LSC Request for Proposals and Instructions







Page 3 



Legal Services 

Corporation

Request for Proposals

for the Provision of Civil Legal Services

2011 RFP – Narrative Instruction

Important Notice to all Applicants

The RFP reflects the revised LSC Performance Criteria.  Review the Performance Criteria before preparing the competitive grant application.  LSC uses the Performance Criteria to guide its evaluation of grant proposals and its funding determinations.  The LSC Performance Criteria and other materials referenced in the RFP are at www.grants.lsc.gov (homepage).  Once at the site, go to “LSC Grants Announcements and Updates” and click on the applicable link.  
LSC will discuss the revisions to the RFP and respond to Applicant questions during the Applicant Informational Session on May 5, 2010 (2:00 p.m. E.D.T.). This is a free telephonic conference to assist Applicants in preparing the competitive grant application and to promote participation in the competitive grants process. Details are at are at www.grants.lsc.gov (homepage).
Submit inquiries regarding the RFP and the competitive grants process to the LSC Competition Service Desk at competition@lsc.gov. Submit inquiries pertaining to technical issues and using the website application to techsupport@lsc.gov.  Contact Reginald Haley at haleyr@lsc.gov if you do not receive a response from either service desk within 48 hours.  Visit www.grants.lsc.gov regularly to remain current on the LSC grants competition. 
	1
	Competition Dates (see page 6 for details)

	2

	Several data charts previously incorporated in the RFP inquiries are converted to web forms and moved to the left navigational task bar of LSC Grants.  Complete the web forms on the task bar and the data charts that remain within the RFP inquiries.  Read the instructions at the top of each chart.

	3
	LSC requires Applicants to submit the 2010 PAI Plan with the grant proposal (see page 31).

	4
	LSC requires Applicants to submit a Technology Plan with the grant proposal (see page 52).

	5
	LSC requires Applicants to provide a one-page overview of their organization and delivery system and a current copy of the program’s organizational chart (see pages 53 and 54 for details).

	6
	The LSC Resource Information (LRI) website at www.lri.lsc.gov is a clearinghouse for innovative projects and “best practices” in legal services delivery.  LSC is providing an opportunity for Applicants to contribute to LRI (see page 16 for details).

	7
	LSC requires separate narrative supplements from Applicants competing for multiple service areas (see pages 19-20 for details).

	8
	LSC requires a governing/policy body plan if Applicant is not a current LSC recipient, and from current recipients if applying for a different or additional service area since the most recently filed competitive grant application (see page 7 and 41-42).

	9
	Applicants are required to submit subgrant information if 25% or more of the LSC grant award will be allocated by subgrant, or if a subgrant is proposed for delivering a full range of legal services to a specific geographic area within the Applicant’s service area (see page 8 and 39-40 for details).

	10
	Assistance to Applicants preparing competitive grant applications:

a. LSC Competition Service Desk - competition@lsc.gov
b. LSC Resource Information at: www.lri.lsc.gov
c. LSC Applicant Information at: www.grants.lsc.gov
d. LSC Performance Criteria – see Appendix C – RFP

e. Responses to Frequently Asked Questions – see Appendix F - RFP

f. LSC Applicant Informational Session – see Appendix H – RFP

g. Guidance on Responding to the RFP – see Appendix K – RFP
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LEGAL SERVICES CORPORATION

REQUEST FOR PROPOSALS - INSTRUCTIONS
Applicants should read this Request for Proposals (RFP) and the LSC Performance Criteria in their entirety before preparing the proposal narrative. In responding to the RFP, Applicants must demonstrate that they are or will be part of a delivery system that assures the availability of a full range of legal services in the service area for which they are applying, that they are capable of delivering high quality legal services, and that their legal services delivery strategies effectively and efficiently addresses the most pressing legal needs of eligible clients in the service area. This RFP contains the instructions and requirements for preparing the proposal narrative, including the content, format, and submission requirements. It also includes references to applicable laws and regulations. All successful Applicants will be expected to be in strict compliance with these requirements.

I.
OVERVIEW
Overview:  The Legal Services Corporation (LSC) is a private, non-profit corporation established by Congress in 1974 to provide funding for the provision of civil legal services to low-income persons. In 2010, more than $394 million in grant funds will be distributed to 136 local legal services programs operating more than 900 neighborhood offices.  It is anticipated that at least a similar level of funding will continue for 2011.  

LSC proposes to award grants to programs in order to serve every county in the United States; the District of Columbia; the U.S. territories (including American Samoa, the Commonwealth of Puerto Rico, the U.S. Virgin Islands and Guam); and an area that includes the Commonwealth of the Northern Mariana Islands, the Federated States of Micronesia, the Republic of the Marshall Islands, and the Republic of Palau.  LSC regulations require all programs to be administered by local governing or policy bodies, a majority of whose members are appointed by state and/or local bar associations and at least one-third of whose members are eligible clients. LSC funded programs provide legal services to eligible clients pursuant to established local priorities that respond to the most pressing legal needs of the client community.
LSC has published suggested priorities for use by the local governing or policy bodies in setting their local priorities. See LSC Program Letter 96-2 at www.grants.lsc.gov (homepage).  Once at the site, go to “LSC Grants Announcements and Updates.”  Click on “FY 2011 Request for Proposals - Appendices” then click on “Program Letters.”  The most common categories of cases handled by LSC recipients are family, housing, income maintenance, consumer, health, and employment. Case types frequently encountered include evictions, debt collection, foreclosures, divorces, child custody, spousal abuse, child abuse or neglect, access to health care, and benefit claims such as unemployment, disability, food stamps, and public assistance.
Congress has adopted legislation mandating a system of competition for the award of LSC grants and contracts, which became effective April 1, 1996.  As a result, LSC adopted regulation 45 C.F.R. Part 1634, entitled Competitive Bidding for Grants and Contracts. Under this competitive bidding process, LSC invites proposals from interested parties for the provision of civil legal services in the service areas listed at www.grants.lsc.gov.  Consistent with the law and regulations, LSC will not grant any preference to current or previous recipients of LSC funds. 

Through this competitive process, LSC will fund those qualified attorneys, organizations and entities that will most effectively and efficiently provide high quality legal representation to eligible clients within a comprehensive, statewide integrated delivery system.

In the event that enactment of future congressional legislation necessitates changes in the timing and/or content of this RFP, notice will be provided to the public and all Applicants. In such circumstances, continued funding may be provided to the current recipient during any interim period necessitated by congressional actions. See also Section III.
LSC Performance Criteria:  The RFP, one of the primary tools LSC uses for assessing Applicant capacities, reflects the 2007 revisions to the LSC Performance Criteria and the 2006 revisions to the American Bar Association Standards for the Provision of Civil Legal Aid.  These revisions respond to significant changes and evolution in legal services programs across the country since 1993, including: emergence of more complex state and regional legal services delivery systems, changes in the demographics of the low-income population, advancement of the Internet, and rapidly developing technology and applications.  The revised Performance Criteria form the framework of LSC’s quality initiative, a multi-pronged strategy aimed at assuring that all LSC grantees provide high quality legal assistance and participate in a comprehensive and integrated delivery system that provides a full range of legal services to eligible clients.  LSC will use the Performance Criteria to guide its evaluation of grant proposals and its funding determinations.
The RFP follows the format and structure of the Performance Criteria.  The RFP inquiries are, to the extent practicable, derived from the criteria in each of the four areas of the Performance Criteria.  An Applicant’s responses to RFP inquiries and the Applicant’s proposal in its totality must demonstrate:

· a reasoned and thorough assessment of the most pressing legal needs in the communities it serves, a clear strategy for addressing those needs, and procedures for evaluating the efficiency and effectiveness of its advocacy and overall delivery system 

· effective relations with the client population, procedures that assure clients are treated with dignity and sensitivity, a delivery structure that maximizes the use of limited resources for legal services delivery, and an intake system that provides broad and timely access to services for eligible clients 

· comprehensive legal work management systems and procedures that result in the delivery of high quality legal services and other services that benefit the low-income population, and active private attorney involvement 

· effective leadership, strong internal operations, high quality administrative systems and procedures, and effective coordination with other service providers in the service area 

Applicants who have not fully established these practices, systems, and procedures must demonstrate to LSC’s satisfaction that they have the capacity to do so within the grant period.

LSC advises all Applicants to be familiar with the Performance Criteria and to refer to it in preparing their grant proposals.

Requests for Information: Applicants should direct all inquiries to the LSC competition service desk at competition@lsc.gov.
Competition Dates:
	Registration for Applicants Informational Session
	By April 16, 2010 (5:00 p.m. E.D.T.)

	Applicant Informational Session Conducted
	May 5, 2010 (2:00 p.m. E.D.T.)

	Notice of Intent to Compete Due Date
	May 13, 2010 (5:00 p.m. E.D.T.)

	Grant Proposal Due Date
	June 7, 2010 (5:00 p.m. E.D.T.)

	Grant Decisions Published
	December 2010


Locations with Service Areas in Competition:  
	Alabama 
	Kentucky 
	Nevada 
	Puerto Rico

	American Samoa
	Louisiana 
	New Mexico
	South Dakota

	Arizona
	Massachusetts
	New York
	Tennessee

	Arkansas 
	Michigan
	North Dakota
	Texas

	California
	Minnesota
	Ohio 
	Virginia

	District of Columbia
	Mississippi 
	Oklahoma
	West Virginia

	Illinois
	Missouri 
	Pennsylvania 
	Wisconsin

	
	
	
	Wyoming


II.

ELIGIBILITY AND FUNDING

Eligibility:  The following persons, groups, and entities are eligible to compete for a grant:

1. current recipients

2. non-profit organizations that have as a purpose the provision of legal assistance to eligible clients

3. private attorneys, groups of attorneys or law firms

4. state or local governments  
5. sub-state regional planning or coordination agencies that are composed of sub-state areas whose governing boards are controlled by locally elected officials

As described in Section IV of the RFP, all Applicants should review the provisions of the Legal Services Corporation Act (LSC Act), regulations, guidelines, the 1996 LSC appropriations act and subsequent appropriations acts. These provisions contain restrictions on the activities of recipients of LSC funds and may affect the eligibility of potential Applicants.

Notice of Intent to Compete:  In order to participate in the competition process, an Applicant must submit a Notice of Intent to Compete (NIC) to LSC.  Applicants are required to electronically submit the NIC using the LSC grants website at www.grants.lsc.gov. The NIC is Form H. Use Form H to submit the following information:

1. the names and resume information of the principals and key staff

2. the names and resume information of current or proposed governing or policy body members and their appointing organizations

Any Applicant, including a current recipient of LSC funds, that fails to timely submit a NIC will be ineligible for the 2011 grant year competition. LSC, in its sole discretion, can extend the submission date of the NIC in the event of extraordinary circumstances.

Governing/Policy Body Requirement:  Successful Applicants must have a governing or policy body consistent with the requirements of 45 C.F.R. Part 1607 of the LSC regulations. An Applicant that is not in compliance at the time the grant is awarded will be required to be in compliance with 45 C.F.R. Part 1607 within sixty days from the date the grant award is made. The regulation is designed to ensure that the governing or policy body of a recipient of LSC funds is qualified to guide a recipient in its efforts to provide high quality legal services and to assure that the recipient is accountable to its clients.

Applicants that do not currently have a governing or policy body that complies with 45 C.F.R. Part 1607 must provide a plan to meet the governing/policy body requirements. LSC requires a governing/policy body plan if Applicant is not a current LSC recipient, and from current recipients if applying for a different or additional service area since the most recently filed competitive grant application.  See Part - 3B (Other Required Documents — Governing/Policy Body; page 41) of this document and Form F Instructions for details.

For Applicants planning to have a policy body, submission of this plan shall be deemed submission of a waiver request under 45 C.F.R. Part 1607 and shall be subject to approval by the President of LSC under Part 1607.  Submit the governing/policy body plan along with and at the end of the proposal narrative.

Private Attorney Involvement Requirement:  Successful Applicants (including private attorneys, groups of attorneys and law firms) for Basic Field-General service areas will be required to comply with 45 C.F.R. Part 1614, which requires that an amount equal to at least 12½% of the annual LSC award will be devoted by the Applicant to the involvement of private attorneys in the delivery of legal services to the poor. This requirement seeks to leverage limited resources by involving the bar through pro bono and compensated programs that generate additional services for eligible clients. Applicants are urged to review 45 C.F.R. Part 1614 in its entirety before responding to RFP inquiries on PAI contained in this RFP Narrative Instruction.  
Subgrants:  Applicants are required to submit subgrant information if twenty-five percent or more of the LSC grant award will be subgranted, or if a subgrantee will deliver a full range of legal services to a specific geographic area within the overall service area. The information required for subgrants is detailed on page 39 of this Instruction. Applicants are also required to review Part 1627 of the LSC Regulations. The LSC Regulations are at Appendix J of the RFP Appendices.

Note:  Applicants are asked to contact LSC beforehand if there are plans to use subgrants to provide a full range of legal services to a specific geographic area or if twenty-five percent or more of the LSC grant will be subgranted.  LSC may not approve such subgrants absent special circumstances justifying them.  Applicants should contact LSC at competition@lsc.gov if there are plans to use subgrants of this nature in its delivery of legal services. Include in your email: a) the Applicant name, b) the Applicant number, c) Applicant contact information, d) the service area you are applying for, e) a brief description of the subgrant proposed, and f) the name of the proposed subgrantee, if available. Write “Subgrant” on the subject line of the email. LSC staff will contact you about this matter as soon as possible.

Award Period:  Grants awarded under this competitive process will be for periods of up to three years. LSC anticipates that most grants will be awarded for periods ranging between one and three years. Some grants may also be awarded for less than one year. Oversight on compliance with the terms of the grant, the LSC Act, regulations, guidelines, and instructions may be conducted during the grant period. Noncompliance with the grant terms, applicable laws, or regulations may result in termination of the grant award at any time during the grant period. Applicants awarded multi-year grants will be required to submit reports and grant renewal forms as part of the annual grant renewal process.

