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Promote the education, success and well-being of the youth in our 
communities and provide benefits of lasting value through the 

conservation and enhancement of New Mexico's natural, cultural and 
recreational resources. 

Please don’t hesitate to call or email us to discuss any aspect of your 
YCC program(s).  

 

 
CONTACTS:  

David Chené, Executive Director, david.chene@emnrd.nm.gov, 505.470.3710 

Morgan Tolen, Program Manager, morganl.tolen@emnrd.nm.gov, 505.584.8411 

Nicole Candelaria, Program Coordinator, nicole.candelaria@emnrd.nm.gov, 
505.917.3474  

mailto:david.chene@emnrd.nm.gov
mailto:morganl.tolen@emnrd.nm.gov
mailto:nicole.candelaria@emnrd.nm.gov
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Service Agreement Contract: Your Services Agreement is a contract with the State of New 
Mexico, and its terms must be followed. All projects are subject to audit as part of the audit YCC 
undergoes annually by an independent accounting firm.  

Contract length: Contract termination dates are one year from the date of the last signature. 
You may request an extension of the contract in limited and special circumstances.  Projects 
may not exceed 26 weeks in length.  Sponsors may not request extensions to the 26 week 
project period.   

Letter to Proceed:  The date on this letter is the date you may begin to incur expenses 
related to your project. To be compensated, the money must be spent, documented, 
and a reimbursement requested. 

Project length: The project starts when the first corps member is hired and ends when 
the last corps member is released. The project may not exceed 26 consecutive weeks in 
length.  YCC staff will update the corps members start date in the YCC internal app after 
the first invoice is received.  The record of your official end and start dates will then be 
reflected in the in the internal app.  YCC will not reimburse for corps member time 
recorded after the official end date of the 26 week project period.   

Proof of Insurance: Non-profits and tribes shall provide the YCC with a Certificate of Insurance 
no later than 15 days after the Letter to Proceed is issued as outlined in the Letter to Proceed.  
YCC does NOT need to be named as additional insured on these policies. If insurance expires 
mid-contract, the sponsor must send an updated certificate to the YCC.  

It is part of your contract to acknowledge YCC as a funder of your projects. YCC sends several 
versions of their logo, provides each corps and staff member with a quality work shirt and hat.  
Acknowledgment on your website is encouraged when possible.    

There is flexibility in your Agreement to make project changes, but do not do so without 
consulting the YCC. The types of changes you may make are described below. 

Changes that do not require an Agreement Amendment: Paragraph 4.A of the Agreement 
defines several non-substantive changes that may be made to a project after it begins without a 
written amendment to the Agreement.  Sponsor must submit a request for such changes in 
writing with a justification, to the YCCC Executive Director  david.chene@emnrd.nm.gov for 
approval.   

1) Transfer of funds from the "Other Costs" line item into "Corps Member wages" line 
item.  All budget amendment requests must be submitted via the Budget 
Amendment Request form; 

mailto:david.chene@emnrd.nm.gov


5 

Updated 1.20.2026 

 

2) Increases or decreases in the number of Corps Members hired, provided you meet 
the minimum of 5 Corps Members hired; 

3) Increases in the starting hourly wage for Corps Member to comply with increases in 
minimum wage rates or to enhance recruitment in areas where the prevailing wages 
are high; 

4) Implementing alternative work plans or emergency response plans as provided in 
your approved proposal; 

5) or replacing a work plan from the Project objectives with a similar Project due to 
unforeseen circumstances or a beneficial opportunity for Corps Member career 
development; 

6) Change in a work site due to unforeseen circumstances, such as forest closures; 
7) Substantive changes in the amounts or nature of materials and supplies purchased 

or contributed, provided the changes support Project objectives as outlined in your 
approved cost response; 

8) Changes in the training program due to unforeseen circumstances provided Sponsor 
delivers the same number of training hours of training specified in Attachment 1; and 

9) Changes in Sponsor contribution amounts, provided the total amount contributed is 
10% of the total funds requested. 

