Legal Services Advisory Committee (LSAC)
140 Minnesota Judicial Center
25 Rev. Dr. Martin Luther King Jr. Blvd.
St. Paul, MN 55155

	Application Cover Sheet


(You may put this Cover Sheet information on your own computer.  Cover sheet information must be on one page, in this format, and in a 12-point font.)

	General Operating Grant (check all that apply):


  Legal Services for the Poor
______  Alternative Dispute Resolution

  Law-Related Education


  Administration of Justice

FY14 - Amount Requested: $ 
_______________

FY15 - Amount Requested: $ 
_______________
	Project Grant (if applicable, check project type):


  Legal Services for the Poor
______  Alternative Dispute Resolution

  Law-Related Education


  Administration of Justice

FY14 - Amount Requested: $ 
________________

FY15 - Amount Requested: $ 
________________


Name of Organization: 


Address: 

Telephone: _______________ FAX: _______________  Web Site: _______________________
Name of Director: 
  Telephone: 


Name and Title of Contact Person: 

Telephone: 
  Email: 


Please respond to the following statements:

1.
The Organization is a 501(c) (3) tax-exempt organization:              Yes                  No

2.
The Organization has an equal opportunity statement and conducts its employment practices in accord with the policy:          Yes          No           Not Applicable

Please provide a 2- or 3-sentence summary of your request:

I certify that all information in this grant application is true and correct to the best of my knowledge and that I have the authority to commit the Organization to the work proposed.  This application is valid for a minimum of ninety days from the date of submission.
Signature of Director: 
  Date: 


	Application Definitions


Organization:
Refers to your corporate entity, including all Programs as defined below and other parts of your entity, if any.
Program:
Refers to that part of your Organization that provides law-related services, including but not limited to, services eligible for LSAC funding.  Program services may include Legal Representation and/or Other Eligible Services.  
Project:
Refers to that part of your Program for which you are seeking funding, if you are seeking funds for a particular function or initiative rather than seeking general operating funds.
Legal Representation:
Refers to those services through which lawyers and other legal advocates provide legal representation to clients, in an attorney/client relationship, whether using a staff, volunteer, Judicare, or some other model.
Other Eligible Services:

Refers to law-related services (other than Legal Representation) eligible for LSAC funding.  Examples include law-related community legal education; advocacy on issues affecting eligible clients at the legislature, before other elected bodies, in administrative rulemaking, or the like; support to Programs that provide Legal Representation; mediation and/or other dispute resolution services, administration of justice; and other eligible law-related services not defined as Legal Representation.
Service Types for Legal Representation:

Advice Only: Contact between attorney and client where the attorney provides only legal advice to the client (e.g. the advocate reviewed the relevant facts, interpreted the facts presented by the client, applied the law to the facts presented and counseled the client concerning his or her legal problem).

Brief Service: Advocate provides limited services for client without participating in formal proceedings (e.g. short letter or phone call to a third party, or preparation of a routine legal document).  Brief Service would include assisted pro se clinics where forms are completed with the client, but there is no ongoing representation.

Extended Representation: Representation or preparation for litigation (whether in court or an administrative tribunal) or extended transactional representation.  
Application Instructions

General Application Guidelines

· You may put this Application Form on your own computer.  

· Please type your answer to each question.  

· You must answer these questions in this order and in a 12-point font.  

· Unless otherwise directed, your application may not exceed 20 pages, including the Application Form (pages 4-8), but excluding:  a Table of Contents should you choose to add one, the spreadsheet with statistical data, and the requested Appendices.
Legal Representation vs. Other Eligible Services Questions

Certain questions on this application distinguish between Programs that provide “Legal Representation” and those that provide “Other Eligible Services” (see definitions page).  Refer to the following key to ensure that all appropriate questions are answered: 
	All Programs must answer the following questions:
	1, 2, 4, 5, 6, 10, 12, 15, 18, 19

	If you provide Legal Representation services, answer questions:
	3a, 7, 8, 9, 11a, 11b, 16

	If you provide Other Eligible Services, answer questions:
	3b, 11c, 17

	* Question 13 and its parts should be answered only if the Program is requesting funding for a specific Project.
* Question 14 and its parts should be answered if your Program is requesting general operating funding.


Application Appendices Guide

(Append only the following supporting materials to the application form, in the order specified.) 