Availability of Funds:  The final LSC appropriation for FY 2011 is not currently known. For purposes of completing this application, it is anticipated that the FY 2011 funding level for grants will be similar to the level of funding appropriated for FY 2010, which was approximately $394 million.  However, LSC funding is subject to future Congressional action and there is no guarantee that this amount of funding will be available.
A list of service areas and estimated 2011 funding levels for each service area are in Appendix A of the RFP at www.grants.lsc.gov. The actual grant awards for individual service areas will be based on the amounts, terms, and conditions contained in the final FY 2011 appropriation, and calendar year 2000 census data.  These amounts and may vary significantly from the amount estimated. Revised budgets and plans, based on the final appropriation, may be required from all successful Applicants. LSC reserves the right to: 1) vary the amount awarded from the amount applied for; and 2) provide funding in graduated amounts to assist new recipients with start-up and transition.

III. SERVICE AREAS

Service Areas:  There are three types of service areas: Basic Field-General, Basic Field-Native American, and Basic Field-Migrant. The list of service areas for which 2011 grants are available is at www.grants.lsc.gov. Applicants may apply for grants for one or more of the service areas. LSC will not consider proposals to divide service areas into smaller units. Applicants must apply for the full amount of the grant funds available for the service area(s) included in their proposal.

After consideration of the grant applications, staff reports, and other available information, the LSC President shall determine the Applicants to be awarded grants. The President’s determination may include awarding a grant for one or more of the service areas competed for by an Applicant, or not awarding a grant to any of the Applicants for a particular service area.

If there are service areas for which no Applicant applies or for which there is no qualified Applicant, LSC has discretion to determine how legal services are to be provided to the service area. The options include, but are not limited to, enlarging the service area of a neighboring recipient or entering into a short term grant or contract with another qualified provider for the provision of legal services in the service area until the completion of a competitive grants process within a reasonable period of time. (See 45 C.F.R. §§ 1634.8, 1634.9).
Combining Service Areas:  If a successful Applicant is awarded more than one service area, LSC may in its discretion, combine the service areas into a single service area.

Full Range of Legal Services:  LSC seeks to fund proposals to provide a full range of legal services throughout each service area, consistent with the restrictions of the LSC Act and the appropriations acts. The proposal narrative guidelines (Section IX) require Applicants to describe plans to provide services to meet the most pressing legal needs of the eligible client population in the service area. Form G-12 (Projected Expenditures by Type of Activity) provides a listing of the types of cases and services typically undertaken on behalf of low-income clients.

Where Applicants plan to provide less than the full range of legal services to eligible clients in a service area, ​e.g., services limited to legal assistance in a single area of the law or a few areas of law such as housing, divorces, and bankruptcy, or proposals limited to a particular type of legal assistance such as advice, referral and brief service, the grant application will not be accepted, unless the Applicant demonstrates to LSC’s satisfaction, that it is or will be part of a delivery system that assures the availability of a full range of legal services in that service area. The grant application in its totality must meet this threshold requirement to be considered qualified.

The requirement to provide or assure the availability of a full range of legal services cannot rest on a mere assertion to do so. In the proposal narrative, the Applicant must affirmatively describe a collaborative arrangement with partners in the service area that develops and implements a delivery system that assures a full range of legal services. The Applicant must also describe the capacity of the participants in the collaborative arrangement to address issues and case types not handled by the Applicant.
IV. APPLICABLE LAW AND GRANT REQUIREMENTS  
Applicants should be thoroughly familiar with the provisions of the LSC Act, regulations and guidelines, and with the provisos contained in current and pending Congressional appropriations acts. Recipients will be required to comply with all requirements contained therein. As noted above, the terms and conditions of the RFP are subject to change, pending Congressional action on the FY 2011 appropriations and authorization bills.

Applicable Law:  Grants made pursuant to this solicitation will be subject to the LSC Act of 1974, as amended and applicable appropriations acts, all lawful requirements of the rules and regulations, policies, guidelines, instructions, and other directives of LSC. Any amendments or other applicable laws adopted during the period of this grant shall also apply. The LSC Act, as amended, can be found at 42 U.S.C. § 2996; the implementing regulations can be found at 45 C.F.R. Part 1600, et seq. The LSC regulation on competitive bidding for grants and contracts can be found at 45 C.F.R. Part 1634.  Public Law 111-117, the FY 2010 LSC Appropriations Act, identifies and incorporates, by reference, restrictions on recipients of LSC funds from 1996 to date.
The LSC Act of 1974 as amended and the LSC regulations are in the 2011 RFP Appendices at www.grants.lsc.gov (homepage).  The LSC appropriations acts, policies, guidelines and other directives are also at this site. Applicants are encouraged to review these documents prior to filing a competitive grant application.

The legal requirements noted above are included by reference in the LSC Grant Assurances (Form C) for  2011.  Applicants must certify that they will comply with the LSC Grant Assurances by signing and returning Form I (the LSC Certification Form) to LSC. Applicants should retain a copy of the Grant Assurances in their files, but should not return the Grant Assurances to LSC. Successful Applicants may be required to sign additional special grant conditions.

LSC will fund only those Applicants capable of delivering high quality legal services. Therefore, Applicants will be evaluated according to the LSC Act and regulations, the LSC Performance Criteria, the ABA Standards for Programs Providing Civil Pro Bono Legal Services to Persons of Limited Means, and the ABA Standards for the Provision of Civil Legal Aid, except where the provisions of the Criteria and ABA Civil Standards conflict with applicable law or other funding restrictions. The LSC Performance Criteria and the ABA Standards are found at www.grants.lsc.gov.
LSC supports and encourages planning efforts that promote comprehensive, statewide integrated delivery systems. The LSC Performance Criteria emphasize the value and importance of such coordination and planning. LSC Program Letters 02-3, 02-2, and 2000-7, require LSC recipients to engage in a statewide planning process.  LSC Program Letters and LSC Performance Criteria are at www.grants.lsc.gov.  LSC considers formal arrangements, such as mergers and consolidations to be consistent with the competitive process. However, certain actions by Applicants such as, specific agreement among potential competitors, including current recipients, not to compete for a particular service area or to assign who will compete for particular service areas, may have implications under Federal and state antitrust laws. Applicants interested in pursuing voluntary mergers should consult antitrust counsel before taking actions or entering into agreement(s) that could be viewed as restraining competition. 
General LSC Reporting Requirements:  All recipients of LSC funds will be subject to compliance oversight for the period of the grant award. This will include, but will not be limited to, audits conducted according to the LSC Audit Guide for Recipients and Auditors and the Accounting Guide for LSC Recipients (2010 edition).  LSC may require submission of periodic reports of program activity and financial status during the grant period. Additionally, the LSC Act authorizes LSC to require reports and other information from recipients to assure compliance with LSC regulations and other requirements. LSC reporting requirements are at www.grants.lsc.gov.
Nondiscrimination:  No person or entity shall be discriminated against in the awarding of these grants on the basis of race, gender, age, color, national origin, religion, disability, sexual orientation or any other basis prohibited by law. LSC policy requires the adoption of employment policies and procedures that meet the requirements of applicable laws prohibiting employment discrimination, and requires recipients to take affirmative action to ensure equal employment opportunity. LSC expects to fund those Applicants whose employment policies and practices indicate an organizational value of diversity in employment.

Freedom of Information Act:  The Freedom of Information Act and the associated LSC regulation may require the release of certain grant applications or documents to the public. In general, during the competition process, LSC will not release any competitive grant documents that would cause competitive harm to an Applicant.  For specific guidance on the availability of information submitted by any Applicant, both before and after grants are awarded, refer to LSC's Freedom of Information Act regulation, 45 C.F.R. Part 1602,  and the Preamble to the Competitive Bidding for Grants and Contracts regulation, 45 C.F.R. Part 1634.
V. APPLICATION PROCESS AND INSTRUCTIONS

Submission Procedures: All competitive grant documents are transmitted electronically.  The documents listed below must be converted to PDF files and then uploaded at www.grants.lsc.gov.  Once at the site, login using your primary email address and password, click on the related “Application Submission” link then click on “Uploads.”  Upload the following documents as separate PDF files:  
· Applicant PAI plan (PAI Plan)
· Applicant Technology Plan (Tech Plan)
· Certification Form (Form I)
· Attachment 2 of the RFP Narrative Instruction (Subgrant Certification)
· Performance Evaluations or Monitoring reports by non-LSC funders, regulatory agencies, or evaluators (PEM)
· Financial Audits for three years (Applies only to Applicants that are not current LSC recipients) (Audits)
Use the individualized upload links for the corresponding document being uploaded. Use only the six digit Applicant number and the document name as the file name. For example, if your Applicant number is 111000, and you are uploading the PAI plan, the PDF file name would be 111000PAI Plan.pdf.

All other competitive grant forms, including the proposal narrative (Form L), will also be transmitted electronically at www.grants.lsc.gov. Refer to page 15 for details. Send any inquiries about submission procedures to competition@lsc.gov. Applicants will certify compliance with the LSC Grant Assurances by signing Form I (the LSC Certification Form). Applicants should retain a signed copy of the LSC Grant Assurances in their files, but should not return the Grant Assurances (Form-C) to LSC. Do not submit copies of any documents that are not requested by LSC. Video and audio presentations will not be accepted.

Notice of Intent to Compete: Applicants are reminded that in order to submit a grant proposal, they must first submit a Notice of Intent to Compete (NIC). The NIC (Form H) is at www.grants.lsc.gov.
Nonconforming Submissions: Applications determined to be substantially incomplete or nonconforming upon first submission will be rejected. For applications determined to be substantially complete, but in need of minor amendment, LSC will notify the Applicant of the need for amendment. Applicants will be given seven calendar days from their receipt of the notice to revise and deliver a conforming and complete application to LSC. Applicants who fail to complete and/or revise the application within the designated time period will be disqualified.

New Applicants: Applicants who have not previously received a grant from LSC must respond to each RFP inquiry, unless otherwise indicated. If the Applicant does not yet have a particular system, strategy, procedure, policy, task, or activity in place at the time the grant application is submitted to LSC, the narrative must demonstrate the Applicant’s capacity and plans for adopting a particular system, strategy, procedure, policy, or for accomplishing a task or activity.

Notice of Intent to Withdraw Application:  Applicants who wish to withdraw their application submission must notify LSC in writing as soon as possible.  Include the Applicant name and service area code(s) of the service area(s) for which the application is being withdrawn.  The withdrawal notification must be signed by the Applicant and dated.  Once the notice is signed, convert it to PDF and email it to competition@lsc.gov. No notice is required if a potential Applicant has submitted a Notice of Intent to Compete but does not submit a completed application.

Instructions on Format:  Applicants applying for multiple service areas (i.e., basic field-general, basic field-migrant, and/or basic field-Native American) must submit a proposal narrative that addresses the primary service area (i.e., the service area receiving the larger LSC grant) and a separate narrative supplement for each of the other service areas (see pages 18-20 for details).  The application narrative and narrative supplements must:

1. include headers containing the following information: “Proposal Narrative,” or (“Narrative Supplement” if applicable) the Applicant’s name, the six digit Applicant number; and the service area code for each service area for which the Applicant is applying 

2. be double-spaced (single spaced submittals will be returned)

3. use a standard font type not less than 12 points

4. be numbered and outlined pursuant to Attachment  1
5. not exceed specified page limits  
6. have one-inch margins on the top, bottom, left, and right 

Acknowledgment of Receipt:  Applicants will receive an email acknowledging LSC receipt of grant documents.  All emails pertaining to the grant including acknowledgments are sent to the Applicant’s primary email address.  For purposes of the grant, the primary email address is the one entered in the LSC grants login page at www.grants.lsc.gov.

Applicant Informational Session:  LSC will conduct an Applicant Informational Session Wednesday, May 5, 2010 (2:00 p.m. E.D.T.) to respond to Applicants’ questions concerning this RFP. This is a free telephonic conference.  It is designed to provide an understanding of the information needed to prepare the 2011 grant proposal and to promote participation in the competition process.  Registration materials for this telephonic conference are found at www.grants.lsc.gov.  Applicants will have an opportunity prior to and during the session to email questions to LSC for response.  Applicants are encouraged to participate in the telephonic conference.  Additionally, LSC publishes frequently asked questions and responses at www.grants.lsc.gov.  
VI.
APPLICATION REVIEW AND SELECTION PROCESS
Application Review:   Proposals are reviewed pursuant to the procedures required by 45 C.F.R. Part 1634.  For service areas where there is a single Applicant, LSC staff completes the proposal review and prepares a funding recommendation. In addition to its own review, LSC reserves the right to have the proposal reviewed by an outside reviewer.

For service areas with more than one qualified Applicant, LSC will convene a review panel of outside evaluators. The review panel will review the applications and any summaries prepared by LSC, and will make recommendations to LSC regarding awards for the service areas. In addition to the outside review panel process, LSC will evaluate the applications through an internal staff review process. Both the review panel recommendation and the staff recommendation will be considered by LSC in making its final funding decision.

For both single and multiple applicant service areas, LSC may undertake site visits with some or all Applicants before making final grant decisions.

Selection Criteria:  A primary criterion for LSC’s consideration of all applications is the use of limited LSC resources to produce high quality, effective and economical legal assistance that seeks to meet the most pressing legal needs of eligible clients. For guidance regarding this primary criterion, Applicants are directed to the LSC Act and regulations, the LSC Performance Criteria, the ABA Standards for the Provision of Civil Legal Aid, and the ABA Standards for Programs Providing Civil Pro Bono Legal Services to Persons of Limited Means. Applicant evaluations are based on the LSC Act, LSC regulations, LSC Performance Criteria, and the ABA Standards, except where those provisions are in conflict with applicable law or other funding restrictions. These documents are at www.grants.lsc.gov.

LSC evaluates each application according to the nine selection criteria contained in the LSC regulation on competitive bidding for grants and contracts, 45 C.F.R. § 1634.9. As outlined in these Instructions in Section IX, Guidelines for Proposal Narrative, each Applicant must demonstrate its ability to meet the selection criteria listed below.

