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Air Force Form 174

Air Force Form 174: A Comprehensive Guide to Its Purpose, Usage, and Importance
Understanding the intricacies of military documentation is essential for service members,
veterans, and those involved in administrative processes within the United States Air Force.
One such critical document is the Air Force Form 174. This form plays a vital role in
personnel management, record keeping, and administrative procedures. Whether you're
new to the Air Force or a seasoned member seeking clarity, this article provides an in-depth
exploration of AF Form 174, its purpose, how to fill it out, and why it matters.

What Is Air Force Form 174?

Air Force Form 174 is an official administrative document used primarily for recording and
reporting information related to individual personnel within the United States Air Force. Its
primary purpose is to serve as a comprehensive record of a service member's personal
details, assignments, and other relevant data. The Role and Significance of AF Form 174 This
form is often employed in various administrative processes, including personnel actions,
security clearances, and verification procedures. It ensures that accurate, up-to-date
information is maintained and accessible for authorized personnel. Common Uses of AF Form
174 - Personnel Management: Tracking assignments, promotions, and demotions. - Security
Clearances: Providing necessary information for background checks. - Administrative
Verification: Confirming details during audits or investigations. - Record Updates:
Maintaining current contact information and service data.

Components and Sections of AF Form 174

Understanding the layout and sections of AF Form 174 is crucial for accurate completion and
effective record-keeping. The form typically contains several key sections designed to
capture essential information about the individual. Personal Information This section collects
basic details such as:

Full Name1.
Social Security Number2.
Date of Birth3.
Contact Information (address, phone number)4.
Emergency Contact Details5.

Service Details Here, information related to the individual's military service is documented,
including:



Rank and Grade1.
AFSC (Air Force Specialty Code)2.
Assignment History3.
Date of Enlistment/Commissioning4.
Current Duty Status5.

Security and Clearance Data This section pertains to background checks, security clearance
levels, and related notes. Additional Remarks or Comments Space for any supplementary
information or clarifications relevant to the individual's status or records.

How to Fill Out AF Form 174

Accurate completion of AF Form 174 is critical to ensure proper documentation and avoid
administrative issues. Below are detailed steps and tips for filling out the form correctly.
Step-by-Step Guide

Gather Necessary Information: Before starting, collect all relevant personal and1.
service data.
Use Official Guidelines: Follow Air Force instructions and use black ink or typewritten2.
entries to ensure clarity.
Complete Personal Details: Fill in full legal names, SSN, DOB, and contact info3.
accurately.
Document Service Data: Record current rank, duty assignments, and service history4.
precisely.
Include Security Details: Provide security clearance levels and related comments if5.
applicable.
Add Remarks: Use this section for any special notes or clarifications.6.
Review and Verify: Double-check all entries for accuracy before submission.7.

Tips for Accurate Completion - Always use official or approved forms to prevent
discrepancies. - Keep copies of completed forms for personal records. - Ensure signatures
are legible and in the correct places. - Update the form promptly if any information changes.

Importance of Air Force Form 174 in Military
Administration

AF Form 174 is more than just a record-keeping tool; it is integral to the effective functioning
of the Air Force's administrative system. Its importance can be summarized as follows:
Ensuring Accurate Personnel Records Maintaining precise and current information helps in
managing personnel effectively, facilitating promotions, assignments, and benefits.
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Supporting Security and Background Checks Complete and accurate data on AF Form 174 is
essential for security clearances, background investigations, and confidentiality protocols.
Facilitating Administrative Actions From promotions to disciplinary actions, AF Form 174
provides the foundational data needed to process official decisions. Compliance and Legal
Considerations Proper documentation ensures compliance with military regulations and legal
standards, reducing liability and administrative errors.

Where and How to Submit AF Form 174

The submission process for AF Form 174 varies depending on its purpose and the unit's
procedures. Submission Procedures - Internal Records: Many times, the form is stored within
the individual's personnel file. - To Supervisors or Admin Staff: Submit the completed form to
designated administrative personnel for processing. - During Inspections or Audits: Ensure
the latest version is available for review. Digital vs. Paper Submission While traditionally
paper forms were used, many units now utilize digital records management systems.
Confirm with your unit's administrative procedures whether digital submission is acceptable
or if paper copies are required.

