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This Deployment Guide supersedes all previous publications by OIP regarding Iraq. 
SCOPE AND PURPOSE
This document sets forth specifics for Non-Personal Services contractors under Chief of Mission (COM) authority.
I.  Iraq Orientation/Deployment Center (OIP)
OIP provides limited support to non-personal services contractors.  Specifically, the Center processes applications for DoD Common Access Cards (CACs) and Iraq/Jordan country clearance applications for USG contractors working in support of DOS operations and requesting lodging and services as authorized by their contract at Embassy facilities. 
II. Preparation for Deployment  

A.  Obtain Class I Medical clearance equivalent
1. 	Contractors are expected to hold medical clearances specific to required medical conditions corresponding to deployment to Iraq.  A form to provide this certification is embedded. Note: the DOS medical clinic does not provide services to contractors. 
2. 	Each contract company deploying personnel to Iraq is required, by Federal Acquisition Regulation, to obtain and maintain medical evacuation insurance to ensure that injured or ill employees can reach an appropriate treatment facility.  The current practice is for the military to stabilize and airlift injured/ill contractors on the first available flight to an adjacent country.  From this point, the contractor is responsible for all costs associated with the movement to include airlift. 
3. 	Individual contractors are responsible for all prescription medications required for personal use during the deployment.  Neither the Embassy Medical Unit nor military hospital will fill prescriptions.

B. 	Obtain - Letter of Authorization (LOA) & Identification   
· All contract employees are required to have a SPOT LOA as documented here: http://lm.a.state.gov/index.cfm?fa=user_list_content&Folder_ID=463. 
· The LOA certifies that the contractor’s presence in Iraq is in support of COM and sets forth support entitlements authorized in the contract.    
· Newly deploying contractors MUST present their LOA request to the Contracting Officer with a copy of their Medical Certificate accompanying the LOA request.
· Contract personnel must carry the LOA with them at all times. 

C.  Secure Country Clearance(s) 
All contractor personnel requesting life support services (billeting or access to the DFAC) from the Embassy as authorized by their contract are required to submit a country clearance. Requests must be made in the 30 day window before departure and at least 7 working days in advance of travel to Iraq for review by OIP, Embassy Baghdad and the transit location.

D.  Passport & Visa Requirements
Embedded below are the instructions which all USG contractors must use when submitting an Iraq visa application.  





F.  	Reserving Embassy Air- Iraq (EA-I) Flights from Amman or Kuwait
For those contractors specifically designated as being authorized DOS-provided air transportation support and transiting through Amman or Kuwait, they are responsible for reserving EA-I flights by emailing EAI-InternationalFli@state.gov.  
EA-I Flight Schedule:
Sunday
Tuesday
Thursday
Saturday
The electronic ticket will be sent via email. You must have a copy of this when checking in at the airport in Amman or Kuwait.
You must have a valid Country Clearance approval, passport, Iraq visa, and LOA to allow for travel via EA-I. 
The manifests close 96 hours before flights.
EA-I operates De Havilland Dash 8 aircraft on this international route.  The Dash 8 is a mid-sized turboprop airliner with a 40-passenger capacity and standard airline seating.  
Amman EA-I flights leave out of Queen Alia International Airport on Saturday, Sunday, Tuesday, and Thursday at 10:00 AM. If coming from the U.S. this necessitates an overnight stay in Amman.  Since the plane’s capacity is only 40 passengers, please check EA-I availability before you purchase your tickets to Jordan. 
Kuwait EA-I flights leave out of Kuwait Internation Airport on Saturday, Sunday, Tuesday, and Thursday at 6:30 PM. Since the plane’s capacity is only 40 passengers, please check EA-I availability before you purchase your tickets to Kuwait. 
 (
EA-I passengers will be limited to a maximum of 50 lbs of checked baggage and 20 lbs of carry-on items, or any combination of 70 lbs total.  Due to the limited cargo capacity of the aircraft, no exceptions can be made to this requirement. Carry-on bags may not exceed 15x10x15 inches in order to fit into the overhead compartments or under the seat.
)



Cancellations/changes require notice to EAI-InternationalFli@state.gov  or RowlsonKJ@state.gov and a new reservation.  Double bookings are not permitted.  

