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Chapter 1 – Introduction 
1. This guide is intended for all Civil Service Mariners (CIVMARs) and evaluators, 

afloat leadership/supervisors and Masters, and ashore senior personnel, including Port 

Officers. 

2. Military Sealift Command (MSC) has created an improved evaluation program for 

CIVMARs.  The new program, Mariner Advancement Program (MAP), was 

implemented in October 2009.  MAP processes evaluations electronically, making 

hard copies a thing of the past.  The previous evaluation form, MSC Form 12330/4, 

and associated evaluation forms will no longer be used. 

3. Providing employee evaluations is a basic personnel management and leadership 

function.  It is important for both the supervisor and employee to capture the relevant 

aspects of an employee’s performance.  The evaluation provides the employee: 

 Feedback on their work quality; 

 Feedback on their overall work performance; 

 Feedback on their work behavior; 

 Feedback on strengths and weaknesses; 

 An opportunity to gain insights into the supervisor's perceptions of work 

performance; 

 An opportunity to become aware of the supervisor's concerns; 

 An opportunity to learn what the supervisor views as important to be successful at 

the company; and 

 An opportunity to learn how to improve and enhance performance. 

4.  Employee evaluations provide supervisors the opportunity to: 

 Provide feedback to employees; 

 Critique employees' work performance; 

 Recognize employees' achievements and accomplishments; 

 Recognize contributions employees have made to the company; 

 Recognize measurable progress or improvements made in employees' 

performance; 

 Identify employees' work strengths and weaknesses; and 

 Provide employees with guidance and suggestions for improvement. 

5. The evaluations enable ashore staff to: 

 Identify basic training needs. 

 Provide insight to employees on probation. 
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 Assist in the promotion process.  Evaluations are necessary for promotion review.  

Even if an employee is disinterested in promotion at the time an evaluation is 

created, there may come a time when the employee is ready for promotion 

consideration.  Documented evaluations will be crucial. 

 There are other selection processes where employee evaluation information is 

valuable, such as selection for Port Officer, Royal Fleet Auxiliary Exchange 

Program, Naval War College, selection for new construction, returning ship 

assignments, and advanced training. 

6. New Features: 

 MAP evaluations are position specific. 

 The MAP evaluation contains four skill areas:  technical, organizational, general, 

and potential.  Each skill area is populated by skill attributes specific to the 

position being rated.  There are a varying number of attributes per skill area, 

depending on the billet. 

 It is a five point rating scale appraisal.  Ratings are:  5-exceptional, 4-outstanding, 

3-excellent, 2-good and 1-unsatisfactory.  Each pertinent skill attribute will be 

rated.  If a skill attribute is not relevant, it will be left blank and will not count 

against the average for that skill area. 

 One evaluation process for everyone, top to bottom, across all departments and 

the entire fleet.  As a person moves through their career, their earliest evaluation 

will form a continuous record. 

 The process is electronic.  The “official” record is electronically signed and held 

within MSC’s database ashore.  Printed copies of MAP evaluations are not 

official documents in the new system and will not be accepted as such. 

 The supervisor’s comment section allows for 2,500 characters.  Space is limited 

as the skill attributes section will capture the bulk of the pertinent data. 

 CIVMARs will also have a field for comments (1,200 characters) in which to 

address any concerns, etc.  No attachments are required or accepted. 

 There will no longer be outside reviewers/approvers of the evaluation.  Only the 

CIVMAR and supervisor/Department Head have input and sign (electronically) 

the evaluation.  Once digitally signed, the evaluation is locked and cannot be 

changed. 

o To deliver, acknowledge receipt of or submit an evaluation, you will need: 

 A workstation with a CAC reader 

 Adobe Reader software 

 A valid CAC 

 Your PIN. 

 Evaluation data will be reviewed as raw data and normalized (normalization will 

be discussed in detail in Chapter 2).  In this way, no one will benefit or suffer by 

being evaluated by someone considered an easy or hard appraiser. 
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7. Who evaluates whom? 

 The Evaluation Review Board (ERB) consisting of Port Captains and Class 

Managers evaluates the Masters and Officers in Charge (OICs). 

 USS OICs are evaluated with Commanding Officer Inputs. 

 The Masters evaluate the Department Heads, including the Chief Engineers. 