Changes that require a contract amendment: Paragraph 4b of the contract defines these 
changes as: 

1) Decreases in the portion of the Project’s budget designated as wages for YCC 
members that drop below 70% of funds requested.  This will only be considered in 
very rare circumstances; 

2) Changes in the essential nature of the Project objectives; or 
3) Contract term extension.  

 

Sponsor shall maintain detailed time and expenditure records that indicate the date, time, nature 
and cost of services rendered during the Agreement’s term and effect and retain them for a 
period of six years.  

Eligibility: 
• Between 14–25 years old at the time of hire 
• A New Mexico resident  
• Unemployed at the time of hire 
• Not the child or sibling of the hiring officer or project supervisor 
• In possession of a valid work permit if under age 16 Work  

https://www.dws.state.nm.us/Child-Labor
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Documentation 
The following items are required to be retained in your records:  

 

• YCC Certificate of Eligibility 
• Automatically generated in the YCC Project Sponsor Portal 
• Must be printed and added to the personnel file at time of hire 
 
 
 
• Proof of New Mexico Resident 
• Request for reimbursements 

Management and compensation 
• Sponsors shall enforce all labor laws and shall be familiar with child labor laws as 

they apply to employees under the age of 18. New Mexico's child labor law.  
Sponsors will not be reimbursed for corps members that are determined to be 
ineligible.   

 

• Corps members shall be compensated, at a minimum, as provided by law 
following the state or municipality established minimum wage. Sponsors may 
request wage increases of no more than 10% of starting wage for corps 
members based on promotion, performance, or additional responsibilities; and 
as budget allows.  

 

• If your personnel policy includes holiday or sick pay, YCC will support that policy. 
Under no circumstances will the commission reimburse sponsors for overtime or 
hazard pay.  

 

• Sponsors shall follow their established personnel policies for dismissal of corps 
members. Sponsors are encouraged to provide opportunities for improvement 
prior to dismissal. 

 
• Bonuses: Project Sponsors may also request to award reasonable bonuses to 

corps members. Bonuses must be paid from the “Other” budget category and 

https://www.uscis.gov/i-9
https://www.irs.gov/forms-pubs/about-form-w-4
https://www.dws.state.nm.us/Child-Labor
https://www.dws.state.nm.us/Child-Labor
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may only be issued if adequate funds remain in the project budget to ensure the 
project can still be completed as planned. 

 

The YCC offers a $1,500 educational tuition voucher OR a $500 cash compensation to YCC corps 
members who have worked on a YCC project for 12 months (48 weeks) within a 48-month 
period (4 years).  The YCC may offer a prorated amount based on a minimum of 32 weeks 
worked; however, this may be limited by our budget.  

Once a corps member is eligible for their benefit, the YCC will contact corps members directly 
to inform them of their eligibility and provide the necessary information. It is important to 
include a valid e-mail when entering corps members into our database.  

Cash reimbursement 
Corps members who opt to receive cash compensation will receive one lump-sum payment. 

 

Educational voucher 
The educational voucher is good for reimbursement of expenses at a New Mexico institution of 
higher education, including on-line education, associated with an accredited New Mexico 
institution of higher education or vocational training. The voucher is valid for two years and 
expenses will be reimbursed upon when valid receipts are sent to us. 

 

• Examples of expenses the YCC will reimburse include: tuition, fees, software, textbooks, 
calculators, lab supplies, computers and classroom supplies such as paper, toner 
cartridges, and other similar items. 

 

• Examples of expenses the YCC will NOT reimburse include: personal expenses, 
transportation, residential rent, and food. 

