
How to Request an Official Personnel Folder (OPF) From 
National Personnel Records Center (NPRC) 

Using SF-127 Form

The following steps outline the process for uploading and completing the SF-127 
form to request an Official Personnel Folder (OPF) from the National Personnel 
Records Center (NPRC).

Step 1: Download the SF-127 Form: https://www.archives.gov/files/sf-127-202010503.pdf.

Step 2:  Complete Section 1 and Section 3 of the SF-127 Form. Double check all entries for 
accuracy and completeness.

Step 3: Upload the prepared SF-127 to the subject employee eOPF (index as SF-127).

Step 4: Initiate transfer request from NPRC and select the SF-127 as part of the transfer 
requests. 

When requesting records not in eOPF:

• Option One: Fax the completed SF-127 Form to one of NPRC’s new fax numbers 618-
496-4903 or 4904.

• Option Two: Email the completed SF-127 to cpr.center@nara.gov.

• Option Three: Mail the completed SF-127 as described on the form.

Important: Requests for eOPFs that are sent to NPRC without the SF-127 will not be 
honored by NPRC.

NPRC’s Customer Service Number is 618-496-4900 (Only for Agencies) 
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