
 
                     MCIA PM  
                     MCIA HC 

      24 May 12 
 

ADMINISTRATION/POLICY MEMORANDUM X-XX 
 
From: Commanding Officer, Marine Corps Intelligence Activity 
To: Distribution  
 
Subj: FOREIGN LANGUAGE PROFICIENCY PAY FOR MCIA CIVILIAN   
       EMPLOYEES 
 
Ref: (a) 10 U.S.C. 1596  
 (b) USD (P&R) memo of 26 Jul 2005; Subj:  Revision of  
           Foreign Language Proficiency Pay for Department of  
           Defense (DoD) Civilian Employees Performing  
           Intelligence Duties 
  
Encl: (1) NAV INTEL HRO INST 12550.2 dtd 09 Mar 07  
 (2) MCIA FOREIGN LANGUAGE PROFICIENCY PAY PARTICIPATION  
 (3) MCIA REQUEST FOR FOREIGN LANGUAGE PROFICIENCY PAY 
          (FLIPP) TESTING 
  
1.  Purpose.  To revise implementing guidance, procedures, and 
payment for Foreign Language Proficiency Pay (FLPP) as 
authorized by references (a) and (b). 
 
2.  General. 
 

a.  The Marine Corps Intelligence Activity (MCIA) will 
follow the implementing guidance and procedures outlined in 
enclosure (1).  All MCIA billets fall under the category 
“subject to assignment.” 

 
b.  The command does not at any time incur responsibility to  

provide foreign language training.  Nor should there be any 
expectation that command travel or training funds will be 
expended for the purpose of learning or maintaining a foreign 
language. 
 
3.  Procedures.  The following actions must be taken to initiate 
FLPP testing. 
 

a.  The civilian employee submits: 
 
        (1)  MCIA FOREIGN LANGUAGE PROFICIENCY PAY (FLPP)  
PARTICIPATION (ENCL 2). 
 



Subj:  FOREIGN LANGUAGE POFICIENCY PAY FOR MCIA CIVILIAN  
       EMLOYEES    
 
        (2)  MCIA REQUEST FOR FOREIGN LANGUAGE PROFICIENCY PAY 
(FLPP) TESTING (ENCL 3). 
 

b.  The supervisor forwards the request to Human Capital 
(HC).  All requests will be considered on a case-by-case basis. 
 

c.  If approved, Human Capital will create an addendum to  
the billet/job description that indicates the requirement for 
the foreign language proficiency. 
 

d.  Once FLPP is approved, the civilian employee will be  
provided guidance for scheduling the approved language test.  
Test results will be returned to HC for validation that the 
employee has met appropriate requirements in at least two skills 
(listening, reading, writing or speaking, as required) and the 
proficiency level required. 
 

e.  Once the civilian employee receives all required  
certifications, HC will initiate the documents required to start 
FLIPP payments. 
 

f.  The civilian employee will maintain the currency and  
validity of their language certification.  Failure to do so will 
result in termination of FLPP.   
 

g.  The civilian employee is required to retest yearly 
to continue payment for their foreign language. 
 
4.  EFFECTIVE DATE AND IMPLEMENTATION.  These procedures are 
effective immediately and will remain in effect until cancelled 
in writing. 
 
5.  CANCELLATION.  MCIA Policy Memorandum 12/MCIA FOREIGN 
LANGUAGE PAY POLICIES AND GUIDELINES dated 16 September 07. 
 
 
  D. HENRY 
Distribution:  
MCIA Intranet 



DEPARTMENT OF THE NAVY
NAVAL INTELLIGENCE HUMAN RESOURCES OFFICE

4251 SUITLAND ROAD.. ROOM 2A101
WASHINGTON, D.C. 20395-5720

NAVINTEL HRO TNST 12550.2
ODT-31

09 Mar 07

~AVINTEL HRO INSTRUCTION~~

FOREIGN LANGUAGE PROFICIENCY PAY FO~ NAVAL
rNTELLIGEN(~~ CIVILIAN EMPLOYEES

SubjRef:

(a} 10 D.S.C. 1596
(b) USO(P&R} memo of 26 JuI 2005; Subj: Revision of

Foreign LQnguage Profici~ncy Pay for Department
of De.f~nse (000) Civili~rl Employ~e$ Perforlning
Intelligence Duties

(c) DODD 1400.35 of Mar 02

E:ncl

(.1) Naval Intelligence Critical Languages for
Civilians

(2) Foreign Language Proficiency Pay Rates for Naval
Intelligence Critical Language:s

(3) Sample Request for FLPP Testing

1. 

E'urpc>~e... 'fc> revise implementing' 9\)idance, procedure;s, and
payment for Foreign Language Praficiel)cy Pay (FLPP) as
authorized by references (a) and (b).

Ca.n~ell~~i9n.. CIPOINST 12550.1.

3. 

$c~pe and App.licability. This instruction applies tocivilian 
employees in the Departmel)t of Navy (DON) appointedunder 

the befense Civilian Intelligence Personnel System ([)CIPS)referenCe 
(c).

4. 

Background. FLPP is a discretionaL'Y special pay for'civilian 
employees who are:

a, certified as being pr9fici~nt jn a foreiqn lang\ldge
identified by the Secretary o£ Defense,. enc.1o~r~ (1), a$ a
.languag~ in whic;h pro£iciency by civiLian personnel is il1\Port~pt
for the effe<;t;ive collection, production, or dissE'-Inination of
foreign intelligence inforlnati9n; an<;l



NAVINTEL aRC INSTR~TI.P~ 1255()

b.. servin9in a positiQ:fl., or is subject to assig~entfo aposition, 
as determined by management, in whibhptoficien.;:y in

that language facilitates performance Qf officially assigned
intelligence or intelligence-related dutie$.

The 

employee_9:.t~ll i ty ~Sl~.g~~

covered 

bybe a DON empl

b. must occupy a pQ$ition, or b~ s~ject to assignment tt;> ~position, 
as deterrninedby th~ cOIlU!\~~ct/a:ctivity head, in which

pz:oftcier)(JY in a language is required or facilitates perfbrm~ncB
of officially assigned inte.l]..igence~related duties, tQtnplu~~
support of arms control treaties or special ~perations-related
duties;

c. must have scored at the minimu~ qualifying level of no
less than Lev~l 2 pr~fiqiepcy (~'"' det.ermiped by established
Int~ragency Language Roundtable (ILR) criteria described in
paragraph 6 b.), in at least two skills (listening, reacting,
speaking, or writing, as required); and

d. must have been certified within the pa$t 1.2 months for
proticiency in a foreign Language as determined by a Pef.ecnse
Lan9uage Proficiency Te~t (DLP'r) andlqr the Oral Proficiency
Irltetvlew lstandardized tests designed to measuxean
individuaL's ability to comprehend the spoken and written
foreign .l.angu.ag~, and to speak arid write th~langJ;lagewhen
required), Or other standard proficiency measurements designated
by the Commandant of Defense Language Institute Foreign Language
C~nter (DLIFLG).

~ui,de!):c~

a. As determined by the supervisor and approved by the

command/activity head, when proficiency in a foreign language
is required in a position or when the employee is subj~ct to

assignmfjnt ti:!fa pQ:sitiph in which ~6re~9'11 .1.i)nguage proficl~ncy
is needed, the official position d~scription (PC) is documented
as f~ll.oW$:

(l) Wh~o language is requi~ in the position, forei~n
lat\<)1Jage proficiency is a minimum qua1.iftc~tion teqt1;J,~f!ment (i..e,
an applicant for the position must have foreign language

proficiency to minimallyqua);ify fo.r the ppsit.ion). Block. 6 of

2



NAVINTEL HRO INSTRUC.'I'rON 12550.. 2

the perps PD <:;dvetsheet must reflecl;the lang:uaqe($) tecqui;~edi
at least two skills (listening, reading, speaking or writing, as

required) and the proficiency level req:uirecd.

