RFP Inquiries and Charts

Performance Area One

Effectiveness in identifying the most pressing civil legal needs of low-income people in the service area and targeting resources to address those needs 
Weight: 18%
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
Performance Area One, Criterion 1


Periodic comprehensive assessment and ongoing consideration of the most pressing legal needs
RFP Inquiries for this criterion
1.
State the date when applicant conducted the most recent comprehensive assessment to identify the most pressing civil legal needs and problems of the low-income population and when the applicant plans to conduct the next comprehensive assessment.

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, and Veterans.

3.
Discuss how applicant analyzed 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.

4.
List and briefly discuss the most pressing legal needs and problems applicant identified in the service area.

5.
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

RFP Charts for this criterion – links take applicants to the charts on separate pages
Legal Needs Assessment – Data Collection Methods

Legal Needs Assessment – Data Sources and Tools
Performance Area One, Criterion 2 

Setting goals and objectives, developing strategies and allocating resources


RFP Inquiries for this criterion 
1.
How has the applicant allocated resources and staffing responsibilities to reflect its goals, objectives and desired outcomes?

2.
Discuss the ways the applicant’s case acceptance guidelines and how they relate to the applicant's goals, objectives and desired outcomes.

RFP Charts for this criterion – links take applicants to the charts on separate pages
Priorities, Goals, Strategies and Desired Outcomes

	Performance Area One, Criterion 3


Implementation


There are no RFP Inquiries or Charts for this criterion. 

Performance Area One, Criterion 3 addresses implementation of goals, objectives and strategies. The RFP addresses these topics elsewhere. 

	Performance Area One, Criterion 4


Evaluation and adjustment


RFP Inquiries for this criterion

1.
Describe applicant’s most recent strategic planning process.  Specifically address:

a.
the date of the most recent strategic planning process

b.
staff and board involvement

c.
the evaluation of the efficiency and effectiveness of applicant's advocacy and service delivery system, including components of the system (e.g., intake, pro se, limited service, extended service, community legal education, private attorney involvement)

d.
the evaluation of strategies that ensure effective legal services delivery in response to the most critical legal needs

e.
the goals applicant plans to achieve to help ensure the growth, stability, and viability of the program  (e.g., office location, staffing, technology, organizational structure, administration, resource development)

RFP Charts for this criterion – links take applicants to the charts on separate pages
Outcomes Met for Previous Priorities

Performance Area Two
Effectiveness in engaging and serving the low-income population throughout the service area 
Weight: 20% 
Relevant Forms: Form K - Technology Form

Relevant Regulation: 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 Two, Criterion 1


Dignity and Sensitivity
RFP Inquiries for this criterion

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.  

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 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 are Veterans, 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 

4.
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. 
RFP Charts for this criterion – links take applicants to the charts on separate pages
Intake System Technology

Intake Methods: Relative Percent and Time Elapsed Before Receiving Service
Performance Area Two, Criterion 2 & 3


Engagement with the low-income population & Access and utilization by the low-income population 
RFP Inquiries for this criterion

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.

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
RFP Charts for this criterion – links take applicants to the charts on separate pages
LEP Plan and Components

Performance Area Three
Effectiveness of legal representation and other program activities intended to benefit the low-income population in its service area.  

Weight: 35% 
Relevant Forms: Form D – Budget Forms

Relevant Regulation: 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 Three, Criterion 1a


Legal representation: Applicant has in place adequate capacity to carry out its work, insofar as its resources permit. 
RFP Inquiries for this criterion

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 staff's access to research materials and tools (e.g., online legal research, libraries, poverty law manuals, practice manuals) and knowledge management (e.g., brief and form banks, substantive listservs, document management such as HotDocs, and other web-based resources).

RFP Charts for this criterion – links take applicants to the charts on separate pages
Training

Performance Area Three, Criterion 1b


Legal representation: Applicant utilizes systems, approaches, and techniques sufficient to ensure that the representation is carried out with maximum effectiveness. 
RFP Inquiries for this criterion

1.
Describe mechanisms used to keep clients informed and have them 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 methods of case assignments and supervision that affect the appropriateness of casehandlers’ caseloads in relation 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.
RFP Charts for this criterion – links take applicants to the charts on separate pages
Legal Work Management

Casehandling Protocols

Case Development Activities
Performance Area Three, Criterion 1c


Legal representation: 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. 
RFP Inquiries for this criterion

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 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. 

