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   LOCATION 
 
  
 
 
 

REGISTRATION 

ELIGIBILITY 

APLICATION  
ASSISTANCE 

FINAL REVIEW 

APPLICATION  
PACKAGING 

Volunteer 
Front Desk 

Iraida/ Her office 

Lucy/ Her office 
Luis/ His office 

Volunteers 
Photocopy and 
Waiting Room 

SUPPORT 

Volunteer 
Maria 
Amaya 
Desk 2 and 3 

Make client SIGNS IN 
Give a number to the client 
Give CITIZENSHIP INTAKE, CHECK 
LIST and HOUSING SCREENING to the 
client. 
 
Client completes INTAKE FORM and 
HOUSING SCREENING 
 
Client’s eligibility is analyzed:  
• Client’s English knowledge is evaluated 
• Citizenship Intake is reviewed 
• 1800 number is called 
• If criminal records and Court disposition 

papers send client to support station. 
• Client’s documents are check to 

determine that everything was brought. 
(Photos, money orders, LPR, marriage 
certificate, divorce, selective service). 

If client is eligible: 
• Complete folder 
• Evaluate grant eligibility  
• Receive payment, give receipt. 
• Biographical information is check to 

determine if it is complete. 
• Client receives folder with information. 

If client is not eligible: 
• Register information in the Ineligible List 

 
 
Client’s application is completed and signed. 
Client‘s file is given to Final Review Staff. 
 
 
 
 
Client’s application is reviewed. Client’s file 
is given to Application packaging volunteer. 
 
 
 
2 Photocopies of the application and support 
documents are made. 
Client’s name is written behind the photos. 
Money Orders are completed. 
Package is assembled and given to client. 
Client registers for Citizenship Classes. 
Client completes satisfaction survey 
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Iraida 
Her office 