G.  Request DoD CAC as authorized (U.S. Persons only)
The CAC is issued to Federal Government personnel working in Iraq under COM per a DOS Waiver Request for DoD CACS dated August 7, 2010.  The waiver also applies to U.S. citizen contractors or grantees carrying out programs or activities in Iraq that are funded by the DOS or USAID.  Under this waiver only U.S. persons (U.S. citizens and Permanent Resident Aliens) may be issued a CAC.  The waiver requires that the CAC be issued only to cover the tour of duty as reflected on a SPOT LOA, such LOAs must be presented to the CAC issuing agent; with a copy maintained in the OIP Center to justify issuance of a CAC.  The end of contract date may be used for contractors if such is shown on the LOA.  The DoD CAC systems produces two cards under this waiver – a DoD Federal Agency Affiliate card for USG employees and a DoD Contractor CAC albeit you are under COM authority.  DoD software will not be changed to accommodate the anomaly of non-DoD civilians receiving DoD CACs. 
Individuals who do not qualify for a CAC who need access to coalition installations in Iraq must apply for an 
USF-I badge in-country.  A CAC does not provide access to DOS installations; nor does an MNF-I badge provide access to the Embassy or other DOS installations. 
You must obtain the CAC prior to deployment; CENTCOM will not issue an initial CAC at Post. 
Complete and submit the embedded CAC Application form to the OIP Center at cacsoip@state.gov with a copy of your SPOT LOA and an email from Diplomatic Security verifying that the contractor has undergone the proper security vetting in one email. The email subject line should indicate CAC Application and the name of employee.


The procedure described herein also applies to CAC renewals whether at post or in the U.S.  Renewals must be supported by amended travel authorization or new LOA reflecting the extended period of employment in Iraq.   
All CAC applications require a minimum of 5 business days to process.
You will be advised by e-mail of approval and that information is entered into the DoD database.  
The email will provide the Rapid Site Locator website http://www.dmdc.osd.mil  and lists the worldwide DoD Access Control Centers. The Pentagon is the preferred location to secure the CAC. 
The Pentagon Access Control Unit is located on the concourse to the right of the Metro entrance in Room 1F-1084 and operates on a walk-in basis Monday-Friday from 8:00 a.m. to 3:30 p.m. (except Wednesdays, the office opens at 8:30).  This is a convenient site for COM personnel.  Some centers work only by appointment so be sure to check the web info carefully. 
The DoD ID Unit requires each two forms of photo identification (Federal or State issue) and a copy of the LOA.  
Because of the underlying security certification and other eligibility requirements to receive a CAC card, all CACs are processed through the OIP Center.   
The CAC must be returned at the completion of the assignment, even if the card has expired.  Cards can be returned to the OIP Center or to the nearest DoD Identification Unit.


