
  

 

 
Welcome!  On behalf of Lt Col Harrop and the University of Kentucky’s Air Force ROTC 
Cadre, we would like to welcome you to Detachment 290, home of the Flying Wildcats.  
    
In order to enroll into the AFROTC program you must complete the following steps no later 7 
August 2020. 
 

1. Register online:  https://wings.holmcenter.com/applyforafrotc  Refer to the AFROTC 
Online Admissions for Applicants Guide for a step-by-step tutorial ,which was sent to 
your email address provided.                    

 
 

2. Complete the following documents and upload to WINGS under Supporting Documents.  
 

• DD Form 2983-Recruit/Trainee Prohibited Activities Form 
• DD Form 2005 – Privacy Act Statement for Health Care Records 
• Drug Demand Reduction Program Statement of Understanding 
• AF Form 2030 – USAF Drug and Alcohol abuse Certificate  
• Request and Consent for Release of Student Records 
• Mail Authorization Release 
• DD Form 93 – Record of Emergency Data 
• Scholarship Statement of Understanding 

• Non Technical Major Statement of Understanding 
• Direct Deposit 
• Servicemembers Group Life Insurance (SGLI) 
• Approved DoDMERB File (or AFROTC Form 28 – Sports Physical if not completed) 

• ACT/SAT Scores 
• web versions acceptable with student’s name    

• Transcripts of Completed College Courses, if applicable. 
• Immunizations Record  (dates received MMR and Varicella/Chicken Pox)  

• Selective Service Numbers (males only) – this can be obtained at https://www.sss.gov/ 
• Scholarship Memorandum of Understanding 

 
All documents must be received no later than 3 Aug 20. 

 
The following tips will be helpful when completing the online forms:  

  
1. Chrome.  WINGS and other military websites work best when accessed through Chrome.  

If you do not already have Chrome installed, it is a free software download that can be 
found here: https://www.google.com/chrome/ 
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2. Adobe Acrobat Pro.  This software will allow you to open, view, and manipulate PDFs in 
the best manner possible.  It can be downloaded for free by UK students using your 
MyUK credentials here: https://download.uky.edu/index.php 

 
3. If you have trouble accessing UK downloads, there is a free version of Adobe Acrobat 

available here: https://acrobat.adobe.com/us/en/acrobat/pdf-
reader.html?promoid=C4SZ2XDR&mv=other 

 
4. Scanner.  If you do not have access to a scanner, you can use your phone.   There are 

many free options in App Store.   
 

 
What do I need to do now to start prepping for success? 
 

• Start working out!  Fitness test standards can be found in the attachment.  The first fitness 
assessment will be late Fall. 

 
• Schedule an appointment to have a sports physical completed by 3 Aug 2020.  Print and 

take the form below to your appointment. Please double check the form is filled out 
correctly before you leave the appointment. When it’s complete, upload to WINGS under 
Supporting Documents. 

 
 

Note: do not send any documents with Personal Identifiable Information (PII), such as your 
Social Security Number, to the Detachment or Cadre’s personal email address. All documents 
must be uploaded to your personal WINGS account under Supporting Documents. 
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Finally, we will have a mandatory New Student Orientation before classes start. Due to COVID-
19 requirements, this will be held online and a separate session for cadets stations will be held on 
13 Aug. To reduce interaction, all cadets will be scheduled accordingly with an appointment 
time. 
  
Event:  AFROTC New Student Orientation (NSO)  
Date:  12 Aug 2020 
Who: New cadets (parents are welcomed/encouraged to attend) 
Location: Zoom (link will be sent at time of event) 
Dress Code: Business Casual (males come clean shaven) 
Time: 0900 *those without their forms completed will be notified by cadre of a 0800 start time 
Parking: N/A  
What to bring to New Student Orientation: 

1. Birth Certificate (original copy only) 
2. Social Security Card   *A certified Birth Certificate and signed Social Security Card.  

Copies WILL NOT be accepted.  Both documents will be returned the same day.  
3. Be sure to have your WINGS user name/password and bring a laptop if you have one.  
4. If you previously served in the military please bring the Original DD Form 214 (copy 4-

member copy) or DD Form 785 (we will make a copy and return to you that day). If you 
are currently serving in the National Guard, Reserves or other service, you must provide a 
sign DD Form 368  to acknowledge your conditional release prior to commissioning. 

 

To better assist you, included are some instructions on how to complete the packet that was 
emailed separately. 
  



