


Judiciary Civil Legal Services in New York
Request for Proposals
Issued May 5, 2016
Due June 15, 2016 at 2PM

APPLICATION
 


II. Application Cover Sheet and Executive Summary
	Legal Name of Applicant Organization
	

	Executive Director/CEO
	

	Proposal Contact Information (Phone & Email)
	

	Total Budget of Organization
	

	Total FTE Staff Employed in Organization
	

	Number of FTE Staff Funded Under This Proposal
	

	Total Funding Requested
	

	Address
	

	Phone
	

	Fax
	

	Email
	

	Website Address
	

	Federal Tax Identification No. (TIN)
	

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

	Executive Director or Chief Executive Officer Signature
	

	Board Chair Signature	
	





III. Executive Summary and Application Summary Table

	Executive Summary: Provide a brief (1-2 paragraph) summary of each of the following narrative elements described in detail in your proposal.

	Organizational Capacity:

	

	Program Plan:

	

	Reasonableness of Cost:
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Indicate the county or counties to be served in the “County Name” column and the subject areas to be served in each by placing an “X” in the appropriate columns.
	County Name
	Housing
	Family Matters
	Access to Healthcare and Education
	Subsistence Income
	Amount of Funding Requested
(Cannot exceed amount articulated in Exhibit 3)
	Estimate the number of cases to be handled in the county during 2017

	Proposed FTEs
	Briefly describe services and reasonableness of proposed costs (1-2 sentences)

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	Total Funds Requested
	
	
	



IV. Narrative Proposal
PAGE LIMIT: Ten single-spaced pages for Organizational Capacity and Program Description responses combined.  Two single-spaced pages for each response to County Specific Questions.
Organizational Capacity.  The answers to the questions in this section should describe current programs and activities and demonstrate the existing capacity of the organization to provide civil legal services and to effectively and efficiently manage government-funded programming.
1. Briefly describe all of the organization’s current principal activities.
2. Describe the organization’s prior experience providing civil legal services to low-income persons.
3. Summarize in 100 words or less the organization’s most significant achievements in providing civil legal services during the period April 1, 2015 – March 31, 2016 including number of clients who benefitted, dollar benefits obtained for clients, etc.
4. Discuss significant developments that affected the organization’s capacity to deliver civil legal services.
5. Describe how the additional funding requested in this RFP will enhance the overall mission and services that the organization currently provides.
6. How are case assignments made?
7. What are the agency’s supervisory policies and procedures?
8. Describe the agency’s mechanisms for assuring quality of service for: 
· client intake
· case assignment
· case management and supervision
· training of staff and volunteers
9. Describe the policies and procedures in place to ensure client confidentiality.
10. Describe the organization’s use of technology to enhance access and quality of civil legal services.
11. Describe the organization’s plans to quickly respond to the civil legal service needs of victims of natural disasters (e.g. Super-storm Sandy and Hurricane Irene).

Program Description.  The answers to the questions in this section should describe the new, enhanced or expanded programming to be provided if awarded funding under this RFP.
1. Provide a description of the problems to be addressed by the proposed services, including which essentials of life priorities will be addressed.
2. Indicate the service delivery method(s) the program will employ by placing a check in the appropriate box(es) below:
· Direct legal services: provided by staff attorneys
· Direct legal services: provided through referral to pro bono attorneys
· Direct services: provided by non-attorney staff (i.e. paralegals), supervised by attorneys
· Direct legal services: provided by law students or recent law school graduates supervised by attorneys
· Other access to justice services: Training or education to support pro se representation
· Other access to justice services: Provision of legal information
· Other access to justice services: Referral to other civil legal service providers
· Other access to justice services: Referral to other social services
· [bookmark: _GoBack]Other access to justice services: Mediation / alternative dispute resolution
· Other [explain in question 4 below]

3. 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 4 below]

4. Provide additional information regarding the service delivery method(s) and level of service.
5. How will potential clients become aware of the availability of the proposed services?  Indicate how the proposed outreach methods address special needs, for example, language barriers, physical disabilities, etc.
6. Describe the intake process for potential clients seeking to access the organization’s services.  Include information on points of access (web, phone, in person).  Describe each step in the process and indicate the staff or other professionals involved in each step (e.g., receptionists, paralegals, lawyers, etc.)
7. Does the applicant use the following definition of a case for the purpose of statistical reporting?: “A case is defined as the provision of legal assistance to an eligible client with a legal problem, or set of closely-related legal problems accepted for assistance”  If no, describe the applicant’s definition of a case.
8. Based on the definition articulated in question 7 above, what is the estimated number of cases to be handled by the program during 2017?
9. Estimate the number of clients to be served by the program during 2017.
10. Does the program plan involve collaboration with other legal services providers, bar organizations and/or law schools?  If so, identify the organizations involved in the project and explain how the collaboration enhances the quality of and access to legal services.  Attach letters of support from the partner organization(s).
11. Identify other partnerships and collaborations with social services agencies, medical providers, schools, community-based organizations or other entities that will participate as partners in the proposed program. Attach letters of support from the partner organization(s).


