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USCG INTEGRATED SUPPORT COMMAND PORTSMOUTH INSTRUCTION 12450.1I

Subj:  COAST GUARD INTEGRATED SUPPORT COMMAND “CIVILIAN OF THE QUARTER” AND ANNUAL “WILLIAM MILLIGAN” AWARDS

1.
PURPOSE.  To establish policy and procedures for selecting a Coast Guard Integrated Support Command “Civilian of the Quarter” award and the annual WILLIAM MILLIGAN award for outstanding performance.

2.
ACTION.  Division Officers, Branch Chiefs and Supervisors shall comply with the provisions of this instruction and make the contents available for review by all military and civilian personnel assigned to the Integrated Support Command (ISC) Portsmouth.

3.
DIRECTIVES AFFECTED.  INTSUPRTCOM PORTSVA INST 12450.1H is canceled.

4.
BACKGROUND.


a.
The WILLIAM MILLIGAN Award reflects the outstanding devotion to service by this civilian employee throughout his entire period of Federal Service.  Mr. Milligan’s dedication and untiring efforts brought great distinction upon himself and the government.  This award has been established as a lasting tribute to Mr. Milligan’s 48 years of service.


b.
Mr. Milligan’s career began with the Lighthouse Service in 1925 where he served as a Mess boy on the Tender Mayflower until 1940.  In July 1939, the consolidation of the Lighthouse Service and the Coast Guard took place and Mr. Milligan gained recognition as the only Lighthouse Service civilian employee to served afloat after this consolidation.  Mr. Milligan’s exemplary performance led him to promotions as Cook, where he served in that capacity on Diamond Shoals Lightship until December 1941, and later to positions as a Sandblaster and a Forklift Operator at Coast Guard Base Portsmouth.  Mr. Milligan was awarded a 45-year pin in 1970 for his service to that time.  He retired from Federal Service at Coast Guard Base Portsmouth on 31 May 1973, ending a very rewarding career.

5.
POLICY.


a.
To recognize the outstanding performance of our civilian employees each quarter, a Coast Guard civilian employee assigned to the Integrated Support Command will be selected as “Civilian of the Quarter”.


b.
To recognize outstanding performance throughout the year, a Coast Guard civilian employee assigned to the Integrated Support Command will be selected to receive the WILLIAM MILLIGAN Award.  The WILLIAM MILLIGAN Award will be awarded at the beginning of each fiscal year.  The four quarterly winners will automatically qualify as nominees for the annual WILLIAM MILLIGAN Award.  In addition to the four quarterly winners, Division Officers are encouraged to submit nominations recognizing other civilian employees who have performed in an outstanding manner throughout the year.


c.
Nominees for the quarterly and annual award should be persons who stand out not only in performance of duty, but in attitude, leadership, professional knowledge, initiative and human relations as well.


d.
The recipient of the Integrated Support Command “Civilian of the Quarter” award will receive official command recognition, an appropriate letter of recognition, a copy of which will be placed in the member’s official personnel record, and a Time Off Award of 8 hours.


e.  The recipient of the annual WILLIAM MILLIGAN Award will receive official command recognition, appropriate news releases, a letter of recognition, a copy of which will be placed in the member’s official personnel record, and a Time Off Award of 16 hours.


f.  The time Off Award SF-52 is completed and forwarded to the Command Staff Advisor for processing.  It may take 30 to 45 days for this Time Off Award to be reflected on the recipient’s Leave and Earning Statement.

6.
PROCEDURE.


a.
For the “Civilian of the Quarter” award, each Division Officer may nominate one or more civilian employees from their respective division.  Nominations should be submitted to the Executive Officer no later than the 15th day of December, March, June and September and should detail specific examples of outstanding performance during the respective quarter.  Nominations should also identify awards the nominee has received, outside community service, and any tasks performed outside their job description.


b.
Any person within the command may nominate a junior for the award.  However, all nominations must be routed through Division Officers.


c.
As soon as possible after the 15th day of December, March, June and September, a Board of Selection will meet and select one of the nominees as “Civilian of the Quarter”.  The Board will forward the name of the selectee to the ISC Commanding Officer for approval.  The Board of Selection will consist of the following:



(1)  Executive Officer



(2)  General Forman of the Industrial Division



(3)  Deputy of the Facilities Engineering Division



(4)  Administrative Officer



(5)  Contracting Officer


d.
The winner will be announced at the beginning of each fiscal quarter.


e.
In late September or early October, the Board of Selection will select the WILLIAM MILLIGAN Award recipient from the four “Civilian of the Quarter” winners and any additional nominations submitted by the Division Officers.  The Board shall submit the name of the individual selected to the ISC Commanding Officer for approval.  The winner will be announced in October each year.
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