 

Corps member information must be entered into the online portal before YCC will reimburse 
their wages. The YCC requires that some corps member identifying information is entered in 
our database to confirm eligibility as a corps member, track the number of weeks worked on 
YCC projects, and contact the corps member to award benefits.   

http://www.emnrd.state.nm.us/YCC/documents/AwardAmountsperWeeksWorked.pdf
https://wwwapps.emnrd.nm.gov/YCC/YCCPTS/Sponsor/Login.aspx
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Scroll down to the Projects section and click on your current project. If you've had several YCC 
projects, your current project will be listed last. If you can't see your projects, contact YCC. 

 

 

 

Scroll down to the Corps Member Positions section.  
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Click on the "Add Corps Member" link. 

 

 

On the next screen enter the corps member's first and last name and press the Add button.  

 

  

 

    If the corps member has the same name as a corps member in the system, a screen will pop 
up with the title Existing Corps Member. If the information on this screen matches your 
corps member's information, press Add and the corps member will be added to your project. 
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If this person is not your corps member, click the Next button until you find the correct person 

 

 

OR reach a screen called New Corps Member. Here, enter the corps member's address, phone, 
e-mail. NOTE: it is important to include a long-term valid e-mail for each corps member so 
that the YCC can notify corps members regarding their benefits. 

 

Press Add and the corps member will be added to your project. 
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On the next screen, select the "Certificate of Eligibility" option.   

 

 

 

1. First step: Print the Certificate of Eligibility and have the corps member 
sign immediately. The corps member's project key is located at the 
bottom of the page.  The project key is the corps member's login for their 
survey at the end of the project. Keep signed copies of the certification on 
file.  

2. Step two: Email copies of all Certificates of Eligibility to 
nmycc@emnrd.nm.gov with your first invoice that includes member time.  
If you hire additional members later, email copies of their Certificates of 
Eligibility with the first invoice that is applicable to the new members.   

mailto:nmycc@emnrd.nm.gov
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*The certificates should be emailed in a single packet together and clearly 
labeled as “Certificates of Eligibility”.   

   

 
Click "Project Details" to add another corps member.  
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Please also assign a 'Leader', 'Trainer' or 'Member' role to the corps member.  The Certificate of 
Eligibility is not accessible once the project is closed.  You must print and save and send to 
YCC staff once corps members are entered.   

 

 

 

Sponsors must use their own funds to pay for project expenses, per their approved cost 
proposal in your contract. Aside from the fiscal year deadline, sponsors are required to submit 
reimbursements approximately once every two pay periods. Failure to submit reimbursements 
in a timely manner may impact future funding decisions. 
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All Sponsors should plan to submit a reimbursement packet that includes all 
expenses up to and including June 30. This is the end of the state’s fiscal year. 
The reimbursement packet needs to arrive at the YCC office by JULY 15.  

 

If a pay period straddles June 30, submit timesheets and wage calculations for days worked up 
to June 30, even though you may not have paid the Corps member for those days of work. 
Proof of payment may be included with the next reimbursement. 

 

If an expense straddles the fiscal year (e.g. a rental vehicle), please obtain an invoice up to June 
30 and submit with your reimbursement OR calculate the cost up to June 30 and include those 
calculations in your reimbursement packet. 

 

YCC will not accept invoices dated before or on June 30 past the July 15 deadline.  

 

Reimbursement packets may be emailed or printed out and mailed to the 
address below.  

 

Process for emailing: 

To comply with State of New Mexico regulations, sponsors must not include any personally 
identifiable information (PII) in email communications. Email is not a secure method for 
transmitting sensitive data. 

Before sending any message or attachment, ensure all PII—such as dates of birth, Social 
Security numbers, addresses, phone numbers, and client IDs—have been fully removed or 
redacted. 

For large email attachments, please compress and zip files before sending them. If your 
invoice packet is too large for a single email, you may submit it in multiple files. Be sure all 
attachments are clearly labeled. We cannot accept large numbers of small, unlabeled 
attachments. If PII must be shared, contact YCC staff before sending. 
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Mailing Address 

Youth Conservation Corps 

1220 South St. Francis 

Santa Fe, NM 87505  

Email Address:  nmycc@emnrd.nm.gov 

All emailed reimbursement packets must be sent to the new 
nmycc@emnrd.nm.gov email address.   

