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U.S. Citizenship Workshop Toolkit

Sample Letter of Understanding
[Lead Organization Name]
U.S. Citizenship Workshop
LETTER OF UNDERSTANDING

The [Lead Organization] and [Partner(ing) Organization], hereby referred to as the Workshop Partner, agree to the following terms and conditions for the Naturalization workshop:


Title:



Date:




Time:




Location:


Agreement:
The [Lead Organization] and the Workshop Partner agree to assist eligible legal permanent residents to apply for U.S. Citizenship.
Duties and Responsibilities

[Lead Organization] will:

· provide the applications and naturalization guiding materials;

· create flyer and receive approval from Workshop Partner;

· draft a press release and distribute to local media outlets;

· coordinate radio, print, and/or television media to announce and promote Workshop; 

· provide the expertise and technical assistance on the naturalization process by

· training volunteers at least three days before the workshop, and 

· overseeing volunteers assisting in completing the N-400 forms;

· take passport photos of applicants for application;

· examine N-400 applications for accuracy and completion: i.e. quality control;

· if possible, submit N-400 forms to the U.S. Citizenship and Immigration Services.

Workshop Partner will:

· promote event by distributing and posting flyers, and coordinate other outreach activities, including assist with Radio, Print, and Television media, as deemed necessary to maximize participation;

· secure location and space to accommodate targeted number of participants including event staff and volunteers; 

· arrange for chairs and tables to accommodate participants; 

· coordinate prior to the event with [lead organization] to determine room set-up and other on-site logistics;

· provide 1 volunteer for every 3 applicants to assist applicants in completing the N-400 forms (ex. for 30 applicants, 10 volunteers are required);

· recruit and require volunteers to attend a training session organized jointly by the [Lead Organization] and Workshop Partner;

· provide refreshments and a light meal on the day of the workshop for the volunteers;

· display visible signage directing people to the event. 

No modifications of this agreement, or any part thereof, shall be effective unless in writing and duly executed by both parties. This agreement constitutes the full and complete agreement of the parties.  There are no representations or warranties, other than those contained herein.  

_____________________________


___________________



First Name Last Name



Date Executed:

Title








[Workshop Partner Name]






____________________________ 


__________________

First Name Last Name 



Date Executed:

Title 

[Lead organization Name]

