VIII. REQUIRED DOCUMENTS
General Requirements

All documentation must be submitted on prescribed forms, without alteration. Where no form is included or specified, submissions must be single-spaced with one inch page margins (not including attachments or financial forms) using a 12 point font. Do not permanently bind documents.

Applicants must submit every document listed below, as well as the documents listed in the Document Checklist annexed as Exhibit 1 hereto. Failure to provide all documents in the manner required may result in disqualification of an applicant’s proposal. A complete set of the documents required below must be submitted.

A. Application Cover Sheet

	Legal Name of Applicant Organization
	

	Executive Director/CEO
	

	Proposal Contact Information (Phone & Email)
	

	Total Budget of Organization
	

	Total Funding Requested
	

	Address
	

	Phone
	

	Fax
	

	Email
	

	Website Address
	

	Federal Tax Identification No. (TIN)
	

	New York State Charities Registration Number (If exempt, please explain.)
	

	Signature of officer authorized to enter into contracts on the organization’s behalf
	


B. Annual Projections Chart: Cases to be Handled, Other Legal Services – Individuals to be Served, and Persons to be Benefited (Download Form at nycourts.gov/admin/bids/currentsolicitation.shtml)
C. Narrative Proposal

a. Community Need (up to 3 pages)

1. Need

Describe the client legal needs and/or access to justice needs (including gaps in community services). Support the response with community characteristics, demographic and statistical data. Describe how the organization maintains awareness of the evolving legal needs of the target population.

2. Target population

Describe the geographic area and target population. Support the response with community characteristics, demographic and statistical data. Describe any sub-populations to which the organization proposes providing services.

3. Outreach

How will individuals/groups be made aware of the availability of your proposed services? Describe whether and how technology facilitates outreach. Describe how the proposed outreach methods address any unique challenges of the target population and/or geographic location, for example, language barriers, physical disabilities, rural area, etc.

Describe any measures used to facilitate access to services for individuals with the following needs:

· Primary language other than English

· Physically or mentally disabled

· Lacking transportation

· Institutionalized or incarcerated

· Low-income working clients (extended office hours, etc.)

· Other needs particularly applicable to your community

b. Organizational Capacity (up to 5 pages)

1. Principal Activities

Briefly describe all the organization’s principal activities, explaining how the provision of civil legal services to low-income persons and/or improving access to justice fits into the organization’s mission. 

a. Provide a broad overview of the organization’s civil legal services delivery structure and/or access to justice services delivery structure.

b. Describe the organization’s prior experience providing civil legal services and/or access to justice services to low-income persons. Embed a chart that states the total number of each type of cases handled and quantify the types of access to justice services provided over the past three years, if any.

c. Summarize the organization’s most significant achievements in providing civil legal services and/or access to justice services during the period April 1, 2020 – March 31, 2021 including number of persons who benefited, dollar benefits obtained for clients, etc.

d. Describe how the funding requested in this RFP will enhance the overall mission and services that the organization currently provides.

2. Structure & Planning

Describe the organizational structure, planning and priority setting processes. Include board composition, relevant experts, and client/community involvement.
3. Diversity, Equity and Inclusion.

Describe efforts to promote a diverse and inclusive workplace culture. Describe efforts to recruit, retain and promote diverse staff and board members. How does the organization promote and foster equity via hiring and advancement practices? How does the organization measure progress toward these objectives?

4. Training & Professional Development

Describe whether the organization offers or plans to offer training or professional development to staff, management, volunteers, or board members, including training on diversity and inclusion, anti- oppression, and cultural competency issues. Please provide details about the trainings offered (e.g., subject matter, constituency served, number of attendees, mandatory or voluntary, number of sessions, in person or web-based). How does the organization measure the effectiveness of such training efforts?
5. Supervision & Quality Control

Describe the methods for supervision and ensuring high quality services, discussing each of the areas below:

· Client Intake and Case Management

· Methods for case and/or work assignment

· Procedures for reviewing/supervising work
· Delivering culturally competent services to the target population
· Provisions for backup and technical support for volunteer attorneys, and for paralegals, law students and other non-attorneys involved in legal service delivery

· Provisions for ensuring confidentiality of client information, including electronically stored information

· Provisions for program evaluations

6. Emergency Preparedness
Describe the organization’s infrastructure, strategic plan(s) and preparedness to deliver civil legal services and/or access to justice services to low-income clients during public health emergencies, such as the COVID-19 pandemic, and natural disasters, such as Superstorm Sandy and Hurricane Irene.

