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To the Facilitator…
The NYSOCFS Office of Workforce Development is proud to introduce the NYSOCFS
Portfolio. So much more than a resume, a portfolio gives young people their first real
opportunity to seize control of their work future. It is a place where they can gather
everything from working papers and a birth certificate to their dream for the future, and
the steps they will need to take to realize that dream.
We hope that you will share and discuss the NYSOCFS Portfolio with the young people you
serve. Labor market analysts predict paradigm changes in the world of work. If we are to
prepare our youth to successfully compete, we must do all that we can – not tomorrow, but
now. The NYSOCFS Portfolio represents a part of this effort.

Why a Portfolio?
Young people need to start preparing for their work future today. The NYSOCFS
Portfolio is the perfect vehicle to get started. In addition to its practical use as a tool to
find a job, the NYSOCFS Portfolio encourages young people to:

Include Work in Their Plans
The NYSOCFS Portfolio sends a powerful message to youth that what they do at
14, 15, and 16 can pay off tomorrow. When they volunteer at the local soup kitchen
or mow lawns in the neighborhood, they’re doing more than filling up hours -
they’re building a portfolio. When they leave a job without notice, or have a
history of tardiness, they’re wasting a “portfolio opportunity.”

“Marry” Education and Employment
A high school education at one time guaranteed entry to the middle class. Soon,
say labor market forecasters, the middle class will only be available to those with
some post secondary education or training. Young people need to understand that
lifelong learning is no longer what their parents did for fun or self-fulfillment. It
is about to become a part of their lives. Rapid changes in technology are making
ongoing education imperative. So, the most important thing a young person can
master today is “learning to learn.”

Think Ahead-Realistically
Young people tend not to think much about their lives five years from now -
especially as it pertains to work. If they do think about it, their goals often
reflect a lack of realism. A 15-year-old may want to be an astronaut, yet see no
problem with his “C” in math. A 17-year-old may have just quit school with the plan
to “make it big” in business.
A portfolio attaches reality to dreams. It encourages young people to connect
their goals to the necessary incremental steps along the way – education as well as
work and volunteer experience.
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The youth portfolio contains personal information. If someone wrongfully takes that
information it is a crime called Identity Theft. One way a person may steal someone�s
identity is to use copies of a Social Security Card, Birth Certificate, Working Papers or
other identifying documents. It is very important that youth keep their portfolio with
them and not leave it with anyone. Here are some suggestions we included in the youth
portfolio to minimize the risk:

Don�t give out personal information (Social Security Number, credit card number,
date of birth, etc.) on the phone, through the mail or over the Internet unless
you�ve initiated the contact and are sure you know whom you�re dealing with.

Don�t carry your Social Security Card; leave it in a secure place and commit the
number to memory.

Secure personal information in your home, especially if you have roommates, employ
outside help or are having service work done in your home. Statistics show that
family members or employers are responsible for the majority of identity theft.

To stop an identity thief from picking through your trash to take your personal
information, tear or shred your charge receipts, copies of credit applications,
insurance forms, physician statements, checks and bank statements, expired charge
cards that you�re discarding, and credit offers you get in the mail.

Carry only the identification information and the number of credit and debit cards
that you�ll actually need.

When deciding on a �password,� avoid using easily available information like your
mother�s maiden name, your birth date, the last four digits of your Social Security
Number, your phone number, or a series of consecutive numbers. Place all passwords
in a safe place.

Give your Social Security Number only when absolutely necessary! Instead, ask to
use other types of identification when possible.

Pay attention to your billing cycles. Follow up with creditors if your bills don�t arrive
on time. A missing bill could mean an identity thief has taken over your account and
changed your billing address to cover his tracks.

Be wary of promotional scams. Identity thieves may use phony offers to get you to
give them your personal information.

When at work, keep your purse or wallet in a safe place.

When ordering new checks, pick them up at the bank, rather than having them sent
to your home mailbox.

Key Factors to Protecting Your
 Personal Information
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Before the Portfolio:
Things Youth and You Need to Know
It�s not what we don�t know that hurts us;

it�s what we think we know that just ain�t so.
� Will Rogers

A portfolio demonstrates a level of preparedness beyond the simple resume.

!!!!! How can we assist youth to think about their work futures unless we are aware that
a changing labor forecast calls for brand new strategies?

!!!!! How can we help youth clarify their career goals before helping them explore their
skills, strengths, and talents?

!!!!! How can we assist youth to prepare for the expectations of employers unless we
know just how deeply those expectations have changed?

The New Labor Market
There is a jobs revolution on the horizon. Just twenty years ago, a young person with a high
school diploma could look forward to a life of self-sufficiency. Soon, people without a high
school diploma and some post-secondary education or training will struggle to achieve self-
sufficiency.
Not unrelated to this challenge is the new global economy. The American job pool is now a
world-sized pool. The Internet has shrunk the world to a small economic neighborhood.
American company call centers are now staffed, not by Americans, but by attendants on
the other side of the globe, working for one-fifth of the pay. This increased competition
for jobs is about to be compounded by a new paradigm. The labor market is changing so
rapidly that none of the top ten jobs that will exist in 2010, exists today.
Living in the memory of any adult over 40 is the time when goods produced in this country
stayed here, and competition for jobs was also confined to the pool within our borders. But
in a short decade, we�ve gone from a society that produced one-quarter of the world�s
output with 4% of its population to one that exports two-thirds more than it imports. In
2001, India graduated almost a million more college students than did the U.S.
The same forecasters say that our future is anything but bleak, as long as we adjust our
responses accordingly. We must let go of the myth that old strategies will fix new challenges.
We have known since the 1980s that most people will hold several careers in a lifetime.
Now, the number of careers one can expect in a lifetime is 13. Workforce development
practitioners need to adapt and help youth meet all of these new labor market realities. We
must help them to:

! Explore the skills they possess that can be applied to a wide range of occupations

! Develop a portfolio that is flexible and able to be adapted for each job sought, and
adjusted to embrace new experiences



The NYSOCFS Portfolio - Facilitator�s Guide

! Learn about the labor market and how the global economy, outsourcing, and �close
proximity jobs� can impact careers they may be interested in pursuing

! Attain employer-recognized certifications that will both gain them immediate
credibility in a job market and distinguish them from competitors

We would all do well to remember more advice from Will Rogers, whose words also began
this section: �Even if you�re on the right track, you�ll still get run over if you just sit there.�

The Foundation: Skills, Strengths, and Talents
Journeys begin by first determining where we are. Otherwise, we�re apt to spend lots of
time floundering, only to arrive at the need to do what we should have done at the start.
It is no different with the career journey. It begins by assessing our skills, strengths, and
talents. The �old� labor market was very forgiving in this area. The self-assessment process
was, more often than not, the �floundering� method. We worked at a gas station for a few
months, then at retail store for a few more, then at a fast food establishment. When we
had saved enough money for the prom, we quit working altogether. Yesterday�s labor market
gave youth a �pass� until about age 21. Until then we were regarded as �finding ourselves.�
Soon, because of increased competition for entry-level jobs, combined with the increased
demand for skills and experience, the �floundering method� will be met with the �you snooze,
you lose� response.
While today�s youth cannot be expected to be mature beyond their years, practitioners can
intervene by administering formal assessments designed to help young people explore their
skills, strengths, and talents. While youth will not be making major career decisions based
upon these assessment results, they can nonetheless be mindful of them as they frame
their Portfolio and prepare a Five-Year Plan.
The NYSOCFS Portfolio Facilitator�s Guide includes interest and skill assessment instruments
for your consideration.

What Employers Expect
Conventional wisdom suggests that most employers want, above all things, youth who
performed well in school. The youth who had better grades, should do a better job. While
there is truth in this impression - it is not true.
In 2002, the National Association of Colleges and Employers (NACE) surveyed 457 employers
in the United States. To the surprise of many education and workforce development
professionals, a young person�s grades, while a valid measure of basic intelligence and
persistence, were not regarded as the most desired quality in a job candidate. In fact, it
ranked 17th in importance. Among the qualities ahead of school performance were:

!!!!! Communication skills

!!!!! Honesty

!!!!! Integrity

!!!!! Teamwork skills
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!!!!! Strong work ethic

The lesson is clear: If the Portfolio is to reflect what employers really want, it will need
more than an attached report card. It will need to speak the language employers speak. It
will need to reflect those activities, awards, certificates, and honors that speak directly to
the �basic skills� employers really value.
Instructors can help youth meet this challenge by being a part of their exploration process
as they guide the youth in reviewing his / her history for evidence of achievements. This
process can be as much art as science since qualities such as �integrity� and �honesty� are
often neither demonstrated nor acknowledged in traditional ways. Sometimes, they are
evidenced in how a youth is regarded in the neighborhood if s/he is relied upon as the
neighborhood babysitter, or property caretaker. This role, especially when supported by
letters of recommendation from neighbors, can speak volumes to employers. Remember,
this is what employers are seeking!



The NYSOCFS Portfolio - Facilitator�s Guide

The PORTFOLIO
A portfolio is an opportunity to show off skills, strengths, and talents. Have youth take
the Portfolio with them whenever they are interviewing for a job or applying to a training
program.
A portfolio is a tool that youth can use to prepare themselves for a job interview. It should
be reviewed every few months or as they gain new skills, strengths, and talents!
Remember, a portfolio is not a scrapbook, so only have information included of interest to
an employer or training program. This is a youth�s chance to make a good impression - all
documents should be typed or neatly written and checked for good grammar and spelling.
Portfolio Sections:
Included in the sample portfolio is information on how to gather the documents you will
need to complete each section. Each portfolio is as individual as youth are and some
information can be placed in more than one section. The general sections outlined in this
portfolio are a start for you to help youth build their own unique portfolio.

! Personal Profile- The 60-Second Infomercial

! Resume/Fact Sheet

! Five-Year Plan

! Work Essential Documents

! Academic Documents

! Samples of Work

! Awards and Recognition

! References

! Community Resources
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Section 1
PERSONAL PROFILE�
The 60-Second Infomercial
This section is designed to help youth prepare for the �dreaded� question everyone is
asked on an interview: �Can you tell me a little about yourself?�  By identifying skills,
strengths, and talents and connecting them to the expectations of employers, youth are
able to �sell� themselves. Included in this section are some assessment tools that may help
youth to do this. It is important that this information in the 60-Second Infomercial come
easily and quickly, as interviews are not the only opportunity to get a job or a job lead.
Networking opportunities can arise at unexpected times and being prepared is a key to
making a good and lasting impression. In order to accomplish this task youth must:

! Prepare ahead of time, identifying skills, strengths, and talents relating these to
workplace expectations. For example, if they have identified �determination� as a
strength, have them state that they are determined to see a task through and able
to navigate obstacles. If possible, have an example ready such as �I had to prepare a
PowerPoint presentation for my English class and the computers kept going off-line,
so rather than give up, I worked on paper getting all my slides prepared so that when
the computers were on-line again, I could quickly do the data entry and keep my
project from being late.�

! Place written script in this section.

! Practice it!

! Videotape it and have it critiqued by others.

! Reevaluate the script as they develop new skills strengths and talents.
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60-Second Infomercial Script
You can use the following format to help youth come up with their Infomercial
script:
! Your name is (5 seconds) * This is just for recording your Infomercial. At

an interview you probably won�t need to mention your name again during
your 60-Second Infomercial.

! Reason interested in the position (10 seconds)
! Skills, strengths, and talents (25 seconds)
! Previous employment experiences (15 seconds)
! Your �tag line� or why you would make a good employee (5 seconds) *Your

tag line is your final sentence used to market or sell yourself. Try to make
it unique and memorable.

Having a prepared Infomercial will help youth answer confidently when an em-
ployer asks, �Tell me about yourself.�

Now that the youth have prepared scripts, they should practice their
Infomercial. A great way to do this is in front of a video camera. Record their
Infomercial. If they can memorize it first it might help them to remember
their points without using their scripts. Remember that youth are marketing
and selling themselves and that the camera is an actual employer during an
interview.
Have youth practice enunciating, looking the employer (camera) in the eye, and
remembering to speak loudly enough for the employer to hear. Watch the
Infomercial after recording. Ask youth these questions:
! Did you market yourself effectively?
! Did you mention all of your skills, strengths, and talents?
! Would the employer be interested in what you were saying?
! Would you have been offered the job?
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Interest Profiler

in Attachments Folder
Filename: AttachmentA
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Interest Profiler - Score Report

in Attachments Folder
Filename: AttachmentB
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Work Importance Locator - Instrument

in Attachments Folder
Filename: Attachment C
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Work Value Card Sorting Sheet/
Work Value Cards

in Attachments Folder
Filenames: Attachment D1
                 Attachment D2
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Section 2
RESUME / FACT SHEET
It is important for the youth to understand how to create a resume as each job application
may require a new or at least some changes to an existing resume. Here are some general
guidelines:

!!!!! Review and update resume every 6 months or as new skills are achieved

!!!!! Emphasize strongest attributes- skills, education, experience and accomplishments
- that match job requirements

!!!!! Use action verbs

!!!!! Use phrases, not full sentences, leave out �I�

!!!!! Qualify responsibilities and tasks using numbers, dollars, people and time

!!!!! Highlight special skills

!!!!! Include awards, certifications and licenses

!!!!! Include an appropriate e-mail address

What goes on a great resume?

If youth are 16 or older, your resume should include:

!!!!! Objectives/goals

!!!!! Capabilities

!!!!! Education

!!!!! Employment experience (include volunteer, community service as well as paid work
experience)

!!!!! References

If youth are under the age of 16, instead of a resume, prepare a fact sheet with a minimum
of the following information:

!!!!! Their name and address

!!!!! Education

!!!!! Work-related experience/skills (include volunteer, community service as well as paid
work experience)

!!!!! Skills, strengths, and talents
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What is a RESUME?

Review of your work related experience

Essential information only

Skills, strengths, and talents focused

Unique • • What makes you distinctive

Marketing yourself to an employer

Effective • • Gets you an interview
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Character Resume Activity
Learning how to write a resume can be a daunting task for many youth. The Character
Resume activity gives young people a fun and interactive way of learning about resumes.

Total Activity Time: 45-60 minutes

Preparation: Have copies of chronological, functional and combination resumes (included
in this guide) for each group to refer to while making their character resumes. You may also
want to give each group a list of resume action words. You may want to go over the pros and
cons of using each resume format before the activity.

Activity: Have young people break out in groups of two or more. Each group should have
newsprint/flipchart and magic markers.
You may:
! Give a complete listing of characters to each group and let them choose a character
! Have character names or pictures on individual papers, fold the papers and place in

a hat or jar, and have the group blindly choose a character
Ideas for characters can include:

Animated or comic book characters: Snoopy, Bugs Bunny, Winnie the Pooh, Spiderman,
Elmer Fudd, Charlie Brown, Shrek, Fred Flintstone, etc.

Cinema Characters: Morticia Adams, Herman Munster, Lucy Ricardo, Captain Kirk, James
Bond, The Three Stooges, Yoda, Superman, Dorothy, etc.

Historical or Famous People: Steve Irwin �Crocodile Hunter�, Albert Einstein, Oprah
Winfrey, John Wayne, Donald Trump, etc.
Have each group choose a resume format for their character resume. Encourage each
group to be as creative as possible and to have fun! After the groups have completed
their character resumes, have a representative from each group present their resume
to the other groups!
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What Type of Resume Should I Use?