  

 
 
Respectfully,  
 
The Detachment 290 Cadre and Staff 
Lt Col Richard Harrop, Commander 
Maj Lindsey Phillabaum, Operations Flight Commander  
Capt Lindsey Colburn, Recruiting Flight Commander 
TSgt Benjamin Gonzales, NCOIC, Personnel 
SSgt Libby Sheets, NCOIC, Admin Management  
Becky Umbrell, Department Academic Administrative Associate 
  



  

 
 DD Form 2983: Recruit/trainee prohibited activities acknowledgement 
 
 

 



  

.  
Block 1: fill in with your last, first and middle name. 
Block 2: During your duration in the program, pay grade will be listed as “Cadet” 
Block 3: Recruiting Office: AFROTC Detachment 290 
Block 4: Recruiting Office/Training Command Address: City/State/Zip of our Det’s location. 
Lexington, KY 40506 
Block 5: Date signed. Insert the date you sign this form.  
Block 6. Signature. Sign with your signature. 
Block 7: Read and acknowledge each prompt. Initial on each line. These are prohibited actions 
between cadre and trainees/recruits. You will not partake in any of the actions listed with a staff 
member.  
Block 8: Exceptions to Policy: None. 
Block 9: Acknowledge with your initials that any violations will result in disciplinary action. 
Block 10 a-d. This is for a cadre member to review and sign. 
 
Below is a link to a video from a detachment to assist you. 
https://www.youtube.com/watch?v=DPpTAyqCOzA&t=10s 
 
 

 
 
 
  

https://www.youtube.com/watch?v=DPpTAyqCOzA&t=10s


  

 

 
DD Form 2005: 

 



  

 Read each statement in paragraphs 1 to 4. This form is for you to acknowledge that we will be 
collecting healthcare information from you. Your right to privacy is protected and it will not be 
disclosed under HIPAA. You may only disclose information about your health to personnel with 
a need-to-know. Signing this form is your acknowledgement.  Below is a link to a video to assist 
you. 
Block 5: Signature 
Block 6: Enter your Social Security Number 
Block 7: Date of acknowledgement 
 
https://www.youtube.com/watch?v=lOZNGnc_rnI&t=164s 
 
 
  

https://www.youtube.com/watch?v=lOZNGnc_rnI&t=164s


  

DDR Memorandum of Understanding: 

 



  

Read and acknowledge. This form is for you to understand that you are subject to random drug 
screening. If selected to provide a sample, you will provide it in a timely manner, and the actions 
that will be taken if a test is refused.  Sign and date. If under 18, a parent/legal guardian must 
sign this form. Cadre will sign once received. Below is a link for a video created by a detachment 
to assist you. 
 
https://www.youtube.com/watch?v=PDEHwF1NCkE&t=3s 
  

https://www.youtube.com/watch?v=PDEHwF1NCkE&t=3s


  

Release/Consent of Student Records  

   



  

 

: 
 
This memo is to give consent and acknowledge all personnel records are required as part of the 
AFROTC program, and is maintained under the Privacy Act of 1974 and Freedom of 
Information Act. Your information will not be shared only for official purpose and those with 
proper clearance.  
 
On page 1, read the prompt and acknowledge with your signature. If you are under 18 years old, 
you must have a parent/guardian sign the understanding. 
 
Page 2 gives your consent of voluntary release of  information. Your information is strictly for 
ROTC related-requirements business. This release allows school officials to access. Like the first 
page, sign as the student and have your parent/guardian sign if under the age of 18. 
  



  

DD Form 93: Record of Emergency Data 

 

   



  

This can be updated at any time during your time in the program. This is your emergency contact 
information to be included in your records. In the event of an emergency, we must have a contact for you 
available. Below is a link to a video to assist you. 
 
Block 1: Fill in your name (last, first, middle initial) 
Block 2: Your entire Social Security Number 
Block 3a: Must be marked Air Force, as we are an Air Force program. Block 3b is AFROTC DET 290, 
LEX KY. This is our unit’s location. 
Only complete blocks 4a to 5 if you have a spouse or child. 
Block 6a and 6B: Enter father’s information (last, first, middle initial) and a current address/phone 
number. Leave blank if unknown. 
Block 7a and 7b: Enter mother’s information (last, first, middle initial) and a current address/phone 
number. Leave blank if unknown.  
Only complete blocks 8a and 8b if you do not wish for one of your contacts to be contacted.  
Skip blocks 9a to 14. This is for life insurance information input. 
Block 15: Signature 
Block 16: Signature of witness (cadre member) 
Block 17: Date stamp of your submission. 
 
 

https://www.youtube.com/watch?v=Dvxr3qD0FgE 

  

https://www.youtube.com/watch?v=Dvxr3qD0FgE


  

 
 

 



  

Mail Authorization Release: 

 
  



  

The purpose of this memorandum is to allow access to any content that is mailed on your behalf 
to the detachment.  Cadets receive items mailed such as Leave and Earning Statements (LES), 
cadet travel summaries, and other items. However, we do require your permission as your right 
to privacy. Consent is strictly voluntary. 
 
