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AFLOAT PERSONNEL MANAGEMENT CENTER INSTRUCTION 12451.4  

Subj:  CRITICAL RATING RECRUITMENT REFERRAL BONUS PROGRAM 

Ref:   (a) COMSCINST 12451.4

          (b) Office of Personnel Management (OPM) Workforce Performance Newsletter

          (c) Part 451 of Title 5, Code of Federal Regulations

Encl:  (1) MSC Employee Referral Form

          (2) MSC Form 12451/3, Award Nomination for Ashore Civilian Personnel

          (3) MSC Form 12451/4, Award Nomination for Afloat Civilian Personnel

1. Purpose.  To establish and implement an effective, seamless Critical Rating Recruitment  

Referral Bonus Program consistent with references (a), (b) and (c) that provides incentives to current employees, shore-side and afloat who assist in bringing new critical rated Civil Service Mariner (CIVMAR) personnel onto the employment rolls in support of Afloat Personnel Management Center (APMC) CIVMAR recruitment initiatives.  This revised instruction places emphasis on the applicant to identify the current marine/shore-side employee that recommended him or her for employment with MSC by completing a referral form included in the marine application package. 

2.  Background. In accordance with references (b) and (c), the APMC is implementing the use of referral bonuses under the incentive awards authority to provide incentives to employees who refer, recommend, or recruit individuals for CIVMAR employment into critical rated positions.

Recruiting prospect data indicates that our existing workforce refers a significant number of new hires. Agency employee referrals is one of the most cost-effective recruitment advertising medians available that rewards the existing mariner and/or MSC shore-side employee with a cash incentive.

3. Cancellation.  APMC NOTICE 12451 29 January 2002.

4. Eligibility.  Current Military Sealift Command (MSC) employees afloat and ashore are 

eligible to receive this award with exception of the following: 

a. Any employee involved in evaluation and selection of a particular candidate for a marine 

position. 

b. Military personnel, as there are no provisions in the law, regulation, DOD or Navy policy 

to permit inclusion.
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c.  Personnel employed in the Recruitment Division, Qualification and Rating  (Q&R) Division or involved in the Marine/New Hire application processing functions, including CIVMAR Marine Recruitment Assistants (MRA). This includes any employee acting in an official capacity as a recruiter or during command recruitment efforts/events. 

5.  Referral Bonus Award Types, Amounts and Requirements/Criteria.  A special act award of $1,000 (Paid in two increments - $500 when new hire is brought on the roles, $500 after 6 months of service as a mariner) is authorized for any MSC employee who refers, recommends or recruits an individual that is subsequently appointed/hired to any current critical CIVMAR rating/position.  Information on positions categorized as critical are published to the fleet and MSC staff on the MSC website a www.sealiftcommand.com.   

6.   Procedures.  Applicants applying for a critical marine position have the opportunity to identify who referred them for employment through use of enclosure (1), Critical Rating Recruitment Referral Bonus Form, which is included in the marine application package. This form must be submitted by the applicant with the application package when applying for marine employment with MSC. Failure to do so will result in denial of recruitment referral bonus. All application packages are processed by our support contractor with referral forms being processed and tracked through this point of receipt. 

7.  Responsibility 

a. APMC Recruitment Division will update and post critical ratings for which this bonus is 

being offered on the MSC website. Periodic updates occur and are sent to the fleet and Area Commanders via email as critical ratings are added or removed from this list.  The Recruiting Division will provide guidance to Ship Pursers, Customer Support Units, and Area Commanders regarding this referral program and to provide marketing information to support its promotion.  

b. Ships PURSER is designated as point of contact to maintain updated instruction, provide                               

referral bonus guidance onboard CIVMAR manned vessels and promote this referral program.  The PURSER will communicate as needed with the Recruiting Division regarding recruitment referral program initiatives and updates. 

c. MSC HQ N13 will serve as the Headquarters Point of Contact (POC) to promote this

 referral program. N13 will communicate as needed with the Recruiting Division regarding recruitment referral program initiatives and updates. 

d. The Area Commanders will designate a point of contact to promote this referral program.
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The Area Commander will also coordinate with the respective Liaison Officers and cognizant Offices, Representatives, and detachments. This POC will communicate as needed with the Recruiting Division regarding recruitment referral program initiatives and updates. 

e. The APMC Q&R Division will determine if MSC employees are entitled to a referral 

bonus based on accessions reporting to APMC as a critical rating.  The newly appointed CIVMAR will be required to validate the referral information during New Employee Orientation.  Once entitlement is determined, the Q&R coordinator will prepare the appropriate awards nomination form, enclosure (2) or (3) as appropriate, and route for approval and processing. 

8.  APMC Employee/Labor Relations Division will process the award nominations for 

afloat employees.  APMC Administrative Support Staff will process shore-side award submissions and submit to the servicing Human Resources Servicing Center (HRSC) for MSC shore-side employees.  The processing of awards for non-APMC employees, i.e. shore-side personnel attached to COMSC Headquarters and Area Commands will require coordination with the award recipient’s respective organizational entity and servicing HRSC.   

                                                                                /s/

PHYLLIS B. SPANO

Director
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