BEST IF
TYPE PROS CONS Used By:

! People with a steady
work history

! Individuals who have
acquired additional
skills and increased
job responsibility

! People who are
applying for work that
is the same or similar
to previous work
experience

! People with no
previous employment

! People with
employment gaps

! People who have
changed jobs a lot

! People who have
acquired transferable
skills from
experiences outside
of employment
opportunities

! People who are
changing careers

! People re-entering the
world of work after a
period of
unemployment

! Shows gaps in
employment

! Does not benefit
people with no
previous work
experience

! Highlights frequent job
change

! Fails to emphasize
skill development

! Lack of specific
information about
previous employers
and dates may cause
employer concern

! Can be confusing if
not well organized

! Requires more effort
to prepare

! Does not focus on job
tasks or
responsibilities

Chronological

Functional

Combination

! Most often used
! Easy to read
! Easy to prepare
! Shows steady work

history
! Depicts growth in skills

and responsibilities

! Focuses on skills
rather than
employment history

! Disguises gaps in
employment or a
series of short-term
jobs

! Organizes a variety of
work-related
experiences (paid,
unpaid, volunteer, &
other activities)

! Focuses on most
relevant skills and
accomplishments

! De-emphasizes work
history from less
relevant jobs

! Minimizes gaps in
employment

! Combines skills
acquired from a
variety of jobs or other
activities
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Resume Action Words
Resume action words, when used appropriately, help clarify your strengths, skills, and
experience. Action words also help focus an employer�s attention. This is a list of
action words you can use to enhance your resume.

A • Accomplish, adapt, administer, advise, advocate, analyze, arrange, assess,
assist

B • Balance, bargain, brainstorm, built

C • Calculate, change, check, clarify, coach, collaborate, communicate, compile,
compose, conduct, contribute, construct, coordinate, create

D • Decide, deliver, demonstrate, design, develop, discover, distribute, drive

E • Edit, encourage, engage, enforce, establish, evaluate, examine, exceed,
execute, explore

F • Facilitate, file, follow, formulate, founded

G • Generate, give, guide

I • Identify, implement, improve, influence, increase, initiate, inspect, inspired,
instruct, install, integrate, interpret, invent, investigate

L • Lead, learn, led, listen, lobbied

M • Make, manage, mediate, mentor, modify, monitor, motivate

N • Negotiate

O • Observe, operate, organize

P • Paint, perform, persuade, photograph, pilot, plan, prepare, present, preside,
print, produce, program, promote, provide, publicize, purchase,

R • Recommend, reconcile, recruit, reduce, relate, renegotiate, reorganize,
repair, report, represent, research, reshape, resolve, restore, review

S • Save, schedule, sell, shape, share, simplify, solve, speak, strategize, study,
succeed, supervise

T • Taught, teach, train, translate, tutor, type



The NYSOCFS Portfolio - Facilitator�s Guide

The �Low Down� On Scannable and Internet Resumes
Advantages to the Employer:
There are a number of advantages to an employer in scanning paper resumes into a database
or receiving them electronically. Some advantages are

!!!!! More resumes on file for longer periods of time
!!!!! Resumes can be key word searched - saving time
!!!!! Provides an objective selection process based on specific qualifications

The Employer Process:
Employers who receive or store resumes electronically go through a process prior to posting
a job.

1. The person hiring identifies required skills, education and training qualifications,
desired experience, necessary licenses or certifications, geographic scope, and any
other criteria specific to the job

2. The manager or human resource department personnel select key words based on
the job requirements

3. The computer searches the resumes stored in a database for key words
4. Candidates are selected and prioritized for review and interviewing based on the

number of �hits� or key words found

Electronic Resume:
When writing an electronic resume do not include a resume objective, personal data, hobbies
or interests not linked to job requirements, or the reference line.

Dos and Don�ts for Scannable Resumes
DO:
!!!!! Use white, 8 ½ x 11 copy grade paper and black ink
!!!!! Use laser printed originals
!!!!! Use standard typefaces or fonts
!!!!! Use a font size of 10-14
!!!!! Place your name on the top of all pages on its own line
DON�T:
!!!!! Use dot matrix or low quality copies
!!!!! Fold or staple the resume
!!!!! Fax a resume that will be scanned
!!!!! Use italics, underlining, shadowing or reverse type
!!!!! Use vertical or horizontal lines, bullets, boxes, columns, or graphics
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Tips for Increasing the Number of �Hits� on Your
Electronic Resume

!!!!! Add key words throughout your resume.

!!!!! Key words name skills, qualifications, education, professional affiliations, awards, licenses,
and certifications.  Examples are:  automotive mechanic, Spanish, Japanese, Chinese,
accounts payable, sales, etc.

!!!!! Include specifics such as Microsoft Word, Excel, PowerPoint, etc.

!!!!! Use vocabulary specific to the industry

!!!!! Use common resume headings like experience, education, awards, etc.

!!!!! Include inter- and intra-personal skills like self-
starter, dependable, team player, etc.

If your resume is going to be posted on the internet
or submitted electronically, becoming more common now with
websites such as America�s Job Bank and Monster.com, keep in mind to:

! Create your resume with the same formatting as a resume you would send to be scanned

! Save the resume as a text-only, plaintext, ASCII or DOS text

! Do not send the resume as an attachment.  The receiver may not have the software
necessary to access your attachment in a readable form

! E-mail your resume to yourself or a friend, review it and refine the formatting if needed

! Remember not to have indents, all capitalized resume headings, and do not exceed 70
characters and spaces per line
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Fact Sheet

Name:

Address:

Phone Number:

Email Address:

Education:

Work Experience (Include supervisors name, address, and phone number):

Volunteer/Community Service:

References:
1.

2.

3.

Skills, Strengths, & Talents:
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Sample Combination Resume

Wanta Job 7 Opportunity Street
Youth, New York  11111

(123).456.7890
  youngadult@professionale-mail.com

OBJECTIVE:  To obtain a part-time entry-level position as an office assistant.

SKILLS AND ACHIEVEMENTS:

· Proficient in Microsoft Word, Excel, PowerPoint
· Excellent telephone etiquette
· Detail orientated
· Good organizational skills
· Works well with customers and fellow employees
· Awarded Average American High School Student Intern of the Fall

Semester 2004

WORK HISTORY:

School Office Student Intern                                                    Fall Semester 2004
Average American High School, Youth, New York

· Photocopied student attendance records and distributed to
     home room teachers
· Acted as a receptionist as needed answering phones, greeting
     visitors, and filing

School Newspaper Staff September 2003 to Present
Average American High School, Youth, New York

· Researched and gathered information for news articles using
     library and internet resources.
· Composed informational articles and columns

EDUCATION:

Average American High School
Youth, New York
Projected Graduation:  June 2005



The NYSOCFS Portfolio - Facilitator�s Guide

Section 3
FIVE-YEAR PLAN

Youth may not have a clear idea of a career path. It is important to use the formal and
informal assessments (included in section 1) to help youth explore various career clusters.

When setting a Five-Year Plan youth are able to set short-term goals for themselves and
see small steps to achieving a larger goal. The following instruments are used to help youth
understand themselves and should not be shared with the potential employers but the
results can be incorporated in your 60-Second-Infomercial.

You should use the results of any self-assessment instrument you have administered, such
as:

!!!!! Self-Directed Search

!!!!! Holland Assessment, and/or Interest Profiler

!!!!! Multiple Intelligences Assessment (Smart Options)

!!!!! Learning Style Assessment

!!!!! Work Importance Locator

!!!!! Ability Profiler

!!!!! Ansell-Casey Assessment

Many of these assessments are free, and can be found on the O*Net and CareerZone
websites.

Once youth have completed these assessments, they can use the information to explore
career choices in identified areas and determine a path for that meets their educational
and vocational goals.

Youth can also use the Income Growth Strategy to help plan small steps to achieving their
ultimate career goals.

Youth should look at entry-level work experience as a means to master some transferable
skills that will be used to gain better positions in job closer to their ultimate career plans.
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�The Road to Self-Sufficiency�
An Income Growth Strategy for Out of School Youth

in Attachments Folder
Filename: Attachment E
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Section 4
WORK ESSENTIAL DOCUMENTS

This is the place to keep the documents youth will need to show an employer:

!!!!! Working Papers

!!!!! Birth Certificate

!!!!! Social Security Card

!!!!! Alien Registration Card (if applicable)

!!!!! Non-Driver Photo ID Card

!!!!! Drivers Permit or License (if applicable)

!!!!! Selective Service Registration (if applicable)

This section is also the place to keep evaluations and performance feedback sheets from
past employers. Don�t forget to include volunteer work, community service, and paid work
experience. Youth can also keep any documentation such as certificates earned, thank you
letters from customers and pictures of job accomplishments.



The NYSOCFS Portfolio - Facilitator�s Guide

Types of Working Papers
1. Student Non-Factory Employment Certificate - The Student Non-Factory Employment

Certificate, known as AT-18 (blue paper), is issued to minors ages 14 and 15 who plan to
work at permitted occupations during vacations of after school hours. The certificate is
not valid for work in factory workrooms or work involving use of prohibited machinery or
chemical processes, or cleaning, oiling, wiping, or adjusting belts to machinery.

2. Student General Employment Certificate - The Student General Employment Certificate,
known as AT-19 (green paper), is issued to minors ages 16 and 17 who attend school and
plan to work during vacations or after school hours. It is valid for work in a factory and
other trade, business, or service. However, this certificate is not valid for hazardous
employment such as operating certain machines, doing construction work, or for work as
a helper on a motor vehicle, or cleaning, oiling, wiping, or adjusting belts to machinery.

3. Full-Time Employment Certificate - The Full-Time Employment Certificate, known as
AT-20 (salmon paper), is issued to minors ages 16 and 17 who are not attending school or
who are leaving school for full-time employment. It is valid for factory or other types of
work. It is not valid for hazardous employment such as operating certain power-driven
machines, doing construction work, or for work as a helper on a motor vehicle or cleaning,
oiling, wiping, or adjusting belts to machinery.

4. Special Occupation Permits:

!!!!! Farm Work Permit - The Farm Work Permit, known as AT-25 (whitepaper), is for
minors ages 12 and 13. It allows them to work in the hand harvest of berries, fruits,
and vegetables. They must be accompanied by a parent or guardian or give the employer
written consent from them. For minors ages 14 and 15, the Farm Work Permit is
called an AT-24 (yellow paper). It allows the minors to work before and after school,
on weekends and during vacations. The permits are not valid for work in or in connection
with a factory or cannery. The minors may use both permits for any farmer-employer,
but each farmer must sign the permit.

!!!!! Newspaper Carrier Permit - Newspaper Carrier Permits, also known as AT-23 (buff
paper), are for minors ages 11 to 18 who deliver, or sell and deliver, newspapers,
shopping papers, or periodicals to homes or places of business. The minors must
carry the permit while working.

!!!!! Street Trades Permit - Street Trades Permits, also known as AT-26 (ivory paper),
are for self-employed minors ages 14 to 18 who sell newspapers or periodicals in the
street or public places or who work as shoeshines.

!!!!! Child Model Permit - Child Model Permits, also known as AT-12 (green booklet), are
issued for the employment of child models under 18 years of age.

NOTE: A minor must give their employment certificate to the employer when they begin employment.
When a minor leaves employment, the employer must return their employment certificate to them.



The NYSOCFS Portfolio - Facilitator�s Guide

How to Obtain Working Papers

To Obtain Working Papers:

Youth must first...
Get information and an application form from their school office.
If they are not attending school or apply during vacation periods, youth must obtain the
address of the certificating office from the school nearest their home.

Then youth must...
!!!!! Complete the application form which requires

!!!!! Signature of parent or guardian
!!!!! Birth or baptismal record for proof of age
!!!!! Doctor�s certificate showing that they are physically fit to work (this certificate

is not required for newspaper carrier permits if the applicant is qualified to
participate in the school�s physical education program),

For youth to obtain a full-time employment certificate, their parent or guardian must
appear in person before the school authorities to give consent. High school graduates can
present written consent. In addition, youth must provide proof of age, a certificate of
physical fitness, and a schooling record. In New York City and Buffalo, a 16-year-old minor
who is leaving school must have a pledge of employment signed by the prospective employer
and a �Job Description� that shows a daily and weekly schedule and details the work to be
done.
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If You Are 12 or 13

When your attendance at school is not required, you may work on a farm picking
berries, fruits, or vegetables, or in any farm work on the home farm.

Work Between: When:
9 AM and 4 PM Day after Labor Day to June 20
7 AM and 7 PM June 21 to Labor Day

You must be accompanied by a parent or present written consent of parent to employer.
You need working papers except when employed by your parents on the home farm or
at other outdoor work not connected with business.

If you are 11 to 18 years old, you may work as a newspaper carrier.

When school is in session:

Work Between: When:
5 AM and 7 PM Monday-Friday
(or 30 min. prior to
sunset; whichever
is later).

5 Am and 7 PM Saturday, Sunday
(or 30 min. prior to and holidays
sunset; whichever
is later).

Maximum 5 hrs/day
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If You Are 14 or 15

When your attendance at school is not required, you may work in stores, offices, and
other places, except in a factory workroom. You may do delivery or clerical work in an
enclosed office of a factory, and in dry cleaning stores, shoe repair shops, and similar
service stores.

Work Between: When:
7 AM and 7 PM Day after Labor Day to June 20
7 AM and 9 PM June 21 to Labor Day

When school is in session:
Monday-Friday 3 hrs/day
Saturday, Sunday, 8 hrs/day
holidays

Maximum 18 hrs/wk

If you are enrolled in an approved work study program, you may work up to 23 hours
in any given week.

When school is not in session, you may work 6 days a week, up to 8 hours in any one
day and up to 40 hours in any one week. (School is not in session if the school is closed
for the entire week.)

If you work at a street trade, you may work between 6 AM and 7 PM 4 hours a day on
any day school is in session and 5 hours a day on any day school is not in session.

Hours regulations do not apply to farm work. You need working papers for any job
except the following: work on the home farm, caddying, baby-sitting, casual employment
consisting of household chores and yard work in and about a residence or the premises
or a non-profit organization that does not involve the use of power-driven machinery.
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If You Are 16 or 17

You may work in a factory as well as other places.

When school is in session:
Monday-Thursday 4 hrs/day
Friday, Saturday, 8 hrs/day
Sunday, holidays

Maximum 28 hrs/wk

Generally, you may not work between 10 PM and 6 AM. You must obtain written permission
from a parent or guardian and from your school, in order to work between 10 PM and midnight
on a day before a school day; and only from your parent or guardian to work between 10 PM
and midnight on a day before a non-school day. Students enrolled in an approved Cooperative
Education Program may work up to 6 hours on a day preceding a school day when school is in
session as long as the hours are in conjunction with the program.

During vacations (school must be closed for the entire week), you may work 6 days, 48
hours a week, 8 hours a day between the hours of 6 AM to midnight.

If you work as a newspaper carrier, you may work 4 hours on school days and 5 hours on
other days; you may not work between 7 PM or 30 minutes prior to sunset, whichever is
later, and 5 AM.

If you work at a street trade, you may work 4 hours on any school day and 5 hours on any
non-school day; you may not work between 7 PM and 6 AM.

You need working papers for any job except the following: farming, caddying, baby-sitting,
casual employment consisting of household chores and yard work in and about a residence
or the premises of a non-profit organization and, if a college student, working for a non-
profit college or university or for a non-profit college or university fraternity, sorority,
student association or faculty association.
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AT-16   THE UNIVERSITY OF THE STATE OF NEW YORK
THE STATE EDUCATION DEPARTMENT

Albany, New York 12234

PHYSICAL  FITNESS CERTIFICATION

_________________________________________________________________________________________________
(Name of Applicant) (Address)

______________________________   Male  Female
(Date of Birth)

INSTRUCTIONS TO PHYSICIAN:
Complete Part A unless certificate is limited --in which case complete Part B

A. I hereby certify that I have examined the above-named applicant and find he/she is
physically qualified for lawful employment.

