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NEW CITIZEN CAMPAIGN LETTER OF INTENT 2023 GUIDELINES 

 

OVERVIEW 

The Office of Immigrant and Refugee Affairs (OIRA) seeks Letters of Intent (LOI) from community-based 
agencies interested in contributing to a stronger network of naturalization services in Seattle in 2023 
and 2024 through the New Citizen Campaign (NCC). 

Total anticipated funds available: $240,000 per year subject to the continuing appropriation authority 
of the Seattle City Council. Typical NCC contract awards range from $15,000 to $20,000 annually. 

Who should apply: Nonprofit organizations with prior experience in providing naturalization services or 
citizenship navigation services and an interest in collaborative service models.  

Contract period: January 2023 to December 31, 2024. Funding for 2024 will be contingent upon 
performance and Seattle City Council budget appropriation.  

Submission deadline: LOIs must be received by 5:00 PM on Friday, October 28, 2022. 

 
BACKGROUND 

The mission of the Office of Immigrant and Refugee Affairs (OIRA) is to improve the lives of Seattle’s 
immigrant and refugee residents.  OIRA strives to achieve this vision by engaging immigrant and refugee 
communities in decisions about the City's future and improving the City's programs and services.  

The New Citizen Campaign (NCC) is one of two citizenship program models within OIRA. NCC seeks to 
increase the numbers of immigrants and refugees who naturalize and engage in civic processes, utilizing 
multiple strategies that include providing naturalization assistance through group processing clinics and 
workshops, conducting broad-based outreach, promoting the benefits of citizenship, and engaging with 
local and national partners. 

NCC also seeks to build strong partnerships among partner organizations to support a collaborative 
network of citizenship service providers in Seattle. NCC services complement and work in alignment 
with OIRA’s New Citizen Program (NCP), a case-management naturalization service model. 

 
2023-24 PROGRAM GOALS 

NCC’s focus is on expanding access to the U.S. citizenship application process, with the intent to serve 
immigrant and refugee populations who do not currently access citizenship services or have newly 
become eligible to naturalize. NCC also places a high priority on serving the geographic regions of the 
city where fewer such services are available.   

• NCC partners will be a part of a collaborative network, here referred to as the “NCC table” that 
helps shape and strengthen the work of the Campaign.  
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• NCC will continue to offer citizenship application assistance clinics in 2023 and 2024. NCC clinics 
offer an alternative to traditional case management legal services, and most applicants end up 
filing their applications without ongoing legal representation. This “low-touch” approach 
increases access to citizenship services to low- and middle-income residents who are not eligible 
for other free naturalization services but who cannot afford private legal assistance. 

• NCC also aims to support participants on the path to citizenship through education about the 
citizenship process and benefits, help in collecting the necessary information and documents, 
and referrals to upcoming clinics or case management services, according to their individual 
needs.  

 
NCC VALUES 

Collaboration 
All NCC organizations work together to educate eligible applicants about the naturalization process and 
to assist them in completing their applications. The whole is greater than the sum of its parts, as in the 
services are made better by bringing together the expertise of multiple agencies.  

Innovation 
All NCC organizations continuously search for new and better ways to provide services, experimenting 
and evaluating what works and what doesn’t. We share information and learn from each other.  

Flexibility 
All NCC organizations give each other and our participants and volunteers the benefit of the doubt and 
do our best to be nimble to changing situations and needs. We adjust our individual agency practices to 
work with our partner agencies and to meet our participants’ naturalization-related needs as best we 
can. 

Equity 
All NCC organizations endeavor to serve populations who have trouble accessing traditional service 
models. We do our best to educate each participant on their service options and to allow them the 
choice of services that best fit their needs. We offer services in flexible formats to meet participants 
where they are at. 

Quality and Safety 
All NCC organizations place participant and volunteer safety at the forefront. Safety is important to NCC 
in several ways: 

• Ensuring quality legal services to prevent endangering participants’ immigration statuses.* 

• Safeguarding our participants and volunteers at in-person events.  

• Protecting participant information at all times.  

• Providing a sense of security for participants by ensuring they understand the process and are 
able to choose the services that best suit their needs. 

*All NCC legal services are provided under the supervision of licensed immigration attorneys and Department of Justice-
Accredited Representatives. Agencies collaborate to ensure proper legal supervision of clinics and any other legal services 
provided.  
 

  

https://www.justice.gov/eoir/recognition-and-accreditation-program
https://www.justice.gov/eoir/recognition-and-accreditation-program
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WHO SHOULD APPLY? 

