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I. Background Information and Instructions

Chief Judge Jonathan Lippman’s Task Force to Expand Access to Civil Legal Services has found that there is an unacceptable crisis of the unrepresented in the courts of New York State. Each year, more than 2.3 million low-income New Yorkers must navigate the complexities of the State’s civil justice system without the assistance of counsel in disputes over the most basic necessities of life. This crisis burdens our courts and represented parties by requiring Judges and other court personnel to devote greater time to cases involving unrepresented New Yorkers than would be necessary if currently unrepresented parties were assisted by counsel. It prevents unrepresented parties from receiving full access to justice and hurts our State by reducing the amount of federal assistance for New Yorkers and by increasing other costs arising from poverty.

In its initial 2010 Report the Task Force proposed a multi-year plan to allocate funding within the Judiciary’s budget for civil legal services for New Yorkers in all areas of the State living at or below 200 percent of the federal poverty level ($46,100 in annual income for a family of four in 2012).
   At the Chief Judge’s direction, the Task Force has prioritized civil legal problems involving the “essentials of life”— housing, family matters, access to health care and education, and subsistence income.  During State fiscal year 2012-13, the Judiciary awarded $25 million for this critical initiative to civil legal service providers throughout the state.  As a result of those grants, more low-income New Yorkers have received civil legal assistance. Although there have been some gains, the Task Force finds that there is still a substantial gap to be bridged in access to justice in core civil legal matters involving the “essentials of life.” In keeping with its multi-year plan, the Task Force recommended that the current allocation for civil legal services in the Judiciary budget be increased.  With the support of the Governor and the Legislature, the 2013-14 State fiscal year budget allocated an additional $15 million for this critical initiative.

The parameters for the funding and the mechanism for distributing funds were adopted by the Chief Judge in response to the Task Force’s recommendations. The Chief Judge has established an Oversight Board, consisting of the Chief Administrative Judge of the Courts, the Chair of the Chief Judge’s Task Force to Expand Access to Civil Legal Services, and the Chair of the IOLA Board, to oversee the process for the allocation of this funding.  

Funds will be allocated to each county based on the proportion of the population living at or below 200% of the poverty line.  Each of the contracts awarded in 2012-13 will be renewed at the same funding level with additional specificity as to the amounts allocated for the provision of services in each county.  The additional $15,000,000 will be awarded pursuant to this competitive procurement.  The purpose of competitively bidding the additional $15,000,000 is to continue to promote a broad array of quality civil legal services that directly address each of the “essentials of life” and improve access to such services in each county while bringing the previous year’s Judicial Department allocations in line with the county funding paradigm.  An additional goal is to further encourage cooperative agreements that promote collaboration among legal service providers, bar associations and law schools.

It is the intent of this Request for Proposals (RFP) to award contracts for Judiciary Civil Legal Services in the counties for which funding is available as listed in Exhibit 3.  The Unified Court System (UCS) is soliciting sealed proposals for the purpose of establishing one or more contracts to provide the services herein.

A. Applicant Eligibility

Awards will be made to qualified organizations which are non-profit entities, tax-exempt under the Internal Revenue Code and eligible to receive funds for the provision of civil legal services without charge to poor persons within a geographical area in New York State.

In addition, an applicant must have an audit mechanism that provides accountability for “Judiciary CLS Funds.”
Applicants must have staff with the requisite training, knowledge and experience to resolve client problems in the most effective and efficient manner.

Applicants seeking funding for joint projects between two or more funding-eligible organizations should have only one of the organizations submit an application for the project.  The participating organizations should decide which organization will submit the application.  The application should be submitted in the name of the organization, not in the name of the proposed project, unless the project is a separate legal entity.  The application should contain one budget which allocates the expenditures among the participating organizations.  Joint project applications are considered separately and have no effect on any application for a different project that is submitted individually by any of the participants in a proposed joint project.

B. Funding

Available funding for the Judiciary Civil Legal Services program is allocated by county based on the proportion of the population living at or below 200% of the poverty line.  The amount allocated by county under this procurement was determined by allocating the total 2013-14 fiscal year appropriation of $40,000,000 by the proportion of the population living at or below 200% of the poverty line and adjusting by the amount previously awarded to each county in the 2012-13 fiscal year competitive procurement.  See Exhibit 3, Maximum Available Funding by County.