__________________________________                     __________________________________
(Date of Physical) (Signature of Physician)

________________________________________________________________________________________________
(Address of Physician)

B. I hereby certify that I have examined the above-named applicant and find he/she has a
                 disability that requires limited employment.

(1) Disability ---

(2) Occupation ---

(3) Employer ---

__________________________________                     __________________________________
           (Date) (Signature of Physician)

___________________________________________________________________________________________
(Address of Physician)

If a limited certificate is indicated, the disability, occupation, and employer must be indicated to make this
certificate valid.
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How To Apply For Birth Certificates

In New York City:
! Fill in attached application

! Follow instructions provided

! Mail to:

New York City Department of Health
Office of Vital Records
125 Worth Street, Box 4, Room 133
New York, NY 10013

Outside New York City:
! Fill in attached application

! Mail to:

New York State Department of Health
Vital Record Section
Empire State Plaza
Albany, NY 12237-0023

There is a $15 fee per copy (money order or check payable to New York State
Department of Health).
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Please complete, sign and mail with check or money order. Include required ID (see instructions).  

Name (as listed on birth certificate):     (First     Middle     Last)  
    

Date of Birth:    (mm/dd/yyyy) 

Town, city or village where birth 
occurred: 
 
  

Name of hospital where birth occurred: (If known)  

Maiden Name of Mother (as listed on birth certificate): 
(First    Middle    Maiden Last)  
    
  

Name of Father (as listed on birth certificate): (First    Middle    Last) 
   

Birth Certificate No.: 
(If known) 
_______________________________ 

Local Registration No.: 
(If known) 
_______________________________ 

Number of Copies: 
Standard Size:           Wallet Size: 

 

[   ] Passport [   ] Employment [   ] Driver license [ ] Veteran's benefits 

� 

[   ] Social Security [   ] Working papers [   ] Marriage license [   ] Court proceeding 

� 

[   ] Retirement [   ] School entrance [   ] Welfare assistance 

� 

Purpose for which 
Record is Required: 
(Check one) 

[   ] Other (specify)_________________________________________ 

[   ] Entrance into  
          Armed Forces 

 

What is your relationship to person 
whose record is required? (If self, 
state "SELF") 
   

If attorney, give name and relationship of your client to person whose record is 
required:  
     

This office requires written authorization of the person/parents whose record is required 

Signature of Applicant:                          Date signed:   (mm/dd/yyyy)
��� 

Applicant's Telephone No.:  
    ���������������� 

If delivery is to a P.O. Box or third 
party, you must submit with this 

application a notarized statement 
signed by the applicant and a copy of 

the applicant's driver license.   

Regular Handling [  ] $30.00 x  

(Check Only One)           OR  

Priority Handling [  ] $45.00 x ______ Copies = $ _______   

Name & Address of Applicant  

�� 

Name of Applicant:  

�� 

�� 

Street:  

�� 

�� 

City:  

�� 

�� 

State & Zip:  

��  

Delivery Address  

�� 

Name:  

�� 

�� 

Street:  

�� 

�� 

City:  

�� 

�� 

State & Zip:  

        

DOH-296B(h) (10/2004) 
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SOCIAL SECURITY ADMINISTRATION 
Application for a Social Security Card 

Applying for a Social Security Card is easy AND it is free! 

USE THIS APPLICATION TO APPLY FOR: 
• An original Social Security card 
• A duplicate Social Security card (same name and number) 
• A corrected Social Security card (name change and same number) 
• A change of information on your record other than your name (no card needed) 

IMPORTANT:   You MUST provide the required evidence or we cannot process the application. 
Follow the instructions below to provide the information and evidence we need. 

STEP 1 Read pages 1 through 3 which explain how to complete the application and what 
evidence we need. 

STEP 2 Complete and sign the application using BLUE or BLACK ink. Do not use pencil or 
other colors of ink. Please print legibly. 

STEP 3 Submit the completed and signed application with all required evidence to any Social 
Security office. 

HOW TO COMPLETE THIS APPLICATION 

Most items on the form are self-explanatory. Those that need explanation are discussed 
below. The numbers match the numbered items on the form.  If you are completing this form 
for someone else, please complete the items as they apply to that person. 

2.  Show the address where you can receive your card 10 to 14 days from now. 

3.  If you check "Legal Alien Not Allowed to Work," you need to provide a document from 
the government agency requiring your Social Security number that explains why you 
need a number and that you meet all of the requirements for the benefit or service 
except for the number.  A State or local agency requirement must conform with Federal 
law. 

If you check "Other," you need to provide proof you are entitled to a federally-funded 
benefit for which a Social Security number is required as a condition for you to receive 
payment. 

5. Providing race/ethnic information is voluntary.  However, if you do give us this 
information, it helps us prepare statistical reports on how Social Security programs 
affect people.  We do not reveal the identities of individuals.  

6.  Show the month, day and full (4 digit) year of birth, for example, "1998" for year of 
birth.  

8.B. Show the mother's Social Security number only if you are applying for an original Social 
Security card for a child under age 18.   You may leave this item blank if the mother 
does not have a number or you do not know the mother's number.  We will still be 
able to assign a number to the child. 

9.B. Show the father's Social Security number only if you are applying for an original Social 
Security card for a child under age 18.   You may leave this item blank if the father 
does not have a number or you do not know the father's number.  We will still be able 
to assign a number to the child. 

Form SS-5 (10-2003) EF (12-2004)  Destroy Prior Editions Page 1 
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13. If the date of birth you show in item 6 is different from the date of birth you used on a 
prior application for a Social Security card, show the date of birth you used on the prior 
application and submit evidence of age to support the date of birth in item 6. 

16. You must sign the application yourself if you are age 18 or older and are physically and 
mentally capable. If you are under age 18, you may also sign the application if you are 
physically and mentally capable.  If you cannot sign your name, you should sign with 
an "X" mark and have two people sign as witnesses in the space beside the mark. If 
you are physically or mentally incapable of signing the application, generally a parent, 
close relative, or legal guardian may sign the application. Call us if you need 
clarification about who can sign. 

ABOUT YOUR DOCUMENTS 

• We need ORIGINAL documents or copies certified by the custodian of the record. We 
will return your documents after we have seen them. 

• We cannot accept photocopies or notarized copies of documents. 

• If your documents do not meet this requirement, we cannot process your application. 

DOCUMENTS WE NEED 

To apply for an ORIGINAL CARD (you have NEVER been assigned a Social Security number 
before), we need at least 2 documents as proof of: 

• Age, 
• Identity, and 
• U.S. citizenship or lawful alien status. 

To apply for a DUPLICATE CARD (same number, same name), we need proof of identity. 

To apply for a CORRECTED CARD (same number, different name), we need proof of identity. 
We need one or more documents which identify you by the OLD NAME on our records and 
your NEW NAME. Examples include: a marriage certificate, divorce decree, or a court order 
that changes your name. Or we can accept two identity documents - one in your old name 
and one in your new name. (See IDENTITY, for examples of identity documents.) 

IMPORTANT:  If you are applying for a duplicate or corrected card and were born outside the 
U.S., we also need proof of U.S. citizenship or lawful alien status. (See U.S. CITIZENSHIP or 
ALIEN STATUS for examples of documents you can submit.) 

AGE: We prefer to see your birth certificate. However, we can accept another document 
that shows your age. Some of the other documents we can accept are: 

• Hospital record of your birth (created at the time of your birth) 
• Religious record showing your age made before you were 3 months old 
• Passport 
• Adoption record (the adoption record must indicate that the birth data was taken from the 

original birth certificate) 

Call us for advice if you cannot obtain one of these documents. 

Form SS-5 (10-2003) EF (12-2004) Page 2 
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IDENTITY:  We must see a document in the name you want shown on the card.  The identity 
document must be of recent issuance so that we can determine your continued existence. 
We prefer to see a document with a photograph. However, we can generally accept a 
non-photo identity document if it has enough information to identify you (e.g., your name, as 
well as age, date of birth or parents' names). WE CANNOT ACCEPT A BIRTH CERTIFICATE, 
HOSPITAL SOUVENIR BIRTH CERTIFICATE, SOCIAL SECURITY CARD OR CARD STUB, OR 
SOCIAL SECURITY RECORD as evidence of identity. Some documents we can accept are: 

• Driver's license • Marriage or divorce record • Military record 
• Employee ID card • Adoption record (only if not • Life insurance policy 
• Passport being used to establish age) • School ID card 

• Health insurance card 
(not a Medicare card) 

As evidence of identity for infants and young children, we can accept : 

• Doctor, clinic, hospital record 
• Daycare center, school record 
• Religious record (e.g., baptismal record) 

IMPORTANT:  If you are applying for a card on behalf of someone else, you must provide 
evidence that establishes your authority to sign the application on behalf of the person to 
whom the card will be issued. In addition, we must see proof of identity for both you and the 
person to whom the card will be issued. 

U. S. CITIZENSHIP:  We can accept most documents that show you were born in the U.S.  If 
you are a U.S. citizen born outside the U.S., show us a U.S. consular report of birth, a U.S. 
passport, a Certificate of Citizenship, or a Certificate of Naturalization. 

ALIEN STATUS:  We need to see an unexpired document issued to you by the Department of 
Homeland Security (DHS) showing your immigration status, such as Form I-551, I-94, I-688B, 
or I-766.  We CANNOT accept a receipt showing you applied for the document. If you are 
not authorized to work in the U.S., we can issue you a Social Security card if you are lawfully 
here and need the number for a valid nonwork reason.  (See HOW TO COMPLETE THIS 
APPLICATION, Item 3.) Your card will be marked to show you cannot work. If you do work, 
we will notify DHS. 

To CHANGE INFORMATION on your record other than your name, we need proof of: 

• Identity, and 
• Another document which supports the change (for example, a birth certificate to change 

your date and/or place of birth or parents' names). 

HOW TO SUBMIT THIS APPLICATION 

In most cases, you can mail this application with your evidence documents to any Social 
Security office. We will return your documents to you. If you do not want to mail your 
original documents, take them with this application to the nearest Social Security office.  

EXCEPTION:   If you are age 12 or older and have never been assigned a number before, you 
must apply in person. 

If you have any questions about this form, or about the documents we need, please contact 
any Social Security office. A telephone call will help you make sure you have everything you 
need to apply for a card or change information on your record. You can find your nearest 
office in your local phone directory or on our website at www.socialsecurity.gov. 

Form SS-5 (10-2003) EF (12-2004) Page 3 
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THE PAPERWORK/PRIVACY ACT AND YOUR APPLICATION 

The Privacy Act of 1974 requires us to give each person the following notice when applying 
for a Social Security number. 

Sections 205(c) and 702 of the Social Security Act allow us to collect the facts we ask for on 
this form. 

We use the facts you provide on this form to assign you a Social Security number and to issue 
you a Social Security card. You do not have to give us these facts, however, without them we 
cannot issue you a Social Security number or a card.  Without a number, you may not be able 
to get a job and could lose Social Security benefits in the future. 

The Social Security number is also used by the Internal Revenue Service for tax administration 
purposes as an identifier in processing tax returns of persons who have income which is 
reported to the Internal Revenue Service and by persons who are claimed as dependents on 
someone's Federal income tax return. 

We may disclose information as necessary to administer Social Security programs, including to 
appropriate law enforcement agencies to investigate alleged violations of Social Security law; 
to other government agencies for administering entitlement, health, and welfare programs such 
as Medicaid, Medicare, veterans benefits, military pension, and civil service annuities, black 
lung, housing, student loans, railroad retirement benefits, and food stamps; to the Internal 
Revenue Service for Federal tax administration; and to employers and former employers to 
properly prepare wage reports. We may also disclose information as required by Federal law, 
for example, to the Department of Homeland Security, to identify and locate aliens in the U.S.; 
to the Selective Service System for draft registration; and to the Department of Health and 
Human Services for child support enforcement purposes.  We may verify Social Security 
numbers for State motor vehicle agencies that use the number in issuing drivers licenses, as 
authorized by the Social Security Act. Finally, we may disclose information to your 
Congressional representative if they request information to answer questions you ask him or 
her. 

We may use the information you give us when we match records by computer. Matching 
programs compare our records with those of other Federal, State, or local government agencies 
to determine whether a person qualifies for benefits paid by the Federal government. The law 
allows us to do this even if you do not agree to it. 

Explanations about these and other reasons why information you provide us may be used or 
given out are available in Social Security offices. If you want to learn more about this, contact 
any Social Security office. 

This information collection meets the requirements of 44 U.S.C. §3507, as amended by 
Section 2 of the Paperwork Reduction Act of 1995. You do not need to answer these 
questions unless we display a valid Office of Management and Budget control number. We 
estimate that it will take about 8.5 to 9 minutes to read the instructions, gather the facts, and 
answer the questions. SEND THE COMPLETED FORM TO YOUR LOCAL SOCIAL SECURITY 
OFFICE. The office is listed under U. S. Government agencies in your telephone directory or 
you may call Social Security at 1-800-772-1213. You may send comments on our time 
estimate above to: SSA, 1338 Annex Building, Baltimore, MD  21235-6401. Send only 
comments relating to our time estimate to this address, not the completed form. 

Form SS-5 (10-2003) EF (12-2004) Page 4 
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SOCIAL SECURITY ADMINISTRATION Form Approved 
OMB No. 0960-0066 

16 

Has the applicant or anyone acting on his/her behalf ever filed for or received a Social 

DAYTIME 
PHONE NUMBER 

First Last 

First Full Middle Name Last 

First Full Middle Name Last 

First Full Middle Name Last 

TODAY'S 
DATE 

YOUR RELATIONSHIP TO THE PERSON IN ITEM 1 IS: 

10 

NUMBER 

DATE 
OF 
BIRTH 

RACE/ETHNIC
DESCRIPTION 

City State Zip Code 

go on to question 14.) 

Self Legal  Other (Specify) 
Adoptive Parent Guardian 

( ) 

NAME 

MAILING 
ADDRESS 

CITIZENSHIP 

SEX 

NAME 

PLACE 
OF BIRTH 

1 

2 

3 

4 

5 

6 

8 

9 

Do Not Abbreviate 

(Check One) 

FULL NAME AT BIRTH 
IF OTHER THAN ABOVE 

Office 
Use 
Only 

Enter the name shown on the most 
recent Social Security card issued for
the person listed in item 1. 

11 

12 

Enter any different date of birth if used on an 
earlier application for a card.13 

Area Code Number
14 15 

and it is true and correct to the best of my knowledge. 

17
YOUR SIGNATURE 

NPN 

PBC EVI EVA EVC PRA NWR DNR 

DOC NTI CAN ITV 

UNIT 

EVIDENCE SUBMITTED 

Hispanic 
Black 
(Not
Hispanic) 

North 
American 
Indian or 
Alaskan 
Native 

White 
(Not
Hispanic) 

Asian,
Asian-American 
or 
Pacific Islander 

NUMBER 

(Do Not Abbreviate) City  State or Foreign Country  FCI 

Enter the Social Security number previously 
assigned to the person listed in item 1. 

First Full Middle Name 

DCL DATE 

DATE 

Male  Female 

Legal Alien  Legal Alien Not  Other 
U.S. Citizen Allowed To  Allowed To Work (See  (See Instructions 

Work

7 

Security number card before? 

    Middle Name 

Yes (If "yes", answer questions 11-13.)   No (If "no", go on to question 14.) 

B. FATHER'S SOCIAL SECURITY 

Don't Know (If "don't know", 

DO NOT WRITE BELOW THIS LINE (FOR SSA USE ONLY) 

Natural Or 

Month, Day, Year 

Application for a Social Security Card 

SIGNATURE AND TITLE OF EMPLOYEE(S) REVIEW-
ING EVIDENCE AND/OR CONDUCTING INTERVIEW 

Street Address, Apt. No., PO Box, Rural Route No. 

