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Pardon NY:
Checklist



Explain why the applicant needs a pardon (i.e., outline the legal basis for the forms of 
immigration relief available to your client if pardoned).  Explain how the criminal and 
immigration laws have left the client with very few to no options.  

Explain why the applicant deserves a pardon (i.e., what the applicant has done since his or 
her criminal violation(s) that makes him or her an asset to the community, a contributor 
to New York specifically, and to the United States generally). In some cases, the applicant 
may have pled guilty to charges that s/he did not commit. But be clear that a pardon is 
about rehabilitation and responsibility, instead of rearguing innocence—you are not 
asking for a reevaluation of the conviction(s). 

Certificates of Disposition for each past conviction (see attached).
Dispositions can be obtained from the clerk’s office in the criminal court where the 
person was convicted. Dispositions cost about $10 and require the person’s name and 
date of birth. Anyone can go and get the disposition – it doesn’t have to be the person 
who was arrested. Determine if might be useful to include any information on dismissed 
charges.

The following is a checklist that outlines the core components of a pardon application. Sample 
materials are included in the Toolkit appendices.

See Appendix D for sample letter. The cover letter should do two things: 

See Appendix E for sample letter. This is a letter written in the first person that provides a personal 
history of the applicant and explains how the applicant has been rehabilitated. It should also detail 
the applicant’s ties to the community and explain what is at stake for his or her family.
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Pardon NY:
Checklist

Cover Letter by Attorney 

Letter from Applicant

It’s critical that you get a complete criminal history of your client and obtain dispositions for ALL 
convictions. If you are not sure of your client’s complete criminal history, please see the attached 
supplement on how to conduct a records request.

Criminal History Documents



It’s always good to think outside the box when gathering letters. Family members and friends can 
write letters, but the pardon panel may assume that these are more “biased,” so they should be 
supplemental to the three primary letters of support. Each case is unique, and the letters provide 
the strongest proof of why the applicant deserves a pardon. Letters of support might come from:
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Letters of Support (at least three)

The following documents can further support an applicant’s case:
Supporting Documents

Pardon NY: Checklist

Employers/Coworkers 
Long-time Neighbors
Prison Officials/Supervisors
Prior Judge
Religious Leaders 
Union Leaders
Children’s Teachers/Principal
Veterans Organizations (if military veteran)
Community Service groups with whom client has volunteered 
Sports Leagues (e.g. Little League) where client has coached
Elected Officials

Any awards, certificates of participation in rehabilitation programs, etc.
Birth certificates of U.S. citizen children, spouse, or parents
Permanent resident cards of children, spouse, or parents
Marriage license
School degrees, honors, or awards
Evidence of volunteer work
Service in U.S. military, reserves, or national guard by client or close relatives
Evidence of client and/or dependent’s medical conditions (focus on conditions that would be 
hard to treat in country of origin, requires special medicine, or are otherwise very serious)
Evidence that client or spouse is pregnant or nursing
Psycho-social evaluation of client, spouse, or dependents demonstrating hardship of possible 
detention and deportation
Certificate of Relief from Disabilities: This certificate allows individuals with certain criminal 
convictions to apply for professional licenses and for certain jobs that they would otherwise 
be disqualified from.  Individuals with any number of misdemeanors and one felony conviction 
are eligible to apply. The certificate can serve as strong evidence of rehabilitation. For more on 
eligibility and the application process, see 
http://lac.org/wp-content/uploads/2014/12/LoweringCriminalRecordBarriers_rev3.pdf
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Screening Form



 Initial Pardon Interview Screening Form 

Screening Organization:  ________________________________________________________ 

Name of representative filling out form:   ____________________________________________ 

Email: ______________________ 

Date: ____________________Phone: _____________________ 

 

Applicant First Name: _________________ __ Last Name: _________________________ 

Phone: ____________________  

Alternate phone number: ________________________ 

Date  of  Birth: ________________________  

How did the client learn about the pardon campaign? 