Applicants may submit a single proposal to serve a single county or multiple counties.  Proposals must articulate the specific counties to be served and the “essentials of life” service types to be provided in each county in the Application Summary Table.

C. Award Selection Criteria and Method of Award



Proposals will be reviewed and rated by the Oversight Board to Distribute Judiciary Civil Legal Services Funds in New York to ensure that the “essentials of life” – housing, family matters, access to health care and education, and subsistence income – are provided for throughout the state.  Funding will be awarded to each responsible applicant that receives a score in excess of the minimum score by county in each county for which funding is available.  Responsibility is determined in accordance with the criteria articulated in paragraph I(G) hereof.

Proposals will be evaluated on the following criteria:

Organizational Capacity: Point Value


15

Overall Program Plan





50

Reasonableness of Cost (Overall Budget): Point Value
15

County-Specific Program Plan: Point Value


15*

County-Specific Reasonableness of Cost: Point Value 
5*

TOTAL POSSIBLE POINTS




100

(See Exhibit 4, Evaluation Tool for a detailed breakdown of the factors comprising each criterion)

A minimum score of 85 is required for a contract to be awarded.

*A separate score will be calculated for each county for which services are proposed.

Once applications are received, a list of all applicants will be circulated to the Oversight Board with Conflict of Interest Disclosure Forms, which must be filed prior to Oversight Board review of applications.  Oversight Board members are required to disclose current affiliations with applicants, and they are precluded from reviewing and being involved in decisions on grants involving those organizations.
The funding amount awarded to each qualified applicant will be based on the following criteria:

· The nature and scope of the services to be provided
· A preference will be given for applications that propose direct legal services and;

· A preference will be given for applications that address essentials of life needs not currently met within the catchment area.
· The estimated number of clients to be served

· Expertise in 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)

· Accessibility of the proposed services to citizens in the catchment area as demonstrated by:

· Maintenance of physical offices in the catchment area

· Linkage agreements with other departments of the applicant’s organization or other organizations in the community that provide social services to the target population and that might result in greater client access to civil legal services.

· Capacity to provide accessible services to a specific sub-catchment area (i.e. a particular municipality or neighborhood within a given county)

UCS reserves the right to award multiple contracts for the same county to ensure a broad array of services to address the legal needs of clients in each of the four high priority “essentials of life” areas is available and accessible.  When more than one qualified proposal is received for the same county, UCS shall award a proportion of the total amount allocated for the particular county to each qualified applicant.
If no awards are made for a particular county, UCS reserves the right to reallocate the funds allocated to that catchment area to proportionally increase the amounts available to other awarded contracts providing services within the same Judicial Department.
D. Grant Contract
Grant recipients will enter into a contract with UCS or, in the case of qualified applicants already under contract with UCS to provide Civil Legal Services, be subject to amendment of their current contract.  New contracts will be for the 2013-2014 state fiscal year (April 1, 2013-March 31, 2014), with an estimated commencement date retroactive to April 1, 2013.  New contracts will also have three (3) optional one-year renewal terms, the exercise of which will depend on grants in subsequent years.
E. Reporting Requirements
Grant recipients will be required to report on the use of the awarded funds.   The due dates, format and specific information to be contained in the reports will be determined by UCS. 
F. Insurance Requirements
Grant recipients will be required to maintain during the term of the contract: (i) workers’ compensation and disability benefits insurance; (ii) commercial general liability insurance; and (iii) professional liability insurance.  See Exhibit 1 for specific coverage requirements and documentation that must be submitted with application. 
G. Vendor Responsibility

UCS is required to conduct a review of every organization with which it enters into a contract in order to provide reasonable assurances that the organization is responsible.  Vendor responsibility is determined by a review of each prospective contractor’s legal authority to do business in New York State, business integrity, financial and organizational resources, and performance history.  Organizations applying for funding which, if awarded, would result in a new or amended contract with a total amount of $100,000 or more are required to submit a Vendor Responsibility Questionnaire.  See Exhibit 2 for detailed instructions on completion of the Vendor Responsibility Questionnaire.
H. Questions
Applicants may submit questions concerning this RFP by email only to:
Amelia Hershberger: ahershbe@nycourts.gov
Please indicate in “Subject” field: Judiciary CLS RFP 2013-14 Question(s)

The deadline to submit questions is Wednesday, May 29, 2013, before 1:00 pm.  A Questions & Answers (Q&A) sheet will be posted on the UCS website a few days after the deadline for submission of questions.