Common Issues and Troubleshooting with AF Form 174

Despite its straightforward purpose, some common challenges can arise concerning AF Form
174. Incomplete or Inaccurate Data - Solution: Double-check all entries for correctness
before submission. Outdated Information - Solution: Regularly review and update the form to
reflect current data. Loss of Records - Solution: Keep copies and ensure proper filing within
official records management systems. Misinterpretation of Instructions - Solution: Refer to
official Air Force guidelines and seek assistance from administrative personnel if needed.

Conclusion

The Air Force Form 174 is a fundamental administrative document that supports
personnel management, security clearance processes, and record integrity within the United
States Air Force. Understanding its components, proper filling procedures, and significance
ensures that service members' data remains accurate and accessible. Whether you're
updating your personal information, verifying records, or involved in administrative tasks,
familiarity with AF Form 174 is essential. Maintaining diligence in completing and managing
this form not only facilitates smooth administrative operations but also upholds the
professionalism and security standards of the Air Force. As military personnel or
administrators, recognizing the importance of this form and adhering to best practices
ensures the integrity and efficiency of military personnel records for years to come.



Air Force Form 174: An In-Depth Review and Guide

Introduction to Air Force Form 174

The Air Force Form 174 (AF 174), also known as the Application for Change of Official
Records, is a critical document within the United States Air Force's administrative processes.
This form serves as the primary means for personnel to request corrections or updates to
their official military records, which can include personal information, service details,
awards, decorations, or other official entries. Accurate record-keeping ensures personnel
receive proper recognition, benefits, and that their records accurately reflect their service
history. Understanding the purpose, proper usage, and procedures associated with AF 174 is
essential for service members, administrative personnel, and those involved in record
management to maintain integrity and compliance with military policies.

Purpose and Importance of AF 174

Ensuring Record Accuracy

The primary purpose of AF 174 is to facilitate the correction or update of official records.
Mistakes or omissions can occur during initial entry or subsequent updates, and these
inaccuracies can impact: - Award and decoration recognition - Promotion eligibility -
Retirement benefits - Security clearances - Overall service history Correcting these errors
ensures fairness and accuracy in personnel records, which directly influences career
advancement and benefits.

Legal and Administrative Significance

Official records serve as legal documents of a service member's career. Inaccurate records
may lead to disputes or complications during: - Promotions - Retirement processing -
Disciplinary actions - Security investigations The AF 174 provides a formal mechanism to
address these issues, ensuring transparency and accountability.

Components of AF 174

Key Sections of the Form

The AF 174 typically comprises several sections designed to gather pertinent information: -
Personal Identification Data: Name, Social Security Number (SSN), rank, and contact details.
- Current Record Entries: Details of the record entries to be corrected or updated. -
Requested Changes: Clear description of the correction or addition needed. - Supporting
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Documentation: Evidence supporting the requested change, such as orders, certificates, or
affidavits. - Certification and Signature: The service member's affirmation and signature,
often requiring witness verification.

Additional Attachments

Depending on the nature of the correction, applicants may need to submit: - Copies of
orders or official documents - Statements from witnesses or commanding officers - Medical
or legal documentation

Proper Use and Procedures for AF 174

When to Submit an AF 174

Service members should consider submitting an AF 174 under circumstances such as: -
Errors in personal data (name, date of birth, SSN) - Incorrect or missing awards, decorations,
or citations - Inaccurate service dates or duty assignments - Wrong or outdated rank
information - Missing or incorrect discharge or separation data

Step-by-Step Submission Process

1. Identify the Error: Review your official records thoroughly. 2. Gather Supporting
Documentation: Collect all relevant evidence. 3. Complete the AF 174: Fill out the form
accurately, providing detailed descriptions. 4. Obtain Approvals: Secure necessary
signatures from command authorities if required. 5. Submit the Form: Send the completed
form and attachments to the appropriate records correction authority, often the Air Force
Personnel Center (AFPC) or equivalent. 6. Follow Up: Track the status of your request and
provide additional information if requested.

Timeline Expectations

Processing times can vary based on the nature of the correction, completeness of
documentation, and workload of the records office. Typically, response times range from a
few weeks to several months.