Applicants must meet the following minimum qualifications: 

• Be a nonprofit organization with a 501(c)3 status or have a fiscal sponsor with a 501(c)3 status.1 

• Have prior experience providing naturalization or citizenship navigation services in Seattle. 

• Have an interest in supporting naturalization through collaborative and innovative approaches.  

 
EVALUATION CRITERIA 

Applications will be evaluated on the following components:  

• Show alignment with the NCC Values listed above.  

• Demonstrate a strong connection with the communities to be served and an 
understanding of their strengths, unique needs, and concerns. Has clear strategies to 
engage and recruit from communities currently served by the program or agency, as well 
as underserved communities/individuals. 

• Has a record of success in providing in-language, culturally relevant 
naturalization services and an awareness of common barriers that clients may 
experience. 

• Application questions will be evaluated by the following criteria:  

Category Evaluation Criteria 

Experience • Experience providing naturalization services, citizenship navigation, and/or 
technical assistance.  

• Clear connection between citizenship and agency’s mission, other priorities. 

• Clear understanding of the need for naturalization services. (Participants may 
have diverse immigration and other needs, but funding is focused on citizenship.) 

Community 
Connection 

• Proposal demonstrates agency's commitment to immigrant and refugee 
communities, also agency staff and leadership reflect communities served.  

• Proposal demonstrates agency’s analysis or understanding of both issues related 
to racial equity and being responsive to community needs and priorities. 

• Established ties to communities to be served OR a clear plan to partner with 
stakeholders who have such connections. 

• Ability to provide language-specific support. 

• Understanding of need for citizenship services within communities to be served. 

• Intent and ability to provide citizenship services for underserved areas or 
communities. 

Service Model • Clear plan that contributes to NCC program goals.   

• Clear understanding of the barriers to services for target communities, ideas for 
addressing barriers. 

• Innovative ideas and/or openness to new ways to serve NCC participants.   

 
1 The City of Seattle requires both fiscal sponsor and organization providing services to sign the NCC contract and 
for fiscal sponsor and organization providing services to have a written agreement between them defining roles. 
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• Understanding of the challenges of event planning and providing services during 
this period of COVID-19 recovery.   

Collaboration • Ability to lead and/or support NCC citizenship clinics.   

• Capacity and interest to participate in collaborative work. 

• Demonstrated commitment to collaborating with and learning from peers. 

Follow-up • Follow-up or feedback plan demonstrates understanding of the barriers to 
services for target communities, ideas for addressing barriers.  

• Innovative approaches to follow-up.  

• Willingness to be flexible to the diverse needs of NCC partners and participants. 

Review panelists will also prioritize ensuring that the selected agencies cover the breadth of work 
required for NCC, as well as having enough legal capacity to run a regular schedule of clinics. 
Specifically, every clinic must be co-led by at least one agency with an immigration attorney or DOJ-
Accredited Representative who can provide legal oversight for the event.  
 
See the Scope of Work section for more details.  

 

FUNDING BREAKDOWN 

Of the $240,000 expected to be available annually, the total funds will be divided among citizenship 
clinic services and program support approximately as follows: 

$120,000 (50%) for clinic planning and implementation 

$84,000 (35%) for citizenship navigation, participant preparation and referral 

$36,000 (15%) for technical assistance and legal expertise support to NCC clinics and partners 

 
PROCESS AND TIMELINE  

Agencies must submit a Letter of Intent to be considered for funding. Letters of Intent should follow the 
prompts on the Application Cover Sheet and respond to all Narrative Questions.  

The application timeline is as follows:  

Wednesday, September 14, 2022 LOI is released. 

Tuesday, September 20, 2022  
2:00 PM 

Information session on Zoom (will be recorded and posted online 
at welcoming.seattle.gov/2022-ncc-rfp). 

Friday, September 30, 2022 
5:00 PM 

Last day to submit questions to OIRARFP@seattle.gov. Answers 
will be published at welcoming.seattle.gov/2022-ncc-rfp by 
Friday, October 7, 2022. 

Friday, October 28, 2022 
5:00 PM 

LOIs must be received by 5:00 PM. Late applications will not be 
considered. 

https://welcoming.seattle.gov/2022-ncc-rfp
mailto:OIRARFP@seattle.gov
https://welcoming.seattle.gov/2022-ncc-rfp
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Monday, October 31 -
Wednesday, November 30, 2022 

LOI review committee will review proposals, and OIRA Director 
will approve award decisions. 

Thursday, December 1, 2022 Applicants are notified of funding decisions via email. 

