Promotions
CAP Regulation 35-5, 16 March 2010

In ALL cases, the member MUST complete Level 1 prior to ANY promotion.
1. Duty Performance – page 10:  Using eServices select “Membership” on right side navigation menu. Click on “Promotions” at the top of the page. Enter the CAPID of the member being promoted, and hit the “Tab” key. Information about the member will appear along with Promotion Requirements for that grade.  If all requirements are checked with a green checkmark, that promotion can be processed.  If there are any red flags, the promotion cannot be processed online.  In most cases, a CAPF 2 should be completed indicating the correct information, including copies of any verifying documents, and sent through channels (or directly to approving authority, depending on circumstances).  All duty performance promotions for Captain and above must have written justification, i.e.: a CAP “résumé” outlining the member’s qualifications, accomplishments and goals for future service, to be routed to higher echelons.
2. Special appointments – Military members, retired or Reserve Military members, former CAP cadets, former members, Commander promotions: Section C, page 10.  CAPF2 and documentation must be sent through all echelons – group, wing & region.
3. Mission Related Skills – Pilot, A&P mechanic, Communicators, Ground Instructors – Section D, page 13. CAPF2 and documentation must be sent through all echelons – group, wing & region.
4. Professional Appointments –Chaplains, Lawyers, Doctors, Nurses, EMTs, Teachers, and –Accountants – Section E, page 14 – MUST be in duty assignment correlating to professional degree.  CAPF2 and documentation must be sent through all echelons – group, wing & region.
5. Non-Commissioned Officers – Current or former armed forces NCO’s may petition for the equivalent grade – Section F, page 18. CAPF2 and documentation are sent directly to National HQ.
6. Flight Officer Grades – only for senior members under the age of 21. Section G, page 19. Completed at unit level, no documentation is sent to National HQ.
If completing a CAPF 2 for a promotion, insure you only use ONE section to justify the promotion.  For example, if basing a promotion on a mission-related skill, such as pilot, you would not also check off the duty performance section.  For all promotions other than Duty Performance, documentation must accompany the CAPF 2.  For all promotions that must be sent through Wing level, please ask the member to submit a CAP “résumé” outlining the member’s qualifications, accomplishments and goals.  This can be a page or less.