H.  Foreign Affairs Counter Threat Course (FACT) (OT610)
NOTE: This section applies only to those contractors who do not have their own training course as required by the terms of their contract with the Department of State to provide employees pre-deployment awareness of threats employees may face in Iraq based on the Foreign Affairs Counter Threat Course (FACT) (OT610).
The course includes surveillance detection, counter terrorism driving, improvised explosives recognition, weapons familiarization, emergency medical workshop, weapons of mass destruction, coping with stress, security briefings and Bureau of Near East Affairs’ policy objectives and life at post.  In order to participate in the driving portion of the course, students must have a valid driver's license. OT-610 FACT is limited to 25 students per class.  First priority for enrollment is given to Iraq and Afghanistan.   
If you have completed FACT within the last five years, you do not need to take the course again. 
FACT (OT610) is administered by the Diplomatic Security Training Center (DSTC), 2216 Gallows Road, Dunn Loring, VA.  Training runs Monday – Friday: Two days are spent at the DSTC and 3 days are spent at Bill Scott Raceway (BSR) in Summit Point, West Virginia.  Days spent at the DSTC and BSR alternate depending on the section students are enrolled in.  Please contact the DSTC Registrar at (703) 204-6100 with any questions.  Transportation will be provided by the Department to West Virginia.  Hotel reservations will be made for students in West Virginia, however, students must individually pay for their rooms.  This course requires 100% attendance in all sections of instruction in order to receive credit for the course. 
Contract employees should enroll by submitting an SF-182 complete with funding information and billing address along with a Contractor Officer Approval Memo, to the Foreign Service Institute Registrar's office or by faxing it to (703) 302-7152. The cost of OT610 is $3,895.  Please include your fax number and e-mail address on the training request to receive a confirmation of enrollment.  The enrollment form can be found at: http://www.opm.gov/forms/pdf_fill/SF182.pdf

III. Transiting Kuwait
You will be required to travel through Kuwait on your passport.  
Kuwait issues single-entry visas at the airport for travelers from the countries listed below.  There is a 3KD or 11USD charge for processing the visa.  All travelers from countries not on the list below need to get a Kuwait visa prior to arrival.  
The United States of America, The United Kingdom, France, Italy, Germany, Canada, Australia, New Zealand, Japan, The Netherlands, Belgium, Luxembourg, Switzerland, Austria, Sweden, Norway, Denmark, Portugal Ireland, Greece, Finland, Spain, Monaco, The Vatican, Iceland, Andorra, San Marino, Liechtenstein, Brunei Singapore, Malaysia, Hong Kong, South Korea, China, Poland.
Special note for dual nationals (Arab or Persian Heritage):  Kuwait Immigration may ask travelers with Arab or Persian names who were born in the Middle East to provide their name in Arabic script, as well as the name of their father and paternal grandfather (or tribal name) on an official document such as a foreign birth certificate.  The U.S. Embassy has requested that the Government of Kuwait end this discriminatory practice, but has been unsuccessful to date in obtaining Kuwaiti compliance.  Persons born in Iraq, Iran, Syria, Afghanistan, Bangladesh, Somalia, Egypt, and Pakistan may be affected.  Persons who fit in this category and do not wish to provide this information should seek alternate routes to BIAP.



Non- Personal Services Contractor w/Life Support/Sponsoring Office/Agency Responsibility



OIP Responsibility



Process  Iraq country clearance


Verify entitlement to CAC; process application


Notify of CAC approval/disapproval 


Secure a Kuwait visa as necessary – see III below.


Secure a passport valid for 6 months beyond end of tour


Obtain CAC from most convenient DoD ID unit 


Submit CAC application w/supporting documents to OIP Center 


Make  EA-I reservations from Amman or Kuwait


Make lodging reservations in Amman


Secure entry visa for Iraq 


Request Iraq country clearance 


Secure letter of authorization (must include indication that NACI has been initiated, FBI fingerprint check completed if CAC desired)


 Arrange for FACT Training OT610 at the Diplomatic Security Training Center (see H. Below) as required by contract


Provide Iraq awareness training as required by the contractor 


Obtain medical clearance 








IRAQ AND JORDAN


A commercial flight itinerary, travel authorization and passport must be in hand to request country clearance via http://ecc.state.gov.


If you do not have access to State’s OpenNet, you can obtain a copy of this form at https://www.intelink.gov/wiki/Orientation_and_In-Processing_Center:_Iraq or request the form via email from OIPOrientation@state.gov. The completed form should be returned to Iraq-Country-Clearance@state.gov. 


Country clearance approval will be sent to you via email. Retain the eCC for other transit processes.


