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APMC INSTRUCTION 5300.1A

Subj:  CREW AND PASSENGER LIST PRIOR TO SHIPS DEPARTURE  

Ref:   (a) CFR.46 Subpart E 

Encl:  (1) Sample Crew List

1. Purpose.  To establish procedures for reporting crew members assigned to all

Military Sealift Command (MSC) ships manned by civil service mariners (CIVMARs) at any given time.  In accordance with reference (a), the Master of the ship must prepare a crew and passenger list prior to departure and must make list available to the Coast Guard upon request or prior to departing on a voyage.  The Master must also keep a correct list of the names of CIVMARs that embark and disembark from the vessel and furnish to the Afloat Personnel Management Center (APMC). 

2.  Cancellation.  APMCINST 5300.1  

3.  Background.  The crew list is required to verify crew members and passengers on board ship in case of an emergency.  The crew list is also being utilized by the APMC staff to verify dates of shipboard assignments to ensure that Civilian Mariner’s (CIVMAR) paperwork in the Official Personnel Folder (OPF) reflects correct dates of assignments on and off ship. 

4.  Policy.  Masters will ensure that crew list is forwarded to the APMC by the 3rd working day of each month.  Crew lists will contain the following information:

(a) Name



(d) Social Security Number

(b) Position Code


(e) Life Boat Ticket

(c) Position Title                                (f)  Entrance on Duty

5. Methods of transmission.  

a. E-Mail to MSCAPMCPERSACT.APMC16.  The subject line of your e-mail message must read as follows, " FOUO CREW AND PASSENGER LIST PRIOR TO SHIPS DEPARTURE ". 

b. Crew list may be faxed to DSN 537-4233 or Commercial (757)-417-4233.  When this mode is used the following statement must be placed at the very beginning of your fax: 

FOR OFFICIAL USE ONLY- this transmission contains material covered by the Privacy Act of 1974 and should be viewed only by personnel having an official "Need To Know".  If you are not the intended recipient, be aware that any disclosure, copying, distribution or use of the content of this information is prohibited.  If you have received this communication in error, please notify originator immediately by e-mail and destroy the transmission. 
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c. When the above are not available mail Crew List to: 

AFLOAT PERSONNEL MANAGEMENT CENTER 

     ATTN:  MGMT INFO TECH DIVISION

     P O BOX 120

     VIRGINIA BEACH VA 23458-0120 

6.  Distribution.  The Management Information Technology Division, APMC-16, will provide copies of crew lists to other departments as necessary.

7.  Retention.  Copies of crew lists will be maintained by APMC-16.  Retention period will be one year.  







     /s/   

                                                                     Phyllis B. Spano

Distribution:

All Masters (civil service manned ships)

Copy to:

COMSC (N1)

Area Commanders

CSU East and West

APMC Departments
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(SAMPLE)

FOR OFFICIAL USE ONLY-PRIVACY PROTECTED

                                                                                                                       AS OF:  22 FEB 1999

CERTIFIED CREW LIST

POSITION/NAME                      
SSN                   
LBT           
EOD

101 MASTER  (1)

Doe, John                                 
999-99-9999            
Y
        
11/15/98

Information on Civilian Mariners (CIVMARs) attached to each department may be submitted in alphabetical order under their respective department headings, or by position number.

DECK DEPARTMENT

ENGINE DEPARTMENT

PURSER DEPARTMENT

SUPPLY DEPARTMENT

MEDICAL DEPARTMENT

FOR OFFICIAL USE ONLY-PRIVACY PROTECTED   

                                                                                                                                    Enclosure (1)

