
START

PVC Coordinates/
Completes a 

Volunteer Service 
Agreement (OF-

301a)
14d

NRM Admin emails 
CEFMS Data Entry 
form (w/SSN) and 

Vol Service 
Agreement to RM 
Data Manager for 

Data Entry
1d

PVC Completes a 
Long Distance Travel 
Cost Benefit Memo 

(use template)
2d

PVC completes an 
ITO Approval Form 
(aka: CEFMS Data 
Entry Form; aka: 

Request for 
Volunteer 

Invitational Travel 
Orders (ITO) Form)

1d

Volunteer 
Identified

PVC Sends to 
Deputy Chief NRM 

(Project) and District 
Vol Coordinator for 

Review 
1d

RM Emails 
Volunteer’s CEFMS 
ID # to NRM Admin

1d

OPM signs and 
sends to NRM Chief 

signature
7d

Chief of NRM signs 
and sends back to 

NRM
1d

Volunteer Fills out 
Direct Deposit Form

1d

Admin POC 
Creates Orders 

in CEFMS
1d

Project AO Approves 
Orders

1d

AO Approval “Dings” 
ULA for ULA 

Approval
1d

Admin POC 
Coordinates with 

Volunteer and Issues 
the Orders to Them

2d

TRAVEL 
REIMBURSEMNENT

(MILEAGE ONLY)

Volunteer Fills out 
Travel Voucher (DD 

3351-2)
1d

NRM Admin 
POC processes 

Voucher
1d

Project AO Approves 
in CEFMS

Electronic Payment 
Received by 
Volunteer 

7-10d

END

1 Voucher per 
leg: partial 
voucher for 
coming, “final” 
voucher for going 
back

Volunteer has to 
Physically Sign 
Final Voucher 
(can be scanned 
and emailed to 
NRM Admin POC)

NRM Admin emails 
Direct Deposit Form 
(with CEFMS ID #) to 

RM Data Manager 
for Data Entry

1d

RM Emails 
Volunteer’s Direct 

Deposit form to 
Millington

Millington Processes 
LENGTH OF TIME 

UNKNOWN

PROJECT 
IDENTIFIES PVC 

ANNUALLY

PROJECT 
UPDATED 
DISTRICT 

VOLUNTEER 
COORDINATOR

PVC Sends to Deputy 
Chief NRM (Project) 

Review and Signature
1d

Gets 
included 

with Packet 
for OPM/

Chief of NRM 
Signatures

Deputy Chief sends 
to OPM for 
Signature

1d

VOLUNTEER 
TRAVELS

BACKGROUND CHECKS 
(SEE BACKGROUND 

CHECKS FLOW CHART)

BACKGROUND CHECKS 
(SEE BACKGROUND 

CHECKS FLOW CHART)

VOLUNTEER 
ONBOARDING

PVC UPDATES DVC’S 
NWW VOLUNTEER 

LIST

SEE VOLUNTEER 
ACCESS TO 

GOVERNMENT 
COMPUTERS/VOLAC 

PROCESS

SEE VOLUNTEER 
ACCESS TO 

GOVERNMENT 
COMPUTERS/VOLAC 

PROCESS



MORE THAN 6 
MONTHS?

COMPUTER 
ACCESS/VOLAC?

UNESCORTED 
ACCESS?

COLLECT OR 
HANDLE FEES?

ACCESS TO 
GOV’T FILES/

RECORDS?

REGULAR CONTACT WITH 
CHILDREN UNDER 18, WITHOUT 

PARENT, OUT OF SIGHT OF USACE 
PERSONNEL?

ONE TIME 
EVENT?

TIER 1 
BACKGROUND 

INVESTIGATION

TIER 1 
BACKGROUND 

INVESTIGATION

SPECIAL AGREEMENT 
CHECK (SAC) FBI 

FINGERPRINT CHECK

SPECIAL AGREEMENT 
CHECK (SAC) FBI 

FINGERPRINT CHECK

BACKGROUND 
INVESTIGATION NOT 

REQUIRED, BUT 
MAY BE DONE 

LOCALLY OR HAVE 
SAC PROCESSED BY 

DISTRICT

YES

YES

YES

YES

YES

NO

NO

NO

NO YES

YESNO

NO

NO

START
VOLUNTEER 

BACKGROUND 
CHECKS



SEE 
BACKGROUND 

CHECK PROCESS

SEE 
BACKGROUND 

CHECK PROCESS

PVC CONTACTS 
NWW SECUTIRY 

OFFICE FOR 
APPOINTMENT

CAN VOLUNTEER 
TRAVEL TO NWW HQ?

