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Introduction
1. Deploying as an Army civilian in support of a contingency operation is a challenging and highly rewarding experience.  This guide takes you through all the requirements from the time that you learn you are deploying until you settle up your travel expenses after you return.  This guide is focused on contracting personnel: Contract Specialists, Contracting Officers and Price Analysts who are deploying to Europe in support of a contingency operation in the Balkans Area of Responsibility (AOR).  However, a deployment to another area will likely follow the same pattern, as all deploying personnel need to meet the same basic requirements, such as processing through the CONUS Replacement Center (CRC).  The entire deployment process can be divided into five sequential phases, as follows: (Click on the underlined link to go to that section.)
Pre-deployment, aka “Preparation for Onward Movement (POM)”

Deployment aka “Reception, Staging, Onward Movement, and Integration (RSOI)”

TDY Location
Re-deployment
Post Deployment
2. More detail about the individual phases and requirements is located in the websites and deployment/reference guides discussed below.  This guide is based on actual deployment experience, and is in no way "official.”  You may find that it conflicts with other, official guidance, in which case you will need to comply with that official guidance.  Be aware that the specifics of the deployment process are changing all the time, and your experience may be different from what's described here.
3. This guide is arranged in chronological order, following the normal phases of the deployment process you will experience.  Within a phase, however, the actions and events may not be sequential; usually these will be obvious, such as many of the pre-deployment activities, which can be simultaneous rather than sequential.  You will need several weeks to complete your pre-deployment activities, so plan accordingly.  Do not leave everything to the last minute.
4. Deployment Locations. In almost all cases, you will be deploying to the Balkans AOR and working for a Joint Contracting Center (JCC) under the operational control of the US Army Contracting Command, Europe (USACCE).  USACCE is part of US Army Europe (USAREUR).  USAREUR has responsibility for all contingency operations in its AOR, which includes Europe, the Balkans and parts of Africa.   USAREUR has established two joint Task Forces, Task Force Eagle (TFE) and Task Force Falcon (TFF), which control US forces participating in the NATO Stabilization Force (SFOR) in Bosnia, and Kosovo Force (KFOR) in Kosovo, respectively.
5. The name of the US operation in Bosnia is Operation Joint Forge (OJF), and in Kosovo, it is Operation Joint Guardian (OJG).  USACCE currently operates five JCCs in the Balkans:  Taszar, Hungary, Sarajevo and Tuzla, Bosnia (all SFOR) and Camp Able Sentry, Macedonia, and Camp Bondsteel, Kosovo (both KFOR).  These five locations are where you will most likely work during your deployment.  However, you may go to another locations as JCCs are periodically open and closed, or set up satellite locations. USACCE maintains operational control of the JCCs from its headquarters in Seckenheim, Germany.
6. Duration.  The normal expected duration of a deployment for Army civilians is 179 days.  TACOM civilians normally deploy in TDY status.  You may encounter other Army civilians who are in Temporary Change of Station (TCS) status, which can be for a longer duration and carries different entitlements.
7. Joint Contracting Centers (JCCs). As mentioned previously, USACCE executes its contracting mission in the Balkans through the use of the five JCCs.  Each JCC has a mix of military (from all services) and civilian personnel, including local national personnel who act as interpreters and procurement assistants.  Staff size at the JCCs varies from four to a dozen people.  The JCCs are independent units who serve the local commanders, but answer only to USACCE.  This protects the contracting office from any undue influence from local commanders.
8. Types of Contracting. The JCCs provide installation support contracting to the local units in the JCC’s assigned area of responsibility.  This can include utilities, cell phones, interpreter services, vehicle leasing, copier services and office equipment and supplies.  Most contracts are purchase orders or IDIQ.  Most of the IDIQ contracts are long-term.  You may also use SF 44s for local purchases and/or Government IMPAC credit cards.  You will do contract administration and close outs, and also may be trained and work as a paying agent.  Almost all contract work is done using MS Office and Form Flow to generate documents.  Local national employees will interpret for you and help with solicitation and contract preparation.  The work also involves support to transient operations such as Transfers of Authority (TOA) and various Army exercises that provide assistance to other nations.  However, not all of the local contracting will be under the JCC’s control
9. Other Players. Both DLA and DCMA have contracting roles outside of the JCC.  DCMA is responsible for the Balkan Sustainment Contract (“LOGCAP”) and DLA handles food and fuels.  In addition, the Multinational Support Cell (MNSC) handles contracting issues (“ACSA”) with other NATO national forces.
