Part 1 Basic
Information

Service Site selects
member & notifies

UCC sends LOA to
Member & Site
Supervisor

Member & Site Supervisor UCC sends onboarding

sign and return LOA instructions via email

ucc

UCC requests
USU ID (A#) for

member

Part 2
Background
Checks

Member submits
Truescreen information
and schedules/attends

fingerprint appointment.

UCC requests
USU ID (A#) for
member

UCC orders Truescreen emails

Truescreen report member for information

UCC receives and reviews results. Continue to part 3.

Part 3 Member
Setup

UCC sends
UCC creates i
Member logs into IPT to set password and complete AmeriCorps

IPT account Eligibility Verification form & Member Service Agreement invitation

. AmeriCorps Member Completes Section 1
Member accepts AmeriCorps validates SSN and » UCC Creates 19 » of the I-9
invitation and provides information Citizenship Status

Part 4 UCC Pay
setup

USU provides A# and
UCC sets up USU Payroll requests demographic
information

Member submits Member completes self-
demographic information disclosure form

*note—The UCC may send member information regarding health insurance reimbursement (1700-hour members only)
and Public Land Corps Hiring Authority during this time if relevant to position.

By the Member’s First Day

19 Completion (section 2) must be completed remotely with USU Business Service Representative
Member will also receive UCC Orientation Materials.