1. Whether Applicant has a full understanding of the most pressing needs of the eligible clients in the area to be served. 45 C.F.R. § 1634.9(a)(1).

2. The quality, feasibility, and cost-effectiveness of the Applicant's legal services delivery and delivery approach in relation to the LSC Performance Criteria and the ABA Standards for the Provision of Civil Legal Aid, as evidenced by, among other things, the Applicant's experience with the delivery of the type of legal assistance contemplated under the proposal. 45 C.F.R. § 1634.9(a)(2).

3. Whether the Applicant's governing or policy body meets or will meet all applicable requirements of the LSC Act, regulations, guidelines, instructions and any other requirements of law in accordance with a time schedule set out by LSC. 45 C.F.R. § 1634.9 (a)(3).

4. The Applicant's capacity to comply with all other applicable provisions of the LSC Act, rules, regulations, guidelines and instructions, as well as with ethical requirements and any other requirements imposed by law. Evidence of the Applicant's capacity to comply with this criterion may include, among other things, the Applicant's compliance experience with LSC or other funding sources or regulatory agencies, including, but not limited to, Federal or State agencies, bar associations or foundations, courts, IOLTA programs, and private foundations. 45 C.F.R. § 1634.9(a)(4).

5. The reputations of the Applicant’s principals and key staff. 45 C.F.R. § 1634.9(a)(5).

6. The Applicant's knowledge of the various components of the legal services delivery system in the State and its willingness to coordinate with the various components as appropriate to assure the availability of a full range of legal services, including: (a) its capacity to cooperate with State and local bar associations, private attorneys and pro bono programs to increase the involvement of private attorneys in the delivery of legal assistance and the availability of pro bono legal services to eligible clients; and (b) its knowledge of and willingness to cooperate with other legal services providers, community groups, public interest organizations and human services providers in the service area. 45 C.F.R. § 1634.9(a)(6).

7. The Applicant’s capacity to develop and increase non-LSC resources. 45 C.F.R. § 1634.9(a)(7).

8. The Applicant’s capacity to assure continuity in client services and representation of eligible clients with pending matters. 45 C.F.R. § 1634.9(a)(8).

9. The Applicant does not have known or potential conflicts of interest, institutional or otherwise, with the client community and demonstrates a capacity to protect against such conflicts. 45 C.F.R. § 1634.9(a)(9).
VII.  AWARD NOTIFICATION AND GRANT NEGOTIATION

Grant Negotiations:  LSC may, at its discretion, conduct discussions and/or site visits with some or all Applicants before making final grant decisions. Applicants may be subject to additional grant conditions as part of the final grant award.

Transition Issues:  LSC seeks to implement this competitive grant process with the least amount of disruption to current clients and the client community at large.  Specific transition plans will be developed with input from the parties affected by the funding decision, as appropriate, to help accomplish an orderly transition. At the point that a decision has been made to fund an Applicant, LSC will contact that Applicant to assist in preparation of a specific transition plan. All parties affected by the funding decision are required to actively participate in an orderly transition process and work to resolve any transition issues to the satisfaction of LSC. Transition plans must demonstrate to the satisfaction of LSC that client services are not interrupted throughout the service area during the transition period. LSC shall make the final determination about transition plans and funding to assure that services to clients are not interrupted.

Final Award Decisions:  Final award decisions are made by the President of LSC. In making the final awards, LSC may award a grant or contract to an Applicant for a period of up to three years. LSC reserves the right to choose other alternatives to ensure the provision of legal assistance to the service area.

VIII.  APPLICATION COMPONENTS
A complete competitive grant application consists of the documents and forms listed in the chart on the next page.  The chart identifies the required document format and the file naming conventions where applicable.  Applicants must transmit all grant documents and forms to LSC from www.grants.lsc.gov.

For uploaded files use only the six digit Applicant number and the document name as the file name.    For example, if your Applicant number is 111000, and you are uploading the PAI plan, the file name would be 111000PAI Plan.pdf.  To upload files, go to www.grants.lsc.gov, click on the related “Application Submission” link then click “Uploads.”
For all other files, go to www.grants.lsc.gov, click on the related “Application Submission” link, select the appropriate form, enter the required data, and click the submit button after data entry is complete.  Email any questions regarding this matter to the competition service desk at competition@lsc.gov.

	Document / Form Name
	Submission Format
	File Naming

Convention

	Proposal Narrative (and Narrative Supplement) – (Form L) 
Upload Form L with the following documents attached as one file:

· Overview of the Applicant’s organization and delivery system and organization chart. (page 53) Attach the overview and organization chart on top of Form L.

· Resumes, List of References, List of Disciplinary Complaints, List of Malpractice Lawsuits (pages 17-18), Subgrant information (pages 8 and  39), Governing/ Policy Body Plan (page 41), and Applicant Staff Contact Information (page 51).  Attach this information in this order below Form L.      
	Upload

as a

MS Word (.doc)

or 

WordPerfect

(.wpd)

file


	Applicant# Form L.doc

(for MS Word files)

or

Applicant# Form L.wpd

(for WordPerfect files)



	PAI Plan (PAI Plan) (page 31)
	Upload PDF
	Applicant# PAI Plan.pdf

	Subgrant Certification (Subgrant Certification) (RFP Attachment 2, page 50).
	Upload PDF
	Applicant# subgrant certification.pdf

	Technology Plan (Tech Plan) (RFP Attachment 4, page 52)
	Upload PDF
	Applicant # Tech Plan.pdf

	Performance evaluations and monitoring reports (PEM) by non-LSC funders, regulatory agencies, or evaluators within the past thirty-six months, if any
	Upload PDF
	Applicant# PEM.pdf

	Financial audit reports (Audit) for the last three years and the appropriate management letters, if available.  (Applies only to Applicants that are not LSC Recipients)
	Upload PDF
	Applicant# Audit.pdf

	Budget Forms — Form D 
	Enter data,

click submit
	No file name required

	Governing/Policy Body Form — Form F 
	Enter data,

click submit
	No file name required

	Projected Expenditures by Type of Activity —Form G-12 
	Enter data,

click submit
	No file name required

	Notice of Intent to Compete — Form H 
	Enter data,

click submit
	No file name required

	Technology Forms — Form K 
	Enter data,

click submit
	No file name required

	Certification Form (Form I)
	Upload PDF
	Applicant# Form I.pdf


The components of the application are described below.  Applicants must not exceed the page limits established for specific portions of the application.   Supplemental documentation should be limited to items specifically requested in the application.  No other supporting materials will be accepted unless requested by LSC.

1. Proposal Narrative:  Applicants applying for more than one service area type must submit a proposal narrative that addresses the primary service area (i.e., the service area receiving the larger LSC grant) and a separate narrative supplement for each additional service area type.  The proposal narrative provides a comprehensive framework and description of all aspects of the proposed legal services delivery approach.  Write the proposal narrative so that it clearly describes the proposed legal services delivery approach in a manner that is self-explanatory to reviewers unfamiliar with prior relevant activities of the Applicant.  Use the proposal narrative outline included with this RFP (Attachment 1) to prepare the proposal narrative and the narrative supplement(s).  The proposal narrative must be concise, well organized, and contain all the information necessary for reviewers to understand the proposed delivery approaches.  Spell out all acronyms and explain terminologies and concepts used.  LSC has prepared a general guidance memorandum to assist Applicants in responding to the Request for Proposals. The guidance memorandum is at www.grants.lsc.gov.  The specific guidelines and criteria that must be addressed in the proposal narrative are detailed in these Instructions in Section IX.  Applicants seeking funding for a service area with a poverty population of one million or more persons are allowed up to an additional ten double-spaced pages for the proposal narrative.  

2. Optional LRI Submission:  The LSC Resource Information website (LRI, located at www.lri.lsc.gov) is an online library containing innovative delivery approaches, strategies and tools.  LRI provides materials on topics such as:  quality, foreclosure projects, case management systems, intake, PAI, technology, and pro se.  LRI also contains links to LSC and non-LSC funded civil legal services providers and other law-related organizations and institutions.  
LSC is providing Applicants an opportunity to join their colleagues in showcasing novel or particularly effective delivery strategies. Applicants may have two pages per service area to describe innovative techniques or ideas that promote collaborative partnerships and/or quality legal services to low-income people.  

Title these pages “LRI.”  Applicants may address any topic that promotes legal services delivery.  Contact Monica Holman Evans, if you have questions about this opportunity or for general information about LRI at: lri@lsc.gov. Applicants are encouraged to visit www.lri.lsc.gov regularly for model concepts and “best practices” in legal services delivery.  

A weight will not be assigned to this “LRI” section of the RFP, nor will it impact grant award decisions.  With the Applicant’s permission, LSC may feature selected innovative techniques or ideas on LRI.  An Applicant’s response to this section of the RFP will not count against the Applicant’s page limit for the proposal narrative.  
3. PAI Plan:  Refer to page 31 of this Narrative Instruction for details on preparing the PAI Plan.  Applicants should provide this information in electronic form only.  Upload this information as a separate PDF file.  This information does not count against the proposal narrative page limit.  
4. Subgrant information:  Refer to page 39 of this Narrative Instruction for details on preparing subgrant information.  Applicants should provide this information in electronic form only.  Include this information with and below the application narrative.  This information does not count against the proposal narrative page limit.  (See page 8 before preparing subgrant information.)
5. Technology Plan:  Refer to Attachment 4 on page 52 of this Narrative Instruction for details on preparing the Technology Plan.  Applicants should provide this information in electronic form only.  Upload this information as a separate PDF file.  This information does not count against the proposal narrative page limit.  
6. Grant Assurances Form (Form C).  LSC grant assurances delineate the rights and responsibilities of LSC and the recipient pursuant to the provisions of the grant.  Form C will be available during the month of August.  LSC will notify Applicants of the specific August date once that information is available.  Applicants will retain a copy of the LSC Grant Assurances in their grant files.  Do not return the Grant Assurances to LSC.  
7. Budget Forms (Form D):  These forms collect projected expense and revenue data. The forms and instructions are provided at www.grants.lsc.gov.

8. Governing/Policy Body Form (Form F):  This form captures the name of the appointing organization and resume information for each governing/policy body member.  The governing/policy body form and instructions are at www.grants.lsc.gov.  Note:  LSC requires a governing/policy body plan if Applicant is not a current LSC recipient, and from current recipients if applying for a different or additional service area since the most recently filed competitive grant application.  See Section IX, Part 3B (Other Required Documents – Governing/Policy Body) of this document and Form F Instructions for details on preparing a governing/policy body plan.  
9. Projected Expenditures by Type of Activity (Form G-12):  This form collects projected expenditures for cases, other services (formerly referred to as matters), and supporting activities.  The form and instructions are at www.grants.lsc.gov.  
10. Notice of Intent to Compete (Form H):   Applicants must submit this form to participate in the competition process.  This form collects names and resume information of the principals, key staff, and governing/policy body members.  The form and instructions are at www.grants.lsc.gov. 
11. Applicant Certification (Form I):  All Applicants will use Form I to certify compliance with the LSC Grant Assurances (Form C) and other requirements specified on Form I.  Form I will be available during the month of August.  LSC will notify Applicants of the specific August date once that information is available.
12. Technology Forms (Form K):  This form collects information about current office technology (hardware and software) and is different from the Technology Plan.  Instructions for preparing the technology forms are at www.grants.lsc.gov. 

13. Requisite Attachments. 

Applicants must submit:
(a)
Resumes of the Executive Director (CEO or functional equivalent), Governing/Policy Body Chair, Chief Financial Officer, Litigation Director, or other most senior attorney(s), if known.  For lawyers and law firms, provide the resumes of no more than ten of the partners, senior associates, and administrative managers who will be most involved in management or service delivery if a grant is awarded. 
(b)
List of up to five professional references for the Applicant’s organization or, in the case of a new 
organization, Applicant’s principals.  Provide email addresses, fax numbers, mailing addresses, 
and telephone numbers.  Do not submit letters of reference or letters of recommendation. 
(c) List of professional disciplinary complaints, criminal convictions, civil contempt, and malpractice lawsuits and/or claims made against the Applicant or any of its attorneys during the past thirty-six months.  List all pending lawsuits and/or claims against the Applicant, regardless of the date of the lawsuit or the date the claim was initiated.  If the Applicant has not had any, state “There have been no disciplinary complaints, criminal convictions, civil contempt, and malpractice lawsuits and/or claims made against the Applicant or any of its current attorneys during the past thirty-six months.  There are no pending lawsuits and/or claims against the Applicant.”
Attach items (a) through (c) below the proposal narrative.  Transmit this information (along with the proposal narrative) electronically at www.grants.lsc.gov.  This information will not count as part of the application narrative pages.  Include the appropriate heading for each listing.

(d) One copy of all performance evaluations and evaluation/assessment reports by non-LSC funders, regulatory agencies, or evaluators within the past thirty-six months, if any.  These documents should be converted to PDF and transmitted to LSC using the Upload Site located at www.grants.lsc.gov.


Applicants that are not current LSC recipients must also submit:
(e) One copy of independent financial statement audits for the last three years and the appropriate management letters, if available.  These documents should be converted to PDF and transmitted to LSC using the Upload Site located at www.grants.lsc.gov.

Applicants may be required to submit additional materials prior to the final award of grant funds.

IX.
GUIDELINES FOR PROPOSAL NARRATIVE
General Guidelines:  The primary criterion for LSC’s consideration of all applications is the use of limited LSC resources to produce high quality, effective, and economical legal assistance that seeks to meet the most pressing legal needs of eligible clients within a comprehensive, integrated statewide delivery system.

LSC will evaluate each application according to nine specific selection criteria, which are contained in the LSC regulation on competitive bidding for grants and contracts, 45 C.F.R. § 1634.9, and listed on pages 13-14 of the RFP.  The proposal narrative incorporates these criteria, and together with the required forms, supplemental documentation, and other information available to LSC, will provide the basis for LSC's award decisions.

