In Theater

Policies

Civilian Tracking System (CIVTRACKS) 

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. 


Time Keeping Actions (leave, individual time-keeping)

Travel Vouchers 

Finance

Travel and Transportation Links

TRAVEL AND TRANSPORTATION 

WEB SITE LOCATION:    http://www.hq.usace.army.mil/celd/trans/tnt.htm         

CONTENTS: 

Links to Regulations and Policies 

         View the  Secretary of the Army Travel Policy 

          ER 55-1-2 (1 Oct 2002) Transportation and Travel - Travel Management  

           Transportation Security Administration Travel Tips   

          JOINT TRAVEL REGULATIONS (JTR) 

ARMY REGULATIONS
Defense Transportation Regulations (DTR) DOD 4500-9R
Department of State Standardized Regulations (DSSR)
Federal Travel Regulation (FTR)
DOD DIRECTIVES AND INSTRUCTIONS
          Link to Foreign Travel Country Clearance Guide 

          Request for Foreign Travel Country Clearance Numbers. Must use Microsoft Internet Explorer 4.0/ Netscape Navigator 3.0 or later 

           Link to Passport Matters   

           Link to Department of State Passport Services 

          State Tax Exemption Information 

         Online Federal Travel Planner   

          Lodging Success Program  (LSP) Information 

        Army Lodging Policy 

        Army Central Reservation Center 

        LSP Locations 

        Military Traffic Management Command HomePage 

        View policy on reimbursement of personal telephone call during TDY 

        View Per Diem rates courtesy of the Per Diem Committee Homepage 

         Link to DOD Approved Air Carriers and Foreign Approved Air Carriers 

        Official contract for Airlines City-Pair Fares from GSA  

        Link to Office of General Counsel for Information paper on use of Government Resources 

        Link to GSA's Best Available Lodging Value (BALV) Program 

        View the Approval of Actual Expense Allowance . 

        The Defense Table of Distances (DTOD) for use in estimating travel distances.  

        Global Freight Management - Electronic Transportation Acquisition (GFM-ETA) Help Desk 

  
  

 Individual Processing / Travel Orders

BUSINESS PROCESS/ACTIVITY: Travel Orders

DEFINITION: Travel orders are official forms used to authorize travel according to the Joint Travel Regulation (JTR). 

CEFMS REQUIREMENT: The traveler must have PR&C Orig and Travel Requesting Official permission in the DM Access Control Maintenance Screen 10.1. The approver must have Travel Approving Official permissions in 10.1. The travel approving official (TAO) should be in the traveler’s supervisory chain. The funding approval official must be given PR Approval Authority on the funded work item. An E-Sig card is required for electronic signatures for both the approver and the funding approval official. An E-Sig card is not needed to request travel orders. A typical temporary duty (TDY) trip with one leg is entered using only three CEFMS sequences: 1) depart permanent duty station, 2) arrive TDY (stop code is TD, temporary duty), and 3) depart TDY site to arrive back at permanent duty station (stop code must be MC, mission complete). Mileage to and from the airport should not be part of the itinerary on the travel order. Reimbursement for mileage to and from the airport is a standard remark code 124 in the travel order remarks section, and "ML" is the expense code used in the reimbursable expense screen of the travel voucher to claim residence/airport mileage.

TRAVEL ORDER PROCESS IN CEFMS: In anticipation of travel, travel orders are prepared in CEFMS. Each employee will be given CEFMS permissions to create and request travel orders. Once the travel orders have been created, the approving official should be notified. The TAO is an individual in the traveler’s supervisory chain who is authorized to electronically sign the travel approving block of the travel orders and the travel settlement voucher (see attached checklist). If the traveler is under a different organization code than the approving official (e.g., DA Interns), the approving official will need to use a CTRL F2 to bring up the travel order. The division/office budget person familiar with the JTR should be the travel order funding approval (certification of funds). Anyone approving or certifying funds in CEFMS should be familiar with fiscal law (time, purpose and amount requirements, regulations and laws). Once the travel order funds have been committed, the Logistics Management Office (LMO) travel assistant will review and authenticate the travel orders. Once the travel orders have been authenticated, the traveler will be able to print a hard copy of the orders. If the traveler is requesting transportation (airline or train tickets) from LMO, a hard copy of the travel order with the traveler’s social security number hand written on the travel order must be sent to LMO for ticket processing. The government travel VISA credit card will be used for any travel advances with ATM withdrawals up to 80 percent of the estimated cost of travel. Upon completion of TDY, the traveler must submit a travel voucher within 10 working days (see travel voucher business process). 