Input your signature as the cadet/student. Your signature authorizes consent to access. a 
parent/guardian must sign if you are under the age of 18. 
  



  

AF 2030: Drug and Alcohol Abuse Certificate 

 



  

 
  



  

 
 

• Section I: Read each definition of terms. 
• Section II: Initial after reading each statement, mark yes/no with your initials. 
• Section III: Statements of Understanding. Read each statement and initial in the blank to 

acknowledge. At the bottom of the form, date, print and sign in the blanks. 
• Witness: A cadre member will sign as the witness once the forms has been received. 
• Section IV: Recertification. This is only to be signed prior to enlistment/contacting. 

 
Below is a link to assist you. It was created by the US Air Force Academy, but also is applicable to 
AFROTC. 
 
https://www.youtube.com/watch?v=iB5nPcVgeJI 
  

https://www.youtube.com/watch?v=iB5nPcVgeJI


  

 

Scholarship Statement of Understanding: 

 
  



  

• This form is for any scholarship recipient to understand the standard they must meet in 
order to keep the scholarship active. In this instance, the HSSP program is a 4 year 
commitment and there is a certain requirement to keep the scholarship active. 

• Cadet will read and sign in the first line.  
• Parent is only required for cadets under 18. 
• Cadre will sign as witness. 

 
 
  



  

Foreign Language/Technical Statement of Understanding 
 

 
  



  

• This is only for any cadet entering a scholarship who is not in a technical major. You 
must take and pass a minimum of 4 semesters of the same foreign language  or 24 
semester hours of math/physics/chemistry/engineering. 

• In the table given, list the course number, title, number of hours, scheduled term. Initial 
under “Cadet Initial” 

• Cadet sign in first blank 
• Parent is only required for cadets under 18. 
• Cadre will sign as witness. This must also be verified by an AS instructor. 
•  

  



  

• Direct Deposit 

 
  



  

Direct Deposit: 
 
Every contracted cadet will receive a stipend. 
 

• As a contracted cadet, you are authorized to be paid as part of your contract with 
AFROTC. In order to start a pay record on you, you must provide your bank information 
to be processed. 

•  
Section 1: Employee information 
Enter your name and a phone number to reach you at. 
 
Section 2: Type of account  
Checking or savings  
Do not change the type of payments. This is to determine which kind of payments are to be 
sent to you. 
 
Section 3: Direct Deposit Information. Input your bank details here: 
 

• Routing number 
• Account number  
• Account title 
• Name of the bank you’ll be using 

 
Section 4: 
Skip this section. 
 
Section 5: Authorization 
Sign and date. 
 

• Below is a link to a video: 
https://www.youtube.com/watch?v=pVFvXoZvf3E 

https://www.youtube.com/watch?v=pVFvXoZvf3E


  

Service Members Group Life Insurance: (SGLI) 

 

  



  

 

  



  

 

  



  

• If you are electing to take the SGLI, fill out sections 1,2,4 and 5. 

• If you decline, fill out sections 1,3,5. In section 3, please write in the statement “I do not 
want insurance at this time” 

• Section 1: fill in your personal information in the highlighted portion and the amount you 
are electing to take. 

• Section 2: mark what action you are taking – decline, increase, reduce coverage. 

• Section 3 is only if you are taking coverage. Identify a beneficiary to receive. 

• Section 4 is for you to mark your health information. 

• Section 5: input your signature, Social Security Number, date and sign. 

  



  

• W-4 – Employee Withholding 

•  

  



  

 

• The form W-4 is a US government form used for any withholdings on income earned. 
You will only complete steps 1 and 5, unless you have additional income or dependents 
to claim. Below is a link to better assist you. 

• https://www.youtube.com/watch?v=lOsKZyIWGwQ 

 

  

https://www.youtube.com/watch?v=lOsKZyIWGwQ


  

DoDMERB is your DoDMERB is your official medical file. It is a Department of 
Defense Agency responsible for the determination of medical qualification of applicants 
for appointment to a United States Service Academy, the Uniformed Services University 
of the Health Sciences, the Reserve Officer Training Corps (ROTC) Programs of the 
United States Armed Forces, and other programs as assigned by the Assistant Secretary 
of Defense for Health Affairs. 
 
AFROTC Detachments coordinate with this office for all medical actions until cadets are 
contracted. Once contracted, any waivers and medical actions are coordinated with 
AETC/Surgeon General at JBSA-Randolph, TX.  
 
It is critical for cadets to report any medical changes within 72 hours.Below is an 
example of what your form should look like. 

  



  

 
 


