duty Review Board (ADRB). 

2.5.  ADRB: 

2.5.1.  Chaired by the 374 AW/CV. 

2.5.2.  Members are all 374 AW group commanders.  Optional members are 

associate/tenant unit commanders, if associate/tenant unit personnel are used in the 

Augmentation Duty Program. 

2.5.3.  Revises, if required, and approves the draft augmentation duty plan submitted by 

the ADWG. 

2.5.4.  Meets, at a minimum, semi-annually to review the Augmentation Duty Program. 

2.6.  Manpower Advisor (Manpower and Organization, 374 FSS/FSMM): 

2.6.1.  Validates request for increases to team size. 

2.6.2.  Validates all unit manpower reports used to develop ―fair share‖ of augmentees. 

2.6.3.  Validates request for new augmentation duty team. 

2.7.  Personnel Advisor (Military Personnel Section, 374 FSS/FSMP).  Validates unit 

personnel strength numbers on unit manning reports. 

2.8.  Group Augmentation Duty Coordinators: 

2.8.1.  Group Augmentation Duty Coordinators serve as a direct link to the group 

commander and ensure all requirements are met by their respective Unit Augmentation 

Duty Coordinators to include filling positions and training augmentees. 

2.8.2.  Group Superintendents serve as the Group Augmentation Duty Coordinator. 

2.9.  Unit Augmentation Duty Coordinators: 

2.9.1.  Ensures the unit provides all augmentees as approved by the ADRB. 

2.9.2.  Responsible for removing augmentees in their unit from the Augmentation Duty 

Program 30 days prior to a permanent change of station (PCS). 

2.9.3.  Identify replacements and coordinate augmentation duty training 30 days prior to 

relieving currently assigned augmentees. 

2.9.4.  Updates local SharePoint site with member information and appointment letters of 

each augmentee assigned to the team. 

2.9.5.  Ensures each augmentee will remain in the assigned position for a minimum of 12 

months, to help control time and money required to train and equip individuals. 

2.9.6.  Obtains appointment letters for augmentees from the unit commander and 

forwards them to the applicable Augmentation Duty Team Leader and keeps a file copy.  

Recommend updating appointment letters quarterly to reduce staffing delays. 
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2.9.7.  Responsible for notifying applicable Augmentation Duty Team Leader of conflicts 

their augmentees have with scheduled training.  Approved absences must be coordinated 

with applicable Augmentation Duty Team Leaders and annotated on the SharePoint site.  

Additionally, an approved absence letter must be submitted to augmentation duty team’s 

owning squadron commander by augmentee’s unit commander prior to scheduled events 

or after-the-fact for no notice events. 

2.9.8.  Unit commanders may appoint their superintendent as Unit Augmentation Duty 

Coordinator. 

2.10.  Augmentation Duty Team Leader: 

2.10.1.  Schedules augmentation duty training, coordinating with Unit Augmentation 

Duty Coordinators. 

2.10.2.  Updates local SharePoint site with augmentee training status (either fully trained 

or not trained), team information, POC appointment letters, training plans and calendars, 

and applicable team documents of each augmentee assigned to the team. 

2.10.3.  Notifies Unit Augmentation Duty Coordinator if augmentee is unable to fully 

qualify for augmentation duty.  Unit Augmentation Duty Coordinator will identify a 

replacement to satisfy augmentation duty requirement. 

2.10.4.  Requests augmentees when required, establishes work schedules, and 

receives/accounts for augmentees during operations. 

2.10.5.  Equips augmentees with proper augmentation duty-related equipment including 

safety items (i.e., gloves, safety boots, etc.), if required.  Any augmentee that requires 

duty-related individual issue equipment, must provide a letter signed by the augmentee 

and his Unit Augmentation Duty Coordinator certifying that he does not have the same 

equipment previously issued from Air Force funds. 

2.11.  Augmentees: 

2.11.1.  Must notify the Unit Augmentation Duty Coordinator of any change in their 

availability to perform augmentation duties or attend augmentation training due to PCS, 

temporary duty (TDY), medical profile, or any other reason as soon as they become 

aware of the condition or situation. 

2.11.2.  Must consider augmentee duty as their primary duty when ordered to report to 

their team and should be motivated and dedicated to their augmentee mission. 

2.11.3.  Members assigned to a Unit Type Code (UTC), primaries and alternates, 

generally should not be assigned augmentation duties until all other eligible resources are 

exhausted.  In the event eligible resources are not available, commanders may assign 

personnel on UTCs.  The augmentation duties of UTC personnel should not conflict with 

their UTC training and deployment or on-call timeframe.  Members assigned to a UTC 

are subject to deploy in support of an Operations Plan (OPLAN) that takes priority over 

local augmentation requirements.  Augmentation duties should not be grounds for a 

shortfall or reclama of a deployment tasking. 

2.11.4.  Restrictions apply when individuals and Selective Reenlistment Bonus (SRB) 

recipients perform duty outside their Control Air Force Specialty Code (CAFSC).  AFI 
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36-2101, Classifying Military Personnel, paragraph 3.34., and AFI 36-2606, Reenlistment 

in the United States Air Force, paragraph 4.12. should be reviewed and complied with if 

required.  It is recommended that READY duty be no more than 120 days (90 days for 

SRB specialties) per year for augmentation duty. 

3.  Using the Augmentation Duty Program: 

3.1.  Creating and deleting augmentation duty requirements. 

3.1.1.  Requests to expand augmentation duty team size should be initiated by 

Augmentation Duty Team Coordinator and coordinated with augmentation duty team’s 

owning squadron commander, Group Augmentation Duty Coordinator, owning group 

commander, manpower advisor (for workload validation), Base Augmentation Duty 

Manager, and then presented at the next ADRB.  Emergency requests should be 

presented to 374 AW/CV, through the chain of command. 