 

There are 6 parts to the reimbursement packet: 

1.  Invoice  
2. Corps Member Wages – Payroll documentation showing hours worked and wages 

earned. 
3. Other Costs – Eligible expenses supported by receipts or invoices. 
4. Offeror Contribution – Documentation showing the sponsor’s matching contribution. 
5. Updated Project Status Report in Internal Database  
6. Photos – Images demonstrating project activities and accomplishments. 

The Invoice for Reimbursement workbook has your project budget pre-loaded. Ten invoices 
are provided, please use them in sequence. Fill in the fields highlighted yellow and submit as 
the cover sheet of your reimbursement packet. The workbook automatically tracks your 
budget, contribution and number of weeks worked with every invoice.   

mailto:%20nmycc@emnrd.nm.gov
mailto:nmycc@emnrd.nm.gov
https://wwwapps.emnrd.nm.gov/YCC/YCCPTS/Sponsor/Login.aspx
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Prepare a summary spreadsheet with all corps member names, hours worked and FICA / 
Unemployment insurance / Workers Comp percentage. The YCC reimbursement worksheet 
automatically totals payment per corps member.  Example below: 



18 

Updated 1.20.2026 
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Include as supporting documentation:  

a) Copies of Corps members’ cancelled checks or pay stubs OR the direct deposit print-
out.  

b) Timesheets ONLY if the paystubs do not reflect dates and hours worked. 

Enter the total in the Current Request Column of the “Corps member wages” line item on 
invoices. 

  

Enter a brief but specific description for each item in the cover summary sheet that matches  

what is in your cost proposal and how it supports your project. See examples below.  
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For each line include the following supporting documentation as appropriate: 

• Invoices or receipts   
o Legible, clearly dated and with the business name and address printed on them.  
o Descriptions and quantities of each item 
o Pay stubs for staff/trainers  

 

• Proof of payment for each item which may include 
o Purchase order (for government entities) 
o Copy of a payment voucher (for government entities) 
o Copies of checks or pay stubs OR the direct deposit print-out for staff or trainer 

time. 
o If claiming admin time, please include calculations that are consistent with your 

approved proposal.  

 

• Vehicle usage form. Include this form if you have requested mileage reimbursement in 
your approved proposal. Submit it with your reimbursement and add the expense to the 
“Other Costs” line item.  

•  



21 

Updated 1.20.2026 

 

 

All items that are claimed as a contribution must have the same type of supporting 
documentation as those for Other Costs. Enter the total contribution amount under "Current 
Match" on the invoice. The invoice automatically tracks the percentage contribution as a 
function of the funds requested.  

 

 

 

 

 

Status reports are entered online. Data is compiled and reported to the Legislature, so they are 
an important source of information.  

 

 

https://wwwapps.emnrd.nm.gov/YCC/YCCPTS/Sponsor/Login.aspx
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Scroll down to the "Projects" section and select the current project. 

 

Scroll down to the "Projects Status Reports" section and click Update Project Status  

Enter the hours worked in the period you are reporting for in the “Additional Hours Paid”. In 
this example, 10 corps members worked 50 hours each.  

 

 

 

 

javascript:WebForm_DoPostBackWithOptions(new%20WebForm_PostBackOptions(%22_ctl0:_ctl0:_main:main:ucStatusReports:lnkAddStatusReport%22,%20%22%22,%20true,%20%22%22,%20%22%22,%20false,%20true))
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Work Plans tab: This section will have the names of your work plans and three status options for 
each plan: In Progress, Completed and Request for Cancellation.   

 

The default is “in progress”.  

Add notes to the text box and press Save.  