(2) When an employee is subject to as8i~t to a
position in which proficiency in a foreign language is needed,
(i.e., an employee may be called upon at any time to provide
foreign language support in the performance of officially
assigned intelligence or intelligerlce-re.lpted duties), an
addendum is attached to the employee's PO that specifies the
language(s} needed, at least two skills (listening, reading,
speaking or writing, as required) and the profi.;;iency level. dreq\,t1.re .

b. The proficiency lev~l dE1finitibns follow ILR c~iteria: ()

is No Proficiency, 0+ is Memorizeq Profioienty, 1 is Erem~ntar:y
Proficiency, 1+ is Elel!lE1ntary f'roficiE1.flcy (Plus), 2; Ls Limited
Working Proficiency, 2+ is Limit~d wo;rking Pr:oficLenty (Plus), 3
is General ProfE1ssional proficiency, 3+ is Gener4l p~Ofe5$ional
Proficiency (Plus), 4 is Advanced Professional Proficiency, 4+
is Advanced Professional Proficiency (Plus), and 5 is
Functionally Native Proficiency. Mor~ specific skill level
definitions can be found at ~:.!L~~~tilr.of5lL!L~sc:,:!lel.htm.

c. Command/act.ivity heads shall consider the
establishment of, changes to, or c,3ncel1.ation of FLPP when
reviewing the organization's mission, functions, and strategicplan. 

PbsitLQn$ and employees approved for language proficiency
should be cQded as such on th~orgafiization'$ manniIlg dddum~1it.

I?ayrnen!:.

a. Supervisors may determine ~n~ commanq{aptivity
heads will approve FLPP. FLPP ml1st be paid at the rates
contained if! enclosur~ (2). FLPP may be awardeq formultipJ.e
languages not to exceed $500 per pay period.

b. Payment is made in conjunction with established
pay periods.

c. Annual testing and re-certification are requi:t-ed..
FI4PP wiU- cbe terminated for any cemplQye~ wcho has not been re-
tested aniii ~e-certified for langUq9c~ profci()ct6PCY wcicthiCtl the
preceding 12 months. FLPP is terminatedc wchen an emplQyee fails

3
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NAVINTEL HRO rNSTRUctI9N12550.2

to test at the reriuired proficiency level. Retesting is al.lowec
after six months at the discretiQn of the command/activity head.

d. It is the employee's responsibility t.O ensure that
testing is scheduled and complet~d.

e. Payment becomes effective on the pay period after
aU.. documentatiOn and qpproval$ have been reGeived by the
$erviGing Human Reso\1rc~$ Service Genter. Retroaqtive pay1)ient
of fipP is not approved..

f. Co1!!11\and/ac~ivity heads m~y b$9in qr terminate FL~P
at. any time based on organization:al missior) anq fis6~.lconsiderations.

g. FLPP is not considered an employee's rate of basic
pay for any purpose and is not counted towards retirement,
insurance, or other benefits related to basic pay. FLPP is not
pay for purposes 0.1: a lump-sum paY!!lent for leave under 5 U.S.,C.

5551. or 5552.

h. FLPP is consider;ed a di$GretiQn~r;y p~yment forpurpose$ 
of calculating the aggregate limitation on pay under 5U.S.C. 

5307 and in 5 CFR 530.203.

1.. The ~rronecoU$ payment/overpayment of E'Lf'P is
con~idered a debt owed to the Government and is I:ecpayable or maybe 

excused by any means provided by statute.

j. FLPP is termj,nated on the pay period following theone 
in which the language that supports npp is removed from

enclosure {I} or terminated by the command/activity head.