IMPORTANT: All questions regarding this RFP must be in writing and directed solely to the attention of the above-designated person.
Application Submission Procedures/Deadline

Step One: Complete the Grant Application

Please follow the formatting instructions and page limits. Applications must be single-spaced with one inch page margins (not including attachments, financial forms and data tables) using a 12 point font.  In order to facilitate photocopying, please do not permanently bind applications.

An Application includes the Application Cover Sheet, Application Summary Table, Narrative Proposal, Budget and Attachments.

Step Two: Assemble the Following Attachments:

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.  For each board member include name, address, length of current term, total years of service on the board, and number of meetings attended in state fiscal year 2012-2013.

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. Case Acceptance Policy and Procedures

L. Insurance Certificates (see Exhibit 1)

M. Affirmative Action/EEO Policy

N. Documentation of Current NY Charities Registration

O. Documentation of Taxpayer Identification Number (TIN)
P. Vendor Responsibility: Acknowledgment Form and VR Questionnaire if applicable and submitting on paper

Step Three: Deliver the Application with all Required Attachments

Applications should arrive at the address below by no later than Wednesday, June 5, 2013, before 2:00 pm.
Deliver ONE signed, hard copy original and THREE additional copies (four complete sets) of the Application to:

Amelia Hershberger

New York State Office of Court Administration
Division of Professional and Court Services
98 Niver Street

Cohoes, New York 12047
All envelopes/cartons must also be labeled with the following information on two sides: 

“Deliver immediately to Amelia Hershberger"

“Sealed Application - Do not open”

“JUDICIARY CIVIL LEGAL SERVICES #002 – Due June 5, 2013 before 2pm”

Applications will not be accepted electronically or by fax.

II. Application Cover Sheet

	Legal Name of Applicant Organization
	

	Executive Director/CEO
	

	Proposal Contact Person, Title, Phone Number and Email Address

	

	Total Budget of Organization
	

	Total FTE Staff Employed in Organization
	

	Number of FTE Staff Funded Under This Proposal
	

	Summary of Proposal (indicate principal program activities in 2 or 3 sentences)
	

	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. Application Summary Table
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)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	Total Funds Requested


IV. Narrative Proposal

PAGE LIMIT: Ten single-spaced pages for Organizational Capacity and Program Description responses.  Two single-spaced pages for each set of responses 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, 2012 – March 31, 2013 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

· Training or education to support pro se representation

· Provision of legal information

· Referral to other civil legal service providers

· Referral to other social 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 of 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 the 2013-14 fiscal year?
9. 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).
10. 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 fiscal year 2013-14.

6. Describe any particular expertise the organization has in 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)

7. Describe any arrangements with other legal service providers in the catchment area designed to avoid duplication of efforts.

VII. 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. Case Acceptance Policy and Procedures

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

	
	M. Affirmative Action/EEO Policy

	
	N. Documentation of Current NY Charities Registration

	
	O. Documentation of Taxpayer Identification Number (TIN)

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


Board of Directors Roster
	Board Member Name and Address
	Length of Current Term
	Term Expiration Date
	Service

(Years)
	Number of Meetings Attended in 2012-13

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Please indicate if the Board has a conflict of interest policy.              ______ Yes                       ______ No

Exhibit 1

INSURANCE REQUIREMENTS

Grant recipients will be required to maintain, during the term of the contract, the following insurance coverage:

1. Workers’ compensation and disability benefits insurance coverage as required under NYS law.  Proof of workers’ compensation insurance and disability benefits insurance must be provided with the grant application.  If applicant is legally exempt from such coverage, proof of exemption must be provided.  The only forms acceptable as evidence of these insurance requirements are:  

Proof of Workers’ Compensation Coverage

· Form C-105.2 - Certificate of Workers’ Compensation Insurance issued by private insurance carriers; or

· Form U-26.3 issued by the State Insurance Fund; or

· Form SI-12 - Certificate of Workers’ Compensation Self-Insurance; or

· Form GSI-105.2 - Certificate of Participation in Workers’ Compensation Group Self-Insurance; or

· Form CE-200 - Certificate of Attestation of Exemption from NYS Workers’ Compensation and/or Disability Benefits Coverage.

