Force Providers and Deployment Coordinator Pre-Deployment Course 
Scheduling and Attendance Requirements                                            
				   					As of 8 December 2025
Scheduling: Respective Force Providers and Deployment Coordinators will send the identified deployer’s complete Data Card to the AECW Pre-Deployment scheduling team at usarmy.in.hqda.mbx.aecw-predeployment@army.mil.
1. The subject line of each email sent to this org box should start with: Pre-Deployment Course 26-01 or the deployer’s corresponding class number, example subject line: Pre-Deployment Course 26-01.  
Administration: The AECW staff is requesting that you submit a complete Data Card (with SSN) no later than 30 days prior to requested class date. Then work with your deployer to collect all below information and submit to our team as soon as possible but NLT 14 days prior to their scheduled class date. All documents must be properly filled out and required blocks filled.  
1. The following administrative documents are required to complete the scheduling process:
a. DD Form 93 (Record of Emergency Data) This form must be typed and include phone numbers. 
b. DD Form 2365 (DOD Civilian Employee Overseas Emergency Essential Positions) Ensure “EE” is selected and use current position and supervisor with signatures.        
c. DD Form 2760 (Qualification to Possess Firearms or Ammunition) Only if Armed
d. Digital copy of the Bio page of your official or tourist passport (based on location)
e. Copy of travel authorization orders with final deployment destination annotated and any travel itinerary
f. Completed ISOPREP as soon as possible but NLT 14 Days prior to class start date: 
**YOU MAY ACCESS FROM NIPR** (Copy and paste in browser)     https://prmsglobal.prms.af.mil/prmsconv/profile/survey/survey.aspx Please be sure to look for the (+) and upload your photos first before entering data; after you are complete with uploading your two photos (BOTH FRONTAL and PROFILE(side); COLOR PHOTO with NEUTRAL BACKGROUND, NOTHING BUT A BLANK BACKGROUND) proceed to the rest of the form. 
There will be a place on the ISOPREP profile where the student is asked to create 4 statements. Please be sure they can draw four questions from EACH of your statements.
*PLEASE READ ALL INSTRUCTIONS PRIOR TO SENDING IN FORMS SO ITEMS ARE NOT MISSED *




POC: Program Support Team (Administration Documents)
Pre-Deployment Group Box: usarmy.in.hqda.mbx.aecw-predeployment@army.mil
Ms. Heather Owens					Mr. Charles Toliver
Program Support Specialist				Program Support Specialist
TEAMS: 520-851-5747					TEAMS: 520-851-5759

Mr. Kevin Robinson					
Program Support Specialist				
TEAMS: 520-851-5742		

Emergency Essential Group Box: usarmy.in.hqda.mbx.aecw-ee@army.mil
Mr. Shane Barker					
Program Support Specialist
TEAMS: 520-851-5785

Medical: (NOTE: If Data Cards have not been received, medical packets will not be sent forward for review by the Provider)
1. Deployment Coordinators need to ensure all deployer medical forms are sent in Portable Document Format (PDF) to the POCs listed below.  The subject line will be Pre-Deployment MEDICAL (Deployer’s name).  Please have deployers start on their physicals immediately and send medical packets as soon as possible. All medical packets must be complete and submitted NLT 30 days prior to class start date.  This allows time for review and waiver submission (if needed).  All substantial forms are required to complete the medical review process. Any incomplete medical actions will result in class attendance delay.  Ensure the deployers review documentation for accuracy of administrative information, dates, and signatures are on all forms.  Forms are to be completed accurately and honestly.  Failure to disclose or misreport medical history, conditions, or medications will put the deployer’s deployment at risk for delay or denial of medical clearance.
a. The Following medical documentation is required: (Please see Medical Checklist)
i. PII Coversheet
ii. DD 771 Optometry Questionnaire 
iii. DD 2813 Dental Form
iv. TB Risk Assessment Tool, MEDCOM Form 829
v. DD 2807-1, Medical history
vi. DD 2808, Medical Exam
vii. DD 2215, Hearing Form
viii. Labs (CBC, CMP, Lipid Panel, Urinalysis, HIV)
ix. EKG
x. PCS Memo (for PCS deployers only)

b. If the deployer has Sleep Apnea, recommend submitting a copy of most recent sleep study with initial medical packet.

c. Review and become familiar with the medical checklist, it is beneficial for the deployer to print and take it with them to their appointment to ensure all requirements are met. Standard theater specific immunizations may be provided during medical processing.  

POC: Medical Team (Medical Documents)
Group Box: usarmy.in.hqda.mbx.aecw-medical-records@army.mil 
Mrs. Bridget O’Neal					Mrs. Carli Shand
Admin Nurse						Health System Specialist
TEAMS: 520-851-5751					TEAMS: 520-852-8380

Mrs. Jessica Diez					
Health System Specialist				
TEAMS: 520-851-5776					

DoD Safe Site is available if you are unable to encrypt or if the file size is too large to email. 
https://safe.apps.mil/ 

Theater Specific Individual Required Training (TSIRT):
1. All deployers must go online and complete the TSIRTS and either print off their completion certificate, scan and send to our org box or if the TSIRT course does not have certificate, utilize the “snip” tool or take a screen shot of the final page of the course and send that in lieu of a certificate.  NLT 14 days prior to student’s course start date.

a. Utilize checklist provided in the registration packet for links to complete TSIRTs.

b. Email all complete training certificates to: 
usarmy.in.hqda.mbx.aecw-training-branch@army.mil

POC: Training Team (TSIRTs)
Mr. Jason Reed						Ms. Taylor Lewis
Training Support Specialist				Training Support Specialist

Mr. Scott Shelton 
Training Support Specialist
	
Central Issuance Facility (CIF)
1. The Army Expeditionary Civilian Workforce e-Order Form will need to be taken to a local CIF by the deployer to obtain sizing information.  Please send the completed form or ETP to usarmy.in.hqda.mbx.aecw-predeployment@army.mil NLT 14 days prior to the class start date.  This allotted time provides the proper amount of time for ordering equipment through the PEO- Soldier program.  It is imperative that we get this information and that it is as accurate as possible to allow for the placement of the orders with PEO-Soldier for equipment delivery upon arrival of the deployer.
CIF POC:
Mr. Glen Rhodes					 
Division Chief								
Office: 520-851-5788					
	
Mr. Jason Probus					Mr. Christopher Campbell
Logistics Management Specialist				Logistics Management Specialist	
520-851-5765						Office: 520-851-5741	