Applicant’s narrative descriptions must be responsive to the information requested.  Use the Proposal Narrative Outline (Attachment 1) to prepare the proposal narrative and the narrative supplements.  Failure to use this outline will result in disqualification from the 2011 competitive process.  Applicants must submit all required forms and required supplemental documentation.  The proposal narrative must not exceed 50 double-spaced pages (unless more than one service area is applied for, or the poverty population for a single service area equals or exceeds one million persons).

Weighting of the Narrative:  To assist Applicants in their decisions concerning emphasis of the narrative, the particular weight that will be given to sections of Part 1 of the narrative has been indicated. 

Applications for Multiple Service Areas:   Applicants may seek funding for more than one service area.  Applicants must indicate all services areas applied for at the top of the proposal narrative.  It is possible that LSC will not grant an award for every service area sought. 

Application Narrative Requirements: (The following is guidance to Applicants applying for a single service area or for multiple service areas.): 

a. Applications for only a single Basic Field-General service area must respond to all applicable topics in the RFP.  The page limit for these grant applications is 50 double-spaced pages.

b. Applications for only a single Basic Field-Migrant service area must respond to all applicable topics in the RFP.  The page limit for these grant applications is 50 double-spaced pages.

c. Applications for only a single Basic Field-Native American service area must respond to all applicable topics in the RFP.  The page limit for these grant applications is 50 double-spaced pages.

d.
Applications for Basic Field-General and Basic Field-Migrant service areas will comprise:

1. a narrative, not to exceed 50 double-spaced pages, for the service area receiving the largest LSC grant

2. a 15-page, double-spaced separate narrative supplement for the service area receiving the smaller LSC grant 

The narrative and the separate narrative supplement must be formatted according to the Proposal Narrative Outline included with this RFP as Attachment - 1, and respond to all topics in the RFP. 

Applicants must follow the highlighted instructions enclosed in boxes at the beginning of each RFP topic.  Failure to do so will result in the application being returned.  For each RFP topic in which activities are the same for the Basic Field-Migrant service area and the Basic Field-General service delivery, the Applicant should state in the narrative supplement that: “Applicant services and activities are the same for Basic Field-General and Basic Field-Migrant service delivery.”
e.
Applications for Basic Field-General and Basic Field-Native American service areas will comprise:

1. a narrative, not to exceed 50 double-spaced pages, for the service area receiving the largest LSC grant

2. a 15-page, double-spaced separate narrative supplement for the service area receiving the smaller LSC grant

The narrative and the separate narrative supplement must be formatted according to the Proposal Narrative Outline included with this RFP as Attachment - 1, and respond to all topics in the RFP.  

Applicants must follow the highlighted instructions enclosed in boxes at the beginning of each RFP topic.  Failure to do so will result in the application being returned. For each RFP topic in which activities are the same for Basic Field-Native American service delivery as they are for Basic Field-General service delivery, the Applicant should state in the narrative supplement that: “Applicant services and activities are the same for Basic Field-General and Basic Field-Native American service delivery.”
Application Narrative Requirements (continued): 

f. Applications for Basic Field-Native American, Basic Field-Migrant, and Basic Field-General service areas will comprise:

1. a narrative, not to exceed 50 double-spaced pages, for the service area receiving the largest LSC grant

2. a 15-page, double-spaced separate narrative supplement for each of the remaining service areas receiving the smaller LSC grants

The narrative and the separate narrative supplement must be formatted according to the Proposal Narrative Outline included with this RFP as Attachment - 1, and respond to all topics in the RFP. 

Applicants must follow the highlighted instructions enclosed in boxes at the beginning of each RFP topic.  Failure to do so will result in the application being returned.  For each RFP topic in which activities are the same for Basic Field-Native American service delivery, Basic Field-General, or for Basic Field-Migrant service delivery, the Applicant should state in the narrative supplement that: “Applicant services and activities are the same for Basic Field-General, and Basic Field-Native American, or Basic Field-Migrant service delivery.”
g. Applications for two Basic Field-General service areas will comprise:

1. a narrative, not to exceed 50 double-spaced pages, for the service area receiving the largest LSC grant

2. a 15-page, double-spaced separate narrative supplement for the service area receiving the smaller LSC grant

The narrative and the separate narrative supplement must be formatted according to the Proposal Narrative Outline included with this RFP as Attachment - 1, and respond to all topics in the RFP. 

Applicants must follow the highlighted instructions enclosed in boxes at the beginning of each RFP topic.  Failure to do so will result in the application being returned. For each RFP topic in which activities are the same for the primary service delivery component as they are for the secondary service delivery component, the Applicant should state in the narrative supplement that: “Applicant services and activities are the same for each Basic Field General service area.”
Applicants are required to stay within the page limits noted above.  Applications that exceed the page limits will be returned.
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LEGAL SERVICES CORPORATION

REQUEST FOR PROPOSALS – Application Narrative Requirements
PART 1 -- PROPOSED DELIVERY SYSTEM 

In this section of the narrative, the Applicant should describe its proposed legal services delivery approach in relation to the LSC Act and regulations, the LSC Performance Criteria, the ABA Standards for the Provision of Civil Legal Aid, and the ABA Standards for Programs Providing Civil Pro Bono Legal Services to Persons of Limited Means.  Applicants will be evaluated according to LSC regulations, the LSC Performance Criteria and the ABA Civil Standards, except where the LSC Performance Criteria or ABA Standards conflict with current law or other funding restrictions.  

Particular attention should be given to the quality, feasibility, and cost-effectiveness of the selected delivery approaches. Applicants will be evaluated regarding their active participation in an integrated delivery system, which seeks to make the most efficient use of all resources, strives for innovations in delivery mechanisms, and creatively involves the private bar.  Where the answer to an inquiry involves work that is being done collaboratively within the state delivery system, please discuss that.  For example, discuss the collaborative resource development efforts in the answer on resource development.  

Except where otherwise noted, responses to inquiries requiring statistical data projections (e.g., projected outcomes) will reflect projections for the first full year of the grant period.
Performance Area One: 







Weight:  15% 

Effectiveness in identifying the most pressing civil legal needs of low-income people in the service area and targeting resources to address those needs 

Note to Applicants applying for Basic Field-General and/or Basic Field-Native American and/or Basic Field-Migrant service areas:  needs assessment, most pressing legal needs, priority setting, and other available legal resources typically vary for different service area types and population groups.  Applicants must specifically describe these aspects of the delivery system in their responses to the inquiries below for each service area in separate proposal narratives. The proposal narrative for the service area receiving the largest LSC grant shall not exceed 50 double-spaced pages.  The proposal narrative for each of the remaining service areas (i.e., the proposal narrative supplements) shall not exceed 15 double-spaced pages.    

Each narrative must be formatted using the Proposal Narrative Outline (Attachment - 1), and respond to all topics in the RFP.  Failure to do so will result in the application being returned.  Refer to the “Application Narrative Requirements” for further detail.
Performance Area One, Criterion 1


Periodic comprehensive assessment and ongoing consideration of the most pressing legal needs:
1. Discuss Applicant’s efforts to assess the legal needs of the client community:   
a. State when the most recent comprehensive assessment to identify the most pressing civil legal needs and problems of the low-income population was conducted and when the Applicant plans to conduct the next comprehensive assessment.  
b. Copy and paste the chart below into the proposal narrative, complete it by placing an “x” in the appropriate boxes to identify the method(s) used to obtain input from each constituency.   
Performance Area One, Criterion 1


Periodic comprehensive assessment and ongoing consideration of the most pressing legal needs:
	
	Constituency
	Data Collection Methods

	
	
	Phone and/or

In-person Interviews
	Surveys
	Focus

Groups
	Meetings
	Other

(identify)

	1
	Low-income persons
	
	
	
	
	

	2
	Community Organizations
	
	
	
	
	

	3
	Social Services Organizations
	
	
	
	
	

	4
	Courts
	
	
	
	
	

	5
	Other legal services providers
	
	
	
	
	

	6
	Private Bar 
	
	
	
	
	

	7
	Program Staff
	
	
	
	
	

	8
	Program Board
	
	
	
	
	

	9
	Other (please specify)
	
	
	
	
	


c. Copy and paste the chart below into the proposal narrative and complete it by placing an “x” in the appropriate boxes to indicate whether Applicant used data from the sources or tools identified in the chart.   
	Data Sources and Tools

	1
	Census data (e.g., demographic data, employment data)  
	

	2
	Other legal needs studies (e.g., statewide needs studies, needs studies of similar service areas)  
	

	3
	Geographic Information Systems (GIS) mapping  
	

	4
	Other information (e.g., other government data, studies conducted by academics, business groups, or nonprofits)  
	

	5
	Intake data on cases not accepted   
	

	6
	CMS data regarding case types/problem codes closed with extended or limited service  
	

	7
	CMS data showing geographic location of Applicants for service and clients  
	

	8
	Other (describe below)  
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Performance Area One, Criterion 1


Periodic comprehensive assessment and ongoing consideration of the most pressing legal needs: (continued):
2. Discuss how the Applicant identifies the legal problems and needs of those with special access challenges and those who are uniquely or disproportionately affected by specific legal issues such as:   
· populations with limited English proficiency (LEP) 

· individuals with disabilities 

· homeless people

· individuals with limited literacy
· seniors 

· children 

· rural residents
· individuals who lack transportation
· institutionalized individuals
3. List and briefly discuss the most pressing legal needs and problems Applicant identified in the service area.   
4. Regarding legal needs and problems that emerge in the periods between the comprehensive legal needs assessments, describe:   
a. how the Applicant identifies those  legal needs and problems  
b. any new pressing legal needs and problems Applicant  identified within the past twenty-four months  
c. the response(s) and adjustment(s) Applicant made to  its work and delivery system to address those newly-identified legal problems and needs  
Performance Area One, Criterion 2  


Setting goals and objectives, developing strategies and allocating resources:

1. Describe the analytical process(es) used to determine the priorities adopted and resources allocated based on Applicant’s determination of the most pressing and new civil legal needs and problems set forth in response to inquiry #3 and #4 in Criterion 1 above.  Identify the individuals by job title (e. g., board member, executive director) that played the lead roles in these processes and identify the specific activities each performed.  
2. What priorities have been adopted by the Applicant? For each priority, list: a) goals, b) strategies [“cases” and “other services”], and c) desired outcomes.  An example of a narrative response for one priority is shown on the following page.  Applicants are required to use the format below.  This response should be no longer than five pages.   
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Performance Area One, Criterion 2  


Setting goals and objectives, developing strategies and allocating resources (continued):

	EXAMPLE

Priorities

“Housing” or “Maintaining the stock of decent, affordable housing” 

A. Goals 

1. Maintain the stock of rental housing for low-income persons

2. Improve the condition of  rental housing for low-income persons

3. Ensure that the laws protecting tenancies for low-income persons are exercised and enforced
B. Strategies

1. Cases

· Eviction cases (other than non-payment of rent) 

· Habitability cases 

· Other meritorious housing cases to the extent resources allow

2. Other services
· Produce and distribute pamphlets on landlord/tenant law, public housing tenants rights and security deposit law (this material is available from a statewide website)
· Do community education session on landlord/tenant rights 
· Work with Sheriffs’ departments on handling of “self-help evictions”
· Work with local FmHA office to improve enforcement of tenant rights in FmHA rental property

C. Desired outcomes 

1. 50 private tenant and 10 public housing tenant families are successful in retaining their residences through cases undertaken

2. The conditions of 25 rental apartments/houses are improved by cases handled

3. The Sheriffs’ departments enforce the state law prohibiting self-help evictions by landlords

4. The FmHA office assures that landlords follow the proper administrative steps before going to court in eviction proceedings

5. The pamphlets listed above are produced and distributed effectively to reach the client-eligible population in this service area  (e.g., the existence of the website and the ways to access the website are generally known in the client community) 

6. The landlord/tenant law community education session is given in each of the service area’s counties with sufficient publicity, where interested members of the client-eligible population would have the opportunity to attend and learn from it 


3. Discuss the ways the Applicant’s priorities reflect an analysis of the availability of other providers and resources in the service area that can help meet the identified legal needs and problems.  For example, such organizations may provide legal assistance to address pressing needs not within the Applicant’s priorities, perform extended service or other assistance that augments the Applicant’s work, or conduct work restricted by LSC regulations.   
Performance Area One, Criterion 3

Implementation: 


Note to Applicants:

Performance Area One, Criterion 3 addresses implementation of goals, objectives and strategies.  The RFP addresses these topics elsewhere.  They are not repeated here.

Performance Area One, Criterion 4

Evaluation and adjustment:
1. State whether Applicant has internally evaluated the efficiency and effectiveness of its advocacy and delivery system and identify the aspects of the system (e.g., intake, pro se, limited service, extended service, community legal education, private attorney involvement) that were evaluated.   
2. State whether (and by whom) Applicant’s delivery system or aspects of Applicant’s delivery system (e.g.,  intake, pro se, limited service, extended service, community legal education, private attorney involvement) has been evaluated by external organizations in the last twenty-four months.  State whether (and by whom), if known, Applicant’s delivery system will be externally evaluated within the next twenty-four months.   
3. Describe the ways and the extent to which Applicant performance is measured against the “desired outcomes” identified in the Applicant’s priorities.   
4. Only for current LSC grant recipients - Review your last LSC competitive grant application (Section A). State the three most significant priorities from that application and discuss the extent to which you did or did not meet the projected outcomes from those priorities.  
5. Discuss how client satisfaction with Applicant’s services is determined and summarize the results of the most recent assessment.    
	Relevant Regulation:
	45 C.F.R. Part 1620

	Relevant ABA Standards:
	2.1, 2.2, 2.3, 2.6, 2.11, 3.1-3.6
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Performance Area Two:







Weight:  20%

Effectiveness in engaging and serving the low-income population throughout the service area.  A program must have effective relations with its clients, on both an individual and service area-wide basis.  Performance Area Two sets forth the core values and tenets for creating and maintaining effective relations with clients.
Note to Applicants applying for Basic Field-General, and/or Basic Field-Native American, and/or Basic Field-Migrant service areas:  intake systems, outreach, and office and staffing structure typically vary for different service area types and population groups.  In responding to these inquiries Applicants are required to discuss the strategies employed for each service area in separate proposal narratives. The proposal narrative for the service area receiving the largest LSC grant shall not exceed 50 double-spaced pages.  The proposal narrative(s) for each of the remaining service areas (i.e., the proposal narrative supplements) shall not exceed 15 double-spaced pages.  