_____________________________________ 

Family members (check all that apply): 

R  USC spouse  R  USC parents 

R  LPR spouse R  LPR parents 

R  LPR children  (how many:____) R  USC children   (how many: _____)  

    (ages: ________) (ages: __________) 

If you were to be deported, how that would impact your family and cause them hardship?  Do 

they rely on you for medical, financial, and/or emotional support? 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 



 

 

Immigration History 

Country of Citizenship? ________________________ 

A#:  ______________________ 

Date of arrival to US: _______________________ 

Manner of initial entry to US: ________________ 

Current immigration status? _______________________________ 

If LPR, what date granted?  __________________________ 

 

Criminal History 

Do you have any charges currently pending against you? R Yes R No 

First Conviction: _________________________________________________ 

Date of arrest: ____________________________________________________ 

Date of conviction:_________________________ 

Where (what court) (state, county): __________________________ 

What were you charged with? __________________________________________________ 

What were you convicted of (list penal law section if known): 

___________________________________________________________________________ 

What was the sentence?  _______________________________________________________ 

What was time served, and when did you complete your sentence? 

___________________________________________________________________________ 

 



Did you have a private or public lawyer? R private  R legal aid/public defender 

Were you informed about potential immigration problems before pleading guilty? R Yes 

R No If yes, by whom? ____________________________________ 

Do you have an appeal pending on your criminal case(s) or a request to vacate/reopen your                

criminal case(s)? R Yes  R No 

Describe if so: 

______________________________________________________________________________

______________________________________________________________________________ 

For any additional convictions: please answer the same questions above for  the first conviction:  

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

 



______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 

Immigration Proceedings 

Are you in removal proceedings, have a pending petition for review in the Circuit court, or have 

an immigration case appeal pending?   R Yes    R No 

If yes, please explain: 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

__________________________________________ 

Have you ever been in removal proceedings before? R Yes     R No 

If yes, please explain: 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

__________________________________________ 

Have you ever been deported before:   R Yes    R No 

Have you ever applied for naturalization? R Yes   R No  

If so, when, and what was the outcome? 

 

 



Other Information : 

Do you fear that you could experience physical harm if forced to return to your country of 

citizenship?  If so, why? 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 

  

 



Please list any employment history, volunteer activities, and your role or participation in any 

community groups: 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

Please list any rehabilitative programs you have completed: 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

_____________________________________________________________________________ 

 

Consultation with Immigration Expert: 

Name of consulting attorney: ___________________________________________ 

Consulting Attorney Email: ________________________________ 

Consulting Attorney Phone: ________________________________ 

Name of person conducting consultation with attorney: 

_____________________________________ 

Date of Consultation: ______________________________ 

Potential immigration benefit if pardon is granted: 

______________________________________________________________________________

______________________________________________________________________________

 



______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

List any follow up questions to the client that are required to make a determination: 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

Final determination (if different from above):  

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

Can client derive an immigration benefit from a Governor’s pardon? R Yes  R No  

If yes, please proceed to Pardon Petition Questionnaire. 
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Pardon Petition
Questionnaire



Pardon Petition Questionnaire 

 

Last Name First Name Middle Name  

Address Apt. #  

City State/Province Zip Code  
 
 

Phone   
 
 
Social Security Number (if any) Male  Female 
 
 

Current Immigration Status   
 
 

Country of Citizenship   
 
 

1. Immediate family members (spouse/partner, children) 

Please list below name of spouse(s)/partner(s) and any children you have together, if applicable. 
If no longer married or living with a partner with whom you’ve had children, please indicate 
status of relationship (e.g., separated, divorced, etc.). Include date of birth, country of birth, 
immigration status in the U.S., and current city and country of residence. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

 
 

2. Have you ever served in the U.S. Armed Services? Yes No 
 
If yes, please list type of discharge received, date of discharge and rank at discharge. 
 
 
 
 

3. What level of education have you completed in this country? How and in what ways have 
educational opportunities in the United States helped you and your family. Please be specific . Do 
you have any plans for future education? 
 
 
 
 
 
 
 

4. Please provide your employment history in the space provided or attach additional sheets if 
necessary. 
 
 
Name of Employer:   
 

Address of Business: _  
 

Start/End Dates:    
 

Position:   
 

Supervisor:   
 

Phone # for Supervisor:   
 
 
 
Name of Employer:   
 

Address of Business: _  

 



 

Start/End Dates:    
 

Position:   
 

Supervisor:   
 

Phone # for Supervisor:   
 
 

Can you provide any details about yourself as an employee? Are there any unique events or 
positive contributions that stand out? 
 