1.
Appendix 1 – Revenue and Expense Forms:  Please use the charts provided.
2.
Appendix 2 – Board of Directors:  Provide a list indicating the name and affiliation of each member of the Organization’s Board of Directors and indicate the required attorney member(s) and eligible client(s) on the Board.  (An eligible client is a person who could meet the LSAC income guidelines of 200% of the federal poverty guidelines at the time of Board appointment.  Minn. Stat. § 480.242 has been interpreted by LSAC as requiring that the Board include an eligible client member to qualify to receive a grant from LSAC.  Eligible client participation on a supervisory or advisory program committee is not sufficient to meet this statutory requirement.)

3.
Appendix 3 – Audit:  Each applicant must provide an audit of the organization’s immediate past fiscal year (see below for quantity).  If you are unable to provide the required audit with your application, you must indicate when the audit will be available or provide an explanation of why your organization has not sought an audit.  Grant awards will be withheld pending receipt of the audit.  Organizations with annual revenue of less than $750,000 can provide copies of their most recent Form 990 and annual financial statements with year to date and previous year comparison in lieu of an audit. 
Application Submission

Please submit thirteen (13) copies of the Application Cover Sheet, Application Form, and Application Appendices 1 and 2, and two (2) photocopies of Application Appendix 3.

PLEASE NOTE: All copies should be stapled or secured with a binder clip.  Applications should not be bound, include a plastic cover, etc. due to difficulty scanning the materials.

Organization Information

1.
Please briefly describe your Organization and its major services/activities.  
2.
For the past two years, highlight your Organization’s:


a.

most significant accomplishments, including, if applicable, examples of benefits of services provided to clients and innovative programming, including the use of technology.

b.

significant program or financial changes over the past two years.
3.
a.
If you provide Legal Representation Services, briefly describe the current priorities of those services.  If your Program focuses on providing a particular type of legal service, e.g., brief advice or OFPs, and/or serves a specialized population, e.g., immigrants/refugees or foster children, describe briefly what your priorities are within that service or for that population.  

b.
If your Program provides Other Eligible Services, describe the nature of, and your priorities with respect to, the services and/or support you provide.  Who uses the services you provide?  Describe whether and how your work results in increased service to low-income clients.
4.
Describe the process by which your Program assesses client or constituent needs and determines its priorities.  When was the last assessment?  How often do the assessments typically occur?  Has your program reviewed the Minnesota Client Access and Barriers (MN-CABS) report and self-audit (available at www.mncourts.gov/lsac)?  What were the results of this assessment?
5.
For each office used by your Program, describe:


a. 
the location;


b.
the number of FTE staff in each of the following categories - non-attorney advocates, support staff, and attorneys; 


c.  
the counties or region served by each office; 

6.
LSAC is concerned about documented inequities in access to legal services in counties outside the Twin Cities and regional centers.  Describe the services that your organization provides that reach beyond the community where your physical office is located.  Faced with limited resources, how will you assure that your services are widely accessible?   
7.
For Legal Representation Services, describe the financial guidelines you use for determining who receives service from your Program.  Note that for the legislative portion of LSAC funding, an “eligible client” must be at or below 200% of the federal poverty guidelines, as described in the LSAC Statutory Interpretation and Financial Guidelines document.

8.
If you provide Legal Representation Services, describe your client intake process and how decisions are made about whether and how to assist clients.

9.
Does your Legal Services Program use volunteer, Judicare, or other non-staff attorneys to provide legal services?  If so, please provide the following:   


a.
Describe your Legal Services Program’s efforts to recruit new volunteer attorneys in the past year, and the total number of new volunteer attorneys in the past year who actually provided services.


b.
Describe your Legal Services Program’s efforts to train volunteer attorneys in the past year, and the total number of volunteer attorneys who participated in that training.

c.
Describe the number of FTE staff (non-attorneys, support staff, and attorneys) who administer the volunteer attorney component of your Legal Services Program.  What are their duties and what percentage of that person’s time is actually spent administering the volunteer attorney component of your Program?

d.
Does your office use the www.ProJusticeMN.org website?  If so, please describe how the website is used by your Program.