10. Prerequisites for Deployment. In order to deploy, taking the DAU Contingency Contracting course, CON 234, is helpful but not required.  You may or may not be required to have a security clearance.  You normally need to be DAWIA-certified to at least Level II in contracting to receive a contracting officer's warrant, and you will need credit card training (a one day affair) to receive a credit card (Government IMPAC purchase card).
Pre-deployment, aka “Preparation for Onward Movement (POM)”

11. Call Forward. The deployment process starts with a document called the call forward, issued by the AMC Operations Center (AMCOC).  The call forward identifies the person, the position being filled, the reporting dates for CRC and other pertinent information.  You should receive the call forward by email 60-90 days prior to your deployment date.  Keep a copy with you; it also is your proof of being deployed as you complete your pre-deployment activities.
12. Advance Contact. Also, usually 60 to 90 days prior to deployment, you will be contacted by your new deployment supervisor and/or the USACCE operations (“S3”) staff.  They will open a communication channel to answer your questions, indicate what equipment, if any, you need to bring, and identify any other steps, such as filling out of warranting forms and IMPAC documents.  Be aware, though, that depending on the situation, you may not be contacted.  You may be able to get the “in the clear” mailing address to the site where you'll deploy and mail ahead some of your belongings, which will cut down on how much you will need to carry with you.
13. Funding.  After you receive the call forward, you will need to get together with your BMO to set up a JON and get an accounting classification for your travel orders.
14. TDY. Essentially, a deployment is just a long term TDY.  You will need to get travel orders generated, funded and approved just as you do for any travel.  However, travel outside the United States, OCONUS travel, has special requirements.
15. OCONUS Travel Request.  With your call forward and your fund cite in hand (you also need your official ‘red’ passport number), you can prepare a Request for OCONUS Travel, AMC Form 1297-R-E.  This form is available in Form Flow, and the TACOM Intranet Transportation/Travel web page has a link to detailed instructions on how to fill out and process this form.  Once this form is completed, you will route it via email to Transportation Management (AMSTA-CM-XPT), Shawn Morse, who will prepare your orders and get them approved.  Here are some points to consider for this document:
a. Typically, you first will travel (a flight from Detroit to Atlanta, then to Columbus, GA) from home station to the CONUS Replacement Center (CRC) at Ft. Benning, GA. You will spend a week at CRC and then fly from Atlanta to Frankfort Germany on an AMC charter flight or a commercial flight.  You will spend two-three days in Germany for orientation, and then fly from Ramstein Air Base to your TDY location.  Your orders should include Ft. Benning and the final TDY site, but do not need to show the other stops.
b. USACCE and CRC will handle any country or theater clearances required,
c. You will not need a rental car at Ft Benning but you should have one authorized for Central Region (Germany) and at your TDY site, even though you may not have or need one at these locations, this is to cover those emergency situations when you do.
d. Your orders should include or state all of the following:
i. Variation Authorized.
ii. Leave authorized consistent with mission requirements. (This is because leave is not normally authorized during deployment.)
iii. Rental car authorized in Central Region and at TDY site.
iv. AAFES and commissary privileges authorized at Ft. Benning and OCONUS during deployment and redeployment.
v. Medical and dental care authorized.
vi. Overtime and compensatory time authorized at TDY site as required by field commander.
vii. Actual expense allowance authorized while at TDY site. (Depending on where you are, your expenses may vary widely from normal per diem rates.)
viii. Dual lodging authorized.
ix. Excess Baggage 200 lbs authorized.
x. Identify your level of security clearance, e.g., SECRET, type of investigation, and date approved.
e. You call forward may also have requirements or language that needs to be in your travel orders.  For example, you call forward may say “Travel orders must state that:  DEPLOYMENT IS IN SUPPORT OF OPERATION JOINT GUARDIAN.”