Proof of Disability Benefits Coverage

· Form DB-120.1 - Certificate of Disability Benefits Insurance, or

· Form DB-155 - Certificate of Disability Benefits Self-Insurance; or

· Form CE-200 - Certificate of Attestation of Exemption from NYS Workers’ Compensation and/or Disability Benefits Coverage.

Please note that an ACORD Certificate of Insurance is NOT acceptable proof of New York State workers’ compensation or disability benefits insurance coverage. Applicants should  obtain the appropriate Workers’ Compensation Board forms from their insurance carrier or licensed agent, or  follow the procedures set forth by the Workers’ Compensation Board for obtaining an exemption from coverage.   Required forms and procedures may be obtained on the Workers’ Compensation Board website at www.wcb.ny.gov/ and click on ‘Employers/Businesses’ and/or ‘Forms’. Any questions regarding workers’ compensation coverage requirements should be directed to:

Workers’ Compensation Board

Bureau of Compliance

(518) 462-882

(866) 298-7830

Applicants awarded funding (whether through a new or amended contract) will be required to provide updated certificates of workers’ compensation and disability benefits coverage that name the Unified Court System as the certificate holder if the applicable form has a space for a certificate holder to be listed.  The carrier must enter:
NYS Unified Court System

Office of Court Administration

Division of Professional and Court Services

98 Niver Street

Cohoes, New York 12047

The insurance carrier will notify the certificate holder if a policy is canceled.

2. Commercial General Liability Insurance (bodily injury and property damage on an occurrence basis), contractual and products/completed operations liability coverage, and auto liability with minimum limits as follows:

	Bodily Injury and Property Damage
	$1 million, per occurrence,   $2 million, aggregate

	Personal Injury and Advertising
	$1 million aggregate

	Contractual and Products/ Completed Operations Liability
	$2 million aggregate

	Auto Liability, Combined single limits
	$1 million


Commercial general liability insurance coverage must be obtained from commercial insurance carriers licensed to do business in the State of New York.  Proof of applicant’s commercial general liability insurance coverage must be submitted with the grant application.  Applicants awarded funding will be required to submit an updated certificate naming UCS as an additional insured or loss payee as appropriate and providing for at least thirty (30) days advance written notice to UCS of cancellation or non-renewal.  The updated certificate must be submitted prior to finalization of the contract.  

Products completed operations insurance coverage is not required if applicant provides written documentation prior to finalization of an awarded contract that the organization’s commercial general insurance policy does not include coverage for products-completed operations. Automobile liability insurance is not required if applicant does not use vehicles in its operations.  

3. Professional liability insurance in the amount of $1,000,000 for all of applicant’s professional employees that will perform with grant funding.  Proof of applicant’s professional liability insurance coverage must be submitted with the grant application.  Organizations awarded funding will be required to contractually agree to obtain tail coverage for a minimum of two years in the event that the organization’s professional liability coverage policy is terminated and either:  (i) there is no replacement policy; or (ii) the replacement policy does not cover claims made against the organization based on events that occurred prior to the effective date of the new policy.  