3.1.2.  Requests to create a new augmentation duty team should be initiated by requesting 

squadron commander, and coordinated with the Group Augmentation Duty Coordinator, 

owning group commander, manpower advisor (for workload validation), Base 

Augmentation Duty Manager, and then presented at the next ADRB.  Emergency 

requests should be presented to 374 AW/CV, through the chain of command. 

3.1.3.  OPRs for base contingency plans should include ADRB-approved personnel 

augmentation requirements. 

3.2.  Validation process of Augmentation Duty Program. 

3.2.1.  The Augmentation Duty Program, including augmentation duty team requirements 

and unit ―fair share‖ will be revalidated annually by 374 FSS/FSMM. 

3.2.2.  374 FSS/FSMM will validate each unit’s wartime manpower requirements by 

operational audit.  Initially, manpower requirements will be calculated using the 

applicable wartime Man-hour Availability Factor (MAF).  The formula will be assigned 

strength – UTC-tasked personnel – mission essential personnel = available personnel for 

augmentation use.  Manpower will calculate the number of squadron mission essential 

personnel in their validation.  This method may be modified, as deemed necessary, by the 

ADRB. 

3.2.3.  374 FSS/FSMM will request each unit review annually the manpower validation 

worksheet from the prior year.  If the unit has a substantial mission or personnel change, 

374 FSS/FSMM will revalidate their wartime manpower requirements. 

3.2.3.1.  374 FSS/FSMM provides results of the validation to the ADWG for review 

and recommendation to the ADRB.  If the ADRB approves the recommendations, the 

ADRB will direct implementation. 

3.2.3.2.  Unit requests for reduction of augmentation duty taskings should be put in 

writing and coordinated through their group commander for ADRB review.  If a unit 

determines they no longer need to receive augmentation, this should be forwarded in 

writing to Base Augmentation Duty Program Manager and the unit(s) from which 

augmentees are received. 

3.3.  Training. 
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3.3.1.  Augmentation Duty Team Leaders schedule all augmentees for training and 

coordinated with Unit Augmentation Duty Coordinators. 

3.3.2.  Training will be conducted during wing readiness training days to the fullest 

extent possible.  Training on other days should be kept to an absolute minimum to not 

interfere with normal operations.  Augmentation duty training dates will be approved by 

the 374 AW/CV. 

3.3.3.  Training will be conducted IAW AFI 36-2201, Air Force Training Program, to 

include proper documentation in both the individuals augmentation duty folder and a 

copy sent to supervisors for submission into AF Form 623A, On-The-Job Training 

Record-Continuation Sheet. 

3.3.4.  Training plans will be developed and utilized by the Augmentation Duty Team 

Leader. 

3.3.5.  Training status of each augmentee will be reviewed quarterly and annotated in the 

Base Augmentation Duty Program SharePoint site by Augmentation Duty Team Leaders.  

This information can be reviewed at ADWG, ADRB, wing staff meetings, or other 

meetings as requested by wing leadership.  Augmentation duty team status will be briefed 

by the Augmentation Duty Team Leaders to ensure team specific requirements are 

accurately projected to wing leadership. 

3.4.  Initiating the Augmentation Duty Program. 

3.4.1.  All requests for Augmentation Duty Team activations must be approved by the 

374 AW Commander (374 AW/CC). 

3.4.1.1.  Augmentation Duty Team Leaders request activation of the Augmentation 

Duty Program through the chain of command. 

3.4.2.  The Augmentation Duty Program may be initiated by the following methods: 

3.4.2.1.  Pyramid recall.  Per YOKOTA ABI 10-202, Yokota Air Base Recall 

Procedures, certain recalls will activate the augmentation duty teams. 

3.4.2.2.  If an augmentation duty team is not activated by wing recall then a 

Installation Control Center Directive (ICCD) will be the primary method of 

activation.  Using a ICCD reduces miscommunication, ensures rapid dissemination, 

and protects Operation Security (OPSEC). 

3.4.3.  Unit commanders are responsible for ensuring personnel assigned to augmentation 

duty teams report as directed when the Augmentation Duty Program is activated. 

 

WILLIAM M. KNIGHT, Colonel, USAF 

Commander, 374th Airlift Wing 
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Attachment 1 

GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION 

References 

AFPD 10-2, Readiness, 30 October 2006 

AFI 36-2201, Air Force Training Program, 15 September 2010 

AFI 36-2101, Classifying Military Personnel, 14 June 2010 

AFI 36-2606, Reenlistment in the United States Air Force, 9 May 2011 

AFPAM 10-243, Augmentation Duty, 1 August 2002 

YOKOTA ABI 10-202, Yokota Air Base Recall Procedures, 8 October 2009 

Adopted Form 

AF Form 623A, On-The-Job Training Record-Continuation Sheet, 1 March 1979 

AF Form 847, Recommendation for Change of Publication, 22 September 2009 

Abbreviations and Acronyms 

ADRB—Augmentation Duty Review Board 

ADWG—Augmentation Duty Working Group 

AFSC—Air Force Specialty Code 

CAFSC—Control Air Force Specialty Code 

CFETP—Career Field Education Training Plan 

DEROS—Date Eligible for Return from Overseas 

MAF—Man-hour Availability Factor 

OPLAN—Operations Plan 

OPR—Office of Primary Responsibility 

OPSEC—Operation Security 

POC—Point of Contact 

PCS—Permanent Change of Station 

SRB—Selective Reenlistment Bonus 

TDY—Temporary Duty 

UTC—Unit Type Code 

Terms 

Mission Essential—Any individual working within their Air Force Specialty Code (AFSC) 

according to their Career Field Education Training Plan (CFETP) guide, who is needed to 

perform critical tasks during a contingency. 