f. SATO Reservations/Ticketing. You will need to make a reservation with SATO for a one-way airfare to Atlanta.  You do not need any other reservations from SATO.  The CRC and USACCE will make all of your other travel arrangements.  You may need to explain to SATO that there is a shuttle from Atlanta airport to Ft. Benning, and that this is preferable to taking the commuter flight from Atlanta to Columbus.  If you do fly into Columbus, there is a shuttle there that will take you to CRC.
g. Force Protection Brief. The TACOM Intelligence and Security Directorate will provide you with the required Level I threat brief anytime before you depart TACOM.  This takes about an hour to complete.
h. Make 100 copies of your travel orders and take them with you.  100 copies may sound like a mistake, but you indeed should make 100 copies of your orders before you leave.  You will need them!
16. Military Personnel Service Center. The Military Personnel Service Center (MPSC) in Room 141W, Building 230 here at TACOM will help you with passports and dog tags.  You do not need to get any ID cards here, the CRC will provide you with the only ID card you need.  You do not need to take your TACOM badge when you deploy, and you are not required to have an Army Civilian ID card.
a. Passport. If you do not have a valid official passport, you must have one before you will be allowed to deploy.  The MPSC will process this for you.  Keep in mind that it can take up to six weeks to obtain a passport.  If you need passport photos, the Command Photographer, located in the Media Center, (Building 200B) will take them for you.  If you need a visa (unlikely), the call forward should explain how it would be obtained.
b. Dogtags. You need to take two sets of dogtags.  The MPSC can make these for you, or you can wait and get them at the CRC.
c. Tourist vs. Official Passport. If you have a tourist ‘blue’ passport, it is a good idea to take it along for force protection reasons.
17. What to take. Keep in mind that the CRC at Ft. Benning will give you three large, heavy duffel bags of equipment that you will have to carry with you, so pack light.  One bag is best.
a. Clothes. Although you may be told that civilian clothes are not authorized, you will need them, so take at least three sets of casual clothes. Take work out clothes/gear and cold weather clothes like coats, gloves, and hats.  Avoid clothes that stand out or identify you as American.  This means that clothes like jeans are ok but that an American flag t-shirt is not a good idea. Six to eight sets of socks/underwear are an appropriate number to bring.  You will have laundry services available at your TDY site.  Basic washing will be free of charge but pressing will cost extra.
b. Glasses. Take two pair, even if you wear contact lens.  The CRC will also give you two spares if you request them, but you don’t get to pick the frames.
c. Locks. Take one large padlock (for lockers) and four small ones for your baggage and duffel bags.
d. Medical.  Take a six-month supply of any prescriptions, and take copies of the prescriptions.  You can take household remedies like aspirin too, but these will be available at your TDY site.
e. Computer/CDs.  Unless you are specifically asked, don’t take a computer, except maybe your palm pilot.  You will not need it.  Your cell phone probably will not work in Europe and your new command is going to give you one anyway.  It’s a good idea to copy your “My Documents” file from your work computer (or home, too) to a CD and then take the CD along to use as a source of samples.  Also copy your favorites/bookmarks file to this disk.  You will not need to take copies of “baby” FAR/DFARS.  You will have Internet access and email.  It’s a good idea to have a friend or supervisor at TACOM act as a “contracting buddy” to help you tap into TACOM resources if you need to.
f. Personal Checks. Take at least one book of personal checks along; you will need them. Traveler’s checks are probably not a good idea.
18. Physicals/Dental/Vaccines. It is a good idea to have a physical and dental checkup before you deploy.  The TACOM Occupational health clinic can assist with a physical, but dental checkups are your responsibility.  Contact the Command Nurse to see if a physical can be arranged.  CRC does health screening, and may do more if circumstances warrant.  If you have not had any of the required vaccines for overseas travel, the SANG Health Clinic can do them, but you need to call first to see about dates and times.  Take your shot record with you to the clinic when you get your required vaccinations, and then remember to take your updated shot record with you when you deploy.  The CRC screens for vaccinations and will make up any shots you still need at that point. Only certain deployment locations require Anthrax vaccinations.  You must have taken the first three shots (over six months) to be deployable to these locations.  It is very unlikely that you will be asked to deploy to a location that requires Anthrax vaccine.  If you have special needs, like diabetes, take along enough supplies to cover the entire deployment period.