Legal and Policy Framework

Regulations Governing Records Corrections

The correction of military records is governed primarily by: - AFI 36-2608, "Military Personnel
Records Management" - Title 10, U.S. Code, Section 1552 - Department of Defense (DoD)



Directive 1332.18 These policies establish the authority, procedures, and limitations for
requesting record corrections.

Limitations and Considerations

- Corrections must be based on factual errors; they cannot be used to alter records for
personal gain or to retroactively change service history. - Requests must be made within a
reasonable timeframe after discovering errors, usually within three years, though exceptions
may apply. - The burden of proof lies with the applicant; supporting documentation is
critical.

Common Uses and Examples of AF 174 Applications

Correcting Personal Data

- Misspelled name or incorrect SSN - Wrong date of birth - Incorrect or missing contact
information

Updating Service-Related Entries

- Service dates or duty stations - Rank or pay grade - Separation or retirement data

Adding or Correcting Awards and Decorations

- Ensuring recognition for valor, service, or achievement - Correcting award citations or
missing medals

Legal or Medical Record Corrections

- Correcting medical history entries - Updating legal or disciplinary actions

Role of Administrative and Command Personnel

Guidance and Oversight

Commanders and administrative staff play a vital role in: - Verifying the authenticity of
requests - Ensuring proper documentation is provided - Approving or endorsing corrections -
Maintaining confidentiality and data integrity

Training and Awareness

Personnel involved in managing AF 174 processes should be well-versed in: - Record
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management policies - Privacy and security regulations - Procedures for processing
corrections efficiently

Potential Challenges and Common Pitfalls

- Incomplete Documentation: Without proper evidence, requests may be delayed or denied. -
Misidentification of Records: Submitting requests for the wrong individual's records. -
Unclear or Vague Descriptions: Failing to specify the exact correction needed. - Processing
Delays: Due to high volume or backlog at records offices. - Misunderstanding Policies:
Applying incorrect procedures or deadlines. To mitigate these challenges, applicants should:
- Double-check all entries before submission. - Provide comprehensive supporting
documentation. - Follow up proactively on the status.

Conclusion and Best Practices

The Air Force Form 174 is a vital tool for maintaining the accuracy and integrity of military
personnel records. Ensuring records are correct is not just about administrative accuracy; it
directly influences a service member’s career progression, benefits, and legacy. Best
practices for using AF 174 include: - Carefully reviewing personal and service records
regularly. - Submitting correction requests promptly upon discovering errors. - Providing
thorough, well-organized supporting documentation. - Following established procedures and
guidelines. - Maintaining copies of all submitted forms and correspondence. By
understanding the purpose, proper procedures, and importance of AF 174, service members
and administrators can uphold the standards of record integrity and ensure fair treatment
throughout military careers. In summary, the AF 174 is more than just a form—it's a crucial
mechanism that safeguards the accuracy of a service member’s official records, supporting
fairness, recognition, and proper administration within the United States Air Force. Proper
utilization and adherence to policies ensure that personnel records accurately reflect each
individual's service history, honors, and achievements.

Questions & Answers About air force form 174

N
o

Question Answer

1 What is Air Force Form 174
used for?

Air Force Form 174 is used as a request for personnel
action, often related to awards, decorations, or other
official documentation within the Air Force.



2 How do I fill out Air Force Form
174 correctly?

To fill out AF Form 174 correctly, ensure you provide
accurate personal information, details of the
requested action, and obtain the necessary
signatures and approvals as specified in the
instructions.

3 Where can I find a blank Air
Force Form 174?

Blank AF Form 174 can typically be downloaded from
the official Air Force personnel website or obtained
through your unit's administrative office.

4 Is Air Force Form 174 required
for submitting awards or
decorations?

Yes, AF Form 174 is often used to formally request or
document awards, decorations, or other personnel
actions in the Air Force.

5 How long does it take to
process a request made with
AF Form 174?

Processing times for requests made with AF Form 174
vary depending on the specific action, but it generally
takes several days to weeks, depending on the
approval chain.

6 Can I submit Air Force Form
174 electronically?

Some units may accept electronic submissions of AF
Form 174, but it is best to check with your personnel
office for specific submission procedures and
requirements.

air force form 174, air force reserve, air force personnel records, air force deployment form,
air force service record, air force personnel documentation, air force official forms, air force
personnel file, air force military records, air force documentation
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