District / MSC Responsibility

Deployment Packet

Supervisors and CPAC offices will initiate and complete deployment packets for civilians deploying with the unit they are supporting.  The CRC will complete deployment packets for civilians deploying as individuals (provide copies of any documents changed or added to servicing CPAC (CPAC should provide copy to supervisor, as appropriate).  the supervisor, CPAC, and CRC will retain copies of deployment packets.  As a minimum the deployment packet for civilians will include a copy of:



(1) Readiness and Deployment checklist. 



(2) DD Form 1610 (or other applicable movement orders)



(3) DD Form 93, record of emergency data

(4) DD Form 2365, DA Civilians will bring a copy of their signed agreement to the deployment site. (all DA civilians must sign this form when deploying)



(5) DD Form 2766 (adult preventive and chronic care flow sheet)


(6) Medical Pre-deployment questionnaire.


(7) Automated employee master record (EMR)/printout (DA Civilians).
(8) Refer to DA PAM 690-47 for specific guidance on additional documents that may be applicable.

.  



Passports and Visas. 

Employees deployed overseas in support of military operations will be required to carry a passport at all times when traveling. In addition to the red "No Fee" passport received by filing DD Form 1056, (Authorization to Apply for a "No-Fee" Passport and/or Request for Visa) civilians will be authorized reimbursement for the standard blue passport for use in passing through countries not friendly to the United States. This determination will be made on a case by case basis and is contingent on the area and circumstances of deployment. 

Fees or charges for legal services required by local laws are not reimbursable. However, a determination will be made on a case by case basis.  Requirements for visas will be determined by using the foreign clearance guide or mission operations order and can obtained from the respective embassy prior to deployment. Application for passports/ visas will be submitted at the employee’s home station. 

REFERENCES: 

DoD 1000.21-R, Passport and Passport Agent Services   Regulation

DoD Civilian Personnel Joint Travel Regulations (JTR),  Volume 2
Defense Personnel Clearance Guide
Consult the department of Defense Foreign Clearance Guide (FCG) for detailed guidance on personnel clearance and entry (passport and visa) requirements and for preparing personnel clearance requests. The four hardcopy FCG geographical volumes are published on a quarterly cycle (one every month) with Interim Change Notice (ICN) updates as needed.  Travelers should verify they are using the current hardcopy volume with the latest ICNs.  The FCG website found at www.fcg.pentagon.mil  (NIPRNET) or www.fcg.pentagon.smil.mil  (SIPRNET) contains all the updates published as ICNs and is the most current and comprehensive source of FCG information.  Because each theater and country has differing approval procedures, consult section ii of the FCG for proper guidance.  Additional guidance on force protection, crime and other country related issues may be found on the state department web site at: WWW.TRAVEL.STATE.GOV/TRAVEL_WARNINGS.HTML
Rotation Policy

Costing policy

Revolving Funds 59 Accounts

FY03 Guidance regarding RF59 Accounts:

According to the briefing that Mr. Coakley gave at the War Council on 27

Sep 02, Special Revolving Fund accounts are not authorized without

specific DA direction and HQUSACE approval.

The only two activities that are authorized to establish RF accounts at this time for FY03 are SWD and ERDC.  SWD has a continuing RFF and Task Order to provide rotations and ERDC has the same for incremental cost associated with tele-engineering airtime.  If either of these activities need to acquire services from other activities the requesting activity will provide the servicing activity a MIPR for services.  The requesting activity will be responsible for tracking associated obligations and expenditures. Command Indicator Code OEF03 has been established for attachment to work items for tracking obligations and expenditures incurred for these missions. Revolving Fund accounts must be fully reimbursed NLT 30 Sep 03. 

For FY03 deployments you must have a request for forces (RFF) and Task

Order in order to be authorized to use available funds (i.e., RF). Once you have these documents HQ's can authorize the establish of Revolving Fund accounts to record obligations and disbursements pending reimbursement from HQDA. 

