Procedures for making an Initial (First) UPRG

1.  When a member arrives at their first duty station without a UPRG and one is not being forwarded to your location, you must establish a UPRG for them.  Customer service is the OPR for UPRGs and needs to ensure the following documents are put into the UPRG upon arrival. Documents should only be filed into the individual’s UPRG if relevant, i.e. JAG order for Legal officers only, and DD Forms 4-1/2/3 for enlisted personnel only. The member should have a sealed folder with documents to be placed in their UPRG. If you have any questions as to what documents belong in a UPRG, refer to AFI 36-2608, Attachment 2.

*Indicated mandatory required documents.

Enlisted Record

To be filed in section 1:

*Virtual Record of Emergency Data (vRED) or DD Form 93 Record of Emergency Data

*SGLV Form 8286 Servicemen’s Group Life Insurance Election and Certificate
*SGLV Form 8286A Family SGLI if member elects less than full coverage or no coverage
To be filed in section 2:

Non Prior Service (NPS) airmen will not have any documents in this section.

All performance reports of prior service airmen.
To be filed in section 3:

AF Form 1466 (if being assigned overseas) Request for Family Member’s Medical and

Education Clearance for Travel

Promotion Order (if prior enlisted and on EAD orders)

To be filed in section 4:

DD Form 4/1/2/3 Enlistment or Reenlistment Document-Armed Forces of United States

DD Form 214 Certificate of Release or Discharge From Active Duty

DD Form 215 Correction to DD Form 214, Certificate of Release or Discharge From Active Duty

DD Form 398 DoD Personnel Security Questionnaire

*AF Form 899 Request for Authorization for Permanent Change of Station - 

Military or Documents granting entry into AD or EAD (EAD Order)

AF Form 1613 Statement of Service

DD Form 1966 Record of Military Processing - Armed Forces of the United States

AF Form 2030 USAF Drug and Alcohol Abuse Certificate (Mandatory for NPS)

DD Form 2366 Montgomery GI Bill Act of 1984 (MGIB)

AF From 3005 Guaranteed Aptitude Area Enlistment-Agreement Non-Prior Service-United States Air Force

AF Form 3006 Enlistment Agreement-prior Service/Active USAFR/ANG-United States Air Force

AF Form 3007 Guaranteed Training Enlistment Agreement-Non Prior Service-United States Air Force

AF Form 3008 Supplement to Enlistment Agreement-United States Air Force

AF Form 3009 Change to Enlistment Agreement-United States Air Force

AF Form 3010 Statement of Understanding, Dependent Care Responsibilities (if

member is participating in the dependent care program)

Any special authority for enlistments

Officer Record

To be filed in section 1:

*Virtual Record of Emergency Data (vRED) or DD Form 93 Record of Emergency Data

*SGLV Form 8286 Servicemen’s Group Life Insurance Election and Certificate

*SGLV Form 8286A Family SGLI if member elects less than full coverage or no coverage
To be filed in section 2:

Nothing yet

To be filed in section 3:

SF Form 1402 Certificate of Appointment

AF Form 1466 (if being assigned overseas) Request for Family Member’s Medical and

Education Clearance for Travel

Promotion Order (if applicable)

To be filed in section 4:

DD Form 214 Certificate of Release or Discharge From Active Duty

DD Form 215 Correction to DD Form 214, Certificate of Release or Discharge From Active Duty

AF Form 233 Specified Period of Time Contract

DD Form 398 DoD Personnel Security Questionnaire

*AF Form 899 Request for Authorization for Permanent Change of Station - 

Military or Documents granting entry into AD or EAD (EAD Order)

AF Form 1299 Officer’s Certificate of Statement

AF Form 1613 Statement of Service

AF Form 2030 USAF Drug and Alcohol Abuse Certificate (*Mandatory for NPS)

DD Form 2366 Montgomery GI Bill Act of 1984 (MGIB)

AF Form 3010 Statement of Understanding, Dependent Care Responsibilities (if member is participating in the dependent care program)

Health Professions Scholarship Contract

Letter from HQ USAF/DPPU authorizing wear of religious apparel (if applicable)

Documents Appointing as a Commissioned Officer (if applicable)

JAG Order Designation of Officer as a Judge Advocate (if applicable)

2.  If you have any questions pertaining to this training package please contact HQ AFPC/DPSFOC, DSN 665-2591.  If you have questions pertaining to AFI 36-2608 or specific documents that go into the UPRG contact HQ AFPC/DPSFCM, at DSN 665-2451.