10.
Describe the processes you have in place to ensure and evaluate the quality, effectiveness, and/or outcomes of your Program.  List any outcome measures that your program is currently tracking.  Please provide at least one example of a change that was instituted as a result of this evaluation.
11.
Legal Representation Programs must answer a. and b.:

a.  
Describe the way in which your Program has coordinated with other legal and social service providers, including self-help services at courts or law libraries, in your service area over the past two years to prevent duplication and to improve client service.
b.  
Describe your referral arrangements, if any, with other Programs.  Do you communicate with those other Programs to determine if those referrals are appropriate?
Other Eligible Service Programs must answer c.:

c. 
How does the availability of your services avoid duplication?  If you provide support services, please describe how your work aids Legal Representation Programs in conserving resources for direct client representation.  If these support services were not available, what would be the impact on client services?
All Programs must answer d. and e.:

d.
List the organization, contact name and email address of two persons collaborating with your Organization.  These persons should be able to speak to the quality of and the need for the services your Organization provides.  

e. 
Does your Program have a written memorandum of understanding documenting any collaborations with other organizations?  If so, please attach a copy to the application.
12.
Indicate the nature of any client fees for your Program and the total revenue generated by those fees.  If fees are collected, can they be waived?  What rationale has your Organization adopted to support its determination to charge or forego user fees?  If your program charges fees, explain whether you pursue claims for non-payment.
13.
If you are asking for funding for a specific Project, and not for general operating funds for a Program or Organization, describe the Project for which funding is requested.  If this application is for general operating support for your Program or Organization, you may skip this question. 


Identify measurable goals and objectives for the grant period for which funding is requested.

a.
For Legal Representation Projects, please estimate the numbers of clients to be served and/or services to be provided with the proposed grant; list the types of legal services to be provided; any specialized population to whom the services will be targeted; and the counties in which such services are to be provided for the grant period.  
b.
For Other Eligible Service Projects, law-related education and administration of justice applicants, describe the anticipated number and types of persons who will receive benefits/materials of the Project.

c.
Describe the implementation plan and time schedule established to accomplish the objectives stated above.
14.  
If you are requesting a grant for general operating funds, please answer this question.  Given the total amount of funding you anticipate over the next two years, what are your organization’s specific client service goals for this grant period?   

a. For Legal Representation Programs, address what impact you anticipate in terms of caseload, waiting lists, or other outcomes.
b. For Other Eligible Service Programs, address what impact you anticipate on the number of people attending legal education programs, improvement of caseload support projects, or other outcomes. 
15.
Describe any new ideas or efficiencies have been implemented in the last two years or are under discussion which will improve your organization’s sustainability, including administrative cost-sharing or merging with another program. Please note any known or anticipated funding reductions during the grant period.

16.
If your Program provides Legal Representation, please provide statistical information regarding the number and type of cases closed and client demographics.  This data should be provided for all your legal programs, regardless of whether LSAC is funding the program.  The data collection spreadsheet is available at www.mncourts.gov/lsac or can be requested by email.  Statistical data should be submitted via email to bridget.gernander@courts.state.mn.us by the application deadline.  Please refer to the LSAC Data Collection Handbook (also available on the website) when compiling and entering your statistics.  Provide data for the 2012 calendar year. 
17.
If your Program provides Other Eligible Services, describe the services you have provided in any of the applicable sections below.  Please include the counties in which you have provided the services, relevant statistics (e.g., number of people attending trainings or community legal education presentations, number of times a fact sheet was downloaded, etc.) and major accomplishments.  Programs that use pro bono lawyers to provide these services should also answer this question to the extent that these services are provided. 
a.
Community Legal Education:

b.
Legislative and Administrative Rulemaking Advocacy:

c.
Support to Programs Providing Legal Representation:

d. Other (describe):

With respect to mediation/dispute resolution cases, please provide caseload data for the 2012 calendar year on the ADR Cases tab of the Excel spreadsheet referenced above. 

Budget Information

18.
For the Project or Program for which you are seeking funding:

a.
List the funding sources to which applications for the Project or Program have been submitted, the amount requested and the date or estimated date decisions on the application will be made.  Indicate with an asterisk those sources from which commitments have been received, the amount of the award if different from the amount requested and specify the grant term.

b.
Describe the ability to continue the Project or Program without ongoing LSAC support.

c.
Briefly describe any major changes in revenues or expenses anticipated in the fiscal year for which this grant application is made.

19.
Use the forms in Appendix 1 to report revenues and expenses, following the guidelines below.  Information must be entered on the forms provided.  Please contact staff if you have any questions or concerns.

If your Organization operates wholly to provide law related services, including Legal Representation and Other Eligible Services, provide all revenues and expenses for your Organization for the 2011 and 2012 calendar year or such other recent twelve-month periods for which data is readily available.  (Please use the columns labeled “Actual Revenue for 2011 and 2012” and “Actual Expenses for 2011 and 2012” on the reporting forms in Appendix 1.)


Provide all budgeted revenues and expenses for your Organization for the 2013 calendar year or your current fiscal year and indicate the fiscal year period.  (Please use the columns labeled “Budgeted Revenue for 2013” and “Budgeted Expenses for 2013” on the reporting forms in Appendix 1.)