Questions regarding this message should be directed to JoAnn Evans 202-761-1865

SUBJECT:  FY 03 Financial Guidance Message #5 – Policy for Costing In Support Of  Global War on Terrorism (ISO GWOT)

1. References:    

a.  CERM-F Financial Guidance Message #4 – Policy for RF59 Accounts for 

 Global War 0n Terrorism (GWOT), 5 Feb. 03.

b.  Army FY 03 Financial Management Guidance ISO the GWOT, Nov 02.

2. The purpose of this message is to issue guidance for costing responsibility and procedures for all USACE activities ISO GWOT.  This policy is consistent with the RF59 account policy issued on 5 February 2003 (reference 1a)  and places costing responsibility with the MSC/Separate Command assigned  USACE GWOT missions.  This policy is effective as of this date and is not retroactive. Personnel transfers must be effective at the beginning of a pay period. Also this policy is only applicable to GWOT including Operation Enduring Freedom (OEF).  

3. As stated in reference 1b, FORSCOM is The Army executive agent for the financial management of OEF in the CENTCOM Area Of Operations (AOR) and ARCENT/FORSCOM is the USACE customer to be billed for USACE OEF incremental expenses provided to CENTCOM.  EUCOM will be billed for any USACE incremental expenses in their AOR.  Army guidance is very clear that only incremental costs directly related to GWOT that would not otherwise be incurred are to be chargable to GWOT for reimbursement.  MSC/Separate Commands authorized to establish RF 59 accounts are responsible for billing ARCENT/FORSCOM on a monthly basis for all incremental costs in their RF 59 accounts.  You must notify CERM-B of any reimbursements received.  If problems are encountered in obtaining reimbursement for these billings HQUSACE (CERM-B) is to be notified for assistance.

4. The MSC/Separate Command with responsibility for OEF missions will assign personnel being deployed for 120 days or longer for OEF to a separate provisional staff element within the MSC/Separate Command.  Permanent Order(s) and TDA paragraph(s) are required.  SF 50 Request for Personnel Action (RPA) will be processed but the official duty station will remain the employee’s original home duty station so that locality pay will not be affected.  The MSC/Separate Command will assume all command and control and administrative responsibilities for reassigned and deployed employees including personnel processing, payroll and travel.  The leave balances of all employees reassigned for OEF will be transferred to the gaining MSC/Separate Command and the leave balances will be transferred back to the supporting activity when the employees are reassigned back to the supporting activity.   MSC/Separate Commands will send a MIPR to other USACE activities providing OEF support to the MSC/Separate Command.

5.  Labor Costing Scenarios :

a.  USACE employees deployed 120 days or more - No General and Administrative  (G&A) overhead or Departmental Overhead (DOH) will be applied to labor for USACE employees assigned and deployed to OEF from MSC/Separate Commands.  If MSC/Separate Commands require additional employees to support OEF, they are authorized to use overtime, temporary hire employees or TDY assistance as necessary for mission accomplishment.  All MSC/Separate Command incremental costs directly related to OEF should be charged to OEF funding or the RF59 account.    

b.   District/separate activity employees are deployed less than 120 days  - When district/separate activity employees are deployed for less than 120 days in support of OEF they will charge G&A overhead but not DOH. These employees will remain on the roles of the supporting district/activity.

c.  HQUSACE or a MSC deploy an OMA Executive Direction and Management (ED&M) employee – Regular labor will not be charged but overtime and all other incremental costs will be charged. 
d.  When district /separate activities directly support OEF but are not deployed - Both G&A and DOH will be applied.  This support must be in increments of one hour or more and be on a regular recurring basis.  Do not apply G&A overhead on G&A employees whether deployed or not deployed.  Civil Works employees meeting this criteria are to be charged to OEF.    

6.  Military reservists that are activated for OEF will charge an Army open allotment established for travel and submit travel vouchers to the USACE Finance Center.  USACE active duty military personnel labor will be charged to the Military Pay Army (MPA) account   Military personnel assigned to Civil Works must follow procedures in reference 1b.  USACE is responsible for the TDY travel of active duty military personnel in support of OEF unless assigned to another organization under TCS or PCS orders (i.e. military personnel on USACE TDY orders/mission use RF 59 account).

