
YCC Award Administration, Part 1



Topics covered
YCC Contact info
Letter to Proceed packet overview
Corps members: 

• eligibility and documentation

• entering into the project portal 

• recruitment

• benefits and jobs

Rio Grande Return corps member at Valles Caldera



Contact us

Sarah Wood - 505.470.3710 (cell) sarah.wood@emnrd.nm

Morgan Tolen – 505.584-8411 (cell)    morganl.tolen@emnrd.nm.gov

YCC webpage: https://www.emnrd.nm.gov/about-ycc/

Sponsor Resources (admin manual, reimbursement worksheets etc:

https://www.emnrd.nm.gov/about-ycc/ycc-project-sponsors/ 

mailto:sarah.wood@emnrd.nm
mailto:morganl.tolen@emnrd.nm.gov
https://www.emnrd.nm.gov/about-ycc/
https://www.emnrd.nm.gov/about-ycc/ycc-project-sponsors/


Letter to Proceed Packet  Overview 
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YCC TRIVIA
How many weeks may a YCC project last? 

   18 

52

  26



YCC TRIVIA

Why 26 weeks? 
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YCC TRIVIA
What is the minimum number of corps members that must 

be hired?  
   3

5

 8
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YCC TRIVIA

Where does the QR code on the shirt sleeve lead 
to? 

https://www.emnrd.nm.gov/about-ycc/job-postings/ 

https://www.emnrd.nm.gov/about-ycc/job-postings/


Corp Member 
Documentation



Documents YCC requires

I-9 Form, complete and correct

W-4 https://www.irs.gov/pub/irs-pdf/fw4.pdf

Proof of NM residency

Work permit from the Department of Workforce Solutions if under the age of 
16:  https://www.dws.state.nm.us/Child-Labor 

YCC Certificate of Eligibility

https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://www.dws.state.nm.us/Child-Labor


Documents YCC requires – Proof of NM Residency



Documents YCC requires

YCC Certificate of Eligibility – This is generated when you 
enter corps members into the online portal. It is a guarantee 
to us that the employee meets all the requirements. 

Print and place in the employees personnel file.



Entering Corps 
Members into the 
Online Portal



Entering into the Online Portal

Must be done at the beginning of the project.

Log in at https://wwwapps.emnrd.nm.gov/YCC/YCCPTS/Sponsor/Login.aspx   
OR access the link from the YCC's public web page at 
https://www.emnrd.nm.gov/about-ycc/ycc-project-sponsors/
 

https://wwwapps.emnrd.nm.gov/YCC/YCCPTS/Sponsor/Login.aspx
https://www.emnrd.nm.gov/about-ycc/ycc-project-sponsors/


Entering into the Online Portal



Entering into the Online Portal
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.  



Entering into the Online Portal
Scroll down to the Corps Member Positions section. 

Click on the “Add Corps Member” link



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



Entering into the Online Portal
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.



Entering into the Online Portal
If this person is not your corps member, click the Next button until you find the correct person



Entering into the Online Portal
OR reach a screen called New Corps Member. Here, enter the corps member's address, phone, e-mail. 



Entering into the Online Portal
On the next screen, select the "Certificate of Eligibility" option.  

Print the Certificate of Eligibility or save it electronically as a PDF and keep with the employee's file. 
The corps member's project key printed at the bottom of the page is the corps member's login for 
their survey at the end of the project. 



Entering into the Online Portal
Press the blue Return link at the top right. 



Entering into the Online Portal
This will take you back to the screen below; press "Project Details" to add another corps member. 



Entering into the Online Portal
You may also print the Certificate of Eligibility from the list of corps members. Please also assign a 
'Leader', 'Trainer' or 'Member' role to the corps member. 



Recruiting, Hiring & 
Management



Recruiting Suggestions
Make job ads enticing and brief to draw youth in – the entire job description 
may be overwhelming

Asking for a resume may scare off youth who don’t have experience. YCC is a 
job training program

Include the WHY would someone want to work for you

Include specifics like hourly wage, hours, brief description of work and training

Provide a simple application 



Examples



Examples



Your thoughts – what works?



Recruiting, Hiring & 
ManagementCorp members – 
Resources and benefits



Corps member resources

The Corps Member Benefits webpage, https://www.emnrd.nm.gov/about-
ycc/for-ycc-corps-members/, has links to the jobs webpage, an explanation of 
corps member benefits and a link to the post-project survey. 

The QR code on the shirts and water bottles links to the YCC jobs webpage. 
Here are YCC jobs, other entry-level jobs, and links to job boards and career 
resources. There is a lot of help out there for youth who want to work. 

https://www.emnrd.nm.gov/about-ycc/for-ycc-corps-members/
https://www.emnrd.nm.gov/about-ycc/for-ycc-corps-members/


Corps member benefits

The Youth Conservation Corps (YCC) Commission 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 
Commission may offer a prorated amount based on a minimum of 32 weeks worked; 
however, this may be limited by our budget. 

The YCC will contact corps members and their sponsors at the conclusion of every 
project 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. 

http://www.emnrd.state.nm.us/YCC/documents/AwardAmountsperWeeksWorked.pdf
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