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

Exhibit 3: Maximum Available Funds by County

	County
	Maximum Available Funds

	Bronx
	$1,903,858.00

	New York
	$1,207,488.00

	1st Department Total
	$3,111,346.00

	
	

	Dutchess
	$252,521.00

	Kings
	$1,955,689.00

	Nassau
	$553,605.00

	Orange
	$402,649.00

	Putnam
	$62,155.00

	Queens
	$1,956,959.00

	Richmond
	$198,820.00

	Rockland
	$179,364.00

	Suffolk
	$887,347.00

	Westchester
	$584,916.00

	2nd Department Total
	$7,034,025.00

	
	

	Albany
	$57,844.00

	Broome
	$317,017.00

	Chemung
	$100,390.00

	Chenango
	$84,034.00

	Clinton
	$72,645.00

	Columbia
	$35,657.00

	Cortland
	$70,578.00

	Delaware
	$75,034.00

	Essex
	$36,245.00

	Franklin
	$50,357.00

	Fulton
	$62,632.00

	Greene
	$36,198.00

	Hamilton
	$3,874.00

	Madison
	$121,812.00

	Montgomery
	$41,947.00

	Otsego
	$97,692.00

	Rensselaer
	$62,103.00

	Saratoga
	$60,454.00

	Schenectady
	$37,625.00

	Schoharie
	$21,715.00

	Schuyler
	$18,833.00

	St. Lawrence
	$115,755.00

	Sullivan
	$0.00*

	Tioga
	$49,049.00

	Tompkins
	$102,957.00

	Ulster
	$0.00*

	Warren
	$51,627.00

	Washington
	$56,946.00

	3rd Department Total
	$1,841,020.00

	
	

	Allegany
	$37,845.00

	Cattaraugus
	$64,333.00

	Cayuga
	$95,721.00

	Chautauqua
	$106,429.00

	Erie
	$643,487.00

	Genesee
	$11,465.00

	Herkimer
	$92,640.00

	Jefferson
	$161,633.00

	Lewis
	$47,591.00

	Livingston
	$26,239.00

	Monroe
	$267,318.00

	Niagara
	$157,723.00

	Oneida
	$249,284.00

	Onondaga
	$546,557.00

	Ontario
	$79,792.00

	Orleans
	$0.00*

	Oswego
	$168,478.00

	Seneca
	$36,021.00

	Steuben
	$119,914.00

	Wayne
	$42,276.00

	Wyoming
	$31,774.00

	Yates
	$27,089.00

	4th Department Total
	$3,013,609.00

	
	

	Grand Total
	$15,000,000.00


*The amount allocated by county under this procurement was determined by allocating the total 2013-14 fiscal year appropriation of $40,000,000 by the proportion of the population living at or below 200% of the poverty line and adjusting by the amount previously awarded to each county in the 2012-13 fiscal year competitive procurement.  In some counties the full amount of the allocation was awarded in the 2012-13 procurement process.  In those instances no additional funding is available at this time.
EXHIBIT 4
EVALUATION TOOL

SUMMARY RATING SHEET

APPLICANT: _____
____________________________________________________________
COUNTIES TO BE SERVED: ______

____________________________________
A.
ORGANIZATIONAL CAPACITY (15 POINTS)



A. ________
B.
OVERALL PROGRAM PLAN (50 POINTS)



B. ________
C.
REASONABLENESS OF COST (OVERALL BUDGET) (15 POINTS)











C. ________
D.
COUNTY SPECIFIC PROGRAM PLAN (15 POINTS)


D. ________
E. 
COUNTY SPECIFIC REASONABLENESS OF COST (5 POINTS)
E. ________
A minimum score of 85 is required for a contract to be awarded.

    TOTAL ___________
EVALUATOR 
        (Print)_____________________________________




(Signature)
_____________________________________
DATE

___/____/______
DETAIL RATING SHEETS

ORGANIZATION WIDE QUESTIONS: COMPLETE ONCE PER APPLICATION

APPLICANT:











REVIEWER:












A.
ORGANIZATIONAL CAPACITY (15 POINTS TOTAL)

A1. Evaluate the extent to which the applicant demonstrates that the organization is organized with a mission that includes civil legal services to low income clients and has experience providing civil legal services to low income clients. (5 points)
[Reviewer: Consider the following source(s) of information: Mission Statement, Organization Capacity Questions 1, 2 and 5]

A2. Evaluate the extent to which the applicant demonstrates that the organization has instituted mechanisms likely to result in high quality provision of civil legal services, taking into account significant developments which may have impacted on the ability to institute such mechanisms. (5 points).