 The Department Heads evaluate the CIVMARs under their purview. 

8. There are four events which will trigger an evaluation.  For all but special, the 

CIVMAR and supervisor must have a minimum of 30 days mutual service. 

 Detachment of the CIVMAR. 

 Detachment of the supervisor. 

 Annual (in all cases, not less than once per year). 

 Special (as determined by the CIVMAR or supervisor, i.e., evaluation board, 

training, exceptionally good or bad act/performance, etc.). 

9. If you experience problems while working in MAP, or would like to provide 

suggestions on improving this product, please contact your Ship’s Communications 

Officer (SCO).  The SCO will pass all comments on to the MAP Project Manager 

ashore. 
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Chapter 2 – Evaluator’s Guidance 
1. Evaluators should respect the security, dignity and self-worth of the mariner.  

Evaluators should ensure informed consent from those involved in the evaluation as 

well as ensuring confidentiality of the evaluation.  Evaluators are ethically required to 

respect the customs and beliefs of those who are impacted by the evaluation.  

Evaluations are to be based on the period of the evaluation period.  Evaluations are to 

be kept in a location that is not accessible to persons without the need to view it. 

2. As a matter of principle, all of the processes that constitute a CIVMAR’s performance 

are intended to produce excellent results.  An employee who meets expectations, 

sustains an effective organization and/or individual effort, and satisfies all 

requirements deserves a rating of “Excellent/3.”  This is the default starting point for 

CIVMAR evaluations and changes up or down will be based on results or behaviors 

that provide a rationale for that specific skill attribute.  Certainly there is an element 

of subjectivity involved.  It is expected that CIVMARs who have risen to a position 

where they are evaluating subordinates will have developed and demonstrated good 

and reliable judgment. 

3. Evaluators need to maintain a sense of where their average ratings fall.  Evaluator 

averages will be developed and used as a normalization tool.  The result will be that if 

an Evaluator allows his/her average ratings to creep too high, they will be unable to 

distinguish (break out) the truly exceptional performers. 

 The Rating normalization process: 

In preparing for an evaluation board, the Marine Employment Division (N121) 

will run the MAP Normalization Report.  The same report will be produced for 

each applicant.  Each report will consist of all evaluations for the applicant (most 

recent on top) and a summary cover sheet.  The summary cover sheet will provide 

a statistical analysis of all evaluations in summary format.  With one evaluation 

per line, each line will look like this: 

Ship Pos From To Tec Org Gen Ovl Pot N 

Apache 103 11/08 04/09 1.05 1.02 0.98 1.10 1.20 8 

 

N = the number of evaluations, for this position, submitted by the associated 

Evaluator.  It is shown so evaluation board members will know the sample size 

used in normalizing. 
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This outcome determines the Evaluator’s ability to break out the occasional truly 

exceptional performer.  For example: 5.0/3.2 yields a normalized score of 1.56.  

5.0/4.8 yields a normalized score of 1.04. 

4. Comments Field.  You have 2500 spaces for Evaluator’s comments.  Input should be 

positive and constructively identify strengths and areas for improvement.  The 

following advice will help you provide the most valuable information in this space: 

 Written comments are intended to document unusual, unexpected, and 

distinctly different achievement and behaviors. 

 Written comments are neither needed nor desired if all they do is reiterate 

achievement and/or behaviors documented by skill attribute ratings. 

 The MAP template may not reflect a new ship acquisition and the ship name 

selected should be “Other, Non-MSC”.  Include the ship’s name in the comments 

area. 

 The CIVMAR’s name, sailing position, and the ship are documented at the top of 

the evaluation; do not needlessly repeat this: 

Instead of: “Engine Utilityman William X. Smith personally fixed a broken 

lid closer during this tour aboard USNS REALLY LONG NAME”. 

Use: “Demonstrated exceptional expertise and personally fixed a broken lid 

closer.” 

 Keep the comments readable, but squeeze out excess “air”.  Leaving blank lines 

between sentences or paragraphs is a waste of valuable space.  Bullets can be used 

but do not put any character in front of a bullet. 

 Written comments should be in short links of detailed information, linked when 

appropriate to specific skill attributes, and: 

o Emphasize nouns and verbs (tangibles) 

o Use adverbs and adjectives (modifiers) sparingly. 

