Note:  This document was developed by Catholic Charities Hogar Hispano of Falls Church, VA to help train its workshop volunteers on completing the naturalization application.  It is not designed to be a thorough, formal training on the N-400 and naturalization law, but rather an informal primer.

NATURALIZATION REVIEW SHEET FOR VOLUNTEERS
Hogar Hispano is extremely grateful for the assistance offered our clients by volunteers willing to give up valuable personal time to help process naturalization applications.  Our clients have worked long and hard to get to this point, and they (and we) thank you.

We offer the following pointers to facilitate your work:  

GENERAL

Initially, please make a quick assessment of the client’s English language facility.  If the would-be applicant cannot answer your questions in English (or requires an interpreter), he/she is not ready for the English/Civics naturalization examination so there is no point in filling out the N-400.  Continuing to fill out the form under these circumstances would be a waste of the client’s time and money.  In this case, advise the client to enroll in an ESL class.

Write very clearly.  Use block letters.  Leave off the curlicues and fancy script.  The point is to make the task of the Naturalization Officer as easy as possible!  Problems with legibility cause delays.

Fill out every single block, if it makes sense.  If the question does not apply, write “N/A” (not applicable). If the question asks about children, and the client has no children, it is not necessary to fill out anything beyond “none.”  

Writing the “A” number correctly is critical.  There are NINE numbers in each “A” number.  If the number is A23 456 789, it should be written A023 456 789.  DO NOT OMIT THE “0.”  Please.  Remember also to put the client’s “A” number in the top right-hand corner of EACH PAGE. [This includes all additional add-on pages (explanations, continued lists, etc.) which should also have the client’s name and “N-400” written on them.] Otherwise, if the pages get separated, there is no way to return the missing page to the correct file.  This is the same reason one should print the name and “A” number on the back of the accompanying photographs  (using a soft pencil or felt-tipped pen); it ensures that documents stay in the proper file.  Remember that these files get shipped all around the country, in big trucks, with ordinary human beings handling them.  Files get dropped, set aside, put in the wrong place.  The more we can do to make certain all the pieces stay together, the smoother things will go.

Remember to use copies of original documents only.  Any original sent with the application will be retained by the government and lost forever.
Whenever the question on the form requires further explanation, use a separate sheet and put the name and “A” number on the upper right hand side of the page, number the answer so it matches the question, and write the explanation.  This includes information about marriages, annulments, missing children, etc.  If a regular person would ask what was meant by a response, explain the answer before appearing before the Immigration Officer.

PREPARING THE FORM

Use printed CAPITAL LETTERS throughout the form.  Clarity is essential.

Part 1

Names:  Print the applicant’s name as LAST, FIRST.  Use the person’s current legal name (which is the one found on the birth certificate, unless it has been legally changed or changed by marriage.)  Do not use nicknames and other forms of endearment.  If the name is “William,” do not put “Willy,” unless the legal name is “Willy.”  If the name is different from the one on the client’s passport or green card, please have documentation to show the reason.  For instance, a copy of a marriage certificate to show why a person’s maiden name is no longer used, or a divorce decree to show why a person has changed a name back, etc.

Copy the name from the Permanent Residence Card (green card) exactly as it appears; do not simply re-write the current legal name unless, of course, the two match.  Sometimes a person’s current name is different from the one used at time of entry.  THIS INCLUDES COPYING AN INCORRECTLY SPELLED NAME or the wrong initial or some other flaw in the name on the green card.  Do not edit what is on the green card.  There is time later on in the process to change the name if that is what the client wants.

With respect to other names, put down only those the client has used (which appear on the passport, social security card, identity card or other official documents); list also maiden names, other married names, two last names if the person currently uses only one, nicknames, etc.  Sometimes a person is called by a middle name; this is the appropriate place to say so.  

With respect to NAME CHANGE, completion of this section is necessary only when a person is trying to correct an earlier mistake, has a new married name, has a court order with the new name, or has a good reason to change his/her name, etc.  A little guidance here is warranted.  This is the name which will appear on the applicant’s Naturalization Certificate.  