Monday, December 5, 2022 -
Friday, December 16, 2022 

Agencies may submit an appeal regarding funding decisions. See 
appeal policy below. 

Monday, December 19, 2022 -
Friday, January 13, 2023 

OIRA conducts contract negotiation process with successful 
applicants. 

Tuesday, January 17 - 
Friday, January 20, 2023 

First NCC 2023 table meeting to be scheduled (tentative). 

Monday, January 30, 2023 Contract period begins. 

 

SUBMISSION INSTRUCTIONS 

LOIs are due to the Office of Immigrant and Refugee Affairs by 5:00 PM on Friday, October 28, 2022. 
LOIs received after this deadline will not be considered.  

Application packets must be sent by email in PDF format to OIRARFP@seattle.gov. Proposals must be 
received complete and by the 5:00 PM deadline to be reviewed for funding consideration.  

The application packet should be emailed. Please contact us by email at OIRARFP@seattle.gov or by 
phone at (206) 684-5705 if your agency requires any accommodations related to preparing or 
submitting this application, which must be granted in writing at the sole discretion of OIRA.   

 
SCOPE OF WORK  
All partners will participate in a collaborative table to support NCC clinics, improve services, and engage 

in policy advocacy. 

There are three bodies of work, or roles associated with the New Citizen Campaign. Agencies are 
encouraged to focus on the role that best suits their capacity and expertise but may choose to apply for 
more than one role. Agencies will be evaluated separately for each role to the extent possible and the 
review panel will select applications to ensure coverage of all three bodies of work.  

1. Clinic Leadership and Implementation: Lead or co-lead one or more clinics with a goal of 
serving AT LEAST 40 participants total.  

• The participant goal may be achieved through one large clinic or multiple clinics. Past 
NCC clinics have served 25 to 50 participants each prior to the COVID-19 pandemic and 
10 to 25 each during the pandemic. 

• Clinics will be co-led by two or more agencies unless there is strong rationale for having 
one agency lead a clinic alone.  

• NCC clinics must take place within the boundaries of the city of Seattle with the goal of 
serving Seattle residents, workers, and students.  

mailto:OIRARFP@seattle.gov
mailto:OIRARFP@seattle.gov
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2. Citizenship Navigation and Participant Preparation: Support AT LEAST 20 participants per 
contract year in their citizenship processes by preparing them for clinics and referring them to 
upcoming clinics or case management, according to their individual needs. 

• If you propose to do both Clinic Leadership and Citizenship Navigation, the participant 
goals for each role will be tracked separately.  

3. Technical Assistance and Legal Expertise: Support the clinics and/or the NCC collaborative table 
through providing immigration attorney or DOJ-accredited representative expertise, trainings, 
or other technical assistance. Provide direct support to the clinics and/or the NCC collaborative 
table partners. 

 
Please see the table in Appendix I – Scope of Work Details below for details on what each of these roles 
entails.  
 

CONTRACT  
OIRA reserves the right to make awards without further discussion of the application submitted. 
Successful applicants will enter into a contract that identifies agreed-upon services and requires 
compliance with City civil rights and labor standards ordinances. NCC contracts will vary in amount 
based on the agency role. Typical NCC contracts range from $15,000 to $20,000 annually. 
 
While OIRA expects to renew contracts resulting from this LOI on an annual basis, future funding will be 
contingent upon performance and funding availability.   
  

 
APPEAL POLICY  
Applicants have the right to protest or appeal certain decisions in the award process based on the 
following grounds:  

• Regarding failure to submit a complete application or failure to meet the minimum eligibility 
requirements outlined in the funding opportunity;  

• A matter of bias, discrimination, or conflict of interest; and/or  

• Failure to adhere to guidelines and/or procedures established in a funding opportunity.  
  
A written appeal that states the specific action or decision you are appealing must be submitted by the 
agency Executive Director as soon as possible after notification of funding decisions, with the deadline of 
Friday, December 16, 2022. Appeals will be reviewed by the OIRA Director, and a written decision will be 
made within five (5) business days of the receipt of the appeal. Appeals should be emailed to  
OIRARFP@seattle.gov.  
  

 
QUESTIONS  
Please contact OIRARFP@seattle.gov for any questions related to the application process. Applicants 
may email questions until Friday, September 30, 2022, and answers will be posted by Friday, October 7, 
2022.  
  
OIRARFP@seattle.gov   
(206) 684-5705 
 

mailto:OIRARFP@seattle.gov
mailto:OIRARFP@seattle.gov
mailto:OIRARFP@seattle.gov
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Appendix I – Scope of Work Details 

Collaborative Table Participation: All partners are required to participate in the following activities.   