FLPP Certification and Re-certification.e

a. Initial certifications and re~certi.f'ications will be£orwardedto 

the Naval Intelligence HumanRe50~rces Offige
(NAV!NTEL HRO) for processinq. Ce:rtj.ficationfre~certification

document~tion will include a Request for Personnel Act1M (RPA) ,
either a new PD cover$heet (:i.cf J.angllage i$ r~quired in posit,;!,Qn)
or an addendum to the E'D (if an employee is sub,iect to
a$$igt)Jnent to a PQsition) documented as described in f).;1ragraph
6,a., and a copy of the certification of language proficiency
(within the past 12 months).

4



NAVJNTEt, ~Q.1NSrRtJCT1.0N 145$0.1,

c ..; .,; ,
P.. ne!;e$!;$ngang~~st re$ul~$c. cc"c."c"c"CCC"ccc"""""'CC""

months Qfth:~ previQu$ct~..~tc~nc~~der 1:;9 cqn.tJ.n1J~ ~e~E!cJ;YJ.cn~FL~c~\
"CcC""Cccccc"" """",,C",',c

HRPttlr~eco/ecek$ I?tJ;p:r;"toct1:+e a~;ver$aJ;Y date,c "

cert:tticatlon requirementnjaYh'i>t receJ.ve retroact1vecFLPPupon
supsequeht re-~er:tifj.cation..

9. Re-cert..ifiq~t:ipn Wa!ve~5. Recertif.ic.atip~may be waived £or

individu~l$ deployed in support of. ilcoRtingenc'j operation..
Contingency operations are defined as UR$ct\eduled, short,-,notice
operations.. Upon comPletioR of deplQ'j!!\erlt, the indivldua.l must
retest within 90 c~1en4ar d~Y$.. FL~Pwil1 cqntinue at

1{) Re$PQns:i,l?il~tl~~,

a. The Director ofNavallhtellig~tlqeQrd~$t~tt:fPe will

(1) provide bversicght of the !:JON OCIPSFLFPPro9iarii..

(2) Annually review enclosure {t)t~ ~p,S;llte that Naval
Intelligence currl.'!:t1t and future for~ign language .r:f~quirement3are 

reflected.

(3) Reviewannl),a.l reports Oh the pQ~ DCrpS FLPP Program.

b. Comroand/ .act~ vit y hea<;ts will .:

('1 ) A Pp r o ve FL P1? ,\ ! -, .."'"

!:?'j.}\uthQriie FLPP atth#payrat~sCOP1;,~iMc,linenclosure(~}.

(3) Provide funding for Paym~ht6f.E'LPP."

(4) Det.srmiqe: th~ languages t:rom enqlos\;tre \l}that: ate

neede;q by the organjzat.ion. At1eal?t two requii!:~d $~iJ,lsnl~$t
be d~~tg~ated '.liSte:nifi9, raadipg,$p~ak~ng qn~/9r wrltiqq} and

the requlred proficlency level~ mU$t be determJ.ne<i.

(S}tdentit'y po9~ti6~$andper$OT)nelth~tm~~t RLt'?qrit~r.iaa$ 
'i(i~ntified

~
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{6) Forward FLIi'P apprcoved ~loyeereqLlests to the
test5,ng f.a(;ili~y for DLP'r and/or oral proficiency interview or
other tests to delermine employee language proficiency.

(7) forward FLPP ce.rtification or re-certification
requests to NAVINTEL HRO for processing.

NAVINTEL HRQ will:c

(1 Authorize RPAs tOL' FLPP

(2) Use the Defense Civilian Personnel Data
System to documeht foreign language proficie:hcy payments

{3} Maintain reCords of el:ilployee eligibility
deter~jnat.ion$ as described in paragraph 5.

(4) Notify each employee 90 days prior to theannual 
re~certification requirement with a copy to the

command/activity head.

Employees will

(1) Reques:t FLPP testing and timely r~t.~st.ittg via theisup~rvi$or, 
see enclosur;e (:)).

(2) Tak~ the DLPT or other appropriate proficiency
tests when scheduled.

(3) Re-certify language prOficiency annU~lly.