 Boilerplating (re-using) written comments should never be practiced. 

Formula Variables Results 

Z = X/Y X = the rating you assigned on this 

evaluation. 

Y = your average rating on this skill, 

for this position. 

Z = normalized rating. 

If Z = 1.00, exactly average 

 

If Z < 1.00, below your average 

 

If Z > 1.00, above your average 

Example 1 

This evaluation rating: 

Evaluator’s average: 

Normalized 

4.5 

3.0 

1.5= 4.5/3.0 (well above average) 

Example 2 

This evaluation rating: 

Evaluator’s average: 

Normalized: 

4.5 

4.8 

0.94 = 4.5/4.8 (slightly below average)  
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 Spell out acronyms when possible.  DO NOT include any information regarding 

Classified Information. 

 Written comments may be used to document the CIVMAR’s specific contribution 

to the success of the ship.  Comments should not be used to document the 

successes or accomplishments of the ship without identifying the CIVMAR’s 

individual contribution. 

 Do NOT use this area to identify training or disciplinary recommendations.  

Training or disciplinary items should be sent to the Master for appropriate action. 

If the advice above is applied to writing comments, a substantial amount of valuable 

information can be presented.  A greater volume of words will not be as effective in 

conveying the point as a sparser, punchier approach. 

Note: It is not the function of the Evaluator to create a favorable (or unfavorable) 

impression of the CIVMAR.  The obligation of the Evaluator is to effectively 

document the CIVMAR’s achievements and behaviors in an objective, thorough, 

and timely manner.  An excessive sense of “salesmanship” may diminish the 

impact of the evaluation. 
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Chapter 3 – Creating an Evaluation 
1. Masters will prepare evaluations for all Department Heads, and Department Heads 

will prepare evaluations for all CIVMARs under their supervision.  All supervisors 

have a responsibility to mentor their employees throughout the rating period.  When 

done properly, no evaluation should come as a surprise to the CIVMAR.  Department 

Heads may delegate the responsibility as the evaluator to their most senior personnel.  

Evaluations are to be signed by either of the following: 

 Master 

 Department Head 

 First Officer 

 First Assistant Engineer. 

2. Masters will seek and consider all sources of information to provide a well-rounded 

picture of the Department Head’s contribution.  Input should be solicited from ashore 

(Class Managers, etc.) for consideration when writing a Department Head’s 

evaluation. 

3. If the Master anticipates delivering a Department Head evaluation that may be 

controversial, it is imperative to discuss this with the MSC N12 Deputy Director early 

in the process to ensure MSC leadership is aware. 

Note: To deliver, acknowledge receipt of, or submit an evaluation you will need: 

 A workstation with a CAC reader 

 Adobe Reader software 

 A valid CAC 

 Your PIN 

 All evaluation information is For Official Use Only. Any correspondence, 

including email, containing MAP information must be prefaced with the 

statement: 

(FOUO-PA) 

 

FOR OFFICIAL USE ONLY — INFORMATION IN THIS 

TRANSMISSION IS PRIVACY SENSITIVE — ANY MISUSE OR 

UNAUTHORIZED DISCLOSURE MAY RESULT IN CIVIL AND/OR 

CRIMINAL PENALTIES. 
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Creating Folders in “My Documents” 

Prior to beginning any evaluation, the supervisor must create folders on their computer.  

These folders are to be placed in an area that is not accessible by all personnel. 

1. Go to “My Computer” and proceed to your “My Documents” folder. 

2. You will need to create a new folder in “My Documents.”  The folder will be named: 

“My MAP Evals”. 

a. To create a new folder, click on File, New and Folder. 

b. A new folder will appear on your window.  Type in the folder name “My MAP 

Evals.”  To type in a new name, click in the folder “title field” and begin typing. 

 

The folder will be used to hold all the evaluations you create while in your current 

supervisory position. 

Creating a PDF Evaluation from Template (by Position) 

1. Navigate to the LAN drive and double-click on the MAP Evaluation folder to open 

it. 

2. Open your Department folder and the Current Crewlist folder.  Additional 

information may be found in the “MAP Guides and Instruction” folder. 