 

 

Select “Completed” when the work plan is done. Enter the month and year of completion, and any 
additional notes on the project. All progress notes will be saved and carried over to the project 
inspection.  
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Select “Request for Cancellation” if you cannot complete a work plan. Enter the 
month and year and a detailed justification. YCC staff will follow up with you.  

 

SAVE your work before moving on to the next tab! Save buttons are at the top 
and bottom of the page.  
 

Training and Education: This section has the names of your training sessions 
and three status options for each: In Progress, Completed and Request for 
Cancellation.  The default is “in progress” and is for trainings that have not been 
given yet.   
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Select Completed and enter the month and year when a training is done. Hours = 
number of corps members x hours of training. Example: 4 corps members x 5 
hours = 20 hours of training. 
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Select Cancelled if a training is not given, and enter the month and year. Provide a 
reason the training did not occur.   

If you’ve provided additional training, scroll to the bottom, press the “Add New 
Session” button, and enter the name of the training and the provider. SAVE 
before exiting this section. 
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The final tab, Additional Comments, is optional. Here you may enter any 
additional information you would like. This information will become part of the 
project file



28 

Updated 1.20.2026 

 

The YCC requires at least two photos of the project with each reimbursement. Photos should be 
at least 1MB in size, show corps members engaged in a project or event, and include the YCC 
logo (shirts, hats or stickers). Ensure all corps members appearing in the photos have a photo 
release form on file, as required by your Agreement.   

 

E-mail to nmycc@emnrd.nm.gov or upload to YCC’s Google Drive  

 

If you’re on social media, be sure to tag us. 

 

Instagram: @nmyouthcorps  

Facebook: NewMexicoYouthConservationCorps 

X: @NMYouthCorps 

 

 

 

1. Corps members complete a brief online survey. Make completing the survey part of 
every corps member's last day.   

2. Sponsor releases the Corps member. 
3. Sponsor completes a Final Project Report in the online portal.  
4. Project staff completes close of program survey.   A link to the survey will be sent after 

the last invoice is received.   
5. YCC will send a final close out email.   

Each Corps member is assigned a project key that enables them to access the survey. The 
project key is printed at the bottom of the Certificate of Eligibility Form. The only letter in the 
key is the very last digit.  

mailto:nmycc@emnrd.nm.gov
https://photos.google.com/share/AF1QipPGro5Lrw-TNfq83pbZ4vLwSBlWfqnW_njP8JzvSPital8FTRpNQMex1hzkjxuAOA?key=cGstUXE5SE5jNW91VVp3RHdhR2pBVHk3c2JUUjJ3
https://www.instagram.com/nmyouthcorps/
https://www.facebook.com/NewMexicoYouthConservationCorps
https://twitter.com/home
https://wwwapps.emnrd.nm.gov/YCC/YCCPTS/corp/CorpMemberLogin.aspx
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The log-in page asks the corps member to enter their Project Key, which is printed at the 
bottom of the Certificate of Eligibility. 

  

 

 

Print Alternative: You may print the survey from the Corps Member positions section of the 
project sponsor portal so corps members can complete it on paper. You will still have to enter it 
into the database using their project key.  

  

 

 

 

You will be able to release corps members after they have completed the survey. You will need 
to know the following information: 

• Last day of employment 
• Explanation of End of Service 
• Credits Earned (if applicable) 
• What the corps member is doing next 
• Performance (satisfactory or unsatisfactory)  

o Please note that a corps member rated as “unsatisfactory” will not have that 
work week counted toward their total weeks worked for benefits eligibility. 
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Complete each section to release the corps member:  

 

If you try to release a corps member before they have done their survey, you will get an error. 
Have the corps member do the survey!  If for some reason the YCC member is unable to 
complete the survey, contact YCC staff for support.  
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After all corps members are released, the Final Report link will appear at the bottom of the 
Project Details page when you log into 
https://wwwapps.emnrd.nm.gov/YCC/YCCPTS/Sponsor/Login.aspx 

  

 

 

Most fields of the Final Report will automatically be filled in. You will be asked to do a short 
summary of the project.  