A. MOTHER'S MAIDEN 

TO BE SHOWN ON CARD 

(Check One Only - Voluntary) 

OTHER NAMES USED 

Month, Day, Year 

Month, Day, Year 
I declare under penalty of perjury that I have examined all the information on this form, and on any accompanying statements or forms, 

A. FATHER'S NAME 

B. MOTHER'S SOCIAL SECURITY 

Last Name At Her Birth 

   Instructions On Page 1)  On Page 1) 
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About Us 
 
Who Are We? 
Where Are We? 
Visiting Our Office 
Contacting Us 
Local Filing Procedures 
    Green Card (Form I-551) Renewal 
    LIFE Act 
    Special Registration 
Finding the Status of Your Case 
Other Immigration-Related Offices Serving This Area

Who Are We?
U.S. Citizenship and Immigration Service (USCIS)
Officer in Charge: Gary Hale 
 
Service Area:
The Albany Sub Office serves the following counties in New York State: 
Albany, Broome, Chenango, Clinton, Columbia, Delaware, Essex, Franklin, 
Fulton, Greene, Hamilton, Herkimer, Madison, Montgomery, Oneida, 
Otsego, Rensselaer, Saint Lawrence, Saratoga, Schenectady, Schoharie, 
Tioga, Warren, and Washington.

Where Are We?
Albany Sub Office Location:
   Street Address:

        
Albany Sub Office 
1086 Troy-Schenectady Road 
Latham, New York 12110 
 

   Mailing Address:
Albany Sub Office 
1086 Troy-Schenectady Road 
Latham, NY 12110 
 

How to Find Us:
   Directions:

By Bus: 
Please call Capitol District Transportation System at (518) 482-8822. 
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By Train: 
Please call AMTRAK at 1(800) 872-7245 for information. 

By Car: 
FROM THE EAST or WEST: Take the NY State Thruway I-90 east to 
Thruway Exit 24 to I-87 North. From I-87 North, Exit 6, take Left onto 
Rte. 7. Go 2.4 miles; the Immigration office is on the left. 

FROM THE NORTH: Take I-87S to Exit 6. From Exit 6, take Right 
onto Rte. 7. Go 2.4 miles and the Immigration office is on the left. 

From 445 Broadway (former location): Proceed South on Broadway to
I-787 North; then to I-90 West to Exit 1. Go North to I-87 North. Take 
Exit 6; go Left onto Rte. 7; go 2.4 miles and the Immigration office is 
on the left.  

Get Directions, Find Maps on the Internet  

Parking: 
There is free parking on site. 

Accessibility for Individuals with Special Needs: 
The office is wheelchair-accessible. 

Visiting Our Office:
Public Hours:

        

The Albany Sub Office is open to the public from 8:00 AM to 3:00 PM 
Monday through Friday.  The office is closed on Saturday and Sunday
and on Federal holidays. 
 
Please check the Field Office Closings page for current information on
office hours. 
 

Walk-ins:
To speak with an Immigration Information Officer, you must make an 
appointment via the Internet at INFOPASS. You must bring the 
printout of your INFOPASS appointment and a photo ID with you. A 
number of persons can be served on a walk-in basis. Such visits 
should be limited to emergencies. Please note that you may have to 
wait several hours until you see an Immigration Officer. 
 

Paying Fees:
Please note that this office does not accept cash.  Fees must be paid 
by check or money order. Click here for more information on the 
payment of immigration fees after March 1, 2003. 
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Contacting Us
Adoptions:

        Call (518) 220-2128 
 

Advance Parole:
See "Indirect Mail". 
 

Appointments:
See "Visiting Our Office".  
 

Bonds:
See the U.S. Immigration and Customs Enforcement website. 
 

Business Liaison Office: 
See "Employer-related Immigration Matters," below. 
 

Cashier:
Fees may be paid at the information counter. Please note that this 
office does not accept cash. Fees must be paid only by check or 
money order. 
 

Case Status:
See "Finding the Status of Your Case" 
 

Change of Address:
For Naturalization Applications 
Customers with pending applications for naturalization (Form N-400) 
may report their change of address to the NCSC toll-free at 1 (800) 
375-5283 instead of submitting the change in writing. Currently, only 
applications for naturalization may change their address by 
telephone. 
 
For All Other Applications 
Customers may report a change of address for any other application 
submitted to this office by sending a letter to this office (see Where 
Are We, Mailing Address, above). Please include in the letter:  

� Your name as it appears in the application  
� Your 8 or 9 digit A-number  
� Your OLD and NEW address  
� Clearly mark your letter "ATTENTION: CHANGE OF 

ADDRESS"  

All Applicants: Please read this important information on “How Do I 
Report a Change of Address to USCIS?”  
 

Citizenship Ceremonies:
Call (518) 220-2100 and press 2. 
 

Copies:
There is no public copy machine available at the office, but there are 
local businesses nearby that provide this service for a nominal fee. 
 

Customer Feedback:
We strive to provide quality service to our customers. If we have not 
lived up to this commitment, we would like to know. If we have met or
exceeded your expectations, please let us know that as well. To 
comment on the services provided at this office, please write to the 
Officer-in-Charge or the District Director of the Buffalo District Office, 
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ATTN: Customer Feedback. 

If you feel you were mistreated by an Immigration employee, or wish 
to make a complaint of misconduct by an Immigration employee, you 
may write to the Officer-in-Charge, the Buffalo District Director, or 
write directly to the: 
 
Director, Office of Internal Audit 
425 Eye Street, NW 
Room 3260 
Washington, DC 20536 
 

Deferred Inspection:
 
Designated Civil Surgeons:

For general information on the required medical examination, please 
see "Designated Civil Surgeons". Most applicants for adjustment of 
status are required to have a medical examination. A civil surgeon 
who has been designated by USCIS must conduct the medical 
examination. Click here to find a listing of Designated Civil Surgeons 
in your area. You may also call the USCIS National Customer 
Service Center at 1 (800) 375-5283. You will be asked to provide 
your zip code. Have a pen or pencil ready to write down the list of 
civil surgeons in your area.  
 
Doctors interested in being registered as a Designated Civil Surgeon 
in should submit the following to the local District Office:  
 

� A letter to the District Director requesting consideration  
� A copy of a current medical license  
� A current resume that shows 4 years of professional 

experience, not including a residency program  
� Proof of citizenship  
� Two signature cards showing name typed and signature 

below 
 

Emergency Travel Authorization:
See procedures under "Local Filing Procedures": "Advance 
Parole" and "Travel Documents". 
 

Employment Authorization Documents (EAD):
See under "Indirect Mail". 
  

Employment Opportunities:
To obtain information about employment opportunities with 
Immigration programs, please search the USA Jobs Website for 
current vacancy announcements. This is an Immigration-specific 
search page on the Office of Personnel Management Website from 
which users can view agency job announcements. 
 

Employer-related Immigration Matters (USCIS Office of Business 
Liaison):

Call 1 (800) 357-2099 
TDD 1(800) 278-5732 
 

Enforcement Activities:
Enforcement Activities including Detention please see the U.S. 
Immigration and Customs Enforcement. 
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Fingerprints:
Once USCIS has scheduled you for fingerprinting, see Application 
Support Centers (where fingerprinting can be obtained) for details 
about hours and locations. Or, call the NCSC toll-free at 1 (800) 375-
5283. 
 

Forms:
Call 1 (800) 870-3676 to have forms mailed to you. You may also 
click here to download forms or request that they be mailed to you. 
 

Freedom of Information Act (FOIA):
Should be in written form, ATTN: FOIA/PA Officer, with written 
consent of subject of record, mailed to: 

Buffalo District Office 
130 Delaware Avenue 
Buffalo, NY 14202 
 

Help:
For a list of pro bono representatives who might be able to assist 
you, click here. 
  

Immigration Court:
For information about a matter in an Immigration Court (administered
by the United States Department of Justice, Executive Office for 
Immigration Review - EOIR), visit their website or call their electronic 
information system at 1 (800) 898-7180. This system operates in 
English and Spanish. You will need your A-Number to get 
information on your case. This telephonic information system can 
give you information about your: next hearing date, time and 
location; elapsed time and status of the clock for asylum cases; 
Immigration Judge decision information; case appeal information, 
including appeal due date, brief due date, date forwarded to the BIA, 
and BIA decision and decision date. 
 

Information:
Call the National Customer Service Center at 1 (800) 375-5283. 
 

National Customer Service Center:
Call USCIS toll free at 1 (800) 375-5283 for information and help on 
matters concerning immigration services and benefits. 
 

Naturalization Information:
Call (518) 220-2100 and press 2. 

Please visit the Naturalization Website. Included on the site is 
information on who can be naturalized, what is required, how and 
where to apply, frequently asked questions, and A Guide to 
Naturalization, which provides an overview of the naturalization 
process. From that Website, you can access and download 
Naturalization Forms including Form N-400, Application for 
Naturalization. 
 

Orphan Petitions:
Call (518) 220-2128 
 

Photographs:
Photographs are not available on site. 
 

Personnel Office:
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You may contact our Personnel Office at (716) 551-4741, ext. 3500 
for information about your employment application with this office. 
 

Press Information Office:
Call (518) 220-2102. 
 

Status of Applications Inquiries:
See under "Finding the Status of Your Case". 
 

Travel Documents:
See procedures under "Indirect Mail". 
 

Walk-ins:
See under "Visiting Our Office".

Local Filing Procedures
"Age Outs":

"Age Out" cases involve the children of principal aliens or U.S. citizens. 
If these children turn 18 or 21 (depending on the type of benefit sought)
before their cases are processed, they will lose the benefit they are 
seeking. If your case falls within this category, please indicate on your 
application that it is an "Age Out" case. After filing, if you have not 
heard from our office six months prior to the applicant's birthday, 
please contact our Adjudications Unit at (518) 220-2100 and press 2. 
 
Please note: The above statement may no longer apply to your 
individual case. On August 6, 2002, President Bush signed into law the 
Child Status Protection Act (CSPA). This law changes the “Age Out” 
rules in effect prior to signing of the CSPA which were previously 
defined under the Immigration and Nationality Act (INA). Under the new
law, a child will be prevented from “aging out” due to Service 
processing delays.  
 
Please read guidance here to see if the “Age Out” policy affects you or 
your children. 
 

Indirect Mail Items

The following forms submitted to the Albany District Office will be 
mailed to the National Benefits Center (NBC) in Missouri for receipt, 
review and processing. These applications include: 

� Form I-130 Petition for Alien Relative (when filed in conjunction 
with the I-485)  

� Form I-131 Application for Travel Document (except for extreme 
emergencies only)  

� Form I-360 Petition for Amerasian, Widow(er), or Special 
Immigrant  

� Form I-485 Application to Register Permanent Residence or 
Adjust Status (including the form I-864 Affidavit of Support and 
form I-693 Medical Examination)  

� I-485 Supplement A  
� Form I-601 Application for Waiver of Grounds of Excludability  
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� Form I-612 Application for Waiver of the Foreign Residence 
Requirement  

� Form I-765 Application for Employment Authorization Document 
(including renewals). Applications for renewal employment cards
must be received 90 days prior to the expiration date to allow 
sufficient processing time by the NBC. Customers still have the 
option of filing electronically. See uscis.gov for more information 
on determining eligibility for E-Filing.  
  

The National Benefits Center will:
� Send a receipt to the applicant within 21 days.  
� Review all of the applications.  
� Create the immigration file.  
� Return the file to the Buffalo District Office for the personal 

interview.  
� Issue employment authorization and advance parole travel 

documents within 90 days.  
Case Status Inquiries

� Applicants will be able to use their receipt number to check the 
status of their case on line through Case Status Online or call 
the National Customer Service Center at 1-800-375-5283.  

Where to File Applications
Applications may be dropped off in person or mailed to the following 
address:  
 
Citizenship and Immigration Services 
Albany Sub Office 
1086 Troy-Schenectady Road 
Latham, NY 12110 
 

Green Card (Form I-551) Renewal
 
LIFE Act
 
Naturalization Procedures (local):

Applications for naturalization (Form N-400, Application for 
Naturalization) are accepted by mail only at the Vermont Service 
Center. 

Please visit the Naturalization Website. From that Website, you can 
access and download Naturalization Forms including Form N-400, 
Application for Naturalization. 
 

Travel Documents:

Certain immigrants and intending immigrants already in the United 
States may need to obtain a travel document to travel outside the 
United States. Use Form I-131, Application for Travel Document, to 
apply for a Re-entry Permit, Advance Parole or a Refugee Travel 
Document, described below. Call 1 (800) 870-3676 to have forms 
mailed to you. You may also click here to download forms or request 
that they be mailed to you. 

Advance Parole: 
For certain non-citizens already in the United States wishing and /or 
needing to travel abroad prior to the final adjudication of a particular 
immigration petition, advanced permission is needed to ensure that 
they will be permitted to return to the United States. This permission 
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may be granted at the discretion of the District Director. This 
permission should be sought by, but not limited to, asylees, parolees, 
people with Temporary Protected Status (TPS), and certain intending 
immigrants with an Adjustment of Status (Form I-485) application filed 
and pending with USCIS and some others already in the U.S.    

Filing Instructions: See "Indirect Mail". 

Re-entry Permit: 
Lawful Permanent Residents who wish to remain outside the United 
States for more than one year, but less than two, require a Re-entry 
Permit.  A Re-entry Permit is also issued to Lawful Permanent 
Residents who want to travel outside the United States, but cannot get 
a national passport from their country of birth. 

Filing Instructions: To apply for a Re-entry Permit, applicants should file
an Form I-131 Application for Travel Document, at the Nebraska 
Service Center. Detailed filing instructions are on the form.  

Refugee Travel Documents: 
Another form of travel document is the Refugee Travel Document.  It 
allows people who are or once were refugees or asylees to travel 
outside the United States. 

Filing Instructions: To apply for a Refugee Travel Document, applicants
should file Form I-131, Application for Travel Document, at the 
Nebraska Service Center. Detailed filing instructions are on the form. 

  

Other Immigration-Related Offices Serving This 
Area 
 
Vermont Service Center (where most applications are filed) 
 
Application Support Centers (ASCs) (where fingerprinting can be 
obtained):

Visit the ASC page or call the National Customer Service Center toll-
free at 1 (800) 375-5283. 
 

Satellite Offices:

Rochester, New York 
Federal Building 
100 State Street, Room 418 
Rochester, NY 14614 
(716) 263-6731 

Open Tuesday 10:00 AM - 4:00 PM 
(Closed 12:00 PM - 1:00 PM) 
Wednesday 8:00 AM - 1:00 PM
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This site provides walk-in information services. You may also pick up 
application forms. No interviews are scheduled at this site. 

Applications that can be filed at this site: I-90 (see below) I-600, I-600A,
N-300, N-470, N-565, N-600. Filing fees are accepted only by check or 
money order. Click here for more information on the payment of 
immigration fees after March 1, 2003.  

Form I-90: For information on expiring/expired ten-year green cards 
(Form I-551), please click HERE. These applications must be 
submitted at an Application Support Center in Syracuse or Buffalo. 

All other applications (Form I-90) to replace green cards can be filed at 
this office. 

Public transportation is within walking distance of the office. Please call 
(716) 272-4801 for more information.  

General Directions: From NY State Thruway, I-90, take exit 45, 46, or 
47 to downtown Rochester. Take I-490 to Plymouth Street Exit. Take 
Plymouth Street to Church Street and find parking. Church Street dead 
ends into State Street. 