Part 3

Contrary to popular opinion, dates of birth can be complicated.  Many people do not know their actual date of birth, especially in cultures where birthdays are not taken particularly seriously.  However, somewhere along the line, a date has been selected for them (note: this is probably why so many people have 01/01 as their DOB.)  It is extremely important that the dates on various documents (driver’s license, birth certificate, green card, etc.) match.  However, if there is a conflict, this is the time to straighten it out.  PUT THE CORRECT DATE OF BIRTH ON THE APPLICATION FORM, even if there is a different date on the green card or birth certificate.  You may get serious resistance from the applicant, but you need to make it clear that it will be considered perjury (a federal crime) if an untruth is perpetuated.  This is the time to tell the truth, even if it is complicated.  An explanation needs to be attached, along with any documentation if that seems appropriate.  If it gets too complicated, have the client make an appointment to come in to the Hogar Hispano office, so we can take care of the matter properly.  In any case, all dates must be written like this:  06/18/1984 for June 18, 1984.  The year must be filled out in its entirety because “02” could mean 1902 or 2002.  And the month and day have to have two digits each, even if one of them is a “0.”  Please do this carefully; otherwise we have to white out the mistake and rewrite it, which is not so easy in the tiny spaces left for dates on the form.  Please follow the same rule when putting in other dates.  Please note:  The Residence and Employment section requires only month and year (06/2003).
When referring to the client’s home country, place of birth, etc., use the name of the country as it was THEN, even if the name is different now.  For example, East Pakistan then (now Bangladesh); Ceylon then (now Sri Lanka); Zaire then (now Democratic Republic of Congo), etc.  Same rule goes for Country of Nationality.  If the applicant is stateless, put the name of the country from which he/she originally had nationality e.g. a Palestinian born in the part of Gaza which became Israel and is now Egypt.)  And if two countries of nationality are claimed, put the one from which the last passport was issued.

Note:  If either parent is a U.S. citizen, refer the case to one of the attorneys, since the intending applicant may already be a citizen without realizing it.

Regarding marital status, write the client’s status as of TODAY.  If a divorce is pending, the person is married.  If a person is legally separated, say so; even so, the person is still  married.  IF A PERSON IS MARRIED IN HIS/HER HOME COUNTRY BUT HAS NOT SEEN THE SPOUSE IN 30 YEARS, HE/SHE IS STILL MARRIED.  This point is especially important if the applicant received his green card through a U.S. Citizen or Permanent Resident spouse, thinking that he/she could marry in this country since the first spouse was in the home country and therefore the first marriage “did not count.”  Only if one is divorced or widowed is he/she legally eligible to marry a second time.  To repeat: A second marriage must be preceded by a divorce or by the death of the spouse.  Please verify this.  If there is a problem, USCIS will discover the truth, and the person who thought he was about to become a citizen will find himself in removal proceedings for marriage fraud.  And if a person is married to more than one person according to the custom in the home country, only the first spouse counts.  The rule of thumb is:  Count the number of times one has said “I do” or the equivalent.  That includes annulments, remarriage to a spouse one has divorced earlier, and all former marriages, etc.  Also, be certain to have documentation about all marriages and divorces of both the applicant and the applicant’s current spouse.  If the spouse has been married and divorced six times, documentation on all six has to be included.  This is to alert USCIS to the possibility that the spouse has been marrying people to give them immigration benefits.  