19. TAPES/SF 50. Before you deploy you will need to do a close out TAPES evaluation with your supervisor.  Take a copy of this closeout TAPES with you when you deploy to use as a template for the TAPES you will do to cover your time deployed.  You will also need a SF 50 detailing you to your deployment assignment.  You can see Carole Schmidt in the BMO to arrange for the SF 50.
20. Personnel Files. You will need to visit Mark Reed in Human Resources (1st floor, Building 231) to set up some personnel files relating to deployment and fill out other necessary deployment paperwork.  This includes your emergency essential letter and next of kin notification and personnel data sheets.
21. Travel/IMPAC Cards/Warrant.  You must have a Government travel credit card, and this has to be issued by your home station before you depart.  It is also a good idea to take along a personal credit card if you have one.  USACCE will issue an IMPAC card to you if you will need one as part of your duties.  USACCE will also issue your contracting officer's warrant if the position requires it. If you already have a warrant, take it with you.  A photocopy will suffice.
22. Legal. You will want to leave a power of attorney with your spouse or other relative/partner so they can look after your personal and business affairs while you are away, and you will also want to have a Will.  The TACOM legal office in Building 230 (CPT Bradley Jan) will help you with both of these items. Just let them know that you will be deploying.
23. Personal Business.  If you are single, you will need to make arrangements to pay any bills and mortgages, and to take care of your housing, transportation and pets.  At work, turn on your “out of office” assistant and leave a sign at your workstation so people will know whom to contact while you are gone.  You should not change your current arrangements to receive your paycheck via direct deposit.
24.  Time and Attendance/Overtime Planning. Get together with your first line supervisor/group secretary before you leave and work out how you will report your time and attendance, and overtime requests by email.  Typically, you can expect at least 10-20 hours of overtime per pay period, and this needs to be approved in advance.  An understanding upfront with your supervisor on how to handle this will avoid problems later. A normal workweek deployed is 40 hours, plus 4 to 8 hours on Saturday and on call at other times.
Deployment, aka  “Reception, Staging, Onward Movement, and Integration (RSOI)”

25. Travel to CRC. The training/processing cycle at CRC (Ft. Benning) starts on Sunday and normally lasts seven days.  This means that your report date for CRC will almost always be on a Sunday.  You will want to schedule your flight/connections so you arrive at CRC by 1300 hours.  If you take the ground shuttle from Atlanta, it is approximately two hour’s travel time to CRC.  The USO office at Atlanta Heartsfield Airport is on the third floor of the Terminal area, and is the military liaison.  If you fly into Columbus, the military liaison is right next to the baggage claim.  Both will give you information about the ground shuttle
a. Take some cash. Don’t carry a lot of cash. $200 to 250 should be adequate to get you to your TDY site.  You will need $8 per day in cash to pay for your meals at CRC.  You may want to get some Euros when you get to Germany.  The best way to do this is to get a cash advance at an ATM.  Make sure your credit card PINs work in an ATM before you leave.  
b. Soap and Towels. CRC is not a hotel and accommodations are Spartan.  Take soap and towels and any personal grooming items you may need.  Sheets and pillows are provided.  The CRC is in an isolated area and there is only one small convenience store there.
26. CONUS Replacement Center (CRC). You will spend a week at the CRC.  You will wear civilian clothes until the last two days when you will go through the STX (Situational Exercise) training.  Your days will start early, 0530, but do not go overlong.  The CRC staff is used to working with civilians and will be very helpful.  However, you will be in a training scenario, and must pay attention and participate.  You will not be asked to do anything that you cannot handle, or that is dangerous.  Some of the key things that you will do during your week at the CRC are:
i. Medical. The CRC will take you for medical screening, catch up any vaccines you need and fit you for spare glasses, if you want them. They will also take a DNA sample, and on a voluntary basis, test you for AIDS.  They may test your hearing or do other tests as a result of the screening process.