Syracuse, New York 
412 South Warren Street 
Syracuse, NY 13202 
(315) 478-1227 

Open Wednesday 9:00 AM - 4:00 PM 
Closed for lunch 12:00 PM - 1:00 PM 
Thursday 9:00 AM - 12:00 PM 

This site provides walk-in information services. You may also pick up 
application forms. No interviews are scheduled at this site. 

Applications that can be filed at this site: I-90 (see below) I-600, I-600A,
N-300, N-470, N-565, N-600. Filing fees are accepted only by check or 
money order. 

Form I-90: For information on expiring/expired ten-year green cards 
(Form I-551), please click HERE. These applications must be 
submitted at an Application Support Center in Syracuse or Buffalo.  

All other applications (Form I-90) to replace green cards can be filed at 
this office. 

Public transportation within walking distance of the office. Please call 
(315) 442-3100 for more information. 

General Directions: Form NY State Thruway, I-90 to Syracuse, exit for 
I-81. Take Harrison Street Exit. Follow Harrison Street to Warren 
Street. Follow Warren Street to 412 South Warren Street. 

Photo services are available within walking distance of the office. 
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LIST OF FREE LEGAL SERVICE PROVIDERS: 

International Institute of Buffalo 
864 Delaware Avenue 
Buffalo, NY 14209 
Telephone: (716) 883-1900 
(May charge a nominal fee) 
(Will represent aliens in asylum cases) 
(Will not represent Canadian citizens who do not have family ties in the 
United States) 

International Institute, Capital Region 
8 Russell Road 
Albany, NY 12206 
Telephone: (518) 459-8812 
(May charge a nominal fee) 
(Will represent aliens in asylum cases) 
(Will not represent Canadian citizens who do not have family ties in the 
U.S.) 
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New Drivers: How to Get Your Driver License 

The process to apply for a non-commercial driver license in NYS includes the following steps: 

� Apply for a learner permit. Pay the application fee and the driver license fee. Pass the vision test and the 
written test. Receive your permit.  

� Practice for your road test.  

� Take a driver education course or a DMV-approved pre-licensing course.  

� Use your driver education certificate or pre-licensing course certificate to make an appointment for your 
road test by phone or on-line.  

� Pass your road test and receive your NYS driver license.  

You can download form CCRP-1 (Original Driver License). The form includes a summary of the complete 
process that is explained below. Use form CCRP-1 to make sure that you have the documents and the forms 
that you need to apply for your driver license. 

What You Need to Know to Apply for a Learner Permit: 

You must be 16 years of age or older to apply for a learner permit. If you are under the age of 18, your 
parent or your legal guardian must sign the consent section of your form MV-44 (Driver License 
Application). Your parent or legal guardian can sign the form before you bring it to a DMV office. Your 
parent or legal guardian is not required to go to the DMV office with you to sign form MV-44. You do not 
require consent if you are age 17 and you have form MV-285 (Driver Education Student Certificate of 
Completion). 

Study the New York State Driver's Manual. You can read the Driver's Manual on-line and take practice 
quizzes, or you can get a Driver's Manual from your local DMV office or DMV Call Center. Part Two and 
Part Three of the Driver's Manual contain the information you must know to pass the written test to get a 
learner permit. You are not required to take the written test if you have form MV-285 (Driver Education 
Student Certificate of Completion). 

You must have proof of identity. The proof must have a total value of at least six points and must prove 
your date of birth. If you do not have 6 points of proof of identity, your parent or your legal guardian can 
complete form MV-45 at a DMV office and show proof of identity. 

You must show your Social Security card. If you are not eligible for a Social Security Number, you 
must get a letter from the Social Security Administration that indicates that you are not eligible for a 
Social Security Number. You must show the letter to the DMV. 

When You Apply for a Learner Permit: 

Complete form MV-44 (Driver License Application). Take the form and your proofs of identity and date of 
birth to a local DMV office. Take a vision test at the DMV office, or bring a valid form MV-619 (Eye Test 
Report) completed by an eye-care professional. If the form MV-619 has a print date of 9/03 or earlier, the 
form is valid for 6 months after the date of the eye test.  If the form has a print date of 3/04 or later, the 
eye-care professional marks a box on the form to indicate if the form is valid for 6 months or for 12 
months after the date of the eye test.  Bring cash, a personal check or a credit card to pay the application 
fee and the driver license fee. See the driver license fee schedule to determine your fee. 

Take the written permit test. An appointment is not required, but you must arrive at the DMV office at 
least one half hour before the office closing time. The written test for a commercial learner permit (CDL) 
is given during specific hours. Contact your local DMV office to determine when the test is given. To pass 
the test, you must give the correct answers to at least 14 of the 20 multiple-choice questions, which 
includes the correct answers to at least two of the four questions about road signs. 
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If you do not pass, you can take the written test again any number of times without a limit. You do not pay 
additional fees to take the test more than one time. If you do not pass, the DMV recommends that you 
study the Driver's Manual and take the test on another day. If you pass the test, the DMV issues you a 
learner permit valid for approximately 5 years. The exact expiration date depends on your date of birth 
and the date that you applied for the permit. 

You are not required to take the written test if you have form MV-285 (Driver Education Student 
Certificate of Completion). 

Read the DMV brochure, Learner Permits and Junior Licenses, to learn about the restricted driving 
privileges for learner permits and junior licenses. 

When You Have Your Permit: 

Practice frequently. The DMV recommends that you practice at least 30 hours for your road test. 
Practice at least 10 hours in medium to high volume traffic. You can practice with a driver who has 
enough driving experience, but the DMV recommends that you take professional driving lessons. Most 
new drivers fail their road test because they were not prepared.  

Attend a mandatory pre-licensing course or complete a high school or college driver education 
course. Most commercial driving schools licensed by the DMV offer the DMV-approved pre-licensing 
course. Look in the telephone directory under "Driving Instruction."  

When you complete the course, you receive a pre-licensing course certificate (MV-278). You must 
provide the certificate number when you schedule your road test. You must also show the certificate to 
the road test examiner on the day of your road test.  

Only students who complete a high school or college driver education course approved by the NYS 
Education Department (NYSED) receive an MV-285 student certificate. (This certificate was called a 
"blue card" in the past.) You do not receive an MV-285 if you complete the pre-licensing course. The 
DMV does not provide a list of approved driver education courses. Contact your school or the NYSED. 

Schedule a Road Test. Make an appointment for a road test by phone or schedule a road test on-line. 
The test date is normally from three to ten weeks after the date that you make the appointment. The time 
between an appointment and the road test is normally longer in the summer.  

Before you take your road test, read the DMV brochure, Road Test Tips. 

After your road test, the examiner will inform you of the results. If you did not pass, you can schedule 
another road test. If you do not pass the second road test, you must pay a $10 fee to take a maximum of 
two more road tests.  

You can renew a learner permit if: 

� You passed the written test in the last two years, and  

� Your permit expired in the last 30 days.  

Because learner permits are normally issued for 5 years, most new drivers never renew their learner 
permits.  

!�"��- ���-��	����������1���8������9�8�������!����
������������1���!��
��:������

For information regarding a Non-Driver Photo ID Card, visit
http://www.nydmv.state.ny.us/license.htm#nondriver

Click here for the brochure:
http://www.nydmv.state.ny.us/broch/c41.htm

http://www.nydmv.state.ny.us/broch/c41.htm
http://www.nydmv.state.ny.us/license.htm#nondriver
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Section 5
ACADEMIC DOCUMENTS
No portfolio would be complete without talking about school performance. Be sure to include:

!!!!! Report Card
!!!!! High School or College Transcripts
!!!!! Honor Roll Certificates
!!!!! GED
!!!!! SAT or PSAT scores
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Eligibility Requirements �

The GED tests can be administered to any person who:�

A.  has lived in New York State for at least one (1) month prior to the test 
date and�

#0 is 19 years of age or over on the day of testing; 
-0 has not graduated from an accredited high school; 
20 has not received a high school equivalency certificate or diploma; 
30 is not currently enrolled in a regular high school; and 
.0 has not previously earned scores on the GED tests sufficient to qualify 

for a high school equivalency certificate or diploma.��

Criteria 2 through 5 in Section A apply to ALL testers regardless of age.�

The GED test may also be administered to any person who:�

B. has lived in New York State for at least one (1) month prior to the test 
date and 

#0 is 17 or 18 years old on the day of testing; and 

-0 one year has passed since he or she legally reached maximum 
compulsory school attendance age* and last enrolled in a regular full-
time high school program of instruction; 
or 

20 was a member of a high school class that has already graduated; 
or 

30 is enrolled in an approved Alternative High School Equivalency 
Preparation (AHSEP) Program;** 
or 

.0 has applied to the U.S. Armed Forces, college, university or an 
accredited postsecondary institution;*** 
or 

40 is a participant in a Job Corps program; 
or 
 ��
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50 is a resident confined to a narcotics addiction control center, Office of 
Children and Family Services (OCFS) facility, county jail or Department 
of Correctional Services (DOCS) facility, or is a patient in a hospital in 
the State of New York;**** 
or 

60 is an adjudicated youth under the direction of a prison, jail, detention 
center, parole or probation officer.  
 ��

70 has been home schooled��

*A student has reached maximum compulsory school attendance age when 
the school year in which he or she turned 16 (or such older maximum age 
as the Board of Education may designate for required school attendance 
pursuant to Section 3205(3) of the Education Law) has ended (June 30).�

**An Approved Alternative High School Equivalency Preparation 
(AHSEP) Program is one for students under age 19 operated only by a 
public school district or the local board of education or BOCES in accordance 
with Part 100.7 of the Commissioner’s Regulations and approved on an 
annual basis by the New York State Education Department.�

***Students who test using the eligibility criteria in items 5, 6, 7, 8 or 9 
above will receive a transcript of test scores but not a diploma. The 
candidate may request that an official transcript of scores be sent to the 
U.S. Armed Forces, college, university or postsecondary institution. (There is 
a $4.00 charge for this additional transcript.)�

A New York State High School Equivalency diploma will be issued 

only when the candidate becomes fully eligible at age 19 or can 
provide eligibility verification in (B-2 or B-3) above.�

****For this criterion to apply, testing must take place at the center of 
confinement, prison or hospital authorized as a GED testing site. Employees 
of the institution, out-patients, and other persons not confined to the 
institution do not meet this criterion.�

NOTE: Persons from foreign countries who are not able to produce 
documents from their last school attended must submit notarized letters 
signed by their parents, guardians or sponsors certifying that they have 
never attended K-12 schools in the United States.  In addition to this letter, 
the foreign-born test candidate must submit a copy of a document bearing 
the date of arrival in the United States.  �

The Chief Examiner should keep these documents on-site since they serve 
as "substitutes" for Attachment B as long as the foreign born test candidates 
properly bubble in the "one year has passed since you were legally able to 
leave high school," under Item #7 "Eligibility on the NYS GED Examination 
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Answer Booklet, page 5.�

C. Has lived in New York State for at least one (1) month prior to the test 
date; and�

#0 is 16 years old on the day of testing; and�

��

-0 has reached maximum compulsory school attendance age*;  
and 
 ��

20 is enrolled in an approved Alternative High School Equivalency 
Preparation (AHSEP) program;  
or 
 ��

30 has applied to a college, university or an accredited postsecondary 
institution.��

*A student has reached maximum compulsory school attendance age when 
the school year in which he or she turned 16 (or such older maximum age 
as the board of education of the school district may designate for required 
school attendance pursuant to section 3205 (3) of the Education Law) has 
ended (June 30). �

Candidates who test using the eligibility criteria in item 4 above will 
receive a transcript of test scores; but not a diploma.  A New York 
State High School Equivalency diploma will be issued only when the 
candidate becomes fully eligible at age 19 or can provide eligibility 
verification in B-2 or B-3 above.�

 
Any individual who tests prior to completing the school year in which he or 
she has reached maximum compulsory school attendance age will be 
considered ineligible and the test will not be scored. �

Every 16, 17, or 18 year old must establish age eligibility every time 

he or she wishes to test.�

To prove that candidates meet the Eligibility Criteria listed above, they must 
obtain proper proof. Read the information found in the table below to find 
out what proof  may be needed to apply to take the GED test. If candidates 
need additional documentation to prove eligibility to take the GED test, they 
must make sure their forms have original signatures. Copies will not be 
accepted.�

Note: Eligibility for GED testing will be determined based on the information 



The NYSOCFS Portfolio - Facilitator�s Guide

provided on the application and in any required form sent with the 
application. If any of this information is incorrect, and it is determined that 
candidates did not meet eligibility requirements on the date that the test 
session began, their tests will not be scored.  Two months must pass from 
the last testing date before they are eligible to test again. The date on which 
they may test again is on the bottom of their failing transcript. 
 �

*ELIGIBILITY CRITERIA� REQUIRED PROOF �

Eligibility will be screened at 
the time of scheduling, testing 
and scoring.  Anyone unable 
to demonstrate eligibility will 
not be scheduled or tested�

A-1 Verification of identity, 
residency and age�

(19 years or over on day of 
testing) �

Driver's license, passport, military, 
or other forms of government 
(national or foreign) identification 
which show name, address, date of 
birth, signature and photograph 
are all acceptable �

B-1 Verification of identity, 
residency and age �

(17 or 18 years old on day of 
testing)�

Driver's license, passport, military, 
or other forms of government 
(national or foreign) identification 
which show name, address, date of 
birth, signature and photograph 
are all acceptable �

C-1 Verification of identity, 
residency and age�

(16 years old on day of 
testing) �

Driver's license, passport, military, 
or other forms of government 
(national or foreign) identification 
which show name, address, date of 
birth, signature and photograph 
are all acceptable �

B-2 One year has passed 
since applicant was legally 
able to leave high school and 
last enrolled in a regular full 
time high school program�

(17 or 18 years old on day of 
testing) �

Verification Form -  
to be completed by an official of 
the school district last attended by 
the applicant  
(Attachment B) �

B-3 Applicant was a member Verification Form -  
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of a high school class that has 
already graduated 
(17 or 18 years old on day of 
testing) �

to be completed by an official of 
the school district last attended by 
the applicant 
(Attachment B) �

B-4 Applicant is enrolled in an 
approved Alternative High 
School Equivalency 
Preparation (AHSEP) Program�

(17 or 18 years old on day of 
testing) �

Verification Forms -  
to be completed by an official from 
an approved AHSEP program 
(Attachments C & C1) �

B-5 Applicant has applied to 
the U.S. Armed Forces, 
college, university or an 
accredited postsecondary 
institution�

(17 or 18 years old on day of 
testing) �

Verification Form -  
to be completed by a recruiting 
officer or college/university 
admissions official  
(Attachment D) �

B-6 Applicant is a participant 
in a Job Corps program �

(17 or 18 years old on day of 
testing) �

Verification Form -  
to be completed by a Job Corps 
official  
(Attachment D) �

B-7 Applicant is a resident 
confined to a narcotics 
addiction control center, 
Office of Children and Family 
Services (OCFS) facility, 
county jail or Department of 
Correctional Services (DOCS) 
facility, or is a patient in a 
hospital in the State of New 
York�

(17 or 18 years old on day of 
testing) �

Verification Form - 
to be completed by an official of 
the facility/institution certifying 
that the applicant is confined to the 
facility or institution and the HSE 
diploma is an essential part of the 
rehabilitation process  
(Attachment E) �

B-8 Applicant is an 
adjudicated youth under the 
direction of a prison, jail, 
detention center, parole or 

Verification Form -   
be completed by an official from 
the institution or facility certifying 
that the applicant is under the 
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��

probation officer�

(17 or 18 years old on day of 
testing) �

direction of the facility or 
institution and the HSE diploma is 
an essential part of the 
rehabilitation process  
(Attachment E) �

B-9 Applicant is at least 17 
years old on the day of testing 
and has been home schooled

Verification Form - to be completed 
by an official of the school district 
last attended by the applicant 
(Attachment B)

C-2 Applicant is in an 
approved Alternative High 
School Equivalency 
Preparation (AHSEP) program 
 
(16 years old on day of 
testing and has reached 
maximum compulsory school 
attendance age) �

Verification Forms -  
to be completed by an official from 
an approved AHSEP program  
(Attachment C and C1) �

C-3 Applicant has applied to  
a college, university or an 
accredited postsecondary 
institution  
 
(16 years old on day of 
testing and has reached 
maximum compulsory school 
attendance age) �

Verification Form -  
to be completed by a 
college/university admissions 
official 
(Attachment D) �
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Updated: 03/003

The University of the State of New York 

THE STATE EDUCATION DEPARTMENT

High School Equivalency Programs and GED Testing

P.O. Box 7348

Albany, New York   12224-0348

(518) 474-5906

APPLICATION FOR GED TESTING
If any section of this application is incomplete or cannot be read, the application will be returned to the candidate.