• Meet monthly and miss no more than one meeting. 

• Support NCC clinics by providing legal, linguistic, or logistical support, as well as referring eligible participants.  

• Work collaboratively to improve services and processes for clinics and referrals. 

• Share policy and advocacy updates and participate in trainings. 
 

NCC Services: Applicants should choose among the following options for NCC services for their proposals. Agencies are encouraged to focus on 
the role that best suits their capacity and expertise but may choose to apply for more than one role. 
 

Clinic Leadership and Implementation 
Most clinics will have two (2) or more co-
lead agencies (see Appendix II – Clinic 
Models). Leading or co-leading a clinic 
includes all the following:  
 
Outreach and Participant Needs: 

• Determining target population(s) 
for clinic, language(s) for outreach, 
and clinic materials. 

• Participant preference for in-
person vs. virtual services. 

• Ensuring minimum number of LPRs 
attend the clinic to meet contract 
goals. 

Logistical: 

• Securing event venue. 

• Updating and organizing all 
documents to be used.  

• Organizing clinic supplies and 
technology.  

Citizenship Navigation and Participant 
Preparation 

The NCC table will be supported by one or more 
agencies providing navigation services to 
potential clinic participants. This navigation 
support includes: 
 

Outreach and Education: 

• Outreach and information sharing to 
eligible LPRs through public service 
announcements, promotions on social 
and ethnic media, information sessions 
online or in-person, or other means of 
explaining the benefits and requirements 
of citizenship.  

Participant Preparation: 

• Preparing individual LPRs for the 
citizenship process by assisting with: 

o Reviewing the requirements of 
citizenship, the application 
process, and the clinic process 
with participants.  

o Gathering the documents and 
information needed for eligibility 

Technical Assistance and Legal Expertise 
The NCC table and clinics are supported by 
agencies and agency staff providing both 
technical assistance and legal expertise. This 
support can include any of the following or 
others: 
 
 Legal Expertise at Clinics: 

• Providing Legal Screening of 
participant eligibility and/or Quality 
Review of completed N-400s (must 
be either DOJ-accredited or 
immigration attorney). 

Training: 

• Providing training to NCC partners 
on legal, program management, or 
clinic/workshop/group processing 
event-related topics. 

Ongoing Legal Expertise: 

• Providing on-call or ongoing legal 
expertise to NCC partners for clinic 
participants and/or navigation 
services.  
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• Ensuring safety of participants and 
volunteers and their personal 
information. 

Legal and Other Expertise: 

• Recruiting and training clinic 
volunteers. 

• Ensuring legal expertise at the 
clinic: At least one of the co-lead 
agencies must have an attorney or 
DOJ-accredited representative on 
staff or contracted part-time. 
Agencies without legal staff must 
be paired with an agency that has 
legal staff capacity. 

Follow-Up: 

• Reporting at regular intervals on 
clinic participant progress through 
the naturalization process, 
successful naturalizations, and 
voter registrations.  

screening and application 
completion;  

o Explaining how to obtain certain 
records such as fee waiver 
evidence or court 
documents; and  

o Completing the intake form or 
other documentation needed for 
a successful referral.  

Referral:  

• Referring participants to clinics or to 
individual services as needed. 

• Building trust with participants and 
partner agencies to ensure successful 
handoffs throughout the multi-step, 
multiple agency clinic process. 

Follow up:  

• Contact participants on a twice annual 
basis to check on progress toward 
naturalization.  

 

Other: 

• Proposals of other ways to support 
clinic implementation are welcome.  
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Appendix II – Clinic Options Menu  

NCC List of Clinic Options 

All New Citizen Campaign (NCC) clinics offer free citizenship application assistance on a one-time limited 
basis. Clinics work best for participants who have straightforward cases and will not need ongoing legal 
representation for the application process or naturalization interview. With the onset of COVID-19, NCC 
adapted the in-person clinic model to offer services remotely with limited group gatherings. In 2023, we 
hope to offer a variety of clinic models to address both the needs of participants and the capacity of our 
partner organizations 

The following are options of citizenship clinic models for nonprofit agencies interested in hosting NCC 

clinics, further explained below.  

