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. Why is it helpful to use a planner/calendar (paper or electronic) to keep track of your
appointments, tasks and important dates?

. What is time management and why is having time management skills important?

. Visit the Social Security Administrations website at ssa.gov to find out how to obtain a
Social Security card. What documents will you need?

. Visit dmv.org, choose your state from the drop down list and search for “ID Card” to
learn what is needed to obtain a state ID.

. Understand how to request copies of your school transcripts, medical history and
medical records.

. Visit the US Postal Service website at usps.com and search “Passport” to learn how to
apply for a passport. What documents will you need?

. Visit the U.S. Governmentss site at usa.gov and search “Register to vote” to learn more
about voter registration.

. Identify the steps to obtain a work permit (if youre between 14 and 17 years old).

. Be familiar with the law which requires all males between the ages of 18 and 25 to
register for Selective Service by visiting sss.gov.

. What documentation is necessary to travel internationally?




O 1. Use aplanner/calendar (paper or electronic) to keep track of appointments, tasks and
other important dates.

PLAN

[0 2. Develop a system for storing receipts and payment or financial records (e.g., tax returns,
warranties, etc.).

O 3. Complete the forms required to obtain documents and identification/membership
cards/licenses (e.g., Social Security, ID, driver license, work permit).

[0 4. Identify how to make a payment for required documents.

O 1. If youare not currently a registered voter, use the resources at usa.gov to register to vote.

[0 2. Obtain your important personal documents, including:

» Original or certified copy of your birth certificate
(Contact the recorders office in the state and county of your birth)

» Your Social Security card

« Your photo ID

» Official copies of all academic transcripts

« Your Voter Registration Card (if you're 18 years or older)
« Your work permit (it youre between 15 and 17 years old)
« Your medical history and records

ACCOMPLISH

O 3. Apply fora U.S. Passport (if eligible).

[0 4. Utilize a protected storage location for all of your documents.

RESOURCES FOR UNDOCUMENTED PERSONS

- Visit immigrationadvocates.org and click on Nonprofit Resource Center to find
legal resources for undocumented persons by state.

« Visit the National Immigration Law Center at nilc.org for updates on the legal rights
of immigrants and national resources for low-income immigrants.

« Visit the Immigrant Legal Resources Center website at ilrc.org and search “Family
preparedness plan” to create a family preparedness plan with immigrant families.




. Learn how to communicate safely and appropriately over the telephone and when
sending emails (e.g., appropriate voice message on answering machine and what
personal information is appropriate to put in an email).

. Locate resources where you can access the Internet for free (e.g., the local library, coffee
shops, etc.).

. Understand the functions of a search engine such as Yahoo or Google.

. List several ways to be safe on the internet (e.g., don't give out Social Security number).

. Know what email and phone scams are and how to avoid them.

. What is the definition of a “phishing” email?

. Visit the University of Pittsburghs Information Technology site at technology.pitt.edu
and search “Learn to spot a scam” for some examples of “phishing” emails.

. Check out the Federal Trade Commissions site at consumer.ftc.gov and search for “Scams”
to learn more about current scams and how to avoid, report and protect yourself.

. Craigslist also keeps a list of current scams for your information. Check out their
website at craigslist.org and click on “Avoid scams and fraud” in the left column to view
information on common Craigslist scams.

. Practice using appropriate communication over the phone at home, work and in public.

. Practice using appropriate communication when writing emails and texting in both
personal and professional situations.

. Get free anti-virus software installed on a computer. Here are a couple of free versions:
« AVG free edition: www.avg.com/ww-en/free-antivirus-download
« Avast free edition: www.avast.com/en-us/index

. Practice using technology to complete workplace tasks (e.g., fax machine, copier, etc.)
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1. Use a search engine to find information (e.g., job searching, education-related and
financial-related information, and for recreational/entertainment purposes).

2. Take a typing test online. Here is a free online typing test: typingtest.com
Note how many words per minute you can type:

Go on your social media sites and check all of your privacy settings.
Send an appropriate email to a support person.
Program an emergency contact into your cell phone.

Know how to put a security password on a cell phone.

N o > W

Fax a support person your semester grades or pay stub.

TIPS FOR PROTECTING YOURSELF FROM FRAUD

« Banks, schools, credit card companies, and the like, will NEVER call and ask for

your account number, social security number or password. If you receive this type
of call, you should hang up and contact the company directly. You can ask them if
their company is calling people and requesting this type of information. Most likely,
you will discover that the phone call you received was a fraud attempt.

Do not click on links sent to you in an email from what appears to be your bank,
school, etc. Instead, open a new tab and go directly to the website of these
institutions to update any of your personal information. It is common for criminals
to use phishing emails to steal your personal information/identity.

If your credit card is lost or stolen, contact the company who issued your card
immediately and a representative will walk you through the steps you need to

complete, such as canceling your lost card and issuing you a new one.









