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Non-CAP passenger request approvals are governed by AFI 10-2701 para. 2.5.4.  “Non-CAP passengers or are authorized when essential to the mission and will be approved by the mission approval authority prior to flying the AFAM.  The risk of assuming federal liability will be weighed against the benefits gained in making a determination to approve the request.  Names of non-CAP passengers requesting to fly on operational missions should be submitted not later than 48 hours prior to take off and at least five (5) days prior to takeoff for training missions.  This allows for a reasonable time frame to obtain approval from the approval authority. Exceptions will be allowed for critical missions, life threatening or other compelling priorities. The passenger approval is still considered valid if passenger name changes as long as the requesting agency (DOD, FEMA, USFS, etc.), number of individuals, and mission purpose remain the same as the original request. Passenger requests from DVs (O-6 equivalent or above) should be sent to the mission approval authority detailing the purpose of the passenger request and any required special handling.” 
The approval authority for training, ferry, orientation, maintenance, and Chaplain missions is the CAP-USAF/CC.  For other missions the approval authority will typically be either 1 AF/CC or AFRCC.
Please refer to HQ CAP-USAF memo dated 2 March 2016 for further guidance regarding non-CAP passenger approvals where CAP-USAF is the approval authority.  However, to summarize…
· Requests require 5 working days to coordinate.  Less lead time MAY be accommodated, but should not be expected
· Upload to WMIRS under Mission Files for the mission a document including
· Name, Rank, and the agency the individual is associated with
· Mission Symbol and Flight Profile
· Name of Requesting Agency
· Justification/purpose for the non-CAP passenger on the mission 
· WMIRS mission number
· Number of sorties requested
For 1 AF/CC or AFRCC approved missions, adhere to the 48 hour requirement to help ensure approval.  Work closely with the NOC if needed.

Finally, Congressional transportation and ride along requests have additional requirements which are governed by DOD Directive 4515.12, Department of Defense Support for Travel of Members and Employees of Congress.  If this is a factor, begin the coordination as soon as you are aware of the request.