[Reviewer: Consider the following source(s) of information: Organization Capacity Questions 3, 4, 6, 7, 8 and 9]

A3. Evaluate the extent to which the applicant demonstrates effective use of technology to enhance access to and quality of civil legal services.  (2 points) 

[Reviewer: Consider the following source(s) of information: Organization Capacity Question 10]

A4. Evaluate the ability of the organization to respond to victims of natural disasters (3 Points)
[Reviewer: Consider the following source(s) of information: Organizational Capacity Question 11]



B.
OVERALL PROGRAM PLAN (50 POINTS TOTAL)

B1. Evaluate the extent to which the application proposes to address essentials of life issues as defined in the Background section (10 points) 

[Reviewer: Consider the following source(s) of information: Program Description Question 1]

B2. Evaluate the extent to which the applicant proposes provision of direct legal services. (10 points)
[Reviewer: Consider the following source(s) of information: Program Description Questions 2, 3 and 4]

B3. Evaluate the accessibility of the proposed program (8 points)
[Reviewer: Consider the following source(s) of information: Program Description Questions 5 and 6]

B4. Evaluate the proposed caseload in context of catchment area and funding requested.  (14 points)
[Reviewer: Consider the following source(s) of information: Program Description Questions 7 and 8]

B5. Evaluate the collaborative nature of the proposed program (8 points)
[Reviewer: Consider the following source(s) of information: Program Description Questions 9 and 10]



C. REASONABLENESS OF COST: OVERALL BUDGET (15 POINTS TOTAL)

C1. Evaluate the extent to which the proposed program will effectively utilize state dollars for the delivery of quality services. (5 points)

[Reviewer: Consider the following source(s) of information: Appendix C]

C2. Evaluate the extent to which the salaries and fringe benefits for the proposed program are appropriate for the positions listed in the proposal. (4 points)

[Reviewer: Consider the following source(s) of information: Appendix C]

C3. Evaluate the extent to which the percentage of UCS funds that support administrative costs (including salaries and fringe benefits of non-program staff, real estate expenses that are not utilized for the direct delivery of services, and related costs) is comparable to the percentage found in the budgets of similarly sized agencies. (4 points)

[Reviewer: Consider the following source(s) of information: Appendix C]

C4.  Evaluate the extent to which the non-personnel service costs included in the budget are reasonable for the operation of the proposed program. (2 points)

[Reviewer: Consider the following source(s) of information: Appendix C]



DETAIL RATING SHEETS

COUNTY QUESTIONS: COMPLETE ONCE PER COUNTY PER APPLICATION

APPLICANT: 











REVIEWER:
 











COUNTY: 












D. COUNTY SPECIFIC PROGRAM PLAN (15 POINTS)

D1. Evaluate the extent to which the proposed program provides accessible, quality services within the county served (10 points)

[Reviewer: Consider the following source(s) of information: County Specific Questions 1, 2, 3, 4, 6]

D2. Evaluate the proposed caseload in context of catchment area and funding requested. (3 points)

[Reviewer: Consider the following source(s) of information: County Specific Question 5]

D3. Evaluate the extent to which the proposed program avoids redundant services (2 points)

[Reviewer: Consider the following source(s) of information: County Specific Question 7]


E. COUNTY SPECIFIC REASONABLENESS OF COST (5 POINTS)

E1. Evaluate the extent to which the proposed program will effectively utilize state dollars for the delivery of quality services in the county. (5 points)

[Reviewer: Consider the following source(s) of information: Application Summary Table]


SUBTOTAL FOR PART “A” (A1 + A2 + A3 + A4)  _______








SUBTOTAL FOR PART “B” (B1 + B2 + B3 + B4 + B5):	_______








SUBTOTAL FOR PART “C” (C1 + C2 + C3 + C4) _____








SUBTOTAL FOR PART “D” (D1 + D2 + D3) _____








SUBTOTAL FOR PART “E” (E1) _____











� � HYPERLINK "http://www.nycourts.gov/ip/access-civil-legal-services/PDF/CLS-TaskForceREPORT.pdf" �http://www.nycourts.gov/ip/access-civil-legal-services/PDF/CLS-TaskForceREPORT.pdf� 






