
AFRC Medical ETP Request Process Guide 
 

Step 1 – SGP Review 

 Purpose:  To confirm your case is eligible and ready for ETP 

Action:  The local RMU should contact AFRC/SGP (Col Lawrence Yu) to review the case.  If 
AFRC/SGP confirms the case is ready for ETP, proceed to Step 2. 
 

Step 2 – Obtain Current AETC Guidance 

 Purpose:  To obtain the most current medical ETP guidance from HQ AETC/A3K 

Action:  ETP requester should contact AFRC/A345 (HQAFRC.A3RB.UFT@us.af.mil) to obtain 
AETC’s latest guidance for Med ETP Decision Boards. 
 

Step 3 – Obtain AFRC/CC Endorsement 

 Purpose:  To obtain AFRC/CC endorsement of medical ETP request   

 Actions:  For ETP requester: 

1. Create the Medical ETP Request Endorsement Memo.  A sample template is provided as 
Attachment 1 (open this Guide in Adobe to view attachments). 
 

2. Create AFRC Snowflake for staffing using the template provided (Attachment 2 - open this 
Guide in Adobe to view attachments) 
 

3. Staff the endorsement memo for AFRC/CC signature via AFRC Snowflake in TMT using 
the following TMT routing:  Sq/CC  Gp/CC  Wg/CC  NAF Workflow  
“AFRC/SGP Aerospace Medicine”  “AFRC A345B Workflow”   “AFRC CSA 
Workflow”  “AFRC CS Workflow”  “AFRC CD Workflow”  “AFRC CC Workflow” 

 

Step 4 – Medical ETP Decision Board 

 Purpose:  To obtain AETC/CC final decision on med ETP request 

Action: Sponsoring unit should follow AETC’s guidance obtained in step 2 to submit the med ETP 
request (including AFRC/CC’s endorsement memo obtained in step 3) to the AETC Med ETP Decision 
Board.  
 

Step 5 – AFRC UFT Selection Board 

 Purpose:  To apply to AFRC UFT Selection Board  

Action:  Sponsoring unit should submit complete UFT Selection Board application package, including 
the AFRC/CC-endorsed ETP memo obtained in step 3, following the guidance outlined in Section 4 of 
the AFRC UFT Website: www.milrecruiter.com/afrc-uft-application/  

mailto:HQAFRC.A3RB.UFT@us.af.mil
http://www.milrecruiter.com/afrc-uft-application/


[image: ]DEPARTMENT OF THE AIR FORCE

AIR FORCE RESERVE COMMAND
















1 Apr 2025





MEMORANDUM FOR ___ OG/CC



FROM:  Sq  /CC

Address

Address 

SUBJECT: Medical Exception to Policy (ETP) Request for NAME to Attend Undergraduate Pilot Training (UPT)



1. Request your concurrence/approval to submit an Exception to Policy (ETP) for NAME. Member does not meet USAF medical Flying Class I standards for CONDITION(S) and requires an ETP for 92T0, Pilot Trainee.



2. Per SECAF Memorandums dated 4 May 23, Accession Medical Standard Exception to Policy Delegations, and 19 May 23, Flight Duty Medical Standard Exception to Policy Delegations, this request must be routed through the chain of command through AFRC/CC for endorsement/ recommendation.



3. Please direct any questions concerning this recommendation to POC NAME at DSN 123-4567, Commercial 123-456-7890 or via email at EMAIL@us.af.mil.









NAME, Rank, USAF

Commander





4 Attachments:   (whatever is appropriate for your request)

1. ETP Slides, 1 Apr 2025

2. DD Form 2870, 1 Apr 2025

3. UPT Application, 1 Apr 2025

4. ETP Board schedule and Medical MFR










1st Ind to Sq /CC, 1 Apr 25, Medical Exception to Policy (ETP) Request for NAME to Attend Undergraduate Pilot Training (UPT)



___ OG/CC



MEMORANDUM FOR _Wing_ /CC



I concur/do not concur with this request.









NAME, Rank, USAF

Commander



2d Ind, ___ AMW/CC MEMORANDUM FOR NAF/CC

I concur/do not concur with this request.