NOTE: For some organizations the travel approval internal business process may have the requesting official be a Section or Branch Chief, and the approving official be a Branch or Division/Office Chief.

BUSINESS PROCESS APPROVAL LEVEL: RMO, Last Revised: 4 August 1999

TRAVEL ORDER CHECKLIST
	YES
	NO
	NA
	CHECKLIST

	 
	 
	 
	1. Confirmatory (After the Fact) Travel Order (Screen 12.3) Travel departure date should be later than approval date. If not, the order must be a confirmatory and should have an explanation in the remarks for delay in creating the travel order. Reason for confirmatory travel should NOT be lack of funds. A good example would be, "CEFMS was down."

	 
	 
	 
	2. Method of reimbursement (Screen 12.3). For lodging and MI&E rates within established government rates, the correct code is LDP-Lodging Plus; lodging rates in excess of established government rates, must cite, AELP. (See item 18 for long-term training).

	 
	 
	 
	3. Lodging Plus (LDP) means within per diem for lodging and meals; Actual Exp for Lodging only (AELP) is used for areas affected by seasonal rates and must be accompanied with a remark listing three hotels and their over-per diem rates (remarks section of travel header page). Do not use Actual Exp for Lodging and Meals (AE) without first consulting with RMO (x2956). 

	 
	 
	 
	4. Registration fees and conference fees are noted in the travel order remarks section. Traveler may withdrawal money from the ATM machine using the Government Travel VISA card (advance) to pay for fees. DO NOT USE travel credit card to pay for registration directly.

	 
	 
	 
	5. Verify that the rental vehicle used is the most economical vehicle used to perform TDY assignment. GSA vehicle must be the most economical vehicle as well.

	 
	 
	 
	6. Verify mode of travel with travel orders. If traveler elects to drive for own convenience, mileage is 10 ½ cents/mile; if traveler elects to drive instead of fly, a cost comparison must be attached clearly showing that it is more advantageous to the government. If so, mileage is 31.0 cents/mile. If government vehicle is authorized and traveler chooses to drive own vehicle (10 ½) , or the government vehicle cannot be dispatched at the time of TDY, 23 ½ cents/mile. On PCS’s, the mileage rate is 15 cents/mile unless accompanied by dependents. 

	 
	 
	 
	7. Traveler understands that the Travel Settlement voucher should be submitted within 10 working days after completion of travel. Failure to do so could result in late payments.

	 
	 
	 
	8. Government Transportation Request (GTR). Ensure when requesting airline tickets through LMO that the travel order has the following codes: Screen 12.3: Mode of transportation = TP for TRNSPN REQ-Plane; Screen 12.2 Option 4 = Transportation AMT Gov’t Request with the funded amount quoted from Carlson Wagonlit (410) 273-1100. Ensure that traveler has called Wagonlit and NOT guessed at the amount of the ticket. If there is a cancellation of the travel order where tickets have been issued, return the tickets to LMO immediately. LMO will notify RMO for billing purposes.

	 
	 
	 
	9. Traveler understands that the ATM advance should not exceed 80 percent of the estimated cost of travel.

	 
	 
	 
	10. Traveler understands that travel entitlement such as per diem is paid using the "lodging plus" system with three-fourths (3/4 of the M&IE allowance being paid on the first and last day. Other authorized expenses such as rental cars, taxi and limousine fares, registration fees, official business phone calls, ATM fees, etc are reimbursable. Ensure the right codes have been put in the travel remarks section on the header page of the travel order.

	 
	 
	 
	11. Traveler understands that all original receipts must be kept for reimbursement, except meals. 

	 
	 
	 
	12. Foreign travel forms have been filled out and the Security office has been notified. 

	 
	 
	 
	13. Remarks codes involving cost amounts are estimated in the cost amount section of travel order; e.g., rental car, POC mileage, etc.

	 
	 
	 
	14. Traveler understands that he/she may not be reimbursed for airline/rail tickets bought and paid for by personal credit card instead of going through Carlson Wagonlit/LMO or by using the Government VISA credit card (emergency situation).

	 
	 
	 
	15. To research per diem rates in advance of creating the travel order, check the JTR and the Intranet. http://www.dtic.mil/perdiem

	 
	 
	 
	16. Lodging rates in excess of established govt rates, actual expenses authorization and any change to long term training must be administratively approved & a copy of the memo retained. Such items must have a statement in the "Remarks" section that a memo is on file.
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Living Conditions

Field conditions are the same for civilians as the military personnel, commensurate with grade and rank equivalency as identified in the Geneva Conventions. There may be a general lack of privacy and limited opportunity for recreation during non-duty hours. Housing may consist of tents or other communal structures. Rental cars are not normally authorized. Food may be prepackaged rations or served in a military dining facility, which means special diets may be unavailable. Showers may be communal; otherwise, bathing may be from a bucket or helmet. Military chaplains provide religious services.

