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This instruction sets forth policy and procedures for assignment, use, and disposal of facilities under con-
trol of Headquarters 374th Airlift Wing (374 AW), except assignment of government living quarters. It
applies to 374 AW, attached and associated units, and to any organizations newly assigned to Yokota Air
Base (AB).

SUMMARY OF REVISIONS

Converts a regulation into an instruction. Updates the entire text. A bar (|) indicates revision from the pre-
vious edition.

1. "Facility" Explained. All of a building, part of a building (space), or a designated area such as a park-
ing lot or a recreational facility, as shown and reported in the USAF Real Property Inventory Detail List
(RCS: HAF-LEE(AR)7115) for the 374th Airlift Wing (374 AW).

2. Policy. Requests for base support from any Department of Defense agency should be processed
through command channels and then through the 374th Logistics Support Squadron, Logistics Plans
Flight (374 LSS/LGLX), except as described in paragraph 4.1. All assignments, use, and disposal of facil-
ities will be governed by 374 AW Facilities Board (FB).

3. Recommendations for Utilization of Facilities. 374 AW Space Utilization Board (SUB) makes final
recommendation to FB for utilization of space as required.

4. Assignment of Facilities. 374 AW FB assigns all facilities to organizations for their exclusive use.

4.1. Organizations will submit a request, in writing, when they need a facility due to a new mission or
a change in the mission requirements. 374 AW organizations will address their requests directly to the
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374th Civil Engineer Squadron, Base Civil Engineer (374 CES/CE) and other organizations will
address their requests to 374 LSS/LGLX. All requests will contain the following information:

4.1.1. Date the facility will be needed. When possible, give at least 1 year advance notice so there
is ample time to plan and program for the need.

4.1.2. Type of space needed, that is, administrative, warehouse, operational, etc.

4.1.3. Number of personnel involved.

4.1.4. Unique amounts of equipment, supplies, or other items that require additional space.
4.1.5. Special security, safety, health, environmental, or other considerations.

4.1.6. Proposed use of space vacated due to relocation.

4.1.7. Any other information that would aid in the selection of a facility to satisfy the organiza-
tion's requirements.

4.2. If a facility has been tentatively selected for the requester, it is the requester's responsibility to
complete AF Form 332, Base Civil Engineer Work Request, for any desired alteration, mainte-
nance, repair, or self-help work. Submit the form to the 374th Civil Engineer Squadron, Facility Main-
tenance (374 CES/CEOF) for cost estimate and to present the information to FB for approval or
disapproval.

4.3. 374 LSS/LGLX will first ensure requests have been routed through proper command channels,
then submit them to 374 CES/CEOF for further action.

4.4. 374 CES/CEOF will:
4.4.1. Check and evaluate all requests.
4.4.2. Determine whether space is available that would satisfy the need.

4.4.3. Estimate minor costs for alteration or maintenance so that the space could be used for the
required purpose. If alteration or maintenance is extensive, then send the request to the 374th Civil
Engineer Squadron, Heavy Repair (374 CES/CEOR) for evaluation and cost estimation. 374 CES/
CEOR will present these estimates to the 374th Civil Engineer Squadron, Real Property (374
CES/CERR) for their presentation at the next FB meeting according to AFI 32-1021, Planning
and Programming of Facility Construction Projects.

4.5. 374 CES/CERR will notify 374 LSS/LGLX of FB's decisions on requests so that base support
actions may be initiated, as necessary. The approved or disapproved request will then be filed under
proper zonal maintenance center.

5. Use of Facilities:

5.1. Facilities will be used only for the purposes that have been requested by the user, approved by
FB, and are shown in the HAF-LEE(AR)7115 list for 374 AW. The use of facilities for other purposes
must be approved by FB in accordance with AFI 32-1024, Standard Facility Requirements.

5.2. When no longer needed, a facility must be turned in to 374 CES/CE according to 374 AWI
32-9001, Building/Facility Management Guide. The facility will not be given or traded to another
organization or unit. Assignment action is reserved by FB.
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5.3. 374 CES/CE may approve temporary occupancy of a facility only if no other type of support is
needed. Temporary occupancy is the use of a facility for a period of time not to exceed 12 months. The
requester receiving approval will coordinate with 374 CES/CERR before actual occupancy.

6. Disposal Actions. 374 CES/CE will review and make recommendations to FB of facility disposal
actions.

EDWARD L. LAFOUNTAINE, Colonel, USAF
Commander
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