Note: You will have access to: Your Department’s Templates Folder, “Current 

Crewlist,” and “MAP Guides and Instruction” folders only.  All Department 

Heads will only have access to their respective Departments.  The folders are 

Read Only. 

3. Open the billet-specific file you need to work in.  Do not double click on the file.  

Right click on the file and choose Open with Adobe Reader. 

CIVMAR can only be evaluated on approved sailing rate.  Approval is granted by 

CIVMAR Placement. 

 

4. Assigning the Evaluation to a Specific CIVMAR: 

a. Open the “Current Crewlist folder.”  Use the information from the crew list to 

ensure the accuracy of: 

 The CIVMAR’s Name  

 EOD (Enter On Duty date) 

 Last four digits of the SSN 

b. Adobe Reader Settings Verification: 

 Prior to modifying the evaluation form, ensure that JavaScript is enabled by 

following the steps in Chapter 9, Technical Instructions. 
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c. Personal Information: 

 Type in the CIVMAR’s last name, first name, and middle initial.  DO NOT 

USE ANY SUFFIXES, such as, Jr., II, etc. 

 The ship field should already have your current ship selected.  If not, click on 

the drop down arrow and select the appropriate ship name. 

 Type in the last four digits of the CIVMAR’s SSN. 

 The evaluation period fields are drop down fields.  A calendar will open 

when you click in the field.  Use the left “arrow” button on the calendar to go 

back to previous months to the date when the evaluation period started.  In the 

“thru” field, open the calendar and use the right “arrow” button on the 

calendar to go forward to future months to select the correct ending date. 

(Note: You can enter dates in these areas – remember that you MUST use four digits 

for the year.) 

When using dates for the evaluation: 

o START DATE 

1.  Cannot be prior to when the CIVMAR began sailing in that position on 

that ship. 

Example: OS Jones EOD on 02-FEB-2011. 

An evaluation should not have a start date prior to 02-FEB-2011. 

Example: OS Jones was promoted on 15-JUN-2012 to AB. 

 An evaluation for OS would be start date: 02-FEB-2011 with 

ending date of 14-JUN-2012. 

 An evaluation for AB would have a start date of 15-JUN-2012 or 

later but not before. 

2. The date must be when both the Evaluator and the CIVMAR were aboard 

the ship. 

Example: OS Jones EOD on 02-FEB-2011.  First Officer Smith EOD on 

24-APR-2011. 

An evaluation for OS would have to have a start date on or after  

24-APR-2011 as 1st Officer Smith could not evaluate OS Jones prior to 

that date since he was not on board the ship. 

o END DATE: 

The ending date should be the date or near the date the CIVMAR or 

Supervisor detached.  This is also the date that should be used when 

naming the file. 
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Note: Notice the “0” after the evaluation period fields changes to the number of days 

covered by the evaluation once dates are applied. 

 

 d. Saving the Evaluation: It is important to name CIVMAR evaluation files 

properly.  The first reason is to prevent conflicts of filenames; where two files 

show up with the same name and one overwrites the other.  The second reason is 

to allow for locating and retrieving the original file quickly and easily, if 

necessary. 

 The file will be saved in your My Documents\My Map Evals folder, created 

in Step 1, above. 

 You must assign a name to the newly created evaluation using the format 

below: 

Naming convention:  Last name+First initial  underscore  Last 4 of SSN  

underscore  yyyymmdd of end date. 

An evaluation on Jay Jones, SSN XXX-XX-67091, ending on 01 May 2009 

would be named: 

JONESJ_6709_20090501 

Note: Once saved, the evaluation can be opened, edited and saved by the Evaluator as 

many times as necessary until the document is digitally signed. 

 

5. Completing the form: 

Note: If you have closed the evaluation, open it by double clicking on the file in your 

“My MAP Evals” folder.  You may open, close and edit the evaluation as often as 

                                                 
1 The example name and SSN depicted herein are fictitious. No association with any real person, etc., is 

intended or should be inferred. 
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necessary prior to the CIVMAR’s digital signing of the evaluation.  ALWAYS 

save with the original file name. 

 a. Reason for Evaluation:  Click on the appropriate radio button in the Reason for 

Evaluation field. 