Each narrative must be formatted using the Proposal Narrative Outline (Attachment - 1), and respond to all topics in the RFP.  Failure to do so will result in the application being returned.  Refer to the “Application Narrative Requirements” for further detail.
Performance Area Two, Criterion 1 

Dignity and sensitivity:
1. Respond to each of the inquiries below pertaining to the Applicant’s intake system.
a. Briefly describe Applicant’s intake system.  Is Applicant’s intake process centralized or coordinated among offices and units, or is intake handled separately by each office or unit?  Explain.    
b. What are the days/hours Applicant is open for intake by (i) telephone, (ii) walk-in, and (iii) email or other method in each office/unit.   
c. Discuss Applicant’s criteria for processing walk-in applications such as emergencies only, no home telephone, traveled a significant distance to office, etc.  
d. Does Applicant accept toll-free telephone calls at each office/unit that processes intake applications?  If not, explain.  
e. Does Applicant require prospective clients to complete written applications or questionnaires as part of the intake process?  If so, explain why this information is not obtained through telephone or in-person interviews.   
f. State the date of Applicant’s most recent written intake procedures and policies and describe the three most notable changes from prior procedures and policies.   
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Performance Area Two, Criterion 1 

Dignity and sensitivity: (continued)
2. Discuss Applicant’s intake system staffing.  Address:   
a. staffing for processing intake applications.  Include the number of positions (e.g., attorney, paralegal, supervisory, screener) involved in the intake function and a description of duties assigned to each position.  
b. the supervision of the intake staff and oversight of the intake process, including the provision of advice and referrals during the intake and case acceptance process.  Who conducts the supervision and oversight and with what frequency? Are the supervisors attorneys?    
c. the initial and ongoing training of staff engaged in intake   
3. Discuss Applicant’s intake application procedures.  Address:   
a. for each method of intake application (e.g., telephone, walk-in, in-person appointments, Internet, outreach, other) what is the estimated length of time from the prospective clients’ initial contact with Applicant until the prospective clients (i) first speak to an intake worker, (ii) have a substantive interview, (iii) receive counsel and advice, limited action and/or referral assistance in cases in which extended service will not be provided and (iv) receive a decision that their case was assigned to a case handler for extended representation or for investigation and evaluation of providing extended representation   
b. the relative percentage of intake applications processed by (i) telephone, (ii) walk-in, (iii) in-person appointment, (iv) Internet, and (v) outreach   
4. Discuss access to Applicant’s intake system.  Address:   
a. how access to intake and information about Applicant’s services are publicized to the low-income community, agencies, courts and other service providers that interact with the low-income community   
b. how Applicant assures access to services to prospective clients who have limited English proficiency, have disabilities, lack transportation, are homeless, are institutionalized, lack telephones, or who may experience other access barriers  
c. Applicant’s collaboration with other legal services providers in the service area to minimize multiple referrals of the same prospective client  
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Performance Area Two, Criterion 1 

Dignity and sensitivity: (continued)
5. Discuss evaluation of Applicant’s intake system.    
a. Describe how Applicant’s intake system has been evaluated internally and externally in the last twenty-four months.  Address all aspects of the intake system that have been evaluated including but not limited to: access, overall structure, staffing, in-person appointments, data entry, language capacity, call volume, hold time, time for call backs, time for making acceptance decisions.   
b. Identify any notable changes Applicant made to the intake system in the last twenty-four months based on the results of the evaluations.  Discuss the evaluation findings that prompted these changes. 
Performance Area Two, Criteria 2 and 3 
Engagement with the low-income population & Access and utilization by the low-income population:
1. Describe outreach activities Applicant has performed in the last twenty-four months, and those it plans to perform in the next year, to major segments of the low-income population in the service area. Discuss Applicant participation at meetings of community groups and service providers.   
2. Explain the rationale for office locations including their geographic proximity to diverse client communities in the service area, courts, administrative agencies, other social service providers and public transportation.   
3. State the Applicant’s hours of operation, as distinguished from intake.  How does Applicant accommodate clients who cannot access the program during conventional hours, i.e., 8:30 am to 5:30 p.m.?   
4. Identify what languages are spoken by significant segments of the client community and which of those languages are spoken by the intake and other staff.   
5. Discuss Applicant’s staff diversity.  Address:   
a. how Applicant’s staff diversity compares with the racial, ethnic, and linguistic characteristics of the service area   
b. how Applicant promotes diversity among program management, advocates, and other staff   
	Relevant Forms for Performance Area Two:
	Form K --  Technology Forms

	Relevant Regulations:
	45 C.F.R. §§ 1611.7,  1611.8,  1616.3,  1616.4, 1616.5, 

1616.7,  1624.5

	Relevant ABA Standards:
	2.4, 2.5 

4.1, 4.2, 4.5, 4.6, 6.1


Performance Area Three:







Weight:  35%

Effectiveness of legal representation and other program activities intended to benefit the low-income population in its service area.   Performance Area Three addresses Applicant’s implementation of its goals, objectives and strategies through the delivery of services.  These services include direct legal representation, activity by private attorneys, and additional services and efforts to benefit the low-income population.
Note to Applicants applying for Basic Field-General, and/or Basic Field-Native American, and/or Basic Field-Migrant service areas:   legal work resources, systems, and procedures; community education; and other program activities typically vary for different service area types and population groups.  In responding to the inquiries below Applicants are required to discuss the strategies employed for each service area in separate proposal narratives. The proposal narrative for the service area receiving the largest LSC grant shall not exceed 50 double-spaced pages.  The proposal narrative(s) for each of the remaining service areas (i.e., the proposal narrative supplements) shall not exceed 15 double-spaced pages. 

Each narrative must be formatted using the Proposal Narrative Outline (Attachment - 1), and respond to all topics in the RFP.  Failure to do so will result in the application being returned.  Refer to the “Application Narrative Requirements” for further detail.
Performance Area Three, Criterion 1


Legal representation: 

a. Applicant has in place adequate capacity to carry out its work, insofar as its resources permit.

1. Discuss Applicant’s staff expertise and awareness of developments in legal services delivery.  Address:    
a. the expertise of Applicant’s staff as it relates to Applicant’s priorities, and how Applicant uses specialized legal expertise (both within and outside the program) in providing direct legal representation, including litigation of complex issues   
b. how Applicant remains informed about innovative practices and developments in legal services delivery.  Describe any innovative approaches to legal services delivery implemented by Applicant within the past twenty-four months.     
2. Describe Applicant’s approach to legal research (e.g., on-line legal research, libraries, poverty law manuals, practice manuals) and knowledge management (e.g., brief and form banks, substantive listserves, and other web-based resources).     
3. Describe Applicant’s training for staff.  Address the factors that are considered in determining staff training needs and the decision to provide training.  Also indicate, by job title, who is responsible for making decisions concerning advocate training.  

Performance Area Three, Criterion 1


Legal representation (continued):  
b. Applicant utilizes systems, approaches, and techniques sufficient to ensure that the representation is carried out with maximum effectiveness.

1. Describe mechanisms to ensure that clients are kept informed and participate in decisions about their cases.  Address: 

a. how confirmation is provided to clients about advice given to them and decisions they make concerning their cases 
b. how clients are informed of their responsibilities in the representation

c. the frequency of contact with clients
d. whether clients receive opening letters, periodic communications, and closing letters  

2. Describe the Applicant’s systems for legal work management and supervision.  In the description address the methods of case assignments and supervision to ensure that casehandlers’ caseloads are appropriate to their experience and expertise.  
3. Discuss Applicant’s provision of limited service.  Address:

a. how Applicant determines which client groups, individual clients, and legal problems benefit most from limited service 
b. case types and/or situations for which Applicant customarily provides limited service 
c. how Applicant’s provision of limited services has been evaluated internally and/or externally in the last twenty-four months.  Identify any notable changes made as a result of these evaluations.     
c. Applicant’s legal representation achieves as much as is reasonably attainable for the client, given the extent of the representation, the client’s objectives and the circumstances of the case.  Consistent with applicable rules and decisions governing professional responsibility, program goals and objectives, client objectives, and funding requirements, in its representation and work Applicant maximizes the use of its resources and achieves in its representation and work the greatest possible benefits and systemic solutions for other low-income people who may face similar legal problems, and for the eligible population as a whole.

1. Describe how advocates identify issues within an individual case (or cluster of cases) that are appropriate for a systemic approach or solution.   
2. Describe Applicant’s three most significant accomplishments for clients achieved in cases within the last twenty-four months.  For each case, describe the issue(s), outcome(s) and benefit to other low-income people with a similar problem, or for the client population as a whole.   
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Performance Area Three, Criterion 1


Legal representation (continued):
3. Describe how the effectiveness of Applicant’s legal representation, including outcomes, has been evaluated internally and/or externally in the last twenty-four months.  Identify any notable changes made as a result of these evaluations.  Discuss the evaluation findings that prompted these changes.   
Performance Area Three, Criterion 2   

Private attorney involvement:  

Applicants are encouraged to review 45 C.F.R. Part 1614 before developing their Private Attorney Involvement (PAI) plan.  Pursuant to 45 C.F.R. § 1614.4(b) Applicants are required to present their PAI plans to all local bar associations and to summarize responses received.  
Attach Applicant’s 2010 PAI Plan for the current year as a separate PDF file.  The number of pages of the PAI plan will not count toward the Applicant’s proposal narrative page limit.  Include the following information in the title of the PAI plan:  Applicant Name, Applicant Number, and “2010 PAI Plan”.  Use RFP Budget Form D13 to prepare and submit Applicant’s PAI budget.  To the extent the PAI plan addresses the inquiries below, include page and paragraph references to the PAI plan.  If the PAI plan does not address all of the inquiries below, provide a response to the inquiries that are not addressed in the PAI plan.  Note:  at a minimum, Applicant’s PAI plan must address each of the requirements of 45 C.F.R. § 1614.4.  These are threshold requirements and are referenced below in inquiry 1 (a through c).    

New Applicants who do not have a 2010PAI Plan/project should submit a prospective plan for 2011 that will address inquiries 1 through 8 below.  
1. Respond to each of the inquiries below regarding Applicant’s PAI plan.

a. State how the PAI plan for 2010 addresses the legal needs of eligible clients in the geographical area (service area) served by the Applicant consistent with the Applicant’s priorities (see 45 C.F.R. §  1614.4(a)(1)).   
b. Describe the mechanisms available for private attorneys to participate in Applicant’s delivery of legal services (see 45 C.F.R. § 1614.4(a)(2)).  In the description discuss how Applicant will involve private attorneys in its work, such as case handling, special projects involving law firms, local government legal departments, the legal departments of local corporations and other legal organizations, hotlines, full service and pro se clinics, the use of bilingual attorneys with LEP clients, community education, writing pamphlets, major litigation, transactional work, contributing to websites, technical assistance, mentoring of staff, co-counseling with staff, and staff training (see LSC Program Letter 07-2 and examples contained therein).  State whether the private attorneys are participating as pro bono, by contract for reduced fee or judicare.   
c. Discuss the results of Applicant consultations with the client community, private attorneys, and bar associations in the service area in the development of the PAI plan (see 45 C.F.R. § 1614.4(a)(3)).   
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Performance Area Three, Criterion 2   

Private attorney involvement (continued):
2. 
Describe the process used to a) identify cases suitable for referral to the PAI project and b) route cases to private attorneys.  Identify the number, title and experience level of staff involved in the process.  
3. Discuss how Applicant will ensure quality control of its PAI efforts, including assuring that attorney participants are qualified, that participants will receive sufficient support and training in their efforts, and that all cases sent to participants are appropriate. Describe the Applicant’s procedures used to ensure timely referral, follow-up and disposition of PAI cases, and client satisfaction.   
4. Discuss how Applicant is using technology in all aspects of its PAI program.   
5. Describe the three most significant accomplishments for clients (i.e., case or other services) of the Applicant’s PAI effort within the last twenty-four months.  

Performance Area Three, Criterion 3


Other program services to the eligible client population: 

1. Discuss Applicant’s community legal education efforts.  Address:  
a. Applicant’s community legal education efforts in the past twenty-four months   
b. Applicant’s procedures for evaluating the efficiency and the effectiveness of its community legal education efforts   
2. Discuss Applicant’s pro se efforts.  Address:   
a. Applicant’s efforts to provide assistance to persons proceeding pro se (not including community education) within the past twenty-four months    
b. how Applicant assesses whether pro se litigants require individual assistance and follow-up assistance   
c. Applicant’s procedures for evaluating the efficiency and the effectiveness of its pro se efforts    
Performance Area Three, Criterion 4


Other program activities on behalf of the eligible client population:  

1. Describe Applicant’s three most significant efforts or examples of active involvement with the judiciary, organized bar, government agencies, social service agencies, academic and research centers, state and national legal advocacy organizations and other organizations that work with or have an impact on the eligible client population.    
	Relevant Forms for Performance Area Three:
	Form D --   Budget Forms

	Relevant Regulations:
	45 C.F.R. Parts 1614, 1616, 1611, 1629

	Relevant ABA Standards:


	2.3, 2.7, 2.8, 2.9, 2.10, 2.12

3.1, 3.3, 3.4-1, 3.4-2, 3.5, 3.6 

4.1, 4.2 

5.1, 5.2 

6.1, 6.2, 6.3, 6.4, 6.5, 6.6

	Relevant ABA Pro Bono Standards:
	2.4,  3.4-7,  3.5, 4.2,  4.4,  4.5,  4.6


Performance Area Four:







Weight:  30 %

Effectiveness of governance, leadership and administration.  The program should be led and managed effectively with high quality administrative systems, procedures and performance.  Good leadership and strong internal operations increase the likelihood of effective services, and decrease the risk that effective program services will be adversely affected by organizational problems.
Note to Applicants applying for Basic Field-General, and/or Basic Field-Native American, and/or Basic Field-Migrant service areas:  leadership, management, administration, resource development, communications, and participation in an integrated legal services delivery system typically vary for different service area types and population groups.  Applicants are required to specifically describe these aspects of the delivery system for each service area in separate proposal narratives. The proposal narrative for the service area receiving the largest LSC grant shall not exceed 50 double-spaced pages.  The proposal narrative(s) for each of the remaining service areas (i.e., the proposal narrative supplements) shall not exceed 15 double-spaced pages.  

