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YesNo

Are they volunteering less 
than 120 days of the year?

No

Not required but may be 
conducted.

Are they volunteering more 
than 120 days of the year?

Yes

Will their position require any of the 
following? Computer Access, Access to 

Government files & records, collection or 
handling of fees, positions that require 

wearing of the Corps volunteer 
clothing/name tag who work 

independently of Corps personnel. 

** SAW Additionally, any volunteer working 
in the Visitor Center, Maintenance Areas,  

Open Campgrounds and Day Use Areas, Dams, 
Control Towers and Hydro Operations  will 

require a background check.

No Volunteers that will have no interaction with the 
recreating public and are working in an isolated area 

such as along a fence line or picking up trash in a 
remote area along the shoreline will not be required 

to get a background check.  However, if you are 
unsure whether or not someone should be checked 
give security a call and work through it with them.

Begin background check(BC) process by 
contacting Amanda Henke at the Security Office
amanda.j.henke@usace.army.mil, 910-251-
4784

Amanda will email the volunteer an information 
request form that gives her preliminary 
information to start the background check.

Amanda will also send a fingerprint card to the 
office. Note – The lake can pay for these to be 
completed.

After the volunteer sends the initial information 
sheet to Amanda and she processes it, they will 
receive a notice to go into the E-Qip website to 
fill out information for the BC.  It’s extensive.  

Once E-Qip is done, the volunteer prints a 
Release sheet and signs it.   Send the E-Qip
sheet and fingerprint sheet to Amanda Henke 
(FedEx)

Unless computer access is required, they may begin 
once all information is entered into PSIP and security 
gives you the go ahead.

Yes

Yes

Note - If it is an organized group leading kids 
such as the Boy Scouts, only the adult leaders 
need to complete the background check 
process.

Note – Community service volunteers and prison work 
crews do not need to complete these forms as they are 
under the supervision of the Courts so long as they have 
not been convicted of or arrested and awaiting trial for a 
violent crime, crime against a person, or a crime with a 
weapon.  The Security Office should be notified when you 
have someone working on your project from these 
programs.

Volunteers that are minors should be working directly 
under the supervision of a Corps staff member and are 
not required to complete a background check.

Are they 
volunteering in the 
District HQ Office? 

Yes

No

Are they volunteering for 
a one time organized 

volunteer event such as a 
National Public Lands Day 
or a Lake Cleanup event?

START HERE
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Volunteers requiring government computer access connected to Department of  Defense (DOD) networks must be issued            
a Volunteer Logical Access Credential (VoLAC) card.

How to Obtain Computer Access for a Volunteer

STEP 1 - Volunteer must initiate a National Agency Check with Inquiries (NACI) through Security and  have favorably returned results on their FBI 
National Criminal History Check (fingerprint check).  Once complete, volunteer sponsor or supervisor should notify Carmen Boyette, 
carmen.b.boyette@usace.army.mil or 919-542-4501 x2427 and provide a short justification as to why computer access is required. 

**Volunteer coordinator should also submit an online ServiceTrak request for ACE-IT to establish computer access. Enter a ServiceTrak Request on 
ACE-IT’s website.  https://aceit.usace.army.mil Go to “Order Here” and then “ServiceTrak (Service Catalog)” and fill out required information.  Note - A K7 may be 
issued rather quickly, but UPASS temporary passwords won’t be sent until after the background check is passed.  All information is sent to whomever is named as the 
supervisor in ServiceTrak

Continue to Page 3
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STEP 2 - The volunteer applicant, volunteer supervisor, and security must complete TASS applicant Registration Request, AHRC TASS FORM 1, 1 
Nov 2017. Once complete, send encrypted form to Carmen Boyette.  

Volunteer Supervisor should also answer the questions below and indicate how long the volunteer needs a CAC card.

Does the volunteer fall under any of the following?

- Current Contractor requesting a CAC re-issuance.
- Contractor for another DoD Service or Agency.
- Current or previous Reserve/Guard Member.
- Military Retiree.
- Current or previous DoD Civilian Employee.
- Dependent of Military Member.

Continue to Page 4
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STEP 3 Carmen will enter the information from the TASS Applicant Registration Request into the Trusted Associate Sponsorship System 
(TASS).  Once the application is initiated, Carmen will securely provide the volunteer’s user name and password to the volunteer
sponsor/manager or directly to the volunteer if requested.  The user name and password should be provided securely to the volunteer.  
DO NOT email to a personal home computer.

STEP 4 Volunteer has 7 days to complete an initial login to the Contractor Verification System and 30 days to complete their application.  
The faster a volunteer can complete their application, the sooner they will be able to get a VolAC.     

Volunteer will click ok on the first screen and then select Applicant Login.

https://www.dmdc.osd.mil/tass

STEP 5 Carmen will approve the completed application.  Once approved, an automatic email will be sent directly to the volunteer’s home 
email provided  with a carbon copy to Carmen.  As a courtesy, Carmen will send the email to the volunteer sponsor and security letting 
them know the volunteer is now eligible to get a VoLAC.    The following guidance will be in the email.  Those in the District Office should 
contact Amanda Henke regarding the card.

Your Trusted Associate Sponsorship System (TASS) application for a Common Access Card or government credential was approved. Please proceed to the nearest RAPIDS issuance facility with 2 valid forms of 
identification (see link below) for card issuance. Please check with the RAPIDS issuance facility to determine if an appointment is required.

For card issuance, a DD-2842 may still be required.  The form can be obtained at the following Web Site, or one can be obtained at the RAPIDS issuance facility: 
http://www.dtic.mil/whs/directives/infomgt/forms/forminfo/forminfopage2452.html

Web Site provided for a list of valid forms of identification:
https://www.dmdc.osd.mil/tass/docs/List_Of_Valid_IDs.pdf

TASS Web Site: https://www.dmdc.osd.mil/tass/

RAPIDS Locator Web Site: http://www.dmdc.osd.mil/rsl/

Continue to Page 5
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STEP 6 – Carmen will monitor the VoLACs status in the system and reverify cards as needed.  At the end of the VoLACs expiration 
date, volunteers still working will need to reapply.  

Once cards expire, they will need to be returned in a secure manner to the security office or a RAPIDS issuance facility  where 
the card was issued.  Notify Carmen Boyette of the date the card was returned.
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Conclusion

At the conclusion of the volunteer’s service, the VoLAC card should be returned to security or a RAPIDS issuance facility where 
the card was issued. Notify Carmen Boyette of the date the card was returned.