 Definitions: 

o Detachment:  The employee is detaching. 

o Periodic:  Annual review.  Should NOT be more than 365 days. 

o Special:  Promotion board, training, exceptionally good or bad 

performance, less than 30 days, etc. 

o Supervisor Detachment:  The supervisor is detaching. 

 
 

 b. Ship Employment:  Click on the Ship Employment, View/Edit button.  The 

Ship Employment form will open. 

 

 
 

 Click the radio button(s) next to all selections that apply.  Once complete, 

click on the “Return to Cover Page” button. 

Note: The Ship Employment list is standard across all billets. 
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 c. Collateral Duties:  Click on the Collateral Duties, View/Edit button.  The 

Collateral Duties form will open. 

 
 

 Click the radio button next to all selections that apply.  Once complete, click 

on the Return to Cover Page button. 

Note: The Collateral Duties list is standard across all billets. 

d. Numerical Rating – 5 Point Scale:  This evaluation system is based on a five-

point assessment scale, each level identified by a numeric and descriptive value.  

A value of Unsatisfactory/1 is the lowest and a value of Exceptional/5 is the 

highest.  A description of what to consider when selecting a value is provided on 

the evaluation form.  An excerpt is shown below: 
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Adjective Numeric Meaning Description 

Exceptional 5 Flawless performance, no weaknesses and 

numerous widely recognized strengths.   

Rare 

Outstanding 4 No weaknesses, consistently performs noticeably 

above expectations. 

Occasional 

Excellent 3 Meets all expectations for the rating, a sound 

performer who upholds the standards of the 

profession. 

Normal 

Good 2 Generally acceptable performance, some 

weaknesses noted, occasional lapses of 

performance, but able to continue in current rating. 

Occasional  

Unsatisfactory 1 Performance that is notably lacking, requires 

unacceptable levels of supervision, plainly falls 

below expectations for the rating. 

Rare 

 

 Blank = not observed.  If there was not a chance to observe the CIVMAR’s 

performance of a specific skill attribute, then it should be left blank (which is 

equivalent to not observed).  Blank values will not affect the cumulative 

result. 

Note: Descriptions are provided only as an additional guide in selecting the appropriate 

value for a skill attribute. 

 A value of Excellent/3 indicates fully successful achievement in that skill 

attribute and is expected to be the most common value assigned.  All of our 

processes and standards are intended to produce excellent results and the 

majority of our CIVMARs are at that level.  So by definition, most of our 

CIVMARs are “excellent”.  CIVMARs are occasionally “outstanding” or 

“good”, and rarely are they “exceptional” or “unsatisfactory”. 

 To view the rating definition table, click on the “Rating Help” button. 
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 The Definition table for the five ratings appears. 

 
 

 e. Skill Areas.  The first three skill areas pertain to achievement in the current 

position: technical, organizational, and general. 

 Technical skills are those professional skills specifically associated with that 

rating and are the type of skills that the United States Coast Guard tests for on 

exams. 

 Organizational skills are related to the CIVMAR’s achievement as a member 

of an organization comprised of people, policies, and procedures; skills such 

as communications and leadership. 

 General skills are descriptive of the personal attributes the CIVMAR brings 

to the job, such as initiative, judgment, and reliability. 

Click on the Rate button at the end of the Technical skills row.  This will go directly to 

the Technical Skill Attributes page of the form. 
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 Click the down arrow next to the first skill attribute.  Select a numerical rating 

(1-5) for that particular attribute.  Continue this process until all skill attributes 

have been rated or intentionally left blank. 

Note: If you have no knowledge of the CIVMAR’s ability in a specific skill, leave the 

field blank.  Also notice that as you fill in the numerical fields, the Total field 

(average rating) in the top right hand corner of the form changes. 

 

 
 

 Once you have completed rating the Technical skills, scroll down to complete 

the other areas or click on the Return to Cover Page button. 

 

Follow the above steps to complete the Organizational Skill Attributes and the General 

Skill Attributes fields. 

 

Note: As you complete the different skill attributes forms and return to the cover page, 

your average ratings are automatically recorded in the appropriate rate field of the 

evaluation form. 

 

 f. Overall Rating field.  The overall rating is selected and entered directly by the 

Evaluator.  The overall score shall be no higher than the highest individual 

(technical/organizational/general) score and no lower than the lowest individual 

(technical/organizational/general) score. 