 
 
 
 
 

 
1. Please provide in your own words a complete and detailed account of the offense(s) for which 

you are seeking a pardon. Do not simply repeat the description of the offense in the indictment or 
presentence report, or rely on criminal code citations. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 
 
 
 
 
 
 
 
 
 

2. Did you have to serve time in jail or prison? What was the duration of your sentence, and what 
were the precise dates of the time served? If imprisoned, were you released early (before your 
sentence was up)? If you had an alternative sentence, what was the impact? 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Please list any crimes for which you have been arrested, charged and/or convicted and whether 
you were incarcerated for these crimes. For each such incident, state the following: the date, the 
nature of the charge, the relevant facts, the law enforcement authority involved, the location, and 
the disposition of the incident. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



4. Have you ever participated in an alternative--to--incarceration program or any other diversion or 
rehabilitation program? Yes No 
 
If so, where and during what time period? If so, what did this experience mean to you? 

  

 



5. Have you ever applied for or been considered for a pardon? Yes
No 

If yes, please describe outcome. Also, be sure to bring in a copy of your pardon packet. 
 
 
 
 
 

 
Please consider the following questions carefully. Include any information that you think would 
be important for the Governor’s Pardon Panel to have when considering your petition. If you run 
out of room, please attach additional paper as necessary. 

1. Please describe how being convicted of a crime(s) has impacted your life. Did you serve time for 
your offense? How did it impact your family? Your job? Any plans that you had for your future? 
 
 
 
 
 
 
 
 
 
 
 

2. Please describe any educational achievements, participation in rehabilitative or vocational 
training programs, volunteer activities (church activity, charitable work, internships), awards, 
and any other contributions you have made to your community, particularly since your 
conviction. If you feel that your life changed since you completed your sentence, please explain. 
 
 
 
 
 
 
 
 
 
 
 
 

 



 
 

3. How long have you been in the United States? How long have you been in NY State? What are 
some of the things that make NY your home? If you were to be deported, please describe in 
detail the impact that it would have on you and/or your family (spouse, children, grandchildren, 
parents, siblings, etc.)? 
 
 
 
 
 
 
 
 
 
 
 

4. What are some specific skills that you have? How do you use these skills (at work, at home, in 
your community)? 
 
 
 
 
 
 
 
  

 



5. The Governor has expressed concern how family would be affected by deportation. Please 
describe any ties you have to the country you would be removed to if deported. (Are you 
proficient in the country’s official language? Do you have family members permanently residing 
in the area? When was the last time you visited the country? How often have you visited since 
you moved to the United States?) Are there any other particular challenges you would face if 
forced to return permanently to your home country? (Do you fear persecution—mistreatment 
based on religion, political affiliation, ethnicity, etc.? How does your country treat repatriating 
deportees?) What are the economic conditions and opportunities for education and employment? 
What about other conditions (such as access to health care, safety, etc.?) If you have young 
children, what would the impact be on them if they were to move to this country? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



6. Letters of support are an integral part of your pardon packet. These letters are to help the 
Governor’s Pardon Panel understand why you should be granted a pardon—how your life has 
changed for the better since your conviction, the positive role you play in your family and 
community, etc. These letters can be from anyone who can attest to your moral character. 

Ideas for letters of support: an employer or past employer, church representative, prior judge 
(this proved the “ace--in--the--hole” for Qing Wu’s successful pardon application), prison 
officials/supervisors, counselors, long--time neighbors or associates. Family members and 
friends can write letters though the pardon panel may assume that these are more “biased”, and 
so should not be one of your main three letters. It’s always good to think outside the box when 
gathering letters; each case is unique, and the letters provide the strongest proof of why you 
deserve a pardon. 

Identify at least three people who can provide these letters, and what aspects of your life and/or 
character each one can speak about. The more letters, the better. 
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Sample Cover 
Letter
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Sample 
Application
















































































