 SEQ CHAPTER \h \r 1QUALITY CONTROL CHECKLIST FOR CITIZENSHIP WORKSHOPS
Note: The purpose of this list is to create standards for consistency among different quality control staff checking completed naturalization applications, in terms of what they look for and how they handle any problems or issues that arise.  This is NOT intended to be an exhaustive list of all application problems, or a stand-alone document for all quality control issues.  It is designed to be used by staff who are already highly trained in naturalization law and eligibility issues, for consistent quality control services.
General

The applicant speaks enough English to answer questions about the N-400, and can read and write sufficient English for the test.  If not, the applicant qualifies for an exemption or waiver. 

If the applicant needs a fee waiver, you’ve referred him/her to a follow-up appointment to prepare the fee waiver request.
 The A-number is correct and is listed on every page of the N-400.

 For any attachments, each sheet lists the applicant’s name, A-number, and “N-400" and gives the number of the question for which the applicant is providing additional information.

 The applicant’s A-number is written in pencil on the back of the two photos.

Part 1.
 The applicant’s name is spelled and listed correctly.

 The applicant understands that he/she can request to change their name.

Part 3.
 The applicant’s SSN is correct.

 The date when the applicant became an LPR is correct, and eligibility based on years of residence is verified.

If the applicant is applying for a disability waiver, this is noted in “H” and you’ve referred the applicant to a follow-up appointment to discuss eligibility and review the Form N-648.

 If the applicant qualifies for the 50/20 or 55/15 English exemption, or the 65/20 easier civics test, then this is written on the lines provided after “I” and written across the top of the first page, i.e. “50/20 ENGLISH EXEMPTION.”

Part 4.
 The applicant’s mailing address is correct.

 The applicant has been warned about moving while the application is pending, advised not to, and given instructions on change of address if necessary.

Part 6.
 If the applicant is self-employed (i.e. taxi driver, day care, etc.), you’ve asked if his/her taxes are up to date and advised the applicant to bring tax records to the interview.

Advisory: If the applicant can’t remember the exact day of his/her residence or employment, month and year is sufficient.

Part 7.
 The international trips listed under “C” are in order and go all the way back to the date when the applicant became a permanent resident (not just for the last five years). 

Advisory: If the applicant can’t remember the date of a trip or has no passport record of it, he/she should estimate the date to the best of his/her ability.  The applicant can ask a relative for help, i.e. if the trip was for a family event.

 None of the trips lasted six months or more.

 If the applicant has a trip that lasted one year or more since becoming a permanent resident, you’ve asked about the circumstances and referred the applicant for a follow-up office appointment to assess for abandonment of residence.  Advisory: You may want to consult with your local USCIS on how they handle these types of cases, using a hypothetical.

Part 8.
 If the applicant was divorced and remarried, the dates have been checked to be sure the first marriage was legally terminated before the second marriage began.

Advisory: If the applicant is unable to obtain his/her ex-spouse’s A-number due to estrangement, leave it blank and advise the applicant to tell the officer the reason.

 If the spouse’s immigration status is undocumented, it is listed as “EWI” (Entered Without Inspection), “Unknown,” or “Pending.”

 This section has been reviewed for any information that could suggest marriage fraud.

Part 9.
 The applicant has listed all his/her children, in the U.S. and abroad, living and deceased, married and unmarried.  Advisory: You can elicit this information by asking questions such as, “How many children have you had in your life?” or “How many children have been born to you?”

 If the applicant has any minor children living at a separate address, he/she has been advised to bring evidence of child support to the interview, and to begin collecting evidence such as cancelled checks, Western Union receipts, or affidavits.

 If the applicant has any non-citizen, minor children, he/she has been advised about derivative citizenship for the children, and how to obtain evidence of the children’s citizenship.

Part 10.
 The applicant understands all the questions in this section, and has been advised to study his/her answers in preparation for the interview.

 The applicant has never voted or registered to vote in the U.S.

 The applicant has paid taxes every year as required, and does not owe any taxes to the government that are overdue.

 The applicant has no criminal issues.  Advisory: You can elicit this information by asking, “Have you ever had ANY problems with the police?”  If the applicant discloses any traffic violations (i.e. speeding tickets, illegal U-turn, etc.), list these in the boxes provided.  If the applicant has ANY criminal convictions or is unsure of any of these questions, STOP and instruct them to obtain a court disposition and call the office to schedule a follow-up appointment.

 The applicant has no immigration status problems.  Advisory: You can elicit this information by asking, “Have you ever been deported or ordered deported?” or “Have you ever not been allowed to enter the U.S. or been turned away at the U.S. border?”  If applicants are unsure of their answers to any of these questions, STOP and instruct them to bring their immigration documents to a follow-up appointment.

 If the applicant failed to register for Selective Service and is age 26 or older, the failure was not willful, and the applicant has attached a letter of explanation.  If the applicant is between ages 18-26, you’ve instructed him on how to register before filing the N-400.
 The applicant understands the Oath of Allegiance and is willing to take the full oath.  Advisory:  If the applicant has any problem taking the oath (i.e. bearing arms) STOP and refer the applicant to a follow-up appointment to prepare a letter and documentation requesting a modified oath.

Part 11.
 The date next to the applicant’s signature is not before his/her date of residence eligibility.






