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APMC NOTICE 12330

Subj:
CIVILIAN MARINE (CIVMAR) PERSONNEL PROMOTION EVALUATIONS

Encl:
(1) CIVMAR Promotion Evaluations Rating Matrix


(2) CIVMAR Promotion Evaluation Forms Matrix

1.  Purpose.  To continue procedures for the CIVMAR Promotion Evaluation process, pursuant to all applicable directives.  This notice provides the CIVMAR Promotion Evaluations Rating Matrix, enclosure (1), and the Promotion Evaluation Forms Matrix outlined in enclosure (2).

2.  Cancellation contingency.  One year from date of issue.  

3.  Action.  

a. Enclosure (1) is to be followed for the processing/routing of evaluation forms and

supersedes the reporting/reviewing officials as stated on the forms listed in enclosure (2).  With the exception of Chief Engineers and Masters, the reviewing officials do not need to review the evaluation forms unless there is an overall rating of unsatisfactory or if one element is marked unsatisfactory.  Each addressee is responsible for ensuring that the evaluation form reaches the next level of review up to, and including the APMC Promotions Division.  Prior to being entered into the official file, all evaluations should be signed by the required parties including the employee.  Unsigned evaluations of less than satisfactory or adequate will not be entered into the official record unless signed by all parties.  If a CIVMAR refuses to sign for his/her evaluation, a notation stating such must be documented on the evaluation form prior to being entered into the official record.

b.  For Promotion Board purposes, employees may request an evaluation at any time,

provided they have completed 30 days of service with the Reporting Official.

c.  Upon detachment of any Reporting Official, special evaluations shall be completed on CIVMARS having 30 days or more service with that Reporting Official.  Service periods of less than 30 days need not be reported. 

d.  Evaluation cycles are as follows:

(1) East Coast
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Officers:  1 April and every six months

Unlicensed:  1 May and every six months

(2) West Coast 

Officers:  Upon detachment of Master, upon detachment of Department Head, upon

transfer/reassignment from ship, but not less frequently than every nine months.  

                  Unlicensed:  Upon detachment from ship, but not less frequently than every nine

months. 

4.  Forms.  Normally, the forms outlined in enclosure (2) are maintained on each ship.  For

additional forms, the point of contact is Ms. Joyce Sutton at (757) 417-4236 or DSN 537-4236 or via email at joyce.sutton@msceast.msc.navy.mil.

                                                                        

//s//                   

PHYLLIS B. SPANO

Director

Distribution:

SNDL: 

32KK (USS CORONADO only)

41E (APMC-00B, APMC-1, APMC-MP, APMC-8)

41C (NFAF-East and NFAF-West)

T-100C, T-100D, T-100H, T-100V, T-100W, T-100Y

T-107-1 (includes USNS RAINER and USNS BRIDGE) 

Training Centers (East/West)

Customer Support Units (CSU-East/West)

Copy to:

41A (COMSC N1) 

CIVMAR Support Center (CSC)   
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