 Select the radio button corresponding with the overall rating you are giving.  

The rating you select must be within the ratings you gave.  For example:  if 

CIVMAR Doe received a 3.4 (Excellent) in Technical, a 3.1 (Excellent) in 

Organizational, and a 3.5 (Outstanding) in General, you may rate him as either 

Outstanding or Excellent.  You cannot select from any of the other choices as 

this CIVMAR’s numerical ratings did not place him in any of the other fields 

(Exceptional, Good or Unsatisfactory). 
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 g. Potential field.  The fourth skill area, Potential, is forward looking and attempts 

to assess how likely the candidate is to be successful in a more responsible and 

demanding position.  Potential skill attributes include things like 

licenses/documents, willingness to spend own time, expressed interest, and related 

experience. 

 Click on the Rate button at the end of the Potential row.  This will go directly 

to the Potential Skill Attributes page of the form. 

 
 

 Click the down arrow next to the first skill attribute.  Select a numerical rating 

(1-5) for that particular attribute.  Continue this process until all skill attributes 

have been rated or intentionally left blank. 

 Once you have completed rating the Potential skills, click on the Return to 

Cover Page button. 

 

 

 h. Advancement Recommendation. 

 Definitions: 

o Early (promote at the next possible opportunity) 

o Yes (qualified for promotion or special assignment) 

o No (not qualified or not recommended for promotion) 
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o N/A (terminal position). 

 Select the appropriate radio button (i.e., Early, Yes, No, Not Applicable). 

 

 
 

 i. Evaluator’s Comments.  Evaluator’s comments are intended to document 

unusual circumstances or noteworthy achievement.  A rating of “Exceptional/5” 

or “Unsatisfactory/1” must be supported by a succinct comment with a clear 

reference to the skill attribute.  Comments to reaffirm excellent achievement at 

a level that meets all expectations are encouraged as these comments do assist 

board members when reviewing applicants’ packages for potential 

promotions.  Try to avoid repeating the rating values in the comments section 

(i.e., avoid “Excellent navigation skills!” because this should have already been 

documented as a value of “3” (excellent) for the “navigation” skill attribute). 

Notes: (1) There are numerous valuable guides available online for reference on this 

topic. 

  (2) This field may hold up to 2,500 characters (including blank spaces). 

 Place your cursor in the Evaluator’s Comments field and type comments.  

(NO SPECIAL CHARACTERS IN FRONT OF BULLETS.) 

 

 
 

Note: The supervisor should be communicating up and down the chain of command 

before finalizing the evaluation, so there should be no surprises. 



Mariner Advancement Program  User Guide 

20 

Note: All CIVMAR supervisors who evaluate subordinate personnel are directed to 

maintain work files sufficient to reconstruct the inputs and thought processes 

behind the evaluation. 

As the evaluator, you can forward the evaluation by e-mail or provide a hard copy of the 

evaluation. 

 l. E-Mailing Evaluation to CIVMAR. 

 Open Microsoft Outlook and open a “New” email. 

 Address the email to the CIVMAR you are evaluating. 

 Subject line starts with FOUO.  

 Attach the evaluation to the email using one of the below options: 

o Click on the “Paperclip” on your toolbar.  Go to “My Documents/My 

Map Evals/CIVMAR file.”  Highlight the file and click Insert.  This will 

attach the file to the email; or 

o Drag and drop the file into the email, or 

o Copy and paste the file into the email. 

 Use the following text in the body of the email: 

“FOR OFFICIAL USE ONLY — INFORMATION IN THIS 

TRANSMISSION IS PRIVACY SENSITIVE — ANY MISUSE OR 

UNAUTHORIZED DISCLOSURE MAY RESULT IN CIVIL AND/OR 

CRIMINAL PENALTIES. 

Your evaluation is attached.  Please review the attached MAP evaluation.  

Please see me at a convenient time for both of us to sit down and discuss my 

assessment.  If you have comments, you may enter them and return the e-mail 

to me within 48 hours (or prior to paying off the ship).  BEFORE OPENING 

THE ATTACHMENT, PLEASE SEE the instructions in Chapter 4 of the 

User Guide.” 

 Click Send to forward the email to the CIVMAR. 