Family Emergencies 

All permanent employees with regularly scheduled tours of duty are eligible for coverage under the Federal Employee’s Health Benefits (FEHB) Program.  These employees are also automatically covered by the FECA.  The FEHB helps protect employees and family members from the expenses of illness and accident that are not work-related.  Employees must register for FEHB during regularly designated “open seasons” and cannot initiate coverage because of being detailed to another areas.  Employees will be permitted to select another health plan if they are currently insured under a Health Maintenance Organization (HMO) arrangement and one or all of their family members are moving out of the HMO serviced area.  Employees under HMOs should consider electing a fee-for-service plan if their families will be moving outside the HMO serviced area during the period of the deployment.  In either case, employees are encouraged to continue medical coverage for their families.

DA Civilian Medical Care 

Deployed civilian employees are entitled to in-theater military provided medical care, including pharmacy support, equivalent to that given to active duty military personnel.  Civilian employees who require treatment for disease or injury sustained during deployment will be provided care at no cost to the employee under the DoD Military Health Services System (AR 40-3, Medical, Dental and Veterinary Care).  

Accidents

a.  DA civilians shall comply with Army health surveillance requirements for reporting and archiving health surveillance data and reports (such as DNBI, reportable medical events, Occupational Environmental Health (OEH) surveillance data).  This includes documenting all individual health treatment provided at all levels of care and any notable occupational and environmental health exposures and linking individual exposure records to individual health records.

b. All permanent employees with regularly scheduled tours of duty are eligible for coverage under the Federal Employee’s Health Benefits (FEHB) Program.  These employees are also automatically covered by the FECA.  The FEHB helps protect employees and family members from the expenses of illness and accident that are not work-related.  Employees must register for FEHB during regularly designated “open seasons” and cannot initiate coverage because of being detailed to another areas.  Employees will be permitted to select another health plan if they are currently insured under a Health Maintenance Organization (HMO) arrangement and one or all of their family members are moving out of the HMO serviced area.  Employees under HMOs should consider electing a fee-for-service plan if their families will be moving outside the HMO serviced area during the period of the deployment.  In either case, employees are encouraged to continue medical coverage for their families.

c. Civilian employees who sustain injury or death wile deployed may receive benefits provided by the Federal Employees’ Compensation Act (FECA).  Civilian employees who sustain a traumatic injury in the performance of duty must notify the on-site supervisor as soon as possible, but not later than 30 days from the date of injury. If the employee is incapacitated, someone acting on his/her behalf may take this action.

Casualties

Civilian employees who sustain injury or death while deployed may receive benefits provided by the Federal Employees’ Compensation Act (FECA).  Civilian employees who sustain a traumatic injury in the performance of duty must notify the on-site supervisor as soon as possible, but not later than 30 days from the date of injury.  If the employee is incapacitated, someone acting on his/her behalf may take this action. Accident/illness reporting and recordkeeping shall be in accordance with USACE requirements specified in USACE Supplement 1 to AR 385-40.

Casualty Status 

Civilian employees killed in the line of duty are entitled to many of the same benefits as military casualties. Mortuary benefits for eligible employees include search, recovery and identification of remains; disposition of remains; removal and preparation of remains; casket; clothing; cremation (if requested); and transportation of remains to permanent duty station or other designated location. 

Next of Kin Notification 

Next of kin notification will be made in the event an employee dies, is missing, or unable to express his or her desires after becoming ill. The notification will be handled promptly in an appropriate, dignified and understanding manner by the Casualty Area Command. After official notification by the Casualty Area Command, local commanders may contact the next of kin for expressions of condolence and offers of assistance. Survivor assistance officers will be appointed as necessary. The civilian personnel officer will appoint a personnel specialist to assist the next of kin in obtaining benefits and entitlements. The local Army Community Service center is also available to provide assistance to the next of kin and eligible family members. Deployed civilian employees must complete the DD Form 93, Record of Emergency Data, to include a strip map to the next of kin's address. Copies will be provided to (1) the down range immediate supervisor, (2) the down range employee's temporary OPF, (3) the home station immediate supervisor, (4) the supporting Civilian Personnel Advisory Center, and (5) the regional Civilian Personnel Operations Center for filing in the employee's OPF. DD Form 93 is provided at: http://www.dior.whs.mil/forms/DD0093.PDF 