1. One-Day In-Person Clinic 

2. Multiple Session Clinic 

3. Rolling Services Clinic 

4. One-Day Remote Clinic 

5. Other Models* 

*NCC prioritizes flexibility and innovation. If you have a model not listed here that you think will be successful for your target 

population and agency, we welcome your proposals. We will evaluate all proposed models based on the evaluation criteria 

listed above (see Evaluation Criteria). Once NCC contracts are executed, we will work with partners to plan and implement all 

clinics, including new clinic models or processes.  

Detailed Overview  

1. One-Day, In-Person Clinic 

Model: One-day, in-person clinic (the traditional NCC model) running approximately 

9:00 AM – 5:00 PM (7:00 AM or 8:00 AM setup time) with 15 to 30 volunteers serving 

walk-ins and/or pre-registered participants. One-day clinics are most often offered on weekends.  

Considerations: One-day, in-person clinics require a lot of prep work to get the clinic ready, including set 

up and take down of furniture, supplies, and technology, and you must implement precautions or alter 

plans based on COVID-19 infection rate spikes. Services must be offered in that one day, and services 

must not be available for additional weeks afterwards. 

Features: 

• Heavy reliance on volunteers, so you must be able to recruit and train volunteers. 

• Participants should be ready to come in-person on the set day and time, no opportunities for 

scheduling appointments outside of clinic hours 

Questions to Consider: 

• What date/time of year or month would work well for your target population?  

• Do you have a clinic venue or neighborhood in mind?  

• What computers/printers/documents/supplies do you need?  
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• How many volunteers will you work with and how will you recruit and train them?  

• Are your participants comfortable meeting in person and what COVID-19 safety standards will 

you require?  

 

2. Multiple Session Clinic 

Model: Host one in-person information session for participants that incorporates 

filling out the intake form and possibly individual legal screening. Complete N-400s 

remotely with the information gathered. Then host another in-person session to 

include Quality Review and/or Check Out.  

Considerations:  This clinic model addresses the difficulties participants face in preparing for citizenship 

and gathering the necessary documents and information. It is intended for communities who may not 

have access to technology to make a fully remote clinic possible. This model of clinic must be prepared 

to implement precautions or alter plans based on COVID-19 infection rate spikes. 

Features: 

• Builds trust with participants by introducing them up-front to those who will help them with the 

process.   

• Offering in-person group sessions ideally will reduce the need for one-off scheduling.  

Questions to Consider:  

• Are you able to schedule out all available sessions and volunteer availability up front so that at 

the first information session you can tell participants their upcoming appointments? 

• How will you keep up momentum for participants between sessions? 

• What technology and materials you will need at each session?  

• What COVID-19 safety standards will you require?  

 

3. Rolling Services Clinic 

Model: During the designated clinic month, offer citizenship services in distinct 

appointments that include Intake, Screening, Quality Review, and Checkout for each 

participant. Some appointments may be done in person and others remotely.  

Considerations: This model offers the most flexibility for both co-lead agencies and participants, but 

without clear boundaries it risks becoming a case management model and/or making services available 

for too long.  

Features: 

• Multiple touches with each applicant allow for more opportunities to build trust and spot 

potential issues.  

• Participants and volunteers both like the opportunity to participate remotely and according to 

their schedules, but participants may stop engaging partway through the process.  
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Questions to Consider: 

• How will you prepare participants early and often for each step of the process and what will 

come next? 

• How will you refer or end services to participants who need more support than a clinic model 

allows? 

• How will you plan for warm handoffs with staff and volunteers from multiple agencies? 

• Can you use tools like Calendly or blocked scheduling to allow staff to schedule participant 

appointments up front? 

• How will you ensure that each agency has a role to play in the support of each participant?  

 

4. One-Day Remote Clinic 

Model: Participants pre-register but Eligibility Screening, Forms, and Quality Review 

are all completed in one day in a virtual setting, usually with volunteers and 

participants gathering virtually in the same Zoom or Teams meeting, then being 

divided into breakout rooms for each phase of the process.  

Considerations: This model requires significant technology knowledge from not only the clinic leads, but 

also the participants and volunteers.  

Features: 

• Provides participants and volunteers with the flexibility of joining remotely.  

• Maintains the traditional one-day model and prevents the clinic from continuing to multiple 

days. 

• Not a good option for participants who are less comfortable with technology.  

Questions to Consider: 

• Will your target population and volunteers be able to navigate a fully remote clinic?  

• How will you safely share sensitive information among participants and volunteers?  

• Are you comfortable coordinating complex Teams or Zoom meetings or do you have IT support 

who can assist? 

 

5. Other Models 

If you have another model not listed above that you think will work for your target 

population and agency, you may propose it through this LOI or as we begin clinic 

planning after contract initiation! 

 