If travel plans change you must email Iraq-Country-Clearance@state.gov with updated information.






Passports must be valid for six months beyond the scheduled return to the United States.  





A valid passport and visa are required to enter Jordan. 







An Iraqi visa is required for all travelers to Iraq.  Please see attached  instructions & application above and allow at least 8 weeks for processing.


Passports must be valid for six months beyond the scheduled return to the United States. 


The CAC is not accepted as a passport substitute.  


Airport entry visas are available for 20 Jordanian Dinars (approx. 28 USD).  No charge for Diplomatic passport or Official passport. 


An exit charge of 20 Jordanian Dinars (approx. 28 USD) is levied at Queen Alia International Airport.  


IRAQ


JORDAN


KUWAIT


IRAQ


Passports must be valid for six months beyond the scheduled return to the United States.  


Single entry visas are available at the airport
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United States Department of State 


Washington, DC 20520 


TO: 

Medical Examiner


Examinee Name: ______________________________     


  SSN:_______________                              
   DOB:  _______________



MM/DD/YY


Employer Name: ______________________________


· Note:  Medical resources in Iraq and Afghanistan are extremely limited.  Individuals with medical conditions requiring follow-up or supervision are not medically qualified to serve in these countries. 


This is to certify that I have examined the above-mentioned patient and have determined that he/she has no medical or psychiatric conditions that require medical supervision, routine follow-up or access to emergency or specialized care.  


I also certify that the examinee has no contraindications to performing vigorous activities and heavy lifting.  


Note on Physical Exertion - When transiting in and out of Baghdad Airport, all are REQUIRED to wear body armor (vest and helmet), weighing approximately 30 pounds. In addition, all are required to carry one’s own luggage (no porters are available) over dirt and gravel roads.  This process can be extremely physically exerting if the luggage is two full suitcases (30-40 pounds each). Transportation in and out of the International Zone (Embassy) is either by helicopter or Rhino bus.  Helicopter transport requires wearing the helmet and body armor as well as jumping in and out of the back of the helicopter.  The height required to jump may be as high as waist level.   The luggage must be lifted into the helicopter as well.  Many injuries have occurred to persons who were not physically capable of performing these activities. 


Medical Examiner Name:

__________________________________


   



               Print or Type


Signature:

__________________________________


Date of Examination: 
____________________________

Address:

__________________________________




__________________________________


Phone Number: 

__________________________________


Original –
Kept in Contactor’s file


1 copy – 
Kept with Examinee


1 copy – 
Submitted to Contracting Officer with LOA request 
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CAC Applications Require 5 Days for Approval Process 

OIP Center CAC Application for Iraq

(Replaces DD-1172)

Complete ALL fields below.  For USG employees, send in the completed form along with your CURRENT USG TRAVEL ORDER/AUTHORIZATION OR SIGNED LETTER OF AUTHORIZATION.  For contractors, send the CAC application, a SPOT LOA, and proof of security clearance issued by your agency Security Office. If you are an SES employee please check that box; other employees should check the Government direct-hire employee box.



INL Contractors send to their Administrative POCs.

USAID-sponsored CAC holders send to:  CAC-USAID@usaid.gov

All others to:  CACSOIP@STATE.GOV



		[bookmark: Check1]Government direct-hire employee  |_|

 |_| SES 

		[bookmark: Check2]  OR    Government contractor  |_| 



		Name:

		



		Sex:

		



		SSN: 

		



		Citizenship: 

		



		Date of Birth: 

		



		State of Birth (country if born outside the U.S.):

		



		Current Address:

		



		Primary Email Address:

		



		Alternative Email Address:

		



		Current CAC Expiration Date:

		



		Contract Number (for contractors):

		



		Contract End Date (for contractors):

		



		Overseas Assignment Start Date:

		



		Overseas Assignment End Date:

		



		Country of Duty Location: 

		IRAQ



		Specific Purpose of Travel to Iraq:
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