(4) Review leave and earning statements and report
discrepancie.~ to the NAVINTELI. HRO.

(5) Travel in performance of FLPP duties as required.

11. .Te-shn.;!;:!:Ea~ ~~yic$. ~n2 A$~~.. ThE! NAV~ijTE~HROwill
prov1de technlca:l adv1c~ a:nd ass'istanceon fLPP doquttienti,1tion
and processing.

~t1.t4~'I'It. '1~"...J

6

KATHF.RINE M. MiLLER
Director



For OffLci:al U~eOn.ly

NAVAL INTELLIGENCE C~TI.CAL LANGUAGES FOR qIY;CL!~S

~~



For Official Use Only

FOREIGN LANGUAGE PROFICIENCY PAY (FLPP) RATES FOR NAVAL
INTELLIGENCE CRITICAL LANGUAGES

Notes:
(.1) Proficiency must be in at least two of the followingskills: 

listening, reading, speaking and 'f1J;jti~g, asr:eq~ired. 

If ai:l ~rnplbyee scates hl;ql1e;J; i,n qne;skiJ,l
than the oth~r;, FLPP is paid against th~ lowest $core,
FLl'P may be paid for more than one language, but ilia).'

not exceed $500 per pay period.

(2) Required in Position means that the language is a
requirement in the official position description.
Block 6 of the DCIPS PO Coversheet. should reflect the
language(s) required, at least two required skills and
the proficiency level required.

3) Subject to A$$ignment means that the employee may be
called upon at any time to provide fore.1gn language
support in the per£omance of offiCLally
assigned intelligence or intellLgen~~rel~t~ duti~§
An addendqm is attacbed to the einployee!s PD that
specifies tbe language!s), at least" two skills and
proficiency level..

Enclosure <.2
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$AMPLE

P~\t(fLPFj~~$~¥NG

'date'

I '(Emplqyee's Supervisqr)Mlamorandwn for

Fr!;)1tI
Subj

(Employe.' s NaDI8, Office Code}
Request for Foreign Language Proficiency Pay (FLPP:
Testing

I 

am requesting approval to take the (enter lan~age(s»)fOreign1 ., t " } "( ' ft " l "'" 11an9u~g~ :est\s .on~ormoreo:' it.~ quaJ]ciY:1.ng ang~:agl5$

loenti£ied by theC9nunand/AG:tlvityijead forF'L~~.i. ;t\Jnd~;r8tand,c c: ,; cc, C'c ' cC,c", \ C'c \

:I!:h~t if f\~i:'~~eve q~a~#:~Yi~9~;q;~r~$

otherqu~l\;I;f;y,mgc qr;l;¥~r;l;aI w~llbe ent:!,t;Ledct~\:r;e<:eiYe,r+-P~. \;1;
also \Jnd:f;!t$t.ahdth~t fail.ureCto rete$t, anl!~a;Ll.¥ twj; thmti:1i$U$\\r~q~ir,~~$c~ ,re$} wtxJ, re~ult.it\ a ;LoS$\cif\Eit~~..\ ' \\\\\ \\

, c '\' c \'\'

{~i oyee' ssiqnaturej

tot Endorser, SupervisorTo: 
(CoJmnand/Activity Head)

-!,-ecoromend Approval, ~lease sch~duJ,e (empJ.oyee's name),
(*o~4..~ ..~r4.~.A~t;)., ~o:t;'ttxe apPtQ~date te$tsb$$e9 on the
fo ll{)W l 'r;:rt "U $ct ' f ' (;..at ' on °'):I J-c' 1:.., ., .., .

Di$a;' PP11o,,~d roxc thero11owin, g xceasons

~-- Appro~e~.. EnlploY~$ i7 a~thOri~ed to. req~~stappropriate
language profJ-c1-ency testl-ng 1.n accordance WJ.th OPNAVIN311.2550.1.

D,isapprovf?d

~A~9$U,fe
,

t'i'.\
\91.
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