NAME, Rank, USAF

Commander



3d Ind, NAF/CC MEMORANDUM FOR AFRC/CC

I concur/do not concur with this request.









NAME, Rank, USAF 

Commander



3d Ind to Sq/CC, 1 Apr 25, Medical Exception to Policy (ETP) Request for NAME to Attend Undergraduate Pilot Training (UPT)



AFRC/CC

MEMORANDUM FOR AETC/CC



I have reviewed the exception to policy application and concur/non-concur with the submission of this request. If AETC/SG determines applicant does not meet medical retention standards the ETP application will be returned without action.









JOHN P. HEALY

Lieutenant General, USAF Commander
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Air Force Reserve 
Coordination Snowflake 


Staff Package


Subject: Task/Request Originator: Task ID #: 


Appvr's Susp:     OPR's Susp:        AO Rank/Name:   AO Phone:            AO E-mail: 


    Office Rank/Name Date  COORD  Office Rank/Name COORDDate 


Approval Authority:  Or, Other Approval Authority:  


Purpose: 


Background:  


AFR Staff Review Comments:  


Staff Recommendation:  
Proposed Approval Authority's Action(s) and Formal Response Instructions: 


Tabs:  
1.  
2.  
3.  


4.  
5.  
6.  
7.  


8. 
9. 


10. 


Approval Authority's Review Comments: 


Action: 
Version: 4.0, 24 Mar 22 


AFRC/DSA _______    AF/RE SNCO  _______   Asst Exec _______    Exec ________ 


11.





		Exec: 

		Subject: UFT Medical ETP Request Endorsement for __________

		Originator: 

		TMT: TMT #

		OPR Susp: 

		AO RankName: 

		AO Email: 

		Purpose: Obtain AFRC/CC endorsement of medical ETP request

		Background: Member requires a medical Exception To Policy (ETP) to attend Undergraduate Flying Training (UFT).  Medical ETPs are obtained through the total force medical ETP request process managed by HQ AETC/A3K.  The final decision-making authority for medical ETPs is AETC/CC.  All medical ETP requests to AETC/CC require MAJCOM/CC endorsement. 

		Discussion: 

		Dropdown4: [Concur]

		Tab 1: Med ETP Request Memo

		Tab 4: 

		Tab 8: 

		Tab 5: 

		Tab 9: 

		Tab 3: 

		Tab 2: 

		Tab 6: 

		Tab 10: 

		Tab 7: 

		Approval Authority Action: [Concur]

		PRINT: 

		Save as PDF: 

		Spell Check: 

		AO Phone: 

		Approver Comments: 

		Asst Exec: 

		Text8: 

		Text7: 

		Text6: 

		Text5: 

		Text4: 

		Text3: 

		Text2: 

		Text1: 

		Office 1: SQ/CC

		Office 3: WG/CC

		Office 2: GP/CC

		Office 4: NAF/CC

		Office 5: AFRC/SGP

		Office 8: AFRC/CD

		Date 1: 

		Date 2: 

		Date 3: 

		Date 4: 

		Date 5: 

		Date 6: 

		Date 7: 

		Date 8: 

		Senior Leader 5 COORD: []

		Senior Leader 6 COORD: []

		Senior Leader 7 COORD: []

		Senior Leader 8 COORD: []

		Senior Leader 4 COORD: [ ]

		Senior Leader 3 COORD: [ ]

		Senior Leader 2 COORD: []

		Senior Leader 1 COORD: []

		Staff Recommendation Comments: Request AFRC/CC sign to endorse attached medical ETP request memo.  Sponsoring squadron will submit full medical ETP request application (with AFRC/CC-endorsed memo) to AETC/A3K for AETC/CC decision via medical ETP board process.

		Approval Authority's Suspense: 

		Office 6: AFRC/A345B

		Office 7: AFRC/DS

		Tab 11: 

		AFRC DSA: 

		AF/RE Senior NCO: 

		Approver: [AFRC/CC]

		Alternate Approver: [ ]