Each narrative must be formatted using the Proposal Narrative Outline (Attachment - 1), and respond to all topics in the RFP.  Failure to do so will result in the application being returned.  Refer to the “Application Narrative Requirements” for further detail.
Performance Area Four, Criterion 1

Board governance: 
1. Discuss the extent to which the composition of the board reflects the geographic, racial, gender and ethnic composition of the service area.  Include any efforts the Applicant is making to have the board composition more reflective of the service area demographics.  
2. Describe any formal or informal training regarding board responsibilities received by the board in the last twenty-four months.   
3. Describe how the board exercised its oversight and leadership responsibilities in the last twenty-four months.  Address participation in:  
a. major policy decisions and consideration of key challenges or opportunities faced by the Applicant  
b. significant board activities (excluding board meetings) that demonstrate the board’s commitment to the Applicant and the Applicant’s mission, efforts to promote community awareness of the Applicant, and efforts to enhance the effectiveness of the Applicant  
c. Applicant’s strategic planning   
d. the review of evaluations of Applicant conducted by external organizations  
e. resource development    
f. fiscal oversight    
4. Describe how client board members are involved in significant board activities and board leadership. If there are vacant client board member positions, what efforts are being made to fill the open positions?  
5. Provide the date of the board’s most recent evaluation of the executive director and describe the process used in the evaluation.   
Performance Area Four, Criterion 2


Leadership:

1. Discuss Applicant’s efforts to ensure effective leadership.  
a. Identify Applicant’s leadership team and their responsibilities.    
b. Has Applicant engaged in a strategic planning process in the last five years that identifies the goals it plans to achieve to help ensure the growth, stability, and viability of its organization?  If so, (i) describe whether or how staff and board members were engaged in strategic planning, and (ii) provide the date of the Applicant’s most recent strategic planning process and briefly describe the process.   
c. Does Applicant have a written leadership succession/transition plan to ensure leadership continuity in the event of an unexpected circumstance or decision affecting the existing program leadership positions.  Briefly describe the written plan or Applicant’s approach to leadership succession/continuity.   
Performance Area Four, Criterion 3

Overall management and administration:

1. Discuss Applicant’s efforts to ensure effective management and administration.  Address:
a. Applicant’s management structure and discuss how the Applicant uses middle managers  
b. Applicant’s process for involving staff, board members, and other stakeholders in major policy matters, and how and to whom Applicant communicates major policy decisions  
c. Applicant’s systems and procedures that ensure compliance and enforcement of LSC’s policies and regulatory requirements, identify staff training provided and the frequency of Applicant’s internal compliance reviews  
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Performance Area Four, Criterion 3

Overall management and administration (continued):

2. Use the chart below to indicate whether Applicant has a written continuity of operations plan in the event of an emergency or disaster and, if so, whether the plan incorporates the items identified in the chart.  Copy and paste the chart below into the proposal narrative and complete it by placing an “x” in the appropriate column.  

	Continuity of operations planning 
	Yes
	No

	1
	Does Applicant have a written continuity of operations plan  
	
	

	2
	Does the continuity of operations plan address:
	
	

	
	a. ensuring the safety of staff   
	
	

	
	b. continuing client services  
	
	

	
	c. preserving files, equipment and computer data bases  
	
	

	
	d. continuing communication among program staff, management, the board, other providers, and LSC  
	
	

	
	e. relocation of Applicant’s work site(s), if necessary  
	
	

	
	f. coordinating with state/local emergency preparedness entities  
	
	


3. Describe Applicant’s technology planning process including: a) who participated in the planning process, b) the basic elements of the planning process, c) how technology planning is integrated into the Applicant’s overall service delivery planning, and d) how technology planning is reflected in the Applicant’s 2011 budget.  Applicant is required to submit a 2011 technology plan based on the instructions provided in Attachment 4.   
4. Describe the extent to which the technology reported in Form K supports Applicant’s management and administrative systems, such as timekeeping and financial management.   
5. State whether Applicant has a technology use policy (including the Internet) and if so, briefly discuss the policy.  
Performance Area Four, Criterion 4  


Financial administration: 

1. Describe Applicant’s systems and procedures for financial administration and management.  Address:  
a. the planning/budgeting process for ensuring that resources are appropriately allocated to achieve Applicant’s priorities, goals, and objectives   
b. the extent to which Applicant engages in budget and financial planning beyond the current year  
c. the number of financial staff expressed in Full Time Equivalents (FTEs), their qualifications, and any training or other professional development opportunities provided   
d. the procedures (in addition to review of the annual financial audit) Applicant uses to ensure effective budget planning and financial oversight   
e. the procedures for assuring that financial statements are timely and accurate 
f. whether Applicant has a current accounting manual developed in accordance with the LSC  Accounting Guide  
g. the date of the last full revision of Applicant’s accounting manual  
Performance Area Four, Criterion 5


Human resources administration:
1. Describe the process used to formally evaluate staff. State the frequency staff is evaluated and the proportion of staff evaluated in the last twenty-four months. State how the evaluations are used to improve performance and promote professional development.   
2. Describe Applicant’s human resources administration effort.  Address:  
a. the number of human resource administration staff expressed in Full Time Equivalents (FTEs), their qualifications, and any training or other professional development opportunities provided  
b. whether Applicant has assessed salaries and benefits in the last twenty-four months  
c. the procedures for maintenance of accurate and timely personnel records  
d. whether human resource administration plans and policies have been reviewed in the last twenty four months  
e. the process for resolving employee complaints   
3. Discuss Applicant strategies used to retain and promote high-quality staff.  Address: 
 
a. Applicant’s retention efforts, including whether the Applicant’s attorneys receive loan repayment assistance with law school debt, reimbursement for bar examination fees, paid leave for bar examination study time, or other similar benefits   
b. Applicant’s methods for recognizing exceptional staff accomplishments   
c. Applicant’s efforts to address the development of future leadership for the program, such as mentoring systems; leadership training and other initiatives; recognition of key staff as leaders; providing opportunities for staff to develop and exercise leadership skills; and providing promotion opportunities   
Performance Area Four, Criterion 6

Internal communication:
1. Describe Applicant’s policies and procedures for promoting and assuring regular communication among staff and among offices.  Address:  
a. the frequency of staff meetings in offices and units, program-wide meetings, and the frequency of office visits conducted by the executive director and/or other key management staff    
b. the methods used for communication among leadership, management and  staff, such as staff meetings, conference calls, video conferences, an intranet, or newsletters   
Performance Area Four, Criterion 7

General resource development and maintenance:
1. Describe Applicant’s resource development capacity.  Address:  
a. the number of resource development staff expressed in Full Time Equivalents (FTEs), their qualifications, and any training or other professional development opportunities provided   
b. use of resource development consultants or contractors  
Performance Area Four, Criterion 7

General resource development and maintenance (continued):
2. Describe Applicant’s resource development activities over the past twenty-four months and those planned for the next twenty-four months.  Address:  
a. obtaining funds from government and private sources  
b. bar member or other major private fundraising campaigns  
c. efforts to obtain cy pres or other awards  
d. development efforts with community organizations and agencies serving the low-income population  
e. leveraging non-financial resources, e.g., donations of office equipment, law student and retired attorney volunteers, law school faculty or other law school resources, and former clients and/or lay advocates  
3. Describe Applicant’s efforts to publicize its accomplishments in newsletters, annual reports, newspaper articles and website postings.  Discuss how these efforts are used to promote fundraising, and give any evidence of their success.  Discuss recognition the Applicant gives to donors.   
Performance Area Four, Criterion 8

Coherent and comprehensive delivery structure:
Note to Applicants:

Performance Area Four – Criterion 8 addresses the following:  1) program effectiveness and capacity to meet the most pressing needs of the client community, 2) innovation and creativity in service delivery, and 3) allocation of resources.  The RFP addresses these topics elsewhere.  They are not repeated here.
Performance Area Four, Criterion 9

Participation in an integrated legal services delivery system: 

1. Describe Applicant’s contributions to statewide and/or regional efforts within the past twenty-four months to foster an integrated legal services delivery system.  Address Applicant contributions to:   
a. ensure the availability of a full range of civil legal assistance   
b. eliminate access barriers for low-income persons and provide meaningful services to low-income persons   
c. effectively utilize resources including financial resources, volunteers and in-kind resources  
d. increase communications and the exchange of information among legal services providers  
e. ensure training and assistance in key areas of law and practice   
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Performance Area Four, Criterion 9

Participation in an integrated legal services delivery system (continued):
2. The inquiries below are only for Applicants who provide: a) services limited to a few types of legal services (e.g., housing and family law); b) full service to a limited portion of the service area; or c) limited service (i.e., counsel and advice, limited action).
  If Applicant provides a full-range of service throughout the service area, state that in one sentence and do not respond to the inquiries below.   
a. If critical legal needs of the client community have not been included in Applicant’s priorities or case acceptance criteria because another legal resource is available to meet those needs, does Applicant have a reasonable assurance or expectation that the alternate legal resource provides high quality service?  Discuss the basis for this assurance or expectation.   
b. Describe three significant accomplishments for clients in cases or other services provided by other legal services providers that demonstrate Applicant’s participation in a delivery system that addresses services not handled by Applicant and that assures the availability of a full range of legal services throughout the service area.   
	Relevant Forms for Performance Area Four:
	Form D --   Budget Forms

Form F  --  Governing/Policy Board Forms

Form K --  Technology Form

	Supplemental Documentation:
	Performance Evaluations and Monitoring Reports, List of Disciplinary Complaints, etc.

	Relevant Regulations:
	45 C.F.R. Parts 1607, 1620

	LSC Audit Guide for Recipients and Auditors
	Sections II.2, III.1

	Relevant ABA Standards:


	1.1 – 1.1-6, 1.2 – 1.2-4, 1.3
2.2, 2.3, 2.4, 2.5, 2.10, 2.11, 2.12

3.1, 3.2, 3.3, 3.4, 3.5, 3.6

5.1, 5.2, 5.3, 5.4, 5.5 

6.1, 6.2, 6.3, 6.4, 6.5, 6.6


PART 2 -- SUBGRANTS  See page 8 before preparing any subgrant information.

The scope and quality of services provided should be similar throughout the service area. The subgrantee’s work should be coordinated with that of the grantee.  Subgrantees must adhere to the same standards that apply to all recipients of LSC funds, including the primary criterion, that is, to produce high quality, effective and economical legal assistance that seeks to meet the most pressing needs of eligible clients.

	Applicants are required to respond to the topics below if a grant proposal is being submitted in which twenty-five percent or more of the LSC grant award will be subgranted, or if a subgrantee will deliver a full range of legal services to a specific geographic area within the overall service area.  Applicants are required to respond to the topics for each subgrant meeting those criteria.  Additionally, Applicants are required to complete Attachment 2 (Certification of Intent to Enter into a Subgrant Agreement) for each subgrant meeting those criteria.
No specific weight is assigned to the section on subgrants.  This is a threshold requirement in order to receive LSC funds.  Failure to meet this requirement disqualifies an Applicant.  


1.
Subgrantee name:

_________________________________________

2.
Amount of the subgrant:  
$_____________________ 

3.
If the subgrantee is providing a full range of legal services to a geographical area within the service area, describe the area.  If not, describe the subgrantee’s responsibilities in detail.

4.
If the subgrantee is providing a full range of legal services to a specific geographical area within the service area, use the outline below to describe the subgrantee's responsibilities, and the relationship between the Applicant and the subgrantee.  The Applicant should address each topic. The Applicant may use a maximum of ten pages for this response.  The number of pages used for this response does not count toward the total number of pages of the grant proposal narrative for each section. 
When responding to items “a” through “d” below, in those instances where the subgrantee is currently receiving LSC funding and Applicant submitted a competitive grant application or grant renewal application for a 2010 grant, discuss only significant changes or developments in each of the topics below since the submission of the 2010 competitive grant or grant renewal application.  If there have been no significant changes or developments in the service area, state that in one sentence.

a. Identifying and establishing the most critical legal needs - describe the subgrantee’s responsibilities in determining the process used to identify the most critical legal needs, conclusions on the most critical legal needs, priorities based on the most critical legal needs, and other available legal resources.

b. Components of the delivery approach - describe the subgrantee’s office and staffing structure as well as the operation of the intake system.

c. Management and legal work resources - describe the subgrantee’s involvement in strategic planning, management policies and procedures, legal work management and supervision, staff training, and plans to ensure access to specialized expertise and legal research materials.

SUBGRANTS (continued)
d. Coordination within the delivery system - describe the subgrantee’s efforts undertaken with community groups and organizations, use of private attorneys, and development of resources from public and private sources. 
e. Describe the relative roles and functions of the respective governing/policy bodies of the recipient and subrecipient as they relate to the subgrant. 

f. Identify the steps the Applicant will take to ensure that the subgrantee adheres to the terms and conditions of the subgrant agreement.