YESNO

VOLUNTEER GPES 
TO APPOINTMENT 
AND PROVIDES 2 
FORMS OF ID TO 
SECUTIRY OFFICE 
(301a OPTIONAL)

SECUTIRY OFFICE 
FINGERPRINTS 

VOLUNTEER (~15 
MIN)

PVC COORDINATES 
WITH OTHER 

DISTRICT OFFICE, 
LOCAL LE, ETC. FOR 
FINGERPRINTING

PVC CONFIRMS 
WITH DVC SOI, SON, 
AND ALC NUMBERS 

DIGITAL OR PAPER 
(HARD COPY) 

FINGERPRINTS?

HARD COPY 
FINGERPRINTS

DIGITAL 
FINGERPRINTS

VOLUNTEER 
ARRIVES WITH 2 
FORMS OF ID TO 

THAT OFFICE 

REAULTS IN ~24-48 
HRS

DVC LOOKS UP 
RESULTS AND 

PROVIDES TO PVC

ELECTRONIC SCAN 
TO HARD COPY

FINGERPRINTING 
OFFICE FILLS OUT 

THE 
FINGERPRINTING 
“CARD” OR FORM

WHICH TYPE?PAPER CARD

VOLUNTEER GETS 
FINGERPRINTED 

AND SENDS 
FINGERPRINTS TO 
NWW SECURITY 

OFFICE

RESULTS TAKE UP 
TO 3 WEEKS

CAN USE FINGERPRINTS 
FROM PREVIOUS 

SERVICE, IF VALID: 
NEED FULL NAME, DOB, 

SSN

SPECIAL AGREEMENT 
CHECK (SAC) FBI 

FINGERPRINT CHECK

END SAC



SEE 
BACKGROUND 

CHECK PROCESS

SEE 
BACKGROUND 

CHECK PROCESS

COMPLETE 
SAC

COMPLETE 
SAC

PVC COMPLETES OF-
306

PVC COMPLETES 
301a

PVC COMPILES ALL 
DOCUMENTS AND 
SENDS TO NWW 
SECURITY OFFICE

THIS CAN BE 
DONE 

CONCURRENTLY 
WITH SAC 

APPOINTMENT

SECURITY OFFICE 
SUBMITS TO FBI

VOLUNTEER GETS 
NOTIFIED BY EQUP 

(VIA EMAIL) (3 
EMAILS)

2ND EMAIL: 
APPLICANT ACTION 
REQUIREMENT AND 

INVESTIGATION 
APPLICATION 
INSTRICTIONS

1ST EMAIL: 
INVESTIGATION 

REQUEST 
ACKNOWLEDGEMEN
T, TICKET NUMBER, 
AND CHECKLIST (NO 
ACTION REQUIRED)

VOLUNTEER LOGS 
ON AND 

COMPLETES 
APPLICATION (SF-
85) AND SUBMITS

3RD EMAIL: 
APPLICATION 
PROCESSING/

ACCEPTANCE OF 
APPLICATION

THIS EMAIL 
INDICATED 

THE 
INFORMATION 

PROVIDED 
WAS CORRECT

TIME TO 
PROCESS

DVC LOOKS UP 
RESULTS AND 

PROVIDES TO PVC

VOLUNTEER 
PROVIDES RESUME

CAN USE PREVIOUS TIER 1 FROM 
PREVIOUS SERVICE, IF VALID: 
NEED FULL NAME, DOB, SSN

TIER 1 
INVESTIGATION

END TIER 1



VOLUNTEER 
ACCESS CARD 

(VOLAC)
UPASS

PVC Sends 
Volunteer Info to 

NRM Admin to have 
NRM Admin set up 

UPASS 
1d

NRM ADMIN AND 
PVC GET EMAIL 

WITH UPASS LOGIN 
INFO

PVC COMPLETES DD 
1172 AND SENDS TO 

DVC

DVC GETS 
VOLUNTEER’S 

ACCOUNT SET UP IN 
TASS

DVC SENDS VOLUNTEER 
EMAIL WITH LOGIN INFO 

AND WEB LINK

VOLUNTEER LOGS IN W/IN 
7 DAYS AND 30 DAYS TO 
SUBMIT AN APPLICATION

DVC GETS EMAIL THAT ITS 
BEEN SUBMITTED FOR TA 
(TRUSTED AGENT, WHICH 

IS DVC) APPROVAL

DVC APPROVES

VOLUNTEER GETS EMAIL 
TO PROCEED TO NEAREST 
DEERS/RAPIDS FACILITY

PVC COORDINATES WITH 
VOLUNTEER FOR 

APPOINTMENT (IF 
ALREADY ON-SITE)

VOLUNTEER GETS 
VOLAC

PVC LOGS 
VOLUNTEER INTO 

UPASS TO 
COMPLETE 
TRAINING

VOLUNTEER 
COMPLETES 
TRAINING

VOLUNTEER LOGS INTO 
UPASS TO LINK VOLAC 

(CERTIFICATES)

VOLUNTEER ACCESS TO 
GOVERNMENT 

COMPUTERS/VOLAC

SEE TIER 1 
PROCESS

SEE TIER 1 
PROCESS
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