This will cause a delay in scheduling a test date.  Mail or bring this application to a local test center.  Do not send

it to the HSE Programs Office in Albany.

Candidate Information PLEASE PRINT CLEARLY IN INK

1. Social Security Number

                              

2. Preparation Program Name Preparation Program Code

3.     Name    (Last Name) First Name Middle Initial

4.    Address  (Street/P.O. Box) Apartment Number

 5.                                    City State     Zip Code

6. Telephone Number

(_____)   _____    __________ 

 Area Code       Number

7.   Date of Birth

Month  Day  Year

8.

Age

9.  Gender

 MALE   FEMALE

            

10. In which language do you

wish  to be tested?  Check One

English   French     Spanish
                        

11. Name of Last School Attended                                              Address                                                    City                          State

Previous Exam Information

12. Have you previously taken the New York               YES

State High School Equivalency/GED Test?       NO

If “YES,” complete items 13-17. 

If “NO,” go to item 18.

13.  What name did you use at that examination? 

                                                                              _______________________________________________________________

                                                                                                 Last Name                         First Name                         Middle Initial

 14. IDENTIFICATION   NUMBER 15.  TESTING CENTER 16.   DATE 17.  FORM(S) OF TEST(S )TAKEN

Requested Test and Location Dates  

Select your preferred choice for test center and date(s) for taking the GED test.  Make your choice from the list

of test centers in the GED Testing Schedule.  Print the name of the test center and the date(s) you wish to test on

the lines below.

18.  TEST CENTER ____________________________19.  TEST DATE –FIRST CHOICE___________ ___SECOND CHOICE_________________ 

20.  Are you applying for Special Modifications

        of the procedures for administering the GED       NO

         tests because of a disabling condition?(If no, go to item 21)

                  If "YES," and this office has already authorized 

  YES     special test modifications for you, enclose a copy

                 of the authorization letter with your application.

If "YES," and this office has not already authorized special test arrangements for

you, you must enclose with your application a letter specifying what arrangements

or modifications are necessary, and documentation (Form L-15 or Form SA-001)

to support your need for the special arrangements you are requesting. Please send

your application and documentation to the address at the top of this form.

ATTACHMENT - A
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Updated: 03/003 Att. A cont'd 

Eligibility Information

21.   Are you 19 years of age or older?                  YES

If "YES," go to item 23.                                NO

If “NO,” go to item 22. You must obtain the appropriate

documentation and include the appropriate attachment with this

application identifying the eligibility criteria you meet. (B-2 – B-

8,  C-2, C-3)

Eligibility for persons under the age of 19 only.  (Please refer to Eligibility Criteria and Required Proof on

page 8).

22.  Please use a check mark ( ) to indicate ONE eligibility category you meet and attach documentation.

B2 One year has passed since you were last legally able to leave high school and enrolled in a full-

time high school program of instruction; or

B3 You were a member of a high school class that has already graduated; or

B4/C2*You are enrolled in an Approved Alternative High School Equivalency Preparation Program; or

B5/C3*You have been accepted into the U.S. Armed Forces, or you have been accepted into a college,

university or accredited post secondary institution; or

B6     *You are a member of the Job Corps; or

B7     *You are incarcerated/institutionalized; or

B8     *You are an adjudicated youth under the direction of a prison, jail, detention center, parole or

probation officer. 

B9     *You are at least 17 and have been home schooled. 

*You must also have reached "maximum compulsory school attendance age."  (The school year July 1-June

30 in which you turned 16 has ended)

Permission to Release GED Test Scores

23.        YES        NO Do you give permission to have your test results/scores given to your GED         

                                                preparation program and/or test center listed on this application?

CANDIDATE SIGNATURE ________________________________________    DATE _______________

Certification/Affidavit

24. I understand that my eligibility for GED testing will be determined based on the information provided on this application and on

any enclosed documentation.  If any of this information is incorrect and, based on my prior testing record, it is subsequently

determined that I did not meet the eligibility requirements on the date that the test session began, I understand that my test will

not be scored.  I do hereby certify, subject to the penalty for perjury, that the information given on this form and on any

enclosures is true to the best of my knowledge and belief.

CANDIDATE SIGNATURE _______________________________________   DATE ________________  

Permission of Parent/Guardian (if candidate is under 18)

25. By signing below I am verifying that the information on this application is true.  In addition, I give permission for my

son/daughter (circle one) named ____________________________________, to take the GED test and to have his/her (circle

one) test results given to the GED preparation program and/or test center listed on this application.

PARENT SIGNATURE ___________________________________________    DATE _______________
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The University of the State of New York 

THE STATE EDUCATION DEPARTMENT 

Office of Curriculum & Instructional Support 
High School Equivalency Programs & GED Testing Office 

P.O. Box 7348 
Albany, New York 12224-0348 

(518) 474-5906 

Application for the New York State High School Equivalency Diploma 

 Based on Earned College Credit 

 

 

 

General Information 

The New York State High School Equivalency 
Diploma Based on Earned College Credit is awarded 
to candidates who have completed 24 credits (or its 
equivalent) as a recognized candidate for a degree or 
a certificate at an approved institution.   Credit 
distribution must be in accordance with requirements 
on page 4.  Candidates must also meet residency and 
age requirements, as described in section 2 below. 

A non-refundable $10.00 processing fee must 
accompany all applications mailed to the High 
School Equivalency Programs & GED Testing 
Office.  Candidates who meet all requirements and 
who have earned the required credits (as certified by 
the registrar of the institution where the credits were 
earned) will receive a diploma and an official 
transcript certifying that they were awarded the New 
York State High School Equivalency Diploma Based 
on Earned College Credit.  

 
2. Eligibility Requirements 

All candidates for the New York State High School 
Equivalency diploma must have been a current 
resident of New York State for at least one month 
and must not have graduated from high school, or 
have already qualified for a NYS High School 
Equivalency diploma.  In addition, on the day the 
diploma is awarded, a candidate must be: 

(a)  19 years of age or older 

or 

(b) 17 or 18 years of age and one year has passed 
since he or she was legally able to leave high 
school and last enrolled in a regular full-time 
high school program of instruction or enrolled in 
a full-time high school program of instruction or 
was a member of a class that has already 
graduated.  (NOTE:  Candidates who are 17 or 18 
years of age must attach to their application a 
verification form (Attachment B) which states 
when the candidate left school or the date on 
which the candidate’s class graduated.  The form 
must include the signature and title of an 
appropriate school official.  Only original 
signature will be accepted.   

3.  How to apply for the New York State High School 

Equivalency Diploma Based on Earned College 

Credit 

Candidates who meet all the eligibility requirements 
must follow the steps listed below: 

(a) Complete the application on page 2.  If you are 17 
or 18 years old, attach the required verification 
form from the high school you last attended. 

     (b) Attach a certified check or money order for 
$10.00 to your application.  The certified 
check/money order should be payable to NY State 

Education Department.  Do NOT send cash or a 
personal check. 

(c) Mail the completed application, the verification 
form (if required), and the fee to: 

High School Equivalency Program 

P.O. Box 7348 

Albany, New York 12224-0348 

(518) 474-5906 

(d)  Complete the first section of the Credit 
Certification Form on page 3 and give it to the 
registrar institution where you earned college 
credits.  The registrar must complete the bottom of 
the form, certifying that you have earned the 
required credits, attach a transcript, and mail it to 
the address on the form. 

(e)  Please note that the entire application may be and 
preferably should be sent under one cover.  In 
this case, however, the college transcript must be 
in a separate envelope sealed by the Registrar. 

 
4. Additional Diplomas and Transcripts 

After the diploma has been awarded, additional 
copies of documents may be obtained by submitting a 
signed request to the address given above.  The 
request must include the name, date of birth, Social 
Security number, and signature of the person who 
received the diploma and the name and address of the 
person to whom the transcript will be mailed.  A non-
refundable fee of $10.00 will be charged for each 
diploma requested.  A non-refundable fee of $4.00 
will be changed for a transcript only.  A certified 
check or money order payable to NY State 

Education Department must be attached to the 
request.  Do not send cash or a personal check. 
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Attachment J 
 

The University of the State of New York  

THE STATE EDUCATION DEPARTMENT 

Office of Curriculum & Instructional Support 

High School Equivalency Programs & GED Testing Office 

P.O. Box 7348 

Albany, New York   12224-0348 

(518) 474-5906 

 

 

APPLICATION FOR THE NEW YORK STATE HIGH SCHOOL EQUIVALENCY 
DIPLOMA BASED ON EARNED COLLEGE CREDIT 

 

 

PLEASE PRINT CLEARLY IN INK 
1.  Name    (Last Name)                                             First Name                                      Middle Initial 
 
 

2.  Gender  
           MALE         FEMALE 

                 

3.  Address  (Street/P.O. Box)                                                                                                            
 
        

Apartment Number 

4.  City        

 
State   

    

Zip Code 

 
 

5.  Social Security Number                       6.  Age            
                 

                               
 

7.  Date of Birth   

                                                

  Month      Day           Year 

8.  Telephone Number 

 
(______)   ____________________  

 Area Code       Number 

9.  Are you 19 years of age or older?              YES        NO 

 

      If “NO,” you must document your eligibility by attaching to this application the verification form as  
      described in section 2(b) on page 1. 
 

10.  Name of institution certifying college credits earned 

 

 

I understand that I will not be awarded a New York State High School Equivalency diploma unless I 

meet the eligibility requirements described on page 1.  I do hereby certify, subject to penalty for 

perjury, that the information given on this form and on any attachments is true to the best of my 

knowledge and belief. 
 
 
        _________________________________________________________ 

                                                    Signature                                                                             Date 
 
             
       ________________________________________________ 
                 Signature of parent/guardian if under 18                                                       Date 
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Attach a Certified Bank Check or a Money Order in the amount of $10.00 made payable to: 

THE NYS EDUCATION DEPARTMENT 
 

 
The University of the State of New York  

THE STATE EDUCATION DEPARTMENT 

High School Equivalency Programs & GED Testing Office 

Attachment J 

P.O. Box 7348 

Albany, New York   12224-0348 

(518) 474-5906 

College Credit Certification Form 

Guidelines: 
 An eligible person may be awarded a New York State High School Equivalency diploma if he/she provides 
satisfactory evidence that he/she has successfully completed 24 credits or the equivalent as a recognized candidate for a 
degree or certificate at an approved institution.  Some institutions require a person to have a high school diploma in order 
to be recognized as a candidate for a degree.  If the lack of a diploma or its equivalent is the only impediment to a person 
being recognized as a candidate for an approved degree or certificate program, the individual may be considered as a 
recognized candidate for a degree or certificate for the purpose of completing this form. 
 

      Credits for courses taken solely for personal and/or cultural advancement, and not required as part of an approved 
degree or certificate program, may not be used to obtain an equivalency diploma.  For example, a student who 
successfully completes non-degree courses representing 24 or more credits is not eligible for an equivalency diploma.  
This person become eligible if he/she applies as a degree candidate and the institution is willing to accept 24 or more 
credits as part of the student's program leading to a degree. 

 

      If you meet the requirements for a New York State High School Equivalency diploma based on college credit and 
have completed and mailed the attached application with the required fee, then complete this section of the College 
Credit Certification Form and request the registrar of the institution to certify that you have met the college credit 
requirements for an equivalency diploma.  The registrar should complete the bottom section of this form, attach a 
transcript, and return it to the above address. 
 

PLEASE PRINT OR TYPE 
Candidate's Name:                      Last Name                                             First Name                                               Middle Initial 

 
 
Social Security Number 

 

 

Date of Birth 

 

                              Month    Day        Year 

  

I have read the above guidelines.  I hereby certify that the person identified above HAS / HAS NOT (circle one) 
successfully completed 24 or more credit hours in accordance with credit distribution requirements on page 4 as a 
recognized candidate for a college-level degree or certificate at this institution. 

Name of Institution 

 

Address 

 

City State Zip Code 
 

 

Registrar's Name Telephone Number 

  (_______)   __________________  

     Area Code       

Institution's 
Seal 

Registrar's Signature Date 

 

 

 

 Registrar:  Please return this form to the above address 
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COURSE DISTRIBUTION REQUIREMENTS  

FOR EARNING A NEW YORK STATE HIGH SCHOOL EQUIVALENCY DIPLOMA 

BASED ON COLLEGE CREDIT 
 

The following are examples of courses that meet the distribution requirements.  Please note that this list 
is not exhaustive but only includes typical examples. 

 

English Language Arts 

 
English composition 
English Literature 
Speech 
Creative Writing 

  

[6 credits] 

 

Mathematics 

 
Math  
Calculus 
Statistics 
Business Math 
Technical Math 
 

 

[3 credits]

 

Natural Science 

 
Biology 
Chemistry 
Physics 
Earth Science 
Geology 
Botany 
Zoology 
 

 

[3 credits] 

 

Social Science 

 
History 
Sociology 
Psychology 
Economics 
Political Science 
Labor Studies 

 

[3 credits]

 

Humanities 

 
Literature 
Foreign Languages 
Art history/Art Appreciation 
Music/Music Appreciation 
Theatre 
Philosophy 
Religion 

 

[3 credits] 
 

College Degree Program 

Requirements 

 
 

 

[6 credits]

 
 



The NYSOCFS Portfolio - Facilitator�s Guide

The University of the State of New York
THE STATE EDUCATION DEPARTMENT

High School Equivalency Program
P.O. Box 7348

Albany, New York   12224-0348
(518) 474-5906

VERIFICATION OF GED DIPLOMA ISSUED
(Return this form to the above address)

 Personal Information 
Last Name                                                                         First Name                                                                Middle Initial

Social Security Number Date of Birth

                                      Month            Day                   Year

Testing Information

Name at time of Testing (if different from above):
Last Name                                                                         First Name                                                                Middle Initial

Name of Testing Center Approximate Date You Tested:

               Month                       Year

Do Not Write Below This Line

Results of Verification

      Failed                 No Record on File

          Test Forms:

            Pass           Diploma #                                                            Date Issued:

    Contact Person at GED:

    Signature:
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Section 6
SAMPLES OF WORK
Employers and training programs will want an idea of the youth�s SKILLS, STRENGTHS,
AND TALENTS. Samples of work can come from a variety of experiences be sure to draw
from community service, volunteer experience, and job shadowing. In this section include:
!!!!! Vocational training certificates youth have earned (e.g. American Red Cross babysitting,

first aid or CPR
!!!!! Photos of youth at work or involved in a vocational activity
!!!!! Sample of writing
!!!!! Excel or PowerPoint Presentations
!!!!! Samples of artwork or poetry
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Section 7
AWARDS AND RECOGNITION
This section is for bragging. Include awards, such as:

!!!!! Student of the Month Award
!!!!! Most Improved Student Award
!!!!! Best Team Player Award

Be sure youth are able to talk about how they achieved the award, how it made them feel,
and how this is applicable to the job!
If youth don�t have any awards give them some for participation in your program!
Include this information in the 60-Second Infomercial!
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Section 8
REFERENCES
If youth are interviewing for a new job, inform them that references are checked prior to
getting a job offer. Having good references can be the clincher to getting that new job.
Planning ahead to compile a list of references and some letters of recommendations now,
help youth be prepared when a prospective employer requests them.