Part 4

Regarding addresses:  Under “Home Address,” put the street address where the person hangs his coat every night.  The “Mailing Address” can be the same as the home address, or a different address (but not a Post Office Box number.)  “C/O” means the person in whose name the lease is listed, the person’s name on the mailbox, the person who owns the house or apartment where the applicant lives (not the landlord, but a relative or friend with whom the applicant lives).
RESIDENCE/EMPLOYMENT QUESTIONS
Part 6

Please follow these instructions precisely.  Begin with the CURRENT job or place of residence first, then work in reverse chronological order.  If the information is in reverse, then the Quality Control person has to white out the entire section and re-write it.  Fill out everything back to five years ago (or earlier if it includes where the applicant was five years ago).  For instance if the person lived in Houston from 01/06/1994 – 07/01/2000, that period goes back further than five years, but it includes the five-year cut-off date sometime in 1999 (if the year of application is 2004).  Please do this carefully.  If the person was unemployed, state so, put that time in under “employment” and list the dates.  Same with periods of school attendance.  School and unemployment both count as employment.  Under residence, if the person was in a refugee camp abroad or living on the street with no address, write that down.  (This situation would be possible if the person is now married to a U.S. Citizen and needs only three years to apply for naturalization.) 

Part 7

Regarding time outside the U.S., COUNT THE DAYS.  This means actual physical presence outside the United States.  The rule is half the time in the preceding five years plus a day must have been spent in the country.  Five years is 60 months; so 30 months and a day is the amount required.  This is statutory and no discretion is permitted.  If the count is very close, tell the client that at the time of the interview, the Immigration Officer will count the days the client has been outside the United States, and deduct the amount from 60 months to determine the client’s eligibility for naturalization.  So care needs to be taken regarding trips outside the U.S.  

Part 9

Children are children.  That means the applicant has to list all his/her children, in this country or anywhere else, children who have died or who are missing, children who are grown up, children who are married, children who are legally adopted or were born out of wedlock, and stepchildren.  If the applicant has been the parent of a child, then the name must be listed.  No exceptions. (Note: Occasionally the current spouse does not know of these children, so if you sense hesitancy on the part of the applicant, send him/her with a note to one of the attorneys WITHOUT THE SPOUSE to dig out the truth.)  If the child is living with the applicant, write “with me” as the place of residence; otherwise, give the appropriate information.  If the child is missing or deceased, the child’s address is listed as “missing” or “deceased.”

GOOD MORAL CHARACTER

Part 10

Even if a person qualifies for U.S. citizenship in every other way, he/she must also demonstrate Good Moral Character.  In general, this means the applicant must pay taxes, be law-abiding, take responsibility for his/her children, and otherwise show good citizenship qualities.

One of the biggest stumbling blocks to naturalization is having a criminal record.  Please ask the applicant in a dozen different ways if he/she has a police record:  ever arrested, ever been to a court, ever paid a fine, ever told a case was being suspended or erased from the record, ever stopped by the police, etc.?  Once the fingerprints are submitted and the criminal background check is done, it is too late to deal with the issue.  If there is any question about criminal behavior, please ask the client to make an appointment with someone at Hogar Hispano, so we can find out if the person is eligible to apply or not.

With respect to children, USCIS takes a dim view of parents who do not support their minor children, wherever they might be.  That means if the client has children living abroad, he/she must be able to demonstrate that he/she has sent money or clothes or other means of support to those children.  This should not be glossed over, because the client may be asked at the time of the naturalization interview to show international money order receipts, etc. to prove parental responsibility. 

And, there is ALWAYS the matter of taxes.  At the time of the naturalization interview, the client will be asked to show payment of federal income taxes since he/she became a permanent resident.  At minimum that is three years (for those married to U.S. Citizens) or five years for other applicants.  Five years is a good rule of thumb.  WARN your clients so they can begin getting the records together (or filing back taxes with the IRS). 

Finally, an issue which can arise is whether the applicant, if male, has registered with the Selective Service (the draft).  The law is that any male between 18 – 26 must register even if only a permanent resident.  If the applicant is over age 26, then he must write an explanation of his failure to register as required (did not know, etc.)  If he is still within the time frame, he must get an application from the Post Office, fill it out, and send it in.  If the person is potentially a Conscientious Objector, please have him see one of the attorneys. 



      GOOD LUCK, AND THANKS AGAIN!!
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