Other Required Subgrant Documents:  If the subgrantee has not been a recipient of LSC funds in the past thirty-six months, Applicants must submit the following information on subgrantees: 

g. Resumes of the subgrantee Executive Director (CEO or functional equivalent), Governing/Policy Body Chair, Chief Financial Officer, Litigation Director, or other most senior attorney(s), if known. For lawyers and law firms, provide the resumes of no more than ten of the partners, senior associates, and administrative managers who will be most involved in management or service delivery if a grant is awarded. 

h. List of up to ten professional references for the subgrantee’s organization or, in the case of a new organization, the Applicant’s principals.  Provide email addresses, fax numbers, mailing addresses, and telephone numbers.  Do not submit letters of reference or letters of recommendation. 

i. List of subgrantee’s professional disciplinary complaints, criminal convictions, civil contempt, and malpractice lawsuits and/or claims made against the Applicant or any of its current attorneys during the past thirty-six months.

j. One copy of all performance evaluations and monitoring reports by non-LSC funders, regulatory agencies, or evaluators of the subgrantee within the past thirty-six months, if any.

k. One copy of independent financial statement audits for the last three years and the appropriate management letters, if available.

Note:
The information requested here is not a substitute for preparing and submitting the subgrant agreement to LSC.  As required by 45 C.F.R. Part 1627, all subgrants must be submitted in writing to LSC for written approval.  The subgrant agreement must be submitted to the LSC Office of Compliance and Enforcement no later than November 2, 2010. Applicants are encouraged to thoroughly review the LSC regulation on subgrants, 45 C.F.R. Part 1627.
	Supplemental Documentation:
	Certification of Intent to Enter into a Subgrant Agreement (Attachment 2)

	Relevant Regulation
	45 C.F.R. Section 1627


PART 3 -- OTHER REQUIREMENTS

	Note: No specific weight is assigned to any of the requirements in this part.  These are threshold requirements in order to receive LSC funds.  Failure to meet these requirements disqualifies an Applicant.


A. 
Conflicts Of Interest

In this section of the narrative, Applicant must disclose any potential significant conflicts (e.g., Applicant has been retained by a housing authority or financial institution) and should describe its capacity to protect against any such conflicts that may arise during the term of the grant or contract. 

	Relevant Forms for Section A:
	Form C  -- Grant Assurances Form


B.

Governing/Policy Body
Recipients of LSC funds must have a governing or policy body consistent with the requirements of 45 C.F.R. Part 1607.  This regulation is designed to ensure that the governing or policy body of a recipient of LSC funds is well qualified to guide a recipient in its efforts to provide high quality legal services and to ensure that the recipient is accountable to its clients. 

The composition of the governing or policy body must be at least one-third eligible clients appointed by appropriate client groups, and at least 60 percent attorneys.  A majority of the entire Board must be attorneys who are appointed by the bar associations representing a majority of the attorneys in the service area(s).  Additionally, the governing or policy body members should be supportive of the purposes of the LSC Act and have an interest in, and knowledge of, the delivery of quality legal services to the poor.

The regulation defines governing and policy bodies separately.  A governing body is a board of directors or other body with authority to govern the activities of a recipient receiving funds under 42 U.S.C. § 2996e(a)(1)(A).  A policy body is a policy board or other body established by a recipient to formulate and enforce policy with respect to the services provided under a grant or contract made under the Act.  For a policy body to comply with the regulations, it must be approved by the President of LSC through a waiver of the governing body regulations. 

Applicants that currently do not have a governing or policy body that complies with 45 C.F.R. Part 1607 must provide a plan to meet the governing/policy body requirements.  Also, Applicants applying for a different or additional service area since the most recently filed competitive grant application are required to file a governing/policy body plan.  This requirement helps ensure that the Board of an LSC grantee reasonably reflects the diversity of the legal community and the population of the area(s) served. 

Submit the governing/policy body plan along with and at the end of the proposal narrative.  Limit the governing/policy body plan to three double-spaced typed pages.  Address the following topics in the governing/policy body plan:

1. the characteristics of the service area including client diversity, special population groups, and geography

B.
Governing/Policy Body (continued)

2. the total number of governing/policy body members of the proposed board

3. the steps that will be taken to ensure ethnic, racial, and gender diversity of the proposed board

4. the anticipated racial, ethnic, and gender distribution of the proposed board

5. the appointing organizations of the proposed board for attorney and client board members

6. how the recipient is assured that the proposed board will be actively engaged in promoting client-centered legal services delivery

For Applicants planning to have a policy body, submission of this plan shall be deemed submission of a waiver request under 45 C.F.R. Part 1607 and shall be subject to approval by the LSC President. All successful Applicants will be required to be in compliance with 45 C.F.R. Part 1607 within sixty days from the date the grant award is made.    Applicants are encouraged to thoroughly review 45 C.F.R. Part 1607 before preparing the plan.  See Form F for instructions, requirements, and the format to follow for the Governing/Policy Body Plan.

	Relevant Form for Section B:
	Form F  -- Governing/Policy Body Forms


C.  
Capacity to Comply with the LSC Act and Regulations
There is no narrative required for this section of the Request for Proposals.  However, during the proposal review process, Applicants may be requested to provide copies of:

1. IRS tax-exempt certification, if applicable

2. Current malpractice insurance information

3. Articles of Incorporation and Bylaws, partnership articles, or other governing documents

Do not submit IRS tax-exempt certification, malpractice insurance information, or articles of incorporation and bylaws with the grant application.  Instead, Applicants must sign Form I (Certification Form), indicating that these documents are available to LSC upon request.     

	Relevant Form for Section C:
	Form C -- Grant Assurances Form

Form I -- Certification Form

	Supplemental Documentation:
	1. Independent financial audits for the last three years, if available (applies only to Applicants who are not currently LSC recipients).

2. IRS tax-exempt certification, if applicable

3. Current malpractice insurance information

4. Articles of Incorporation and Bylaws, partnership articles, or other governing documents


ATTACHMENT 1

PROPOSAL NARRATIVE OUTLINE

2011 GRANTS COMPETITION

	Applicants are required to use this outline to prepare the proposal narrative for the service area receiving the largest LSC grant and for the proposal narrative supplements.  Precede each section of the proposal narrative and the proposal narrative supplement with the appropriate topic or subtopic.  If the inquiry in the proposal narrative instruction is not applicable, Applicants are still required to enter the topic but state “the topic is not applicable.”


Applicant Name:

________________________________________________

Applicant Number:

___________________________________________________

List all service areas applied for:                 ______________________________________

Performance Area One:

Criterion 1:  Periodic comprehensive assessment and ongoing consideration of the most pressing legal needs 

1. Discuss Applicant’s efforts to assess the legal needs of the client community.  Address:

a)
Date of most recent legal needs assessment and when the next assessment is planned
b)
Identify the method(s) used to obtain input from constituencies (paste chart into proposal narrative)
c)
Legal needs assessment data sources (paste chart into proposal narrative)
2. Identifying those with access challenges and/or disproportionately affected by specific legal issues
3. List and discuss the most pressing legal needs
4. Regarding legal needs and problems that emerge in the periods between the comprehensive legal needs assessments, describe:
a)
How Applicant identifies new pressing needs and problems identified between assessments
b)
New legal needs and problems identified within the past twenty-four months


c)
Responses and adjustments to delivery system to address newly identified legal problems and needs
Performance Area One:
Criterion 2:  Setting goals and objectives, developing strategies and allocating resources
1. Analytical processes used to determine priorities and resources allocated
2. Priorities, goals, strategies and desired outcomes

3. How Applicant’s priorities reflect the availability of other providers and resources in the service area
Performance Area One:
Criterion 3:  Implementation  

Note to Applicants:  RFP topics for this criterion are addressed elsewhere and are not repeated here.
Performance Area One:
Criterion 4:  Evaluation and adjustment

1. Internal evaluations of Applicant’s advocacy and delivery system

2. External evaluations within last twenty-four months and the next twenty-four months
3. The extent to which performance is measured against outcomes identified in the Applicant’s priorities
4. Only for current LSC recipients:  three most significant priorities from the last competitive grant application and the extent projected outcomes for those priorities were met
5. How client satisfaction is determined and the results of the most recent client satisfaction assessment  

Performance Area Two:

Criterion 1:  Dignity and sensitivity

1. Respond to each of the inquiries below pertaining to the Applicant’s intake system:

a)
Description of the intake system, is intake centralized or coordinated, and is intake handled separately by each office or unit
b)
Intake days/hours of operation 
c) 
Criteria for processing walk-in applications
d)
Use of toll free telephone numbers at intake sites  
e)
Use of and rationale for written intake applications and questionnaires

f)
Date of most recent written intake policies and procedures and three most notable changes
· Note to Applicants:  At this juncture, access the “Intake System Technology” form from the left navigation bar of LSC Grants and follow the instructions at the top of the form.  Return to the proposal narrative once the form is completed.
2. Discuss Applicant’s intake system staffing.  Address:

a) Applicant’s staffing for processing intake applications
b) Supervision of the intake staff and intake oversight

c) Intake staff training

3. Discuss Applicant’s intake application procedures.  Address:

a)
Estimated length of time required for intake

b)
Percentage of intake applications processed by method

4. Discuss access to Applicant’s intake system.  Address:

a)
Public notice of intake and Applicant services

b) Access for clients with access barriers
c) Collaborations to minimize multiple referrals

5.  Discuss evaluation of Applicant’s intake system. Address: 

a) Internal and external evaluations of the intake system

b) Changes to intake in the last twenty-four months and the evaluation results that prompted changes

Performance Area Two:
Criterion 2 & 3:  
Engagement with the low-income population & Access and utilization by the low-income population
1. Outreach activities performed in the last twenty-four months
2. Rationale for office locations
3. Applicant days/hours of operation as distinguished from intake

4. Identify languages spoken by client community, intake staff, and other staff
5. Discuss Applicant’s staff diversity.  Address:

a)
Staff diversity compared with diversity of the service area

b) Efforts to promote staff diversity

· Note to Applicants:  At this juncture, access the “LEP Plan and Components” form from the left navigation bar of LSC Grants and follow the instructions at the top of the form.  Return to the proposal narrative once the form is completed.

Performance Area Three:

Criterion 1: Legal representation

a. Applicant capacity to carry out its work
1. Discuss Applicant’s staff expertise and awareness of developments in legal services delivery.  Address:

a)
Staff expertise as it relates to Applicant priorities 
b)
How Applicant remains informed about innovative practices; list innovative practices implemented

Performance Area Three:

Criterion 1: Legal representation

a. Applicant capacity to carry out its work (continued)
2. Applicant’s approach to legal research and knowledge management
3. Describe Applicant’s training for staff; address factors considered in determining staff training needs and who makes decision
· Note to Applicants:  At this juncture, access the “Training” form from the left navigation bar of LSC Grants and follow the instructions at the top of the form.  Return to the proposal narrative once the form is completed.

b. Applicant systems, approaches, and techniques used in representation

1. Discuss client participation in case decisions and frequency and nature of contact with clients.  Address:
a) How confirmation is provided to clients about advice given and decisions made
b) How clients are informed of their responsibilities

c) Frequency of contact with clients
d) Whether clients receive opening and closing letters and periodic communication
2. Applicant’s systems for legal work management and supervision; address Applicant’s process to ensure appropriate case assignments based on experience and expertise
· Note to Applicants:  At this juncture, access the following forms: “Legal Work Management,” “Casehandling Protocols,” and “Case Development Activities.” Access these forms from the left navigation bar of LSC Grants and follow the instructions at the top of the forms.  Return to the proposal narrative once the forms are completed.

3. Applicant’s provision of limited service.  Address: 
a) How Applicant determines which client groups and legal problems benefit from limited service

b) Case types and/or situations for which Applicant customarily provides limited service
c) Internal or external evaluations of limited services in last twenty-four months and any changes made
c.   Legal representation and resources

1. Identifying issues within an individual case (or cluster of cases) that are appropriate for a systemic approach or solution 

2. Three most significant accomplishments for clients achieved in cases
3. Internal and/or external evaluation of legal representation and outcomes in the last twenty-four months, notable changes resulting from evaluation, and the evaluation findings that prompted changes

Performance Area Three:

Criterion 2:   Private attorney involvement

1. Respond to each of the inquiries below regarding Applicant’s PAI plan:

a)
How PAI plan addresses community legal needs and Applicant priorities
b)
Mechanisms for PAI in Applicant’s work; state whether PAI is pro bono, reduced fee, Judicare, etc 
c)
Consultation in the development of PAI plan 
· Note to Applicants:  At this juncture, access the “Private Attorney Involvement” form from the left navigation bar of LSC Grants and follow the instructions at the top of the form.  Return to the proposal narrative once the form is completed.

2. Describe process and staff positions used to identify PAI cases and route cases to private attorneys

Performance Area Three:

Criterion 2:   Private attorney involvement (continued)
· Note to Applicants:  At this juncture, access the following forms: “Methods Used to Recruit Private Attorneys” and “Methods Used to Retain Private Attorney Volunteers.” Access these forms from the left navigation bar of LSC Grants and follow the instructions at the top of the forms.  Return to the proposal narrative once the forms are completed.

3. Quality control and oversight for PAI
4. Use of technology in PAI program
5. Three most significant PAI accomplishments in the last twenty-four months
Performance Area Three:

Criterion 3:  Other program services to the eligible client population

1. Discuss Applicant’s community legal education efforts.  Address:
a)
Community legal education efforts in the last twenty-four months
b)
Evaluating the efficiency and effectiveness of community legal education efforts
2. Discuss Applicant’s pro se efforts.  Address:

a)
Efforts to provide pro se assistance in the last twenty-four months
b)
Assessment of assistance needed for pro se litigants

c)
Evaluating the efficiency and effectiveness of pro se efforts

Performance Area Three:

Criterion 4:  Other program activities on behalf of the eligible client population

1. Three significant efforts or examples of active involvement with the judiciary, the bar, etc
Performance Area Four:  

Criterion 1:  Board governance

1. Extent to which board composition reflects the diversity of the client community
2. Board training received in the last twenty-four months
3. Board exercise of its oversight and leadership responsibilities in the last twenty-four months.  Address:
a)
participation in Applicant’s major policy decisions, key challenges, and opportunities 
b)
participation in activities that demonstrate commitment to Applicant’s mission and the community

c)
participation in Applicant’s strategic planning

d)
participation in the review of Applicant’s external evaluations

e)
participation in resource development

f)
participation in fiscal oversight

4. Client board member involvement in significant board activities and efforts to fill client board vacancies
5. Date of board’s most recent evaluation of executive director and process used

· Note to Applicants:  At this juncture, access the “Board Policies and Practices” form from the left navigation bar of LSC Grants and follow the instructions at the top of the form.  Return to the proposal narrative once the form is completed.