RFP Charts for this criterion
Accomplishments for Clients (Excluding PAI)
	Performance Area Three, Criterion 2


Private attorney involvement


Note: Applicants are required to upload the PAI Plan for the current year as part of the grant proposal. New applicants who do not have a current year PAI Plan/project should submit a prospective plan for the following year that will address inquiries 1 through 3 below.  
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.  See page 38 for instructions for preparing the PAI Plan.     

RFP Inquiries for this criterion

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

a.
State how the current year PAI plan 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)).  

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.  

RFP Charts for this criterion – links take applicants to the charts on separate pages
Private Attorney Involvement

Methods Used to Recruit Private Attorneys

Methods Used to Retain Private Attorney Volunteers

Accomplishments for Clients through PAI

	Performance Area Three, Criterion 3


Other program services to the eligible client population


RFP Inquiries for this criterion

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
RFP Charts for this criterion – links take applicants to the charts on separate pages
There are no RFP Charts for this criterion. 

	Performance Area Three, Criterion 4


Other program activities on behalf of the eligible client population


RFP Inquiries for this criterion

There are no RFP Inquiries for this criterion. 

RFP Charts for this criterion – links take applicants to the charts on separate pages
Involvement with Justice and Advocacy Community

Performance Area Four
Effectiveness of governance, leadership and administration
Weight: 27% 
Relevant Forms: Form D (Budget Forms), Form F (Governing/Policy Board Forms), and Form K (Technology Form)

Supplementary Documentation: Performance Evaluations and Monitoring Reports
Relevant Regulation: 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
	Performance Area Four, Criterion 1


Board Governance


RFP Inquiries for this criterion

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 

4.
Does the applicant's board's members overlap with a partner provider's board's members? If yes, state a) the name of the other organization and its relationship to applicant, b) the number of applicant's board members that are on the partner's board, and c) how potential conflicts of interest are identified and addressed.

5.
Provide the date of the board’s most recent evaluation of the executive director and describe the process used in the evaluation.  

RFP Charts for this criterion – links take applicants to the charts on separate pages
Board Policies and Practices
	Performance Area Four, Criterion 2


Leadership


RFP Inquiries for this criterion

1.
Discuss applicant’s efforts to ensure effective leadership. 

a.
Identify applicant’s leadership team and their responsibilities.  

b.
Describe opportunities the applicant provides for the development of future diverse leaders.

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.

RFP Charts for this criterion – links take applicants to the charts on separate pages
Continuity of Operations Planning
	Performance Area Four, Criterion 3


Overall management and administration


RFP Inquiries for this criterion

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 

2.
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, including how the applicant uses technology to improve areas such as intake, outreach, document production and/or other processes through which it delivers services; and d) how technology planning is reflected in the applicant’s current annual budget. Applicant is required to submit a current technology plan based on the instructions provided in Attachment 4, and a 2014 technology budget.

3.
State whether applicant has a technology use policy (including the Internet) and if so, briefly discuss the policy. 

RFP Charts for this criterion – links take applicants to the charts on separate pages
There are no RFP Charts for this criterion. 

	Performance Area Four, Criterion 4


Financial administration


RFP Inquiries for this criterion

1.
Describe applicant’s systems and procedures for budgeting and planning. 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 

RFP Charts for this criterion – links take applicants to the charts on separate pages
There are no RFP Charts for this criterion. 

	Performance Area Four, Criterion 5


Human resources administration


RFP Inquiries for this criterion

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  

RFP Charts for this criterion – links take applicants to the charts on separate pages
There are no RFP Charts for this criterion. 

	Performance Area Four, Criterion 6


Internal communications


RFP Inquiries for this criterion

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

RFP Charts for this criterion – links take applicants to the charts on separate pages
There are no RFP Charts for this criterion. 

	Performance Area Four, Criterion 7


General resource development and maintenance


RFP Inquiries for this criterion

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

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, foundations and other 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. 

RFP Charts for this criterion – links take applicants to the charts on separate pages
There are no RFP Charts for this criterion. 

	Performance Area Four, Criterion 8


Coherent and comprehensive delivery structure


There are no RFP Inquiries or Charts for this criterion. 

Performance Area Four, Criterion 8 addresses program effectiveness and capacity to meet the most pressing needs of the client community; innovation and creativity in service delivery; and allocation of resources. The RFP addresses these topics elsewhere. 

	Performance Area Four, Criterion 9


Participation in an integrated legal services delivery system


RFP Inquiries for this criterion

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  

This inquiry is 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 inquiry. 

2.
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.

Note: 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.

RFP Charts for this criterion – links take applicants to the charts on separate pages
Accomplishments for Clients with Other Providers (required only for programs that are not full service providers)