Provide an anticipated budget for your Organization for the coming two fiscal years.  (Please use the columns labeled “Anticipated Revenue for 2014 and 2015 Grant Years” and “Budgeted Expenses for 2014 and 2015 Grant Years” on the reporting forms in Appendix 1.)

If only a portion of your Organization provides legal services, please provide the requested data only for your Program.

If your Program provides both staff and pro bono legal services, please separately identify the expenses associated with each delivery model.

If your application requests funding for a Project, please provide the Project budget on the designed form in Appendix 1.  
Appendix 1 for Question #18
Program Revenue Source Reporting (2011-2015)

When does your fiscal year begin and end?  ______________________________

Use the end date of your fiscal year to complete the columns on this form.

	Revenue Source
	Actual Revenue for 2011
	Actual Revenue for 2012
	Budgeted  Revenue for 2013
	Anticipated Revenue for 2014
	Anticipated Revenue for 2015

	Foundations; Corporations
	
	
	
	
	

	United Way 
	
	
	
	
	

	LSAC 
(Use consolidated LSAC/LTAB figures for past and current fiscal years; anticipated revenue is just from LSAC)
	
	
	
	
	

	Individuals; Firms; Events
	
	
	
	
	

	Other State Government
	
	
	
	
	

	County Government
	
	
	
	
	

	Other Local Government
	
	
	
	
	

	LSC 
	
	
	
	
	

	Older Americans
	
	
	
	
	

	Violence Against Women
	
	
	
	
	

	Other Federal (please specify)
	
	
	
	
	

	Other Government
	
	
	
	
	

	Attorney Fees
	
	
	
	
	

	Client Fees; Administrative Fees
	
	
	
	
	

	Other (specify)
	
	
	
	
	

	
	
	
	
	
	

	TOTAL 
	
	
	
	
	


Appendix 1 for Question #18
Staff Program Expense Reporting – 2011-2015
When does your fiscal year begin and end?  ____________________________________  

Use the end date of your fiscal year to complete the columns on this form.
	Expenses
	Actual Expenses for 2011
	Actual Expenses for 2012
	Budgeted Expenses for 2013
	Anticipated Expenses for 2014
	Anticipated Expenses for 2015

	
	# of FTE
	
	
	
	
	

	Staff Positions
	
	
	
	
	
	

	    Attorneys
	
	
	
	
	
	

	    Paralegals
	
	
	
	
	
	

	Administrative

    & Fundraising
	
	
	
	
	
	

	    Other
	
	
	
	
	
	

	Fringes for Above:

    Health Insurance

    Retirement

    Other

Total Fringes
	
	
	
	
	

	TOTAL Personnel
	
	
	
	
	

	
	
	
	
	
	

	Rent/Building
	
	
	
	
	

	Utilities
	
	
	
	
	

	Phone
	
	
	
	
	

	Equipment
	
	
	
	
	

	    Rental/Leasing
	
	
	
	
	

	    Purchase
	
	
	
	
	

	Supplies
	
	
	
	
	

	Travel
	
	
	
	
	

	Professional Development & Training
	
	
	
	
	

	Audit
	
	
	
	
	

	Client Service Contracts, e.g. Interpreters
	
	
	
	
	

	Administrative Contracts, e.g. Maintenance, Accounting
	
	
	
	
	

	Litigation
	
	
	
	
	

	Technology Costs, e.g. IT Support, Software Licenses
	
	
	
	
	

	Insurance
	
	
	
	
	

	Other (specify)
	
	
	
	
	

	TOTAL Non-Personnel
	
	
	
	
	

	
	
	
	
	
	

	TOTAL EXPENSES
	
	
	
	
	


For Staff Representation:  _____   % of Expenses for Civil Representation

_____   % of Expenses for Criminal Representation

Appendix 1 for Question #18
Pro Bono Program Expense Reporting – 2011-2015
When does your fiscal year begin and end?  ____________________________________  

Use the end date of your fiscal year to complete the columns on this form.
	Expenses
	Actual Expenses for 2011
	Actual Expenses for 2012
	Budgeted Expenses for 2013
	Anticipated Expenses for 2014
	Anticipated Expenses for 2015

	
	
	
	
	
	
	

	Staff Positions
	
	
	
	
	
	

	    Attorneys
	
	
	
	
	
	

	    Paralegals
	
	
	
	
	
	

	Administrative

    & Fundraising
	
	
	
	
	
	

	    Other
	
	
	
	
	
	

	Fringes for Above:

    Health Insurance

    Retirement

    Other

Total Fringes
	
	
	
	
	

	TOTAL Personnel
	
	
	
	
	

	
	
	
	
	
	

	Rent/Building
	
	
	
	
	

	Utilities
	
	
	
	
	

	Phone
	
	
	
	
	

	Equipment
	
	
	
	
	

	    Rental/Leasing
	
	
	
	
	

	    Purchase
	
	
	
	
	

	Supplies
	
	
	
	
	

	Travel
	
	
	
	
	

	Professional Development & Training
	
	
	
	
	

	Audit
	
	
	
	
	

	Client Service Contracts, e.g. Interpreters
	
	
	
	
	

	Administrative Contracts, e.g. Maintenance, Accounting
	
	
	
	
	

	Litigation
	
	
	
	
	

	Technology Costs, e.g. IT Support, Software Licenses
	
	
	
	
	

	Insurance
	
	
	
	
	

	Other (specify)
	
	
	
	
	

	TOTAL Non-Personnel
	
	
	
	
	

	
	
	
	
	
	

	TOTAL EXPENSES
	
	
	
	
	


For Pro Bono Representation:   _____   % of Expenses for Civil Representation 



 _____   % of Expenses for Criminal Representation
Appendix 1 for Question #18
Project Revenue Source Reporting (2011-2015) (if needed)

When does your fiscal year begin and end?  ______________________________________

Use the end date of your fiscal year to complete the columns on this form.

	Revenue Source
	Actual Revenue for 2011
	Actual Revenue for 2012
	Budgeted Revenue for 2013
	Anticipated Revenue for 2014
	Anticipated Revenue for 2015

	Foundations; Corporations
	
	
	
	
	

	United Way 
	
	
	
	
	

	LSAC 
(Use consolidated LSAC/LTAB figures for past and current fiscal years; anticipated revenue is just from LSAC)
	
	
	
	
	

	Individuals; Firms; Events
	
	
	
	
	

	Other State Government
	
	
	
	
	

	County Government
	
	
	
	
	

	Other Local Government
	
	
	
	
	

	LSC 
	
	
	
	
	

	Older Americans
	
	
	
	
	

	Violence Against Women
	
	
	
	
	

	Other Federal (please specify)
	
	
	
	
	

	Other Government
	
	
	
	
	

	Attorney Fees
	
	
	
	
	

	Client Fees; Administrative Fees
	
	
	
	
	

	Other (specify)
	
	
	
	
	

	
	
	
	
	
	

	TOTAL 
	
	
	
	
	


Appendix 1 for Question #18
Project Expense Reporting (if needed)

When does your fiscal year begin and end?  ______________________________________

Use the end date of your fiscal year to complete the columns on this form.

	Expenses
	Anticipated Exp for Grant Year
	LSAC Amount Requested

	
	2013
	2014
	2013
	2014

	 
	#FTE
	
	
	
	

	Staff Positions (incl. a total for each type)
	
	
	
	
	

	    Attorneys
	
	
	
	
	

	    Paralegals
	
	
	
	
	

	
Administrative

    and Fundraising
	
	
	
	
	

	    Other
	
	
	
	
	

	Fringes for Above:

    Health Insurance

    Retirement

    Other

Total Fringes
	
	
	
	

	TOTAL Personnel
	
	
	
	

	
	
	
	
	

	Rent/Building
	
	
	
	

	Utilities
	
	
	
	

	Phone
	
	
	
	

	Equipment
	
	
	
	

	    Rental/Leasing
	
	
	
	

	    Purchase
	
	
	
	

	Supplies
	
	
	
	

	Travel
	
	
	
	

	Professional Development and Training
	
	
	
	

	Audit
	
	
	
	

	Client Service Contracts, e.g. Interpreters
	
	
	
	

	Administrative Contracts, e.g. Maintenance, Accounting
	
	
	
	

	Litigation
	
	
	
	

	Library
	
	
	
	

	Insurance
	
	
	
	

	Other (specify)
	
	
	
	

	TOTAL Non-Personnel
	
	
	
	

	
	
	
	
	

	TOTAL EXPENSES
	
	
	
	


Appendix 1 seeks information about the total dollars spent and the percentage of your Legal Services Program’s budget to support the private bar portion of your Legal Services Program.  Be sure to fill out the appendix completely and contact staff if you have any questions. 





The data collection spreadsheet should include:  (a) the total number of lawyers on your panel in the past year even if they did not accept a case; (b) the total number of lawyers actually providing services in the past year.  





Statistical Information
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4