Performance Area Four:  

Criterion 2:  Leadership

1. Discuss Applicant’s efforts to ensure effective leadership.  Address:
a)
Applicant’s leadership team
b)
Applicant’s strategic planning to ensure the growth, stability, and viability; how staff and board members are engaged; and date of most recent strategic planning process
c)
Applicant’s leadership succession/transition plan

Performance Area Four:  

Criterion 3:  Overall management and administration

1. Describe Applicant’s efforts to ensure effective management and administration.  Address:
a)
Applicant’s management structure
b)
Process for involving staff, board, and other stakeholders in major policy matters  
c)
Compliance and enforcement of LSC policies and regulations
2. Continuity of operations planning  (paste chart into proposal narrative)
3. Applicant’s technology planning process 

4. Use of technology to support management and administrative systems

5. Applicant’s technology use policy
Performance Area Four:  

Criterion 4:  Financial administration
1. Applicant’s systems and procedures for financial administration and management.  Address:
a)
Process for ensuring appropriate resource allocation to achieve priorities, goals, and objectives

b)
Budgeting and financial planning beyond the current year

c) Number of, qualifications, and training of financial staff

d) Procedures to ensure effective budget planning and oversight

e) Procedures to ensure timely and accurate financial statements

f) Use of a current accounting manual based on the LSC Accounting Guide
g) The date of the last full revision of Applicant’s accounting manual

Performance Area Four:  

Criterion 5:  Human resources administration

1. Process for evaluating staff, frequency of evaluations, how evaluations are used to improve performance, and the proportion of staff evaluated 
2. Applicant’s human resources administration effort.  Address:

a)
Number of human resource staff, their qualifications and training opportunities

b) Assessment of salaries and benefits in the last twenty-four months

c) Maintenance of personnel records

d) Review of human resource administration plans and policies in the last twenty-four months

e) Process for resolving employee complaints

3.
Applicant strategies used to retain and promote high-quality staff.  Address:


a)
Efforts to retain staff 

b)
Methods for recognizing exceptional staff accomplishments

c)
Development of future leadership for the program
Performance Area Four:  

Criterion 6:  Internal communication

1. Policies and procedures for assuring communication among staff and offices.  Address:
a)
Frequency of staff meetings and office visits by executive director and key management staff
b)
Methods used for communication among leadership, management and staff 
Performance Area Four:  

Criterion 7:  General resource development and maintenance

1.
Applicant’s resource development capacity.  Address:

a)
Resource development staff, staff training, and staff development opportunities
b)
Use of resource development consultants or contractors
2.
Describe Applicant’s resource development activities over the past twenty-four months and those planned for the next twenty-four months.  Address Applicant’s:

a)
efforts to obtain funds from government and private sources
Performance Area Four:  

Criterion 7:  General resource development and maintenance (continued)
b)   bar member or other major private fundraising campaigns

c) 
efforts to obtain cy pres or other awards

d)
resource development efforts with organizations serving the low-come community
e) 
efforts to leverage non-financial resources
3
Publicizing accomplishments to promote fundraising, evidence of success, and donor recognition 

Performance Area Four:  

Criterion 8:  Coherent and comprehensive delivery structure  
Note to Applicants:  RFP topics for this criterion are addressed elsewhere and are not repeated here.
Performance Area Four:  

Criterion 9:  Participation in an integrated legal services delivery system

1. Regional and statewide contributions to foster an integrated legal services delivery system. Address contributions to:
a) ensure a full range of civil legal assistance

b) eliminate access barriers

c) utilize all available resources

d) increase communications

e) ensure training in key areas of law

2. Only for Applicants who provide: a) services limited to a few types of legal services (e.g., housing and family law); b) full service to a limited portion of the service area; or c) a limited level of services (e.g., advice, referral, and brief service).  Discuss:  

a)
Applicant’s knowledge of service quality from alternate legal resources
b)
three significant accomplishments for clients that demonstrate Applicant’s participation in the delivery of a full range of legal services in the service area
Include the “Requisite Attachments” described on page 17 here (i.e., (a) resumes, (b) list professional references, and (c) disciplinary complaints).

PART 2 - SUBGRANTS  See page 8 before preparing subgrant information.

The format for providing subgrant information is found on page 39 of this instruction.  Applicants are required to use that format in providing subgrant information.  Note that no specific weight is assigned to the section on subgrants.  This is a threshold requirement in order to receive LSC funds.  Failure to meet this requirement disqualifies an Applicant.
PART 3 - OTHER REQUIREMENTS
a. Conflicts of Interest 

b. Governing/Policy Body Plan (required for current LSC grantees applying for a service area consisting of counties that are different from the last year the service area was in competition, and new Applicants). 

ATTACHMENT 2

CERTIFICATION OF INTENT TO ENTER INTO A SUBGRANT AGREEMENT

2011 GRANTS COMPETITION

(See page 8 before completing this form)

Applicant Name:
___________________________________________________

Applicant Number:
___________________________________________________

Instruction:
Complete this certification, convert it to PDF and transmit it to LSC using the PDF Upload Site at www.grants.lsc.gov.  This certification should be completed for each subgrant in which twenty-five percent or more of the LSC grant award will be subgranted, or if a subgrantee will deliver a full range of legal services to a specific geographic area within the overall service area.

1.
The Applicant hereby certifies that, should it be awarded a grant under this grant application, the Applicant intends to subgrant a portion of the grant award to:

_______________________________________________________  (name of subgrantee).

2.
______________________________________________________ (name of subgrantee) hereby agrees to accept the subgrant from Applicant and deliver services under the terms of the subgrant agreement to be negotiated between the parties.

_____________________________

_________________________________

Executive Director



Executive Director

_____________________________

_________________________________

Name of Applicant Program


Name of Subgrantee Program

_____________________________

_________________________________

Date:





Date:

_____________________________

_________________________________

Board Chair Signature - Applicant

Board Chair Signature - Subgrantee

_____________________________

_________________________________

Date:





Date:

ATTACHMENT 3

APPLICANT STAFF CONTACT INFOMATION

2011 GRANTS COMPETITION

LSC requests that all Applicants provide staff contact information to receive bulletins, announcements, and other information pertaining to legal services delivery.  

Use the format below to provide Applicant staff contact information for each permanent, full-time employee.  Enter the employee’s name, job classification code, email address, and the Applicant number.  Use the job classification codes below to ensure consistency in this data.  This information will not count against the proposal narrative page limit.  Attach this contact information with and below the Proposal Narrative. 

	Applicant
Staff Name
	Applicant Staff Job Classification Code
	Applicant Staff Email Address
	Applicant 

Number
	Job Title (only for job class. 99)

	Jane Doe
	01
	john@doe.org
	000000
	

	John Doe
	99
	jane@doe.org
	000000
	Social Worker


Job Classification Codes and Definitions 

01
Director - chief executive officer.
03 
Deputy Director - deputy executive officer. 

05 
Director of Litigation - executive responsible for oversight of litigation. 

07 
Managing Attorney - attorneys who supervise legal work and have substantial administrative and financial responsibilities, e.g., administer a cost center, branch office, or the like. 

09 
Supervising Attorney - attorneys who supervise legal work but do not have substantial administrative and financial responsibilities. 

11 
Staff Attorney - all other attorneys, as well as law school graduates, who have passed a bar examination. 

13 
Paralegal - professionals whose duties consist primarily of such activities as intake interviewing, case investigations, checking court records, legal research, client representation at administrative hearings, and outreach and community work.

14 
Technology Staff –individuals who devote a major portion of time to maintaining the program’s computers, web site(s), and technology infrastructure.    

15 
PAI Coordinator – individuals who devote a major portion of time to coordination of the PAI plan. 

17 
Training Responsible Person - individuals who devote a major portion of time coordinating or providing training for the Recipient's or sub-recipient's staff. 

18 
Financial Professional - persons who assist the director with financial management (e.g. controller, accountant or bookkeeper). .

19 
Management Professional - persons who assist the director with personnel or administrative management. It does not include managing attorney positions covered in job code 07 or financial professionals covered in job code 18. 

21 
Law Clerk - law students who have not graduated from law school.
23 
Senior Aide - persons employed under a specially designed job program for older workers. 

25 
Administrative Assistant - executive assistants and administrative aides who do not have substantial administrative and financial responsibilities, but whose duties exceed those delegated to legal secretaries and clerical workers. 

27 
Secretarial/Clerical - legal secretaries, as well as clerical workers, file clerks, receptionists, etc.

99 
Other (provide job title)

ATTACHMENT 4
APPLICANT 2011 TECHNOLOGY PLAN

INSTRUCTION
Upload Applicant’s Technology Plan for 2011 as a separate PDF file.  The number of pages of the technology plan will not count toward the Applicant’s proposal narrative page limit.  Include the following information in the title of the Technology Plan:  Applicant Name, Applicant Number, and “2011 Technology Plan.”  At a minimum, Applicant’s Technology Plan must identify any capacities from the document Technologies That Should Be in Place in a Legal Aid Office Today (www.lsc.gov/pdfs/technologybaselinereport.pdf) that it lacks and, for every missing capacity, explain: 1) Why it is not needed, either for the program’s role in the state justice community or because it is provided by another entity;  or 2) Describe the program’s strategy for acquiring the capacity.  
LSC encourages Applicants to develop and submit a more comprehensive technology plan that addresses Applicant's current and planned uses of technology in all facets of its operations.  For resources on technology planning, see http://tig.lsc.gov/resources.php.
Also, a Technology Budget is required for 2011. Use RFP Budget Form D15 to prepare and submit Applicant’s 2011 Technology budget.  At a minimum this budget should contain entries for: 1) software and hardware acquisition costs; 2) software and hardware maintenance costs; 3) IT staffing costs (internal and/or out-sourced); and 4) staff training costs (for IT staff and to insure all program staff can effectively use the program's technologies).
Overview of the Applicant’s Organization and Delivery System
and Organization Chart (instruction)
LSC requires each Applicant to provide a one-page overview of its organization and delivery system and a current copy of the program’s organizational chart.  Include the overview and the organization chart as the cover pages of the Applicant’s proposal narrative.  The overview is to contain a concise description of the geographical and cultural characteristics of the Applicant’s service area(s), the scope of legal services provided by the Applicant, and the delivery methods and distinctive characteristics of the Applicant’s organization.  LSC may use excerpts from the overviews in publications and presentations.  

Consider the suggestions below in drafting the overview:

Responses to questions 1(a) through 1(c) should indicate that the Applicant’s service area is either urban or rural or a mix, and explain which counties or cities (or the number of counties or cities) classify it as such. If there have been significant changes, the response might explain what those changes are and how those changes affect the eligible client population of the service area. If there have been no significant changes, the response would indicate this and go on to explain the characteristics that have consistently affected the eligible client population. In describing the distinctive characteristics of the service area it would be helpful to make note of the things such as the service area’s poverty, changes in population, area-specific legal issues, or other such characteristics. 

Responses to questions 2(a) – (c) should state whether the Applicant provides a full range of services, and examples of what those services include and whether the full range of service is extended throughout the service area. Programs that do not provide a full range of service should indicate this and explain methods employed to ensure that a full range of services is provided to the client population. 

Responses to questions 3(a) and 3(b) should describe the methods of delivery used by the Applicant organization. This response should also detail the distinctive characteristics that the Applicant considers to be unique to its organization. 

Organization chart:  The organization chart shall depict the components of Applicant’s organization, the titles of the management and executive positions responsible for those components and the number of staff positions in each component.

Use the outline and format on the following page to prepare the overview.  The overview and 
organization chart will not count toward the page limit.  

Overview of the Applicant’s Organization and Delivery System

Proposal Narrative Cover Page

2011 Grants Competition

	Applicant Name:  __________________________
	Applicant Number:  ________________

	Service Area Code(s): _______________________
	Total funding requested:  ____________


1. Describe the geographical and cultural characteristics of the service area. 
Include the following in the description:

a. whether the service area is primarily rural, urban, or mixed

b. any significant recent changes in the client community

c. the most distinctive characteristics of the service area

2. Describe the scope of legal services to be provided by the Applicant.  
Include the following in the description: 

a. whether the Applicant provides a full range of legal services throughout the service area

b. if the Applicant does not provide a full range of legal services, identify the parts of the service area that will not be served by the Applicant or that will receive limited service by the Applicant 

c. if the Applicant does not provide a full range of legal services, identify other providers the Applicant relies on to assure a full range of legal services to eligible clients; also identify the legal services of the other provider.
3. Describe the delivery methods and distinctive characteristics of the Applicant’s Organization.

Limit the discussion to a brief description of: 


a.
the service delivery method(s) employed by the Applicant (e.g., specialized law units, legal helplines, impact litigation, compensated and pro bono private attorney models,  pro se) 


b.
the most distinctive characteristics of the Applicant’s organization

� All successful Applicants must have a governing or policy body consistent with the requirements of 45 C.F.R. Part 1607 of the LSC regulations. An Applicant that is not in compliance at the time the grant is awarded will be required to be in compliance with 45 C.F.R. Part 1607 within sixty days from the date the grant award is made.





� A group of attorneys can compete for LSC grants under two options:


it may choose to compete as a non-incorporated body; or


it may elect to incorporate as a non-profit 


� This requirement helps assure that the governing/policy body of an LSC grantee: reasonably reflects the diversity of the legal community and the population of the areas served, including race, gender, ethnicity, and other similar factors; is sensitive to the diverse needs of the community; and has the capacity to promote high quality legal services in newly defined and/or diverse service areas. 


� An Applicant providing less than a full range of service is required to demonstrate to LSC’s satisfaction that it is or will be part of a delivery system that does provide a full range of legal services.  See page 9 of the RFP regarding the requirements for a “full range of legal services”.
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