     

  

https://wwwapps.emnrd.nm.gov/YCC/YCCPTS/Sponsor/Login.aspx
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Print, sign and submit with the Final Reimbursement 
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Prepare and submit the final reimbursement packet within 45 days after completion of the 
Project.   

 

 

YCC will perform a site inspection and file audit. This consists of visiting work project locations 
and reviewing project files, particularly corps member files.  YCC will notify the Sponsor prior to 
the visit to set up times and locations.  All files should be organized and easily accessible during 
visit.   

 

YCC staff will review the following on site:  

Sponsors should keep the following information in a YCC project file: 

• Personnel Files  
o YCC Certificate of Eligibility 

i. IMPORTANT – After emailing to nmycc@emnrd.nm.gov save a copy for 
each corps member before close out.    

o I-9 
o W-4 
o Proof of New Mexico Residency 
o Proof of age 
o Work permit if corps member is age 14 or 15. 

• YCC job announcements and advertisements 

• Corps member applications and resumes 

• Interview Information and selection criteria 

• YCC Contract & Correspondence 

• Reimbursement documents. 

• Contribution documents. 

 

 

 

mailto:nmycc@emnrd.nm.gov
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To request a transfer of funds between the "Other Costs" line item and the "Corps Member 
Wages" line item, you may do so by submitting a budget adjustment request. The form is 
included with the reimbursement worksheets. All budget amendment requests must be 
submitted using the form provided below and approved by YCC Director.  

• Enter your approved budget for wages and other costs.   
• Add your adjustment request 
• Complete questions 1-3. 

o Why are you requesting an adjustment? 
o If requesting funds to be moved to other costs, what will the funds be used for? 

Provide a breakdown of costs. 
o  If your request is granted, how will you guarantee the 70% corps member wage 

requirement still be met? 
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(CLICK TO GO BACK TO CORPS MEMBERS SECTION)  
 

Reference: 18.19.5.16.D New Mexico Administrative Code 

Please note passports, birth certificates and baptism certificates are not proof of New Mexico 
residency. 

1. A valid New Mexico driver's license 
2. A valid New Mexico ID card or  
3. A current real property rental agreement or purchase agreement 
4. A utility bill dated within 60 days, such as water, gas, electric, waste, telephone, cable, 

or satellite bill, but not a bill for a cell phone 
5. An insurance bill, card, or binder, dated within the past 6 months 
6. A bank or credit card statement dated within 60 days that contains the corps member’s 

name and address 
7. An employment pay stub, dated within 60 days that contains the corps member’s name 

and address  
8. A current, local property tax statement or mortgage documents 
9. A document from an education institution, such as a transcript, report card or 

enrollment confirmation, that contains the corps member’s name and address and is 
dated within 60 days 

10. Original documents from a city, county, state, tribal or federal government organization 
attesting to the fact that the corps member is a New Mexico resident 

11. A New Mexico medical assistance card with address on card, letter from issuing agency 
that came with card showing name and address, or profile printout from issuing agency 

12. A New Mexico public assistance card with address on card, letter from issuing agency 
that came with card showing name and address, or profile printout from issuing agency 

13. Documents acceptable for corps members less than 18 years of age:  
a) Documents indicating membership in a New Mexico religious organization 
b) Documents indicating membership in a New Mexico sports organization,   
c) Two proofs of New Mexico residency of the parent/guardian and an affidavit from 

the corps member’s parent or guardian stating that the corps member lives with 
that person  

14. A New Mexico medical or public assistance card, profile printout or a letter from the 
issuing agency 

15. A document evidencing eligibility and proof that the corps member's parent or guardian 
is currently receiving services from a non-profit organization qualified pursuant to 
Section 501(c)(3) of the Federal Internal Revenue Code of 1986 provided the document 
displays the corps member’s address. 
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