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PREFACE 

This pamphlet, along with CAPP 40-4, “Transition Guide: A Workbook for Incoming Wing 
Commanders” will help outgoing wing commanders arrange for a smooth handoff to their 
successor.   

OVERVIEW  

Your term as the wing commander is coming to an end.  The Change of Command can bring both 
a sense of relief as responsibilities are reassigned, but also frustration as a highly rewarding 
experience ends.   
 
Transition stress can occur for the outbound officer.  Experiences after the change of command 
are individual, but prior commanders may experience a new dynamic with long time CAP 
partners, a suddenly wide-open personal schedule, or a spouse or partner that suddenly has you 
around all the time.   
 
Further, as a senior officer once said, “The outgoing commander doesn’t realize how threatening 
it is to have the prior commander hanging around.”  Planning for a clean break from your former 
staff and responsibilities and giving your successor plenty of room to find his or her own way will 
be critical.    
 
This time of transition can be fast-paced and stressful.  So, how do you ensure the transition goes 
smoothly?   
 

SIX MONTHS OUT 

Approximately 6 months from the end of your tour, the Region Commander will reach out to talk 
about a timeline for transition.  While this timeline may seem long, it needs to accommodate the 
notification to CAP/CC and DP, publishing of the vacancy announcements, reviewing candidate 
backgrounds, conducting face to face interviews, working with Region to develop a change of 
command ceremony, announcing of the new commander, and many other details.   
 
Use that call from the Region Commander to set your own personal timer and initiate planning 
for your personal transition.     
 

 Are there officers on your staff or in the wing that you think should apply to be the next 
wing commander?  Have you talked to them about that opportunity and how to apply?  
Do they need extra effort in the last few months to make sure they meet all the 
requirements? 
 

 Communicating your rotation MUST be accomplished with the Region commander.  If you 
are completing a full term, the wing will not be surprised.  However, if an emergency, a 
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promotion, or some unusual situation has developed, working on messaging in sync with 
the Region commander is critical. 

 
 What projects and activities can you complete or finish over the next 6 months?  

 
 What projects and activities can’t be completed or finished in the next 6 months?  What 

will you do with those? 
 

 Are there projects you want to start that you should perhaps let the new commander 
determine the need? 
  

 What staff changes need to be halted or hurried, depending on circumstances?  Many 
new commanders select new leaders; do you need a replacement now or just encourage 
an incumbent to stay for a few more months?   
 

 Who will serve as the wing’s Change of Command Ceremony project team?  Is that 
ceremony accounted for in the wing’s budget?  (see CAPP 3, “Guide to CAP Protocol”) 
 

 Is there vacation time you need to set aside for you or your family immediately preceding 
or following the Change of Command?    

 
 What would you like to do after you are a commander?  Some former commanders have 

roles they have already developed with Region or NHQ, others choose to move to a 
squadron, and others take leave for a period.  Note, only if the inbound commander 
initiates a conversation about keeping you, should you plan to continue in a wing role.  
What seems like a casual, “I’m happy to help out in XX.” is too easily misunderstood or 
pressure felt when the new commander would like to take a different approach.  The new 
commander needs space to command.    

 

THE COMMAND SELECTION PROCESS 

The Region vice commander will normally direct the recruitment and selection process for the 
new wing commander.  The process is usually very confidential, and so you will not get much 
information or updates from the announcement until about the week before the interviews. 
 
During this time, your role is to  
 

 ensure the vacancy announcement is widely distributed,  
 encourage otherwise qualified officers to consider applying,  
 provide the panel information on the challenges and successes of the wing, and  
 avoid any appearance of influencing the application or selection process. 
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The Region’s procedure is to get input from the current commander and prior commanders on 
the candidates, as well as developing an understanding of the wing’s current challenges.  
Sometimes this event is in a social setting, such as a dinner, and other times conducted by phone 
or teleconference.   
 
A good commander will have a planned successor that has been appropriately trained and 
qualified, and at least one other officer that might be ready in a pinch.  A poor commander 
attempts to influence the selection process, demands their own candidate is selected, or 
encourages individuals not to apply.  
 
Sometimes the “obvious choice” is not selected, and a different officer is selected.  This can leave 
a wing commander feeling frustrated or disappointed; some even feel a sense of failure.  Please 
put these thoughts away.  Many different factors go into the command selection process, and by 
having identified potential candidates the outgoing commander has met their responsibility.   

 

ONCE THE ANNOUNCEMENT IS MADE 

Once the announcement is made, it is your responsibility to reach out to the new commander, 
and make sure they have everything they need to successfully transition into command. 
 
There are many tasks that will need to be accomplished during the transition.  Here is a list of 
actions you should take.  In addition, encourage the incoming commander to review CAPP 40-4, 
“Transition Guide for Wing Commanders.” 
 
- Administrative tasks 

 Immediately email and call the inbound commander to congratulate them.   
 Immediately transfer inbound commander to Wing HQ unit XX001. 
 Appoint inbound as a wing vice commander if not already accomplished. 
 Assign them a wing email address. 
 eServices – ensure the incoming commander has all the access and rights needed during 

the transition period. 
 Provided lists of the members of awards, promotion and membership boards. 
 Provide passwords to all wing webpages and file storage areas. 
 Add to all wing email groups which should include the commander. 
 Request they provide a bio to update the wing webpage when the change occurs.     