7. Fiscal Responsibility

a. UCS has historically required that contractors report expenses within 30 days of the end of a quarter within any given budget period. Please describe both:

· your organization’s experience adhering to fiscal reporting schedules and meeting fiscal reporting deadlines and capacity to do the same; and 

· your organization’s capacity to promptly respond to periodic requests to provide documentation to support reported expenses.

b. Charities registered in New York State may be required to file independent Certified Public Accountant Reviews or Audit Reports depending on their level of total revenue and support. Has the report of such an audit or review included the finding of any irregular or improper practice(s)? If so, please describe in detail the circumstances of such findings and their resolution.

c. If awarded funding, what proportion of your total civil legal services program would the requested funding represent? How would the organization ensure that costs were appropriately attributed to the varied funding sources for the civil legal services program?
c. Program Description (up to 10 pages)

4. Narrative Summary of The Program to Be Funded

Describe the kinds of services to be provided that will address Essentials of Life needs of the target population. Explain how the organization’s strengths and staffing will support this program and address the community legal needs and/or access to justice needs of the target population through innovative and cost-effective means. Applicants should describe all activities of their entire civil legal services program and/or access to justice program, not just the portion to be supported by JCLS funding. (If services are proposed in the Other category in the Annual Projections Chart, describe those services and how they relate to Essentials of Life needs in detail.)
5. Service Delivery

Indicate the service delivery method(s) the program will employ by placing a check in the appropriate box(es) below:

· Direct legal assistance: provided by staff attorneys

· Direct legal assistance: provided through referral to pro bono attorneys

· Direct assistance: provided by non-attorney staff (i.e. paralegals), supervised by attorneys

· Direct legal assistance: provided by law students or recent law school graduates supervised by attorneys

· Access to justice services: Training or education to support pro se representation

· Access to justice services: Provision of legal information

· Access to justice services: Referral to other civil legal service providers

· Access to justice services: Referral to other social services

· Access to justice services: Mediation / alternative dispute resolution

· Other [explain in question 2a below]

Indicate the level of service the program will provide by placing a check in the appropriate box(es) below

· Comprehensive representation

· Representation in Appeals or Other Complex Matters

· Representation in Court and/or Administrative Proceedings

· Limited advice and counsel

· Assistance in Completing Forms or Applications

· Brief Advice and/or Information

· Efforts to divert cases from court

· Legal Education

· Other [explain in question 2a below]

2a. Provide additional information regarding the service delivery method(s) and level of service.

2b. Provide a comprehensive description of the methods (e.g., staff delivery using attorneys and paralegals, pro bono programs, specialized law units, pro se training, mediation/alternative dispute resolution, other) that will be used to deliver the proposed services, including a description of office location(s) and offsite/remote service locations, mechanisms to enhance access (e.g., evening clinics), and whether and how technology will be used to deliver services. 

(If the services to be provided differ by county from the overall programmatic description articulated above, describe the significant differences in County-Specific Question #4).

2c. Describe how the organization delivers effective legal assistance and/or access to justice services grounded in an awareness of and sensitivity to the diverse cultures in the organization’s service area.

2d. Describe (a) the number and composition of paid and volunteer staff who will serve the individuals/groups in the proposed program, (b) their qualifications (e.g., attorneys, law students, any specialized units), and (c) their respective roles in the program.

6. Cooperative efforts

Identify other legal services providers, private bar associations, law schools, social services agencies, medical providers, schools, or other community-based organizations, that will actively participate in this program and provide an overview of their roles. Describe arrangements with other legal service providers in your area to avoid duplication of effort. Attach letters of support from the partner organizations. 

4. Program Service Projections for the Contract Term

Based on UCS’ definition of Cases Handled, Other Legal Services - Individuals Served, and Persons Benefited in section V, provide:
a. a basis for the projected totals included in ANNUAL PROJECTIONS CHART, for:

i. Cases to be Handled;
ii. Other Legal Services - Individuals to be Served;

iii. Persons to be Benefited;
b. An explanation of how the projections compare to current and immediate prior years as discussed in Narrative Proposal section B(1)(b); and

c. If the applicant anticipates any changes to the projections, an explanation of any such projected changes.

Describe how the organization plans on sustaining the projected level of service in the ANNUAL PROJECTIONS CHART and discussed above throughout the contract term.

d. County-Specific Questions (up to 2 pages)
The applicant must answer these questions once for each county for which funding is applied.