  



Mariner Advancement Program  User Guide 

21 

 

Chapter 4 - Civil Service Mariner 
Responsibilities 

Requirements: 

 A workstation with a CAC reader 

 Adobe Reader software 

 A valid CAC 

 Your PIN. 

1. CIVMAR may submit documents supporting their accomplishments during the rating 

period for the supervisor’s consideration. 

2. It is the CIVMAR’s responsibility to retain copies of the supporting documents for 

inclusion in any promotion board or selection proceedings. 

3. Receipt of Evaluator’s Email: 

 a. Open the email sent from your Evaluator. 

 b. Right click on the email address in the From line and select Copy. 

 c. Click on the Forward button on the toolbar (this will create a new email). 

 d. Right click in the To field of the new email and select Paste.  This will insert your 

Evaluator’s email address into the To line. 

 

 e. The return email is now set up for sending after you review your evaluation.  

Close the original email to avoid confusion. 

4. CIVMAR’s Input. 

 a. Reviewing/Commenting on the Electronic Evaluation. 

 Double-click on the attachment to open your evaluation. 

 

 Prior to modifying the evaluation form, ensure that JavaScript is enabled by 

following the steps in Chapter 9, Technical Instructions. 

 Review the evaluation.  You may enter comments, if desired, in the 

CIVMAR’s Comments field. 
 

 

 

Note: You are limited to 1,200 characters in this field.  This includes blank spaces.  In 

order to maximize the use of this space, do not use blank lines or additional 

spaces because they are included as characters even when blank.  All comments 

must fit in this area; additional documents are not accepted. 
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 You may retain a copy of the evaluation for your records by either printing or 

emailing to your personal email address. 

Note: The last four digits of the CIVMAR’s SSN, the Evaluator’s SSN, and the SSN in 

the filename will be displayed as “****” when the Evaluation form is printed. 

 b. Forwarding the Evaluation to the Evaluator. 

 If you have entered your comments or finished reviewing the evaluation, close 

the evaluation.  A dialogue box will pop-up asking if you want to save the 

evaluation.  Select Yes. 

 When you select Yes, the evaluation will close.  Click on the Send button.  

Your evaluation has now been returned to the Evaluator. 

Note: Should you refuse to sign, or fail to return your evaluation to your Supervisor in 

the time allotted, your Supervisor will annotate same, countersign in the 

CIVMAR signature field and forward to the Submitter. 

Finalizing the Evaluation 

 A workstation with a CAC reader 

 Adobe Reader software 

 A valid CAC 

 Your PIN. 

The Evaluator and CIVMAR will meet to discuss the evaluation. 

Evaluator: 

 Discuss the evaluation and make any changes if necessary.  Once complete, 

select the appropriate radio button (i.e., Discussed, Absent).  When you have 

completed comments, enter your last name, first name and last four of your 

SSN.  Digitally sign the evaluation. 

Note: CAC must be in the reader in order to digitally sign. 

Note: If your digital signature does not appear, click on the drop down list to find your 

name.  If your name still does not appear, click on the Active Client icon (on the 

bottom right of your screen – looks like a computer mouse); double click on the 

certificate folder to refresh.  Go back to the signature field and your name should 

be visible. 

 Signature of Evaluator.  ENSURE Java Script is enabled.  When the 

evaluation is complete, the Evaluator will type in their first and last name 

and last four SSN digits.  Digitally sign in the Evaluator field provided.  This 

process locks the evaluation so that only the “CIVMAR’s Comments” field is 

editable. 

 The status of the evaluation is tracked.  The Status will remain “DRAFT” until 

you have digitally signed. 

Once you have signed the evaluation, the status changes to Evaluator signed. 
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CIVMAR 

Enter your comments and review your comments. 

Note: You are limited to 1,200 characters in this field.  This includes blank spaces.  In 

order to maximize the use of this space, do not use blank lines or additional 

spaces because they are included as characters even when blank.  All comments 

must fit in this area; additional documents are not accepted. 

Digitally sign the evaluation. 

Note: CAC must be in the reader to digitally sign. 

Note: If your digital signature does not appear, click on the Sign As: drop down list to 

find your name.  If your name still does not appear, click on the Active Client 

icon (on the bottom right of your screen – looks like a computer mouse), then 

double click on the certificate folder to refresh.  Go back to the Signature field 

and your name should be visible. 