- Commander Resources  
 Set a date to clear your office at Wing HQ and any storage areas and cabinets that have 

personal items. 
 Make available keys, combinations to locks, etc for stand-alone facilities or storage areas. 
 Set a date for transition for the command vehicle.  If you don't have a dedicated one, ask 

the inbound what they prefer. 
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 Make sure they have a laptop and plan when you will turn yours in.   
 Hand off any radios you have as Commander in coordination with LG/DC. 

- Logistics:  provide a list of open Reports of Survey 
- ES:  provide a copy of the Wing Training plan for this year. 
- Ops:  Provide an aircraft maintenance status print out. 
- Comm 

 Provide the repeater map/listing. 
 Provide a Call Sign listing. 
 Provide a list of open Reports of Survey. 

- Finance 
 Arrange a meeting between the incoming commander and the Wing Administrator to 

understand duties and responsibilities.  NHQ/HR will conduct a more formal discussion 
after the change of command.   

 Obtain a credit card for the incoming commander. 
 Provide a list of wing credit card holders.   
 Provide a list of current Finance Committee members 
 Provide a copy of last month’s finance reports.   
 Provide a copy of Finance Committee minutes from the last year of meetings 
 Execute any bank signature card updates required 

- Governmental and Legislative Affairs 
 Provided a history and status of state appropriation 
 Provide a copy of the state MOU 

- Unfavorable Information Issues 
 Highlight any challenging personnel issues 
 Brief discussion of any pending investigations 
 Briefly discuss any recent CPPT issues 
 Highlight any outstanding safety or pilot suspension events 

 

CHANGE OF COMMAND CEREMONY 

Protocol is a word used to describe all the tools and procedures we use to respect other 
members’ rank, accomplishments, and dignity.  Change of Command ceremonies can be very 
stressful, with many high-ranking officers coming together from all over the Region or even the 
nation.  Working smoothly with the Region will ensure tempers don’t get frayed and everyone 
has a positive experience.   
 
Who is responsible for the change of command ceremony? 
The presiding officer at a wing change of command ceremony is the Region commander.  It is the 
Region commander’s ceremony, not the wing commander’s ceremony.    The Region vice 
commander and the Region command NCO will work with the wing to make ceremony 
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arrangements, review and approve the scripts and program, and coordinate on seating and 
parking charts.   
 
What is the focus of the change of command ceremony? 
The focus of the change of command ceremony is the incoming commander. Except for the 
decoration presentation and announcement of permanent promotion to colonel, if that is 
authorized, the focus is on the incoming commander.   
 
Who speaks at the change of command ceremony? 
The main speakers at a change of command ceremony are the Region commander and the 
inbound wing commander.   
 
What are the outgoing wing commander’s responsibilities for the Change of Command 
ceremony? 
The outgoing wing commander needs to: 

 Find an experienced project officer that can work with Region and the incoming 
commander. 

 Work with the Region and the incoming commander to select a location for the 
ceremony. 

 Ensure that sufficient funds are identified in the wing’s budget for a reception or similar 
social event to honor the incoming commander. 

 Be supportive!  
 
When does the outgoing commander get recognized? 
The outgoing commander will receive their decoration at the change of command ceremony.   
 
Recognition from staff members, unit commanders in the wing, or similar presentations for the 
outgoing commander need to occur at a function or time separate from the change of command 
ceremony.  There are several options for this including having a formal or informal dinner 
separate from the change of command; the outgoing commander can record a speech for 
distribution to the wing; if at a conference, presentations to the outgoing commander can be 
made at the opening session while the change of command is held at the dinner; finally, some 
commander like to have a “fini flight” to mark the end of their service.   
 
Where can we find scripts or program templates to help? 
The Region vice commander and command NCO will help with these responsibilities.   
 

MAKING THE TRANSITION 

You need to be away from wing headquarters and off everyone’s radar for a while after the 
change of command.   
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Keep this phrase in mind, “Former commanders always underestimate the threat they are to the 
current commander.” It is your responsibility to say, "I'm going to get out of your way for 3-6 
months, and then let me know how I can help."  It’s not appropriate for the outgoing wing 
commander to hang out at wing headquarters and work on projects.  The opportunity to 
misunderstand conversations, or accidently intervene in new projects, will hamper the smooth 
transition and subsequent operations of the wing.   
 
Sometimes it can be challenging to find the right next volunteer opportunity.  If you have an 
interest in working at Region staff, notify the region commander who can help find a good fit.  
Many former wing commanders return to a local squadron bring their expertise to the unit level.   
 
If you would like to take a break from CAP, or if a good next match is not immediately evident, 
there are other options for engaging in the Total Force.  Some ideas include volunteering to lead 
or support a National or Regional special activity, getting involved in your local Air Force 
Association chapter who always need support or consider applying for a National volunteer 
position.   
 

CLOSURE 

Transition can be difficult, both personally and professionally.  Personally, be deliberate about 
identifying what will change in your life and how you will adjust to free time, lack of responsibility, 
and a quiet cell phone and email inbox!  Professionally, focus on helping your staff transition to 
a new commander, work through the checklist items above, and do all you can to make sure the 
new commander will carry on the success you had while commanding the wing.   
 