1. Describe the target geographic area to be served (i.e. county-wide vs. a particular municipality or neighborhood within a given county). Describe the legal needs of the target population in the target area. 

2. Will the organization maintain a physical office in the target geographic area? If no office location is proposed, explain how services will be accessible within the target area.

3. Discuss the organization’s capacity to provide accessible services to the target population in the target geographic area.

4. If the services to be provided in this county differ from the overall programmatic description articulated in the Program Description section above, describe the significant differences.

5. Based on UCS’ definition of Cases Handled, Other Legal Services - Individuals Served, and Persons Benefited in Section V, provide:

i. a basis for the projected totals for the county in the ANNUAL PROJECTIONS CHART, for:

1. Cases to be Handled;

2. Other Legal Services - Individuals to be Served;

3. Persons to be Benefited;

ii. An explanation of how the projections compare to current and immediate prior years as discussed in Narrative Proposal section B(1)(b); and

iii. If the applicant anticipates any changes to the projections, an explanation of any such projected changes.

6. Describe any particular expertise the organization has or policies the organization has in place that relate to providing services to a specific sub-population or sub-populations within the target geographic area (i.e. ability to provide services in languages other than English, or in a culturally appropriate manner to specific sub-groups).

7. Describe any arrangements with other legal service providers in the target geographic area designed to avoid duplication of efforts.
D. Budget Submissions

a. Budget. Complete the budget using the required file available for download at www.nycourts.gov/admin/bids/currentsolicitations.shtml.

b. Budget Narrative

	Budget Category
	Narrative summary of expenses budgeted

	Salaries
Detail rationale for salary costs budgeted by position category. Include salary schedules, cost of living adjustment policies and bonus policies.
	

	Fringe Benefits
Detail fringe benefits available to staff, including the justification of any rate charged. Explain any items budgeted in Other Employee Benefits.
	

	Equipment
Detail equipment purchases planned, including any replacement schedules for equipment included in the budget.
	

	Other Non-Personal Services
Include brief explanations for all sub-categories in which expenses are budgeted.
	

	Indirect Costs
Attach or explain the indirect cost allocation methodology used to calculate indirect costs.
	


EXHIBIT 1: DOCUMENT ENCLOSURE CHECKLIST

The documents listed below must be submitted together with applicant’s proposal. Failure to do so as required may disqualify applicant’s response.

Documents requiring signature must be duly signed where indicated. The listed documents may not be modified, retyped or amended in any manner. 

A complete set of RFP documents must be submitted.

____
Application Cover Sheet (Article VIII(a))

____
Annual Projections Chart (Article VIII(b))
____
Narrative Proposal – Community Need, Organizational Capacity, Program Description (Article VIII (c))

____
Budget and Budget Narrative (Article VIII (d))

____
Mission Statement

____
Board of Directors Roster and Conflict of Interest policy. Include Board Member names, length of current term, term expiration date and total years of service.

____
Organizational Chart

____
Resumes and job descriptions of senior management and project staff

____
Client Financial Eligibility Guidelines

____
Client Grievance Procedures

____
Cultural Diversity/Inclusion policies. If none, explain (a) how these issues are currently addressed and (b) what plans are in place to develop such policies

____
Organization’s most recently filed Form EEO-1. If applicant is not required to file an EEO-1, provide a statement to that effect.
____
Language Access policies. If none, (a) explain how these issues are currently addressed and (b) what plans are in place to develop such policies

____
Case Acceptance Policy and Procedures

____
Affirmative Action/EEO Policy

____
Internal Controls Policy
____
Certificates of NYS Worker’s Compensation and NYS Disability Benefits Insurance, or Certificate of Attestation of Exemption.  (See Exhibit 2 “Insurance Requirements” for a list of accepted forms.) 

____
Copies of applicant’s certificate(s) of insurance or other adequate proof evidencing the insurance coverages required by the bid specifications (See Exhibit 2 “Insurance Requirements” for a list of accepted forms.)

____
Attachment I - Standard Request for Bid Clauses & Forms 

 Qp.3 - Non-Collusive Bidding Certificate

 Qp.4 - Corporate Acknowledgment

__x__
Attachment II - Not Applicable

____
Attachment III - Vendor Responsibility Questionnaire


9 questionnaire filed online via OSC VendRep System and certified within 6 months of the bid opening date, or

9 paper questionnaire

____
Attachment IV - Procurement Lobbying forms


 9 Disclosure of Prior Non-Responsibility Determination (UCS 420)

 9Affirmation of Understanding and Agreement (UCS 421)

20

