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Civilian Expeditionary Workforce (CEW) Job Aid
Tracking and Accounting for the Daily Locations of Volunteers
There is a designated person at each theater installation who every morning records the locations where civilian personnel will be going.  This is key to their operations, since security must be arranged for them and provided at all times while they are outside of the Green Zone. This designated person send this information to the HR supervisor for the entire geographical theater (such as Afghanistan), who is responsible for maintaining a master log of the whereabouts of all personnel, whether they are in or outside of the Green Zone. You should establish contact with this person, since they are your point of contact for the location of your employee, if and when it is needed.
The requirement for this tracking comes from DoD Instruction 1400.32, DoD Civilian Work Force Contingency and Emergency Planning Guidelines and Procedures, April 24, 1995.
CIVTRACKS has been developed by the Department of the Army as a means to meet the requirements of DOD Instruction 1400.32 to establish accountability procedures for civilians in theaters of operations. CIVTRACKS is an Internet accessible automated civilian tracking system. The use of CIVTRACKS is mandatory for CEW volunteers employed by the Department of the Army. While this system is primarily designed to capture data on Appropriated and Non-Appropriated DA civilian employees and Red Cross personnel, other individuals, i.e., contractors, AAFES and employees in other DOD components may also use CIVTRACKS. It is the responsibility of the employee to input the data in the system and to keep it accurate and up-to-date. Data is input each time there is a change in location while deployed, beginning with the initial relocation from the home station. Logging into the system requires the use of a USERID and password. Wallet-size deployment cards with the USERID, password and other related information are available at Civilian Personnel Advisory Centers (CPACs), and cards are also available at the CONUS Replacement Centers and in theaters of operations for employees already deployed. Instructions for inputting and submitting data into CIVTRACKS are available at the following website: http://hqda.army.mil/pesw/homepage.htm.
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