Who should youth ask to provide references? On the average, employers check three
references for each candidate, so have youth have at least that many ready to vouch for
them. It�s important for them know their references, to select the right people, and to get
their permission to use them. Youth need responsive people that can confirm that they
worked there, their title, their reason for leaving and other details. It�s also very important
for youth to have a good idea of what they are going to say about their background and job
performance. It�s perfectly acceptable to use references other than your employer. Business
acquaintances, professors/academic advisors, customers, and vendors can all make good
references. If youth volunteer consider using leaders or other members of the organization
as personal references.

When leaving a position, youth should ask for a letter of recommendation from their manager.
As time passes and people move on, it�s easy to lose track of previous employers, so with
letters in hand, in advance, youth will have written documentation of their credentials to
give to prospective employers. If youth haven�t done so already, it�s never too late to go
back and ask for letters from previous employers to include in their personal files.

How do youth ask for a letter of recommendation? Don�t have them ask �Could you write
a letter of reference for me?� Rather, have them ask �Do you feel you know my work well
enough to write me a good recommendation letter?� or �Do you feel you could give me a good
reference?� That way, the reference writer has an easy out if they are not comfortable
writing a letter and the youth can be assured that those who say �yes� will be enthusiastic
about their performance and will write a positive letter.
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Section 9
COMMUNITY RESOURCES
All youth must learn about the resources in their community. Record in this section the
contact names, addresses, and phone numbers of:

! Local One-Stop Career Center

!!!!! Community-Based Organizations that offer workforce development programs

!!!!! Child care resources if this is applicable

!!!!! Transportation options

!!!!! Private sector employers youth might want to contact about a job

!!!!! Workforce development programs offered by the local school district (e.g. BOCES,
vocational high school, magnet schools)

Included in this section are resources to help youth locate community resources and a
handout to document these resources.
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My Community Resources
 Name & Address of Community Resource    Phone Number       Contact Name

  One-Stop Center

  Community-Based Workforce
  Development Program(s)

  Youth Bureau or City Youth Agency

  Work contact

  Physician/Health Center

  Local School

 Transportation Information/contact

  Child Care

  Police/Ambulance

  Local Department of Social Services

  Emergency Housing

  Electric/Gas Company

  Poison Control

  Other:
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For county Departments of Social Services, click here:
http://www.ocfs.state.ny.us/main/localdss.asp

http://www.ocfs.state.ny.us/main/regionaloffices_main.asp
http://www.ocfs.state.ny.us/main/localdss.asp
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For an online listing of OYD Regional Offices, click here:
http://www.ocfs.state.ny.us/main/Youth/regional_contacts.asp
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[ Home ] [ About Us ] [ OCFS ]�

�

� Albany County �
� Allegany County �
� Broome County �
� Cattaraugus County �
� Cayuga County �
� Chautauqua County �
� Chemung County �
� Chenango County �
� Clinton County �
� Columbia County �
� Cortland County �
� Delaware County �
� Dutchess County �
� Erie County �
� Essex County �
� Franklin County �
� Fulton County �
� Genesee-Orleans County 

� Greene County �
� Hamilton County �
� Herkimer County �
� Jefferson County �
� Lewis County �
� Livingston County �
� Madison County �
� Rochester/Monroe County

� Montgomery County �
� Nassau County �
� New York City �

� Niagara County �
� Oneida County �
� Onondaga County �
� Ontario County �
� Orange County �
� Genesee-Orleans County

� Oswego County �
� Otsego County �
� Putnam County �
� Rensselaer County �
� Rockland County �
� St. Lawrence County �
� Saratoga County �
� Schenectady County �
� Schoharie County �
� Schuyler County �
� Seneca County �
� Steuben County �
� Suffolk County �
� Sullivan County �
� Tioga County �
� Tompkins County �
� Ulster County �
� Warren County �
� Washington County �
� Wayne County �
� Westchester County �
� Wyoming County �
� Yates County �

Visit the Association of New York State Youth Bureaus online at
http://www.anysyb.com

http://www.anysyb.com
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Albany County�
Albany County Youth Bureau 
Edward Roche, Executive Director 
112 State Street 
Room 1010 
Albany, NY 12207 
Phone: (518) 447-7700 
Fax: (518) 447-5686 
eroche@albanycounty.com�

Albany City Youth Bureau 
Sheri Townsend, Commissioner 
125 Central Avenue 
Albany, NY 12206 
Phone: (518) 434-5723 
Fax: (518) 434-5760�

Cohoes City Youth Bureau 
Stephen Amyot, Executive Director 
City Hall 
Cohoes, NY 12047 
Phone: (518) 233-2116 
Fax: (518) 237-0072�

Colonie Town Youth Bureau 
Dennis McLaughlin, Executive Director 
1653 Central Avenue 
Albany, NY 12205 
Phone: (518) 456-2135 
Fax: (518) 456-8564 
mglden@nycap.rr.com �

Allegany County�

Allegany County Youth Bureau 
Deborah Aumick, Director 
5435C County Road 48 
Belmont, NY 14813 
Phone: (716) 268-5394 
Fax: (716) 268-5002�

Broome County�

Broome County Youth Bureau 
Ann VanSavage, Executive Director 
36-42 Main Street 
Binghamton, NY 13905 
Phone: (607) 778-2415 
Fax: (607) 778-3788 
avansavage@co.broome.ny.us�

Cattaraugus County�

Cattaraugus County Youth Bureau 
Anthony Evans, Executive Director 
100 Main Street, Suite 1 
Salamanca, NY 14779 
Phone: (716) 945-5392 
Fax: (716) 945-1296 
anthev@sal.cattco.org�

Olean City Youth Bureau 
Casimir Konieczka, Executive Director 
Municipal Building 
Olean, NY 14760 
Phone: (716) 376-5646 
Fax: (716) 376-5659 
ckonieczica@cityofolean.org �

Salamanca City Youth Bureau 
Julie Zoccali-John, Executive Director 
36 South Avenue 
Salamanca, NY 14779 
Phone: (716) 945-1311 
Fax: (716) 945-1311�

Cayuga County�

Cayuga County Youth Bureau 
Lloyd Hoskins, Executive Director 
Cayuga County Courthouse 
Auburn, NY 13021 
Phone: (315) 253-1402 
Fax: (315) 253-1544 
ybureau@co.cayuga.ny.us�

Chautauqua County�

Chautauqua County Youth Bureau 
Donald Reinhoudt, Executive Director 
Gerace Building 
Mayville, NY 14757 
Phone: (716) 753-4496 
Fax: (716) 753-4722 
reinhoud@co.chautauqua.ny.us �

Dunkirk City Youth Bureau 
Robert Patterson, Executive Director 
City Hall 
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Dunkirk, NY 14048 
Phone: (716) 366-9888 
Fax: (716) 363-0058�

Jamestown City Youth Bureau 
Victoria James, Executive Director 
City Hall 
Jamestown, NY 14701 
Phone: (716) 483-7516 
Fax: (716) 483-7771�

Chemung County�

Chemung County Youth Bureau 
Robert Harris, Jr., Executive Director 
599 Harris Hill Road 
Elmira, NY 14903 
Phone: (607) 737-2910 
Fax: (607) 737-0435 
ccpryb599@aol.com�

Horseheads Town Youth Bureau 
Allen Edwards, Executive Director 
408 South Main Street 
Horseheads, NY 14845 
Phone: (607) 739-3517 
Fax: (607) 739-3941 
horseheadsyouth@aol.com�

Chenango County�

Chenango County Youth Bureau 
Kathryn Clemens, Executive Director 
Office Building, 5 Court Street 
Norwich, NY 13815 
Phone: (607) 337-1656 
Fax: (607) 337-1435 
kathyc@co.chenango.ny.us�

Norwich City Youth Bureau 
Robert Mason, Executive Director 
1 City Plaza 
Norwich, NY 13815 
Phone: (607) 334-1206 
Fax: (607) 334-1208 
rpmason@adelphia.net�

Clinton County�
Clinton County Youth Bureau 
Jay LePage, Acting Youth Bureau Director 
Old Courthouse Building (3rd Floor) 
137 Margaret Street 
Plattsburgh, NY 12901 
Phone: (518) 565-4750 
Fax: (518) 565-4775 
williamsj@co.clinton.ny.us�

Columbia County�

Columbia County Youth Bureau 
Jessica Nabozny, Executive Director 
401 State Street 
Hudson, NY 12534 
Phone: (518) 828-7213 
Fax: (518) 822-9485 
jnabozny@govt.co.columbia.ny.us�

Hudson City Youth Bureau 
Richard Tracy, Executive Director 
132 N. 6th St. 
Hudson, NY 12534 
Phone: (518) 828-0017 
Fax: (518) 828-4555�

Cortland County�

Cortland County Youth Bureau 
Emanuel Lann, Executive Director 
60 Central Avenue 
Box 5590 
Cortland, NY 13045 
Phone: (607) 753-5067 
Fax: (607) 758-5580 
elann@cortland-co.org�

Cortland City Youth Bureau 
John McNerney, Director 
35 Port Watson Street 
Cortland, NY 13045 
Phone: (607) 753-3021 
Fax: (607) 753-3023 
mcnerney@cortland.org�
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Delaware County�
William Moon, Director 
111 Main Street 
Delhi, NY 13753 
Phone: (607) 746-2325 
Fax: (607) 746-8667 �

Dutchess County�

Dutchess County Youth Bureau 
Betsy Brockway, Executive Director 
27 High Street 
Poughkeepsie, NY 12601 
Phone: (845) 486-3660 
Fax: (845) 486-3659 
dc36@idsi.net 
bbrockway@co.dutchess.ny.us �

Erie County�

Erie County Department of Youth Services 
Joseph Abdallah, Deputy Commissioner 
134 West Eagle Street 
Room 515 
Buffalo, NY 14202 
Phone: (716) 858-6801 
Fax: (716) 858-8107�

Amherst Town Youth Board 
Joseph Bachovchin, Executive Director 
4255 Harlem Road 
Amherst, NY 14226 
Phone: (716) 631-7215 
Fax: (716) 839-0491 
jbachovchin@amherst.ny.us�

Buffalo Division for Youth 
Michael Norwood, Executive Director 
65 Niagara Street 
Room 2301 
Buffalo, NY 14202 
Phone: (716) 851-4237 
Fax: (716) 851-5863�

Cheektowaga Town Youth Bureau 
Kenneth Kopacz, Executive Director 
275 Alexander Avenue 
Cheektowaga, NY 14211 
Phone: (716) 897-7207 
Fax: (716) 897-7211 �

Hamburg Town Youth Bureau 
Mary Eisenhauer, Executive Director 
Town Hall 
S-6100 South Park Avenue 
Hamburg, NY 14075 
Phone: (716) 649-6111 
Fax: (716) 646-1933�

Lackawanna City Youth Bureau 
Michael Szymanski, Executive Director 
City Hall - Room 216 
714 Ridge Road 
Lackawanna, NY 14218 
Phone: (716) 827-6673 
Fax: (716) 827-6665�

Lancaster Town Youth Bureau 
John Trojanowsky, Executive Director 
200 Oxford Avenue 
Lancaster, NY 14086 
Phone: (716) 683-4444 
Fax: (716) 683-4447�

Orchard Park Town Youth Bureau 
Thomas McGinty, Executive Director 
6595 East Quaker Street 
Orchard Park, NY 14127 
Phone: (716) 662-4474�

Tonawanda City Youth Bureau 
John Sherman, Executive Director 
City Hall, 200 Niagara 
Tonawanda, NY 14150 
Phone: (716) 695-1800 
Fax: (716) 692-2182�

Youth, Parks and Recreation 
Bruce Ruark, Youth Bureau Administrator 
2440 Sheridan Drive 
Suite 105 
Tonawanda, NY 14150 
Phone: (716) 831-1001 
Fax: (716) 831-1006�

West Seneca Town Youth Bureau 
Mark Lazarra, Executive Director 
2001 Union Road 
West Seneca, NY 14224 
Phone: (716) 674-5600 
Fax: (716) 675-2055 
wsyb@nys.net�



The NYSOCFS Portfolio - Facilitator�s Guide

Essex County�

Essex County Youth Bureau 
Joseph Provoncha, Executive Director 
Essex County Government Center 
Court Street 
Elizabethtown, NY 12932 
Phone: (518) 873-3630 
Fax: (518) 873-3633 
scothurl@essex.co.ny.us�

Franklin County�

Franklin County Youth Bureau 
John Soper, Executive Director 
355 West Main Street 
Malone, NY 12953 
Phone: (518) 481-1697 
Fax: (518) 483-4690 
jsoper@co.franklin.ny.us�

Fulton County�

Fulton County Youth Bureau 
Donald Harris, Executive Director 
Fulton County Office Building 
Johnstown, NY 12095 
Phone: (518) 736-5505 
Fax: (518) 762-0224�

Genesee-Orleans County�

Batavia City Youth Bureau 
Patricia Dieck, Executive Director 
12 MacArthur Drive 
Batavia, NY 14020 
Phone: (585) 345-6420 
Fax: (585) 345-4157 
dieck@batavianewyork.com�

Genesee County Youth Bureau 
Debbie Kerr-Rosenbeck, Executive Director 
3837 West Main Street Road 
Batavia, NY 14020 
Phone: (585) 344-3960 
Fax: (585) 344-8531 
youthbur@co.genesee.ny.us�

Orleans County Youth Bureau 
Deena Adams, Director 
458 West Avenue 
Albion, NY 14411 
Phone: (585) 589-8106 
youthbureau@orleansny.com �

Greene County�

Greene County Youth Bureau 
Therese McGee Ward, Executive Director 
910 County Office Building 
Cairo, NY 12413 
Phone: (518) 622-3450 
Fax: (518) 622-9437 
grcoyb.francomm.com�

Hamilton County�

Hamilton County Youth Board/Community Services 
Robert Kleppang, Chairman 
83 White Birch Lane 
Indian Lake, NY 12842 
Phone: (518) 648-5355 
Fax: (518) 648-6437 

kleppang@capital.net�

Herkimer County�

Herkimer County Youth Bureau 
Gina Giacovelli, Executive Director 
Suite 1110 
109 Mary Street 
Herkimer, NY 13350-2917 
Phone: (315) 867-1213 
Fax: (315) 867-1497 
ggiacovelli@herkimercounty.org�

Jefferson County�

Jefferson County Youth Bureau 
Virginia Harrington, Executive Director 
175 Arsenal Street 
Watertown, NY 13601 
Phone: (315) 785-3382 
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Orleans County Youth Bureau 
Deena Adams, Director 
458 West Avenue 
Albion, NY 14411 
Phone: (585) 589-8106 
youthbureau@orleansny.com �

Greene County�

Greene County Youth Bureau 
Therese McGee Ward, Executive Director 
910 County Office Building 
Cairo, NY 12413 
Phone: (518) 622-3450 
Fax: (518) 622-9437 
grcoyb.francomm.com�

Hamilton County�

Hamilton County Youth Board/Community Services 
Robert Kleppang, Chairman 
83 White Birch Lane 
Indian Lake, NY 12842 
Phone: (518) 648-5355 
Fax: (518) 648-6437 

kleppang@capital.net�

Herkimer County�

Herkimer County Youth Bureau 
Gina Giacovelli, Executive Director 
Suite 1110 
109 Mary Street 
Herkimer, NY 13350-2917 
Phone: (315) 867-1213 
Fax: (315) 867-1497 
ggiacovelli@herkimercounty.org�

Jefferson County�

Jefferson County Youth Bureau 
Virginia Harrington, Executive Director 
175 Arsenal Street 
Watertown, NY 13601 
Phone: (315) 785-3382 

Fax: (315) 785-3223 
ginnyh@co.jefferson.ny.us�

Lewis County�

Lewis County Youth Bureau 
James Davis, Director 
P.O. Box 193 
Outer Stowe Street 
Lowville, NY 13367 
Phone: (315) 376-5402 
Fax: (315) 376-4112 

jdavis@northnet.org�

Livingston County�

Livingston County Youth Bureau 
Keith Mitchell, Executive Director 
Government Center 
6 Court Street - Room 105 
Geneseo, NY 14454 
Phone: (585) 243-7047 
Fax: (585) 243-7598 
ckmitchell@co.livingston.ny.us�

Madison County�

Madison County Youth Bureau 
Joanne Eddy, Executive Director 
P.O. Box 635 
Wampsville, NY 13163 
Phone: (315) 366-2574 
Fax: (315) 366-2579 
jeddy@co.madison.ny.us�

Monroe County�

Rochester/Monroe County Youth Bureau 
Marcia Rocco, Executive Director 
4160 City Place 
50 West Main Street 
Rochester, NY 14614 
Phone: (585) 428-4950 
Fax: (585) 428-9033 
mrocco@mc.rochester.lib.ny.us�
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Fax: (516) 656-0029�

Greece Town Youth Bureau 
Frank Ardino, Executive Director 
500 Maiden Lane 
Rochester, NY 14616 
Phone: (716) 663-0200 
Fax: (716) 225-1915 
fardino@townofgreece.org�

Henrietta Town Youth Bureau 
Regis Steinkamp, Executive Director 
Town Hall 
475 Calkins Road 
Henrietta, NY 14467 
Phone: (716) 359-2540 
Fax: (716) 334-9667�

Town of Irondequoit Youth Bureau 
Joanne Coast, Executive Director 
154 Pinegrove Avenue 
Rochester, NY 14617 
Phone: (585) 336-7267 
Fax: (585) 336-6084 
jcoast@irondequoit.org�

Montgomery County�

Montgomery County Youth Bureau 
Jennifer Wilder, Executive Director 
County Annex Building 
Fonda, NY 12068 
Phone: (518) 853-4355 
Fax: (518) 853-8299 
jwilder@co.montgomery.ny.us�

Nassau County�

Nassau County Youth Board 
George Siberón, Executive Director 
40 Main Street 
Hempstead, NY 11550 
Phone: (516) 572-1384 
Fax: (516) 572-1297 
George.Siberon@mail.co.nassau.ny�

Glen Cove City Youth Bureau 
Juan Castro, Executive Director 
City Hall 
9 Glen Street 
Glen Cove, NY 11542 
Phone: (516) 671-4600 

Oyster Bay Department of Community and Yout

Bruce Foley, Commissioner 
977 Hicksville Road 
Massapequa, NY 11758 
Phone: (516) 797-7910 
Fax: (516) 797-7919�

Niagara County�

Niagara County Youth Bureau 
Theresa Holland, Executive Director 
Niagara County Human Resources Building 
301 Tenth Street (2nd Floor) 
Niagara Falls, NY 14303 
Phone: (716) 278-6886 
Fax: (716) 278-6881�

Lockport City Youth Bureau 
Paul Foster, Executive Director 
1 Locks Plaza 
Lockport, NY 14094 
Phone: (716) 434-3071 
Fax: (716) 439-6668�

Niagara Falls Youth Bureau 
Susan Kotlarz, Associate Director 
1785 New Road 
P.O. Box 69 
Niagara Falls, NY 14302 
Phone: (716) 286-4876 
Fax: (716) 286-4877�

North Tonawanda City Youth Bureau 
Jerry Whitehead, Director 
Department of Youth, Recreation & Parks 
460 Wheatfield Street - Room 102 
North Tonawanda, NY 14120 
Phone: (716) 695-8520 
Fax: (716) 695-8533�

Oneida County�

Utica/Oneida County Youth Bureau 
James LaFountain, Executive Director 
Oneida County Office Building 
800 Park Avenue 
Utica, NY 13501 
Phone: (315) 798-5027 
Fax: (315) 798-6438�
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Onondaga County�

Onondaga County Department of Aging and Yo

Marilyn Pinsky, Commissioner 
Civic Center 
421 Montgomery Street 
Syracuse, NY 13202 
Phone: (315) 435-2362 
Fax: (315) 435-3129 
aycflyn@emi.com�

Ontario County�

Ontario County Youth Bureau 
Meg Huff, Executive Director 
3010 County Complex Drive 
Canandaigua, NY 14424 
Phone: (585) 396-4035 
Fax: (585) 396-4850 
meg.huff@co.ontario.ny.us�

Orange County�

Orange County Youth Bureau 
Carol Chichester, Executive Director 
30 Matthews Street 
Goshen, NY 10924 
Phone: (845) 291-2394 
Fax: (845) 291-2503 
cchichester@co.orange.ny.us�

Newburgh City Youth Bureau 
Wilbur Higgins, Executive Director 
167 Broadway 
Newburgh, NY 12550 
Phone: (845) 565-1213 
Fax: (845) 565-1286 
newyouth@warwick.net�

Oswego County�

Oswego City-County Youth Bureau 
Kathleen Fenlon, Executive Director 

Otsego County�

Otsego County Youth Bureau 
Vic Ronovech, Executive Director 
197 Main Street 
Cooperstown, NY 13326 
Phone: (607) 547-4329 
Fax: (607) 547-4260 

viccoz@catskill.net�

Putnam County�

Putnam County Youth Bureau 
Joseph DeMarzo, Executive Director 
Building 3 
110 Old Route 6 
Carmel, NY 10512 
Phone: (845) 225-6316 
Fax: (845) 225-1421 
joseph.demarzo@putnamcountyny.com �

Rensselaer County�

Rensselaer County Department for Youth 
Pierce Hoyt, Deputy Commissioner 
1600 7th Avenue 
Troy, NY 12180 
Phone: (518) 270-2960 
Fax: (518) 270-2956 

Jbrooks@rensco.com�

Rensselaer City Youth Bureau 
Amy Mooney, Executive Director 
City Hall 
505 Broadway 
Rensselaer, NY 12144 
Phone: (518) 462-5488 
Fax: (518) 462-9895�

70 Bunner Street 
Oswego, NY 13126 
Phone: (315) 349-3451 
Fax: (315) 349-3231 
kathyf@oswegocounty.com�
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Rockland County�

Rockland County Youth Bureau 
Dennis Fleming, Executive Director 
18 New Hempstead Road 
New City, NY 10956 
Phone: (845) 638-5166 
Fax: (845) 638-5377 
flemingd@co.rockland.ny.us�

Spring Valley Youth Bureau 
David Reznik, Director 
Kurtz Center 
9 North Main Street 
Spring Valley, NY 10977 
Phone: (845) 573-5872 
Fax: (845) 573-5874 
civic@villagespringvalley.com�

St. Lawrence County�

St. Lawrence County Youth Bureau 
Joanne Sevick, Director 
48 Court Street 
Canton, NY 13617 
Phone: (315) 379-2377 
Fax: (315) 386-8636 
jsevick@co.st-lawrence.ny.us�

Saratoga County�

Saratoga County Youth Bureau 
Wes Carr, Executive Director 
152 West High Street 
Ballston Spa, NY 12020 
Phone: (518) 884-4180 
Fax: (518) 884-4185 
sarythb@govt.co.saratoga.ny.us�

Schenectady County�

Schenectady County Youth Bureau 
Kathleen Palmieri, Director 
Schaffer Heights 
107 Nott Terrace - 2nd Floor 
Schenectady, NY 12308 
Phone: (518) 386-2211 

Schoharie County�

Schoharie County Youth Bureau 
Schoharie County Youth Bureau 
James A. DiLiberto, Director 
349 Mineral Springs Road 
Cobleskill, NY 12043 
Phone: (518) 234-2686 
Fax: (518) 234-3951 
schyouth@telenet.net 

Schuyler County�

Schuyler County Youth Bureau 
JoAnn Fratarcangelo, Executive Director 
208 Broadway, Suite 301 
Montour Falls, NY 14865 
Phone: (607) 535-6236 
Fax: (607) 535-1875 
youthbureau@syny.rr.com �

Seneca County�

Seneca County Youth Bureau 
Michael Whirtley, Executive Director 
1 DiPronio Drive 
Waterloo, NY 13165 
Phone: (315) 539-1794 
Fax: (315) 539-9479 
youthbureau@senecacounty.org�

Steuben County�

Steuben County Youth Bureau 
Gary Pruyn, Executive Director 
3 East Pulteney Square 
Bath, NY 14810 
Phone: (607) 776-9631 
Fax: (607) 776-6936 
lindalo@co.steuben.ny.us�

Fax: (518) 386-2212�
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Suffolk County�

Suffolk County Youth Bureau 
Clare Roden, Director 
P.O. Box 6100 - H. Lee Dennison Building 
Veterans Memorial Highway 
Hauppauge, NY 11788 
Phone: (631) 853-8270 
Fax: (631) 853-8271�

Babylon Town Youth Bureau 
Robert Meyer, Executive Director 
281 Phelps Lane 
North Babylon, NY 11703 
Phone: (631) 422-7660 
Fax: (631) 422-7625�

Brookhaven Town Youth Bureau 
Sherry Stein, Executive Director 
205 South Ocean Avenue 
Patchogue, NY 11772 
Phone: (631) 654-7878 
Fax: (631) 654-0917 
brookhavenyouthbureau@hotmail.com�

Huntington Town Youth Bureau 
Maria Georgiou, Executive Director 
423 Park Avenue 
Huntington, NY 11743 
Phone: (631) 351-3061 
Fax: (631) 271-1360 
youthbureau@town.huntington.ny.us �

Islip Town Youth Bureau 
Joanne Folber, Executive Director 
401 Main Street 
Islip, NY 11751 
Phone: (631) 224-5320 
Fax: (631) 224-5316 
islipybol@hotmail.com �

Smithtown Town Youth Bureau 
Harold Wefer, Executive Director 
7 New York Avenue 
Smithtown, NY 11787 
Phone: (631) 360-7595 
Fax: (631) 360-7604 �

Town of Southampton Youth Bureau 
Nancy Lynott, Director 
116 Hampton Road 
Southampton, NY 11968 
Phone: (631) 287-5734 
Fax: (631) 283-7529 

Sullivan County�

Sullivan County Youth Bureau 
Ann Weinberg, Executive Director 
P.O. Box 231 
Infirmary Road 
Liberty, NY 12754 
Phone: (845) 292-0100 
Fax: (845) 292-7193�

Tioga County�

Tioga County Youth Bureau 
Maureen Hawley, Executive Director 
Box 240 
Owego, NY 13827 
Phone: (607) 687-8317 
Fax: (607) 687-6168 

tiogayouthbureau@juno.com�

Tompkins County�

Tompkins County Youth Services Department 
Nancy Zahler, Director 
320 West State Street 
Ithaca, NY 14850 
Phone: (607) 274-5310 
Fax: (607) 274-5313 
youthbureau@tompkins-co.org�

City of Ithaca Youth Bureau 
Alice Green, Acting Director 
1 James L. Gibbs Drive 
Ithaca, NY 14850 
Phone: (607) 273-8364 
Fax: (607) 273-2817 
aliceg@ci.ithaca.ny.us�

Ulster County�

Ulster County Youth Bureau 
Krista Barringer, CSW, Director 
1091 Development Court 

nlynott@town.southhampton.ny.us �
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Kingston, NY 12401-1959 
Phone: (845) 334-5400 
Fax: (845) 334-5008 
kbar@co.ulster.ny.us�

Warren County�

Warren County Youth Bureau 
Margaret Sing-Smith, Director 
1340 State Route 9 
Lake George, NY 12845 
Phone: (518) 761-6498 
Fax: (518) 761-6518 
smithm@co.warren.ny.us �

Washington County�

Washington County Youth Bureau 
Claire Strohmeyer, Director 
County Municipal Center 
Upper Broadway 
Fort Edward, NY 12828 
Phone: (518) 746-2330 
Fax: (518) 746-2331 
washcoyb@capital.net�

Wayne County�

Wayne County Youth Bureau/Office of the Aging 
Penny Shockley, Executive Director 
1519 Nye Road 
Suite 600 
Lyons, NY 14489 
Phone: (315) 946-5642 
Fax: (315) 946-5649 
youth@redsuspenders.com�

Westchester County�

Westchester County Youth Bureau 
Symra Brandon, Acting Youth Bureau Director 
112 E. Post Road, Room 110 A 
White Plains, NY 10601 
Phone: (914) 285-4683 
Fax: (914) 285-3871�

Mount Vernon City Youth Bureau 
Marlene Furtick, Executive Director 
City Hall 
Room 304 
Mount Vernon, NY 10550 
Phone: (914) 995-2745 
Fax: (914) 995-3871�

New Rochelle City Youth Bureau 
Kelly Johnson, Executive Director 
515 North Avenue 
New Rochelle, NY 10801 
Phone: (914) 654-2045 
Fax: (914) 654-2046 
Kjohnson@ci.new-rochelle.ny.us�

City of Peekskill Youth Bureau 
Valerie Swan, Director 
840 Main Street 
Peekskill, NY 10566 
Phone: (914) 734-8419 
Fax: (914) 737-2688�

Port Chester Village Youth Bureau 
Helen Glynn, Director 
110 Willett Avenue 
Port Chester, NY 10573-4233 
Phone: (914) 939-8342 
Fax: (914) 939-8870�

White Plains City Youth Bureau 
Frank Williams, Jr., Executive Director 
11 Amherst Place 
White Plains, NY 10601 
Phone: (914) 422-1378 
Fax: (914) 422-1263 
fwil@ci.white-plains.ny.us �

Yonkers City Youth Bureau 
Ann Kaiser, Executive Director 
285 Nepperhan Avenue 
Yonkers, NY 10701 
Phone: (914) 377-6436 
Fax: (914) 377-6428�

Wyoming County�

Wyoming County Youth Bureau 
Patricia Hughes, Executive Director 
5362 Mungers Mill Road 
Silver Springs, NY 14550 
Phone: (585) 786-8850 
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Fax: (585) 786-8852 
youth.bureau@wyomingco.com 
phughes@wyomingco.com �

Yates County�

Yates County Youth Bureau 
Nana Carrillo 
Director, Yates County Youth Bureau 
417 Liberty Street, Suite 2123 
Penn Yan, New York 14527 
phone: 315-531-3204 
ncarrillo@yatescounty.org�

New York City Department of Youth and Community Development 
Jeanne B. Mullgrav, Commissioner 
156 William Street (6th Floor) 
New York, NY 10038-2609 
Phone: (212) 442-6006 
Fax: (212) 442-5998 
jmullgrav@dycd.nyc.gov�

Questions about the Association of NYS Youth Bureaus? 
E-mail: nassocia@nycap.rr.com�
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Visit One Stop Locations online at
http://www.workforcenewyork.com/onestops.htm

http://www.workforcenewyork.com/onestops.htm
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