USACE Reporting

Civilian Tracking System (CIVTRACKS) 

CONUS REPLACEMENT CENTER: Army Commands, Activities and employees are reminded that all Army employees deploying to the Operation Iraqi Freedom theatre of operations must transit through a CONUS CRC. 

CIVILIAN TRACKING SYSTEM (CIVTRACKS): Army Commands, Activities and employees are reminded that all civilians deploying to the Operation Iraqi Freedom theatre of operations must register their (unclassified) deployment and subsequent movements in theatre in CIVTRACKS. CIVTRACKS is a secure web site, therefore, deploying employees must obtain a CIVTRACKS deployment card from their home station or the CRC as they make preparations to transit into the theatre of operations. Deploying civilians may also obtain CIVTRACKS registration information from Mr. James Feagins at DSN: 223-2127 (commercial (703) 693-2127).

Introduction/Background 

One of the key lessons learned from operation Desert Shield/Storm was the lack of accountability of deployed civilians. During Desert Storm there was no centralized automated data system that provided the tracking of civilians once they were deployed. Several MACOMs, particularly those deploying large numbers of civilians, have developed stovepipe-tracking systems. However, there is no centralized or consistent collection of the data. Also, during 1996, the Office of the Under Secretary of Defense for Personnel and Readiness employed the services of a contractor, Systems Research and Applications Corporation (SRA) to develop a functional description for the development of a DoD tracking system. The functional description was developed, but the development of an actual system was delayed pending the implementation of the Modern DCPDS. The closest system in operation now is the Replacement Operations Application Management System (ROAMS). However, ROAMS only tracks the civilian from the CONUS Replacement Center (CRC) into the theater of operation. Once in the theater, there's no visibility. 

Long-term, the plan is to use the Smart Card as a means of tracking deployed civilians. Under the Smart Card concept deployed civilians will be able to swipe their card at any location and the tracking data will be transmitted to a central collection point. However, at the present time the Smart Card concept is in its infancy stage, i.e., attempting to get it implemented in a non-tactical environment. Once implemented in a non-tactical environment, the focus will be turned to implementation in a tactical (deployed) environment. Unfortunately, this will not happen for another few years. 

In-the-mean-time, CIVTRACKS will fill the void allowing the capture of data on all deployed civilians. Once the Smart Card concept is fully implemented it will serve as the front end of CIVTRACKS, i.e., serve as the mechanism for entering data. 

Authority 

Department of Defense Instruction (DoDI) 1400.32, DoD civilian work Force Contingency and Emergency Planning Guidelines and Procedures, April 24, 1995, assigns accountability responsibility to each DoD component. It states that "the heads of the DoD components shall: establish civilian work force accountability procedures, i.e., names, number, locations, status, etc. for civilian employees in theaters of operations." 

Who should be entered into CIVTRACKS 

CIVTRACKS is primarily designed to capture data on Department of the Army civilians. However, the system is capable of capturing data on all civilians. To assist tactical commanders in identifying all personnel within his/her area of operation, it is recommended that all civilians be entered into CIVTRACKS. This includes data on contractors, Red Cross, AAFES and other DoD component personnel. 

What information should be captured 

Basic data to be captured on all deployed civilians include name, SSN, type civilian, agency/company, operation supported, location, and date entering and leaving the location. (See attachment 1 for a sample of the web page for inputting data). 

Who should input data 

CIVTRACKS is a web-based system that allows anyone with knowledge of the deployment and who has access to the internet to enter data on deployed civilians. Ideally, data should be input from five different sources, the deployed civilian, deployed civilian's organization (supervisor or timekeeper), MACOM, the CONUS Replacement Center/Individual Deployment Site and the commander of the deployed site. The deployed employee has ultimate responsibility for ensuring that data is input. 

When should data be input 

Data should be entered/updated each and every time there is a change in duty location while deployed, to include the initial move from home station. Access to CIVTACKS can be made by pointing your internet browser to https://cpolrhp.belvoir.army.mil/civtracks. Additionally, data should be input anytime that an employee participates in a mobilization exercise. 