County-Specific Questions.  The applicant must answer these questions once for each county for which funding is applied.
1. Describe the specific geographic catchment area to be served (i.e. county-wide vs. a particular municipality or neighborhood within a given county)
2. Will the organization maintain a physical office in the catchment area?
3. Discuss the organization’s capacity to provide accessible services to citizens in the catchment 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. Estimate the number of cases to be handled in the county during 2017.
6. Estimate the number of clients to be served in the county during 2017.
7. 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 catchment area (i.e. ability to provide services in languages other than English, or in a culturally appropriate manner to specific sub-groups)
8. Describe any arrangements with other legal service providers in the catchment area designed to avoid duplication of efforts.


V. 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 (i.e., a justification for the amounts budgeted in the RFP Budget submitted)

	Salaries
Detail rationale for salary costs budgeted by position category.
	

	Fringe Benefits
Detail fringe benefits available to staff.
	

	Equipment
Detail equipment purchases planned.
	

	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.
	





VI. Attachments Checklist
Please place an X in each box for the document that is submitted.
	
	A. Audited Financial Statement from the Most Recently Ended Fiscal Year

	
	B. Most Recent Annual Report.  If the applicant does not publish an annual report, please explain

	
	C. Mission Statement

	
	D. Organizational Chart

	
	E. Board of Directors Roster (use form supplied on the next page)

	
	F. Minutes of the Last Four Meetings of the Board of Directors

	
	G. Resumes and job descriptions of senior management and project staff.

	
	H. Photocopy of correspondence issued by the Internal Revenue Service that indicates the applicant’s status as a tax-exempt organization.

	
	I. Client Financial Eligibility Guidelines

	
	J. Client Grievance Procedures

	
	K. 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.

	
	L. Language Access policies. If none, (a) explain how these issues are currently addressed and (b) what plans are in place to develop such policies.

	
	K. Case Acceptance Policy and Procedures

	
	M. Insurance Certificates: (1) Workers’ Compensation; (2) Disability Benefits; (3) Commercial General Liability; and (4) Professional Liability

	
	N. Affirmative Action/EEO Policy

	
	O. Documentation of Current NY Charities Registration

	
	P. Documentation of Taxpayer Identification Number (TIN)

	
	Q. Vendor Responsibility:  Acknowledgment Form and VR Questionnaire if applicable and submitting on paper

	
	R. Internal Controls Policy



Board of Directors Roster
	
Board Member Name and Address
	
Length of Current Term
	Term Expiration Date
	
Service
(Years)
	Number of Meetings Attended in 2015-16

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Please indicate if the Board has a conflict of interest policy.              ______ Yes                       ______ No
Exhibit 2
VENDOR RESPONSIBILITY REQUIREMENTS
The New York State Unified Court System (UCS) is required to conduct a review of a prospective contractor to provide reasonable assurances that the vendor is responsible.  The Vendor Responsibility Questionnaire, a required component of all UCS solicitations, is designed to provide information to assist the UCS in assessing a vendor’s responsibility prior to entering into a contract with the vendor.  Vendor responsibility is determined by a review of each prospective contractor’s legal authority to do business in NYS, business integrity, financial and organizational resources, and performance history (including references).
UCS recommends that vendors file the required Vendor Responsibility Questionnaire online via the New York State VendRep system maintained by the Office of the State Comptroller.

If you are already enrolled, go directly to the VendRep System online at: https://portal.osc.state.ny.us.  To enroll, see the VendRep System Instructions available at: http://www.osc.state.ny.us/vendrep/vendor_index.htm.  Vendors must provide their NYS Vendor Identification Number when enrolling.  

Alternatively, vendors may choose to complete and submit a paper questionnaire.  Vendors opting to complete and submit a paper questionnaire can obtain the appropriate form from the VendRep website: http://www.osc.state.ny.us/vendrep/forms_vendor.htm.

To request assignment of a Vendor Identification Number or for VendRep System assistance, contact the Office of the State Comptroller’s Help Desk at 866-370-4672 or 518-408-4672 or by email at ciohelpdesk@osc.state.ny.us.

VENDOR RESPONSIBILITY ACKNOWLEDGMENT
Please complete either option 1 or option 2 below:
OPTION 1:  ____ Vendor Responsibility Questionnaire filed online via the VendRep System
If you have selected Option 1, please complete the following.  The required signature is an acknowledgment that the questionnaire has been filed and certified directly on the OSC VendRep system.
ORGANIZATION NAME: ____________________________________________________________
NAME/TITLE: ______________________________________________________________________
SIGNATURE: ___________________________________________________________

OPTION 2: _____ Paper Vendor Responsibility Questionnaire Form Attached
[iii]