ii. Central Issue Facility (CIF). You will also go to the CIF to draw equipment.  You will receive three duffle bags of equipment, including uniforms and Objective Combat Individual Equipment (OCIE), which you will wear and sometimes use during your deployment.  The equipment you receive will vary based on where you are going.
iii. Soldier Readiness Processing (SRP). This is the process of verifying your readiness to deploy.  Among the many activities, you will receive an ID card, various legal, personnel and health related briefings, be recorded in the deployment-tracking database, and provide family contact information.
iv. USAREUR Driver’s License Training. While not mandatory, it is a good idea to take this training and pass the exam.  You may not be allowed to operate Government vehicles or rent a car in Germany otherwise.
v. Individual Readiness Training (IRT).  This is mostly classroom training on force protection, medical concerns, health, rules of engagement, country briefs and the international laws of war. You will also receive gas mask training.
vi. Situational Exercises (STX). This will occupy your last two days at CRC.  This is hands-on training and you will wear your battle dress uniform (BDU) for this.  You will learn how to conduct searches, booby trap and mine searches and awareness, how to react to snipers and incoming fire and other necessary drills.  The final portion of this situational training is to go through the ‘lanes’ and practice the activities you have just learned.
b. Flight from Atlanta to Central Region.  CRC will make the arrangements for your flight to Europe.  The CRC will provide transportation to Atlanta to catch your flight.  This will be either on a commercial flight or a AMC (Air Mobility Command) charter flight from Atlanta to Frankfort, Germany. If you are on an AMC charter, the flight may go directly to the terminal at Rhein-Main Airbase.   Otherwise, you will fly into the commercial terminal at Frankfort International Airport. These are separate terminals at the same airport.  When you get to Frankfort, usually military liaison personnel will meet you in the baggage area, and if they don’t, there is a meeting point in the terminal near the gate you arrived at, with instructions on how to get to the 64th Personnel Detachment Center.  Regardless of whether you fly into Frankfort or Rhein-Main, you will have to go to the 64th Personnel Detachment center right across from the Rhein- Main terminal for further processing.  At this point someone from USACCE will meet you and take you to USACCE headquarters in Seckenheim, where you will have an in brief with the USACCE commander, complete any warrant or IMPAC paper work you haven’t already completed, and prepare you to move on to your final TDY site.  You will normally spend one day at USACCE.  The USACCE S3 office will make arrangements for your flight to your final TDY site and take you to Ramstein Air base to catch it. When you get to the terminal at Ramstein, you need to check in with the SFOR/KFOR desk, as appropriate for your destination.
TDY Location

27. Here are some deployment aspects to be aware of that pertain to your deployment location.
a. In-processing/Badging. When you arrive at your TDY location, you will be issued a local ID badge and undergo various in-processing briefs and fill out forms, such as mail forwarding cards. 
b. Command and Control. While deployed, you are subject to the Uniform Code of Military Justice While this does not mean that you are subject to military discipline (No one will make you get up at 0600 to do PT), it does mean that you have to follow the rules, and that administrative action can be taken against you if you don’t. See the deployment guides referenced later for further information.
c. USAREUR Computer Security Test. One of the first things you will do is get an email account.  In Europe, to do this you need to take the online USAEUR IA test.  Your deployment site DOIM or “S6/G6” will set this up for you.  This test only takes 15 minutes and is very similar to the information security briefs given at TACOM.
d. Force Protection.  Force protection is taken very seriously in the field. It will have a much greater impact on your day-to-day activities then it does here at TACOM.  Learn and comply with local force protection rules.  They sometimes appear silly, but they are still for you and your coworkers' protection.
e. Accommodations. Your quarters will normally be a one or two person room in a building or SEA hut.  A SEA hut is an eight person temporary building, with a bathroom.
f. Fitness/Recreation/Shopping. All of the deployment locations have Morale, Welfare, Recreation (MWR) facilities.  These include a physical fitness center, games room, movies, library and scheduled activities, such as card tournaments.  The Army-Air Force Exchange Service (AAFES) is a store where you can buy snacks, magazines, clothes, personal comfort items, clothes and souvenirs.  Military Post Offices are also available.

