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A. Preparation Materials for Workshops
1. Sample Chapter Recruitment Email

Designed for wide distribution.

2. Suggested Timeline – Working Schedule

Draft of a detailed timeline of tasks for Citizenship Day Committee with 4 subcommittees:  Promotion, Recruitment, Materials & Training.
3. Citizenship Day Detailed Flyer

Announcing the event, co-sponsors and locations.  Designed for distribution to immigrant community via restaurants, hotel work sites, cab drivers, schools, religious institutions, CBOs, etc.  Includes detailed information about eligibility and what to bring to workshop.  You may wish to edit this flyer to develop one that is more appropriate for wider distribution.
4. Volunteer Training Outline

For training volunteers unfamiliar with naturalization in how to assist clients in filling out N-400 application forms that will be reviewed by an attorney.
5. Supply List

Suggestions of materials needed for each workshop site, based on estimate of 75 clients showing up at the site.
B. Materials for the Day of the Workshop
1. Site Coordinator Outline
Overview for the site coordinator on the day of the workshop, outline and schedule for the day of and after the workshop.
2. Volunteer Check-in Sheet

3. Volunteer Confidentiality Agreement

4. Station Checklists & Instructions
List of duties for each of the four principal work stations on Citizenship Day:  Greeting, Form Preparation, Legal Review and Copy/Photo/Mail Station.
5. Application Preparer’s Waiting Sheet

Client Waiting List.
6. Attorney’s Waiting Sheet
Client Waiting List.
7. Application Preparation Sheet

For clients to complete while waiting – includes past addresses, places of work, travel, and information on applicant’s children.

8. N 400 Supplemental Sheet

For use if extra space is needed to answer any question on the N-400 form.
9. Intake Sheet and Limited Advice Agreement

Client acknowledgement of limited representation, translators’ certification, and initial intake form.
10. Red Flags – Potential Problem Areas

Information about issues that may be problematic when client applies for citizenship.  Attorney volunteer should review this information with client, noting any potential problem areas.
11. What To Do Next Sheet

Attorney volunteer should review this information with client to advise him/her of any additional steps necessary to complete the application.
12. Selective Service Declaration
For client to complete if unknowingly failed to register for selective service.
13. Volunteer Evaluation Form
To be completed by volunteers at the close of the event.

C. Post Workshop Client Handouts
1. Fee and Disability Waivers
Information about waivers that is not addressed in the workshop and resources available to clients after the event.
2. Common Questions About Naturalization

General information for clients.

3. Naturalization and Selective Service

General information for clients.

4. What to do if You are Having Trouble Passing the English Part of the Citizenship Test

General information for clients and resources available after the event.

5. Attorney Referral List

List of attorneys who agreed to provide follow up services for a fee.

D. Press Materials
1. Talking Points for Press

For use in speaking to the press about your Citizenship Day event.
2. Talking Points for Discussions with Community Organizations
For use in speaking to community based organizations about your Citizenship Day event and why they should become involved.
3. Sample Press Release – English
4. Sample Press Release – Spanish

E. Training Materials
1. Sample Power Point Presentation for AILA Attorney Training
Training designed for attorney volunteers with detailed information regarding naturalization eligibility requirements.
2. Sample Power Point Presentation for Student Volunteer Training

Training designed for non-attorney volunteers.
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