Reports 

CIVTRACKS is designed to display a number of standard reports that will reflect data on all deployed civilians. Access to the reports will be secure and requires a user ID and password. To obtain access to this reporting capability logon to https://cpolrhp.belvoir.army.mil/civtracks-rpt. To obtain additional/special reports over and above the standard reports, users will have to submit a request to The Assistant Secretary of Army (Manpower and Reserve Affairs), Policy and Program Development Division, Attn: SAMR-CPP-MP, 200 Stovall Street, Alexandria, VA 22332-0300. (See attachment 2 for samples of reports). 

Security 

To protect the integrity of data captured in CIVTRACKS, individuals inputting data will not be able to retrieve data from the system. They will only be permitted to input data. Once data is submitted it will be maintained behind a computer firewall. Only authorized personnel with the appropriate user ID and password will be able to extract data from the system in the form of reports. They will not be able to make changes to data that currently exist in the system. 

Input Form 

The input form (see copy in appendix) is designed to capture certain critical data on each deployed civilian. All blocks on the form must have the appropriate/requested entry before it can be submitted. No entries, except step 7, additional comments, can be left blank. 

Step 1. Blocks 1 and 2 are self-explanatory. Enter the name (last, first and middle initial) and social security number of the deployed employee. Block 3 is designed to capture data on the typo of deployed civilians. If the employee is an Army employee, Appropriated Funds or Non-Appropriate Funds click the first button indicating that the deployed civilian is an Army employee (Appropriated Funds or Non-Appropriated Funds). If the deployed civilian is not an Army, Defense contractor, Red Cross personnel or an AAFES employee check the button labeled as "other". Block 4, Employer captures data on the place of employment. Enter either the name of the agency or company name for which the deployed civilian works. For example, if the employee works for the Department of Navy, enter the word "Navy". If the deployed civilian is an employee of a Defense contractor, enter the name of the contractor, e.g., Smith Industries. 

Step 2 is designed to capture data on the person entering the data into CIVTRACKS. Check the applicable button. For example, click the CONUS Replacement Center (CRC) button if someone from the CRC is entering the data. 

Step 3 collects data on the home station or current duty location of the deployed civilian. Choose the state or country that represents the employee's home station or current duty location. Home station is defined as the state or country of the deployed employee's normal place of work. 

Step 4 collects data on the contingency operation or mobilization exercise that the deployed employee is participating in. Select the applicable operation from the list on the drop-down menu. If the operations name is unknown or not yet specified select the unknown or not specified selection. 

Step 5 indicates the type movement made by the deployed employee. If the employee is deploying into an operation, select "inbound". If the employee is relocating from one location (either within the theater of operations or any location in conjunction with preparation for deployment) enter "relocating". Outbound should be selected if the employee is returning from a contingency operation. 

Step 6 collects data on the movement locations. If an employee is deploying into a contingency, then enter the city of both the starting and ending location. If the location is not near a city or the name is unknown enter either the name of the nearest city or "unknown". Select the name of the state and country from the two drop-down menus. Enter the dates of the departures. 

Step 7 provides an opportunity to indicate any specific comments regarding the deployed employee. This is an optional entry and may be left blank. 

Step 8 requires the entry of an email address of the individual that enters data into CIVTRACKS. This information will only be used if there's a need to clarify data entered into CIVTRACKS. 

Step 9. Once all required data has been entered, click the submit button. If data is missing or incorrectly entered the system will provide feedback to the effect. If this happens, enter the correct or missing data and again click the submit button. All questions pertaining to the operations of CIVTRACKS and suggestions for improvement should be emailed to CIVTRACKS@asamra.hoffman.army.mil. However, no tracking data should be submitted to this email address. All tracking data must be submitted via https://cpolrhp.belvoir.army.mil/civtracks. 

Timesheet .  Available in Form Flow.

Family Support

http://www.odcsper.army.mil/default.asp?pageid=41f
Medical Exam

Arrangement for Services

The ideal source for medical support for fulfilling these requirements is through a local military medical treatment facility (MTF).  If military MTFs cannot provide the medical support, USACE commands will utilize in-house and/or contract with local medical sources to complete the medical examination, eye examination, dental and immunizations
Payment for Services