g. Dining.  You will take your meals at the dining facility, known as the DFAC.  It is only at CRC that you are charged for meals.
h.  Medical/Dental. Each location will have an aid station, staffed with doctors and nurses.  They hold a daily sick call, and will handle any routine medical care you may need, not just emergencies or illnesses. You may need to go to another location if you need dental treatment, as some do not have dental clinics.  The aid station will arrange this if necessary.

i. Local Travel. You may or may not have a government vehicle available. You will have opportunities to leave camp and visit local sites.
j. Leave/FMPP.  After 60 days at your location, you are eligible to take a four-day trip to Sofia, Bulgaria or Budapest, Hungary for rest and recreation (R&R).  The Army provides transportation but food and lodging is at your expense.  You have to stay at the FMPP hotel, however, it is inexpensive.  Restaurants are also reasonable.  Tourist websites for Sofia and Budapest are available on the Internet.  This is the Fighter Management Pass Program or FMPP.  This is not considered annual leave. Other than this break, annual leave is not normally authorized at your deployment site.
k. Money/Eagle Cash Cards.  You will not be able to obtain American currency at your location.  Instead, the finance office will issue you an Eagle Cash debit card, which you can use at any American facility.  This is how you get walking-around money to spend at the PX and for local travel during your deployment.  The finance office will accept personal checks to pay for the debit card.
l. Interim Vouchers.  AMC personnel can submit interim travel vouchers on a monthly basis through their local Soldier Support Battalion (SSB) or detachment.  Reimbursement from interim vouchers is paid by EFT into your personal bank account in the States.  You will not be able to apply for danger pay or foreign differential until you return from your deployment.
Re-deployment

28. Out-processing. You will need to prepare and process an out-processing sheet to clear your deployment site.  You will also need a letter of release from your deployment site supervisor.  About 30 days prior to redeployment, you will need to do a TAPES evaluation for your period of deployment, and send it to USACCE.  At the same time, your deployment supervisor should prepare any award write-ups and forward them to USACCE.  You also will need to write an After Action Report for USACCE and submit it before you depart.
29. Central Region. On your way out, you will fly to Ramstein and then return to Seckenheim for your out-brief and award ceremony.  Make sure you get a signed copy of your deployment TAPES evaluation to bring back for your TACOM personnel file. USACCE will book your flight to Atlanta. Typically, you will only spend two days in Germany.  If you wish, you can likely arrange to take some annual leave prior to returning to the United States.  From Atlanta, you will catch a shuttle to Ft Benning, just as you did when you deployed.
30. Return to CRC. Typically, you will spend only a day and night at CRC. The CRC will book your flight back to Detroit. You will also go to the CIF to turn in your equipment.  Take your checks with you if you have to pay for any missing items.  The CRC will take you to Atlanta to catch your flight back to Detroit.
Post Deployment

31. Travel Voucher. You need to file your travel voucher within ten days of your return to TACOM.  This is the same as for any other TDY travel, and there are no special requirements for a post-deployment voucher.
32. Overseas Allowances and Differentials. In addition to your travel voucher, you will need to file a separate voucher for the Overseas Allowances and Differentials that you may be entitled to.  This is done through Mary Lepage in Civilian Personnel (1st floor, Building 231) who will give you the necessary instructions. This voucher is submitted on a SF 1190, which is available in Form Flow.
33. Points of Contact. For additional help, please contact one of the following folk.
a. Mark Reed, Human Resources, x46076
b. Mary Lepage, Human Resources, x46623
c. Shawn Morris, Travel Management, x45774
d. Ron Williams, TACOM Occupational Health Clinic, x45771
e. Joe Monaghan, TACOM Operations Center, x48393
f. Fred Bultman, Acquisition Center, x 32622
34. Reference Documents/Websites. The following three documents and websites are invaluable references for deploying civilians.  The guides can be downloaded from the websites by following the hyperlinks.
a. DA Deployment Guide DA PAM 690-47 

b. Army Kosovo Deployment Guide Personnel Policy Guidance - Kosovo
c. CONUS Replacement Center (CRC) CRC Website
d. Deployed Civilians Online CHRMA Website.  Then follow the links for ‘Deployed Civilians.’
e. TACOM Transportation/Travel Website Transportation/Travel Information
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