 

 
 

 

 

After the Evaluator and CIVMAR have digitally signed the evaluation, the Evaluator is to 

forward it to the Master or their designated person to have the evaluation submitted 

ashore. 
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Chapter 5 – Submitter Responsibilities 
Note: The Submitter will normally be the Master or OIC; however, that individual may 

designate a responsible individual (i.e., Purser) to handle this duty. 

Review of CIVMAR Evaluations 

Note: To deliver, acknowledge receipt of or submit an evaluation, you will need: 

 A workstation with a CAC reader 

 Adobe Reader software 

 A valid CAC 

 Your PIN 

1. The Evaluator will forward (email) the evaluation to the Submitter.  The Submitter must 

complete the review as soon as reasonably possible. 

 Evaluation is submitted by Department Head. 

 Document is digitally signed by CIVMAR or comment provided within MAP 

document stating why CIVMAR did not sign the evaluation. 

 Prior to digitally signing the form, ensure that JavaScript is enabled by following the 

steps in Chapter 9, Technical Instructions. 

 Prior to digitally signing the evaluation, the authorized submitter must ensure the file 

name is in the accepted format. 

o Open the file 

o Save As using the correct naming convention: 

 BROWNG_9999_20141225 

LAST NAME FIRST INITIAL UNDERSCORE LAST FOUR OF SSN 

UNDERSCORE YYYYMMDD 

 Delete the file with the incorrect file name. 

2. Once the review is complete, the Master (or designee) digitally signs as “Submitter” to 

enable the Submit Data Ashore button. 
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Note: After the Submitter has signed, if any signature is cleared, the evaluation form becomes 

invalid and the entire evaluation must be rewritten. 

 
 

 
 

 
 

3. Press the Submit Data Ashore button at the top of the evaluation form.  The action of 

selecting the Submit Data Ashore button launches a series of dialogue boxes: 

 a. The first informational pop-up enforces the requirement to have three completed 

signatures. 
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Note: Once selected, the warning that more than one site has accessed the document may pop-

up.  This is expected as the document has traveled from the Evaluator to the CIVMAR to 

the Submitter. 

 

4. Select Yes. 

Your “Sign Data” box will pop up; it should show ID Certificate.  If one of the other options is 

revealed, select ID Certificate from the drop down menu. 

5. Select the Sign button. 

Note: An informational box stating that the XML data signature was created successfully will 

appear. 

6. Select OK.  This opens an e-mail dialogue. 

7. Select Default Email Application and click on the Continue button.  This will cause an email 

to pop-up.  It will show the MAP data XML is attached.  It will also be addressed to the 

MSC_MAP_Inbox. 

8. Change the Subject line to LAST NAME First Initial UNDERSCORE YYYYMMDD (e.g., 

BatmanR_20130417 ) 

9. Press the Send button. 
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When you press the Send button, the email will be closed and sent.  The evaluation should now 

be archived. 

Archiving Evaluations 

1. The Submitter will archive the evaluation the PDF file containing the three digital signatures 

to the “MAP Submitter Archive” folder within the “MAP Evaluations” folder on the LAN 

drive. 

2. When the ship’s designated Submitter is relieved/departs the ship: 

a. Copy all archived evaluation PDFs to a CD. 

b. Label the CD with the following information: 

 Submitter Name 

 Evaluation Date Range 

 CD Creation Date 

 For Official Use Only. 

Ensure that the data did copy to the CD. 

c. Mail the CD to MSC N121, Military Sealift Command; 471 East C Street Bldg SP-64; 

Norfolk, VA 23511-2419  with the appropriate privacy warning label. 

d. Delete all archived evaluations from the MAP Submitter Archive folder. 

e. Reassign network folder permissions to the incoming Submitter. 

f. The Master must send an e-mail notification of "change of submitter" to the 

MSC_HR_MAP_INBOX@us.navy.mil and include incoming submitter’s e-mail address. 

Note: If the submitter has an unplanned detachment from the ship, i.e., NFFD, the Master 

and/or LAN Administrator will conduct the process regarding archived .pdf evaluations. 

Marine Employment Division (N121) Responsibilities 

1. N121 will notify ship when CD is received. 

2. N121 will archive CD as appropriate to the information contained. 
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