Legal Services Corporation 
2009 Grant Renewal Instructions 

All recipients of LSC funds who received a three-year grant beginning in calendar year 2007, or a two- or three-year grant beginning in calendar year 2008 are required to submit a grant renewal application in order to receive a 2009 grant.  This section contains instructions for: 
A. Preparing the grant renewal narrative (Form L)
B. Preparing staff contact information 
C. Preparing an overview of the Recipient’s organization and delivery system

D. Uploading Form L to LSC
E. Accessing and submitting  grant renewal forms - C through K
F. Submitting Recipient’s Current Year (2008) PAI Plan
G. Obtaining technical assistance on the use of the automated system and uploading files
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A.
Preparing the Grant Renewal Narrative (Form L)
LSC uses the grant renewal application to remain current on the legal services delivery system and help determine whether there have been substantive changes or unexpected developments in the grantee’s delivery system since the submission of the most recent competitive grant application.  Applicants should refer to the delivery system described in their most recent competitive grant narrative before preparing the grant renewal narrative.
Applicants may use either WordPerfect or MS Word to prepare the grant renewal narrative.  The renewal narrative must be: 

1.
developed using the grant renewal narrative outline provided below

2. 
double-spaced
3. 
in standard font type not less than 12 points
4. 
page numbered
5. 
no more than ten pages

The topics of the grant renewal narrative outline coincide with the major topics of the Applicant’s most recent competitive grant proposal narrative.  The outline is designed to address significant changes or unexpected developments in the delivery system proposed in the Applicant’s most recent competitive grant proposal narrative.  For each topic, review the delivery approach described in the Applicant’s most recent competitive grant narrative and then respond to the corresponding topic in the grant renewal narrative outline.
If there have been no significant changes or unexpected developments, check the first box immediately below each outline topic, and continue to the next outline topic.  If there have been significant changes or unexpected developments in the delivery system proposed in the Applicant’s most recent competitive grant narrative, check the second box below each topic, and provide a brief description of those significant changes or unexpected developments.    
A.
Preparing the grant renewal narrative (continued)
LEGAL SERVICES CORPORATION

2009 GRANT RENEWAL NARRATIVE OUTLINE

Copy and paste the entire grant renewal narrative outline into the Applicant’s word processing application and use it to prepare the grant renewal narrative.  
2009 GRANT RENEWAL NARRATIVE OUTLINE
	Applicant Name:
	

	Applicant Number:
	


Topic A.
Identifying and Establishing the most Critical Legal Needs (i.e., process used to identify the most critical legal needs; conclusions on the most critical legal needs; cases, matters, goals, and projected outcomes for each priority; process used to determine priorities; review of priorities; other legal resources; and quality of service from alternate legal resources)  
	1
	For topic A, check the box to the right if there have been no significant changes or unexpected developments in the delivery system proposed in the Applicant’s most recent competitive grant narrative.
	

	2
	For topic A, check the box to the right if there have been significant changes or unexpected developments in the delivery system proposed in the Applicant’s most recent competitive grant narrative.
	


· If Applicant checked box A1, indicating that there have been no significant changes or unexpected developments in the delivery system, continue to topic B below.

· If Applicant checked box A2, please describe the significant changes and/or unexpected developments below.
A.
Preparing the grant renewal narrative
2009 GRANT RENEWAL NARRATIVE OUTLINE (continued)

Topic B.
Components of the Delivery Approach (i.e., office and staffing structure, client access, and staff diversity; board composition, training, and leadership responsibilities; and operation of the intake system)

	1
	For topic B, check the box to the right if there have been no significant changes or unexpected developments in the delivery system proposed in the Applicant’s most recent competitive grant narrative.
	

	2
	For topic B, check the box to the right if there have been significant changes or unexpected developments in the delivery system proposed in the Applicant’s most recent competitive grant narrative.
	


· If Applicant checked box B1, indicating that there have been no significant changes or unexpected developments in the delivery system, continue to topic C below.

· If Applicant checked box B2, please describe the significant changes and/or unexpected developments below.
Topic C.
Management and Legal Work Resources (i.e., strategic planning; management policies and procedures, legal work management and supervision; staff training; access to legal expertise and other resources; and use of technology)
	1
	For topic C, check the box to the right if there have been no significant changes or unexpected developments in the delivery system proposed in the Applicant’s most recent competitive grant narrative.
	

	2
	For topic C, check the box to the right if there have been significant changes or unexpected developments in the delivery system proposed in the Applicant’s most recent competitive grant narrative.
	


· If Applicant checked box C1, indicating that there have been no significant changes or unexpected developments in the delivery system, continue to topic D below.

· If Applicant checked box C2, please describe the significant changes and/or unexpected developments below.
A.
Preparing the grant renewal narrative
2009 GRANT RENEWAL NARRATIVE OUTLINE (continued)

Topic D.
Coordination Within the Delivery System (i.e., coordination and collaborative efforts within the delivery system; use of private attorneys; and development of financial and non-financial resources)
	1
	For topic D, check the box to the right if there have been no significant changes or unexpected developments in the delivery system proposed in the Applicant’s most recent competitive grant narrative.
	

	2
	For topic D, check the box to the right if there have been significant changes or unexpected developments in the delivery system proposed in the Applicant’s most recent competitive grant narrative.
	


· If Applicant checked box D1, indicating that there have been no significant changes or unexpected developments in the delivery system, continue to the next inquiry below.

· If Applicant checked box D2, please describe the significant changes and/or unexpected developments below.
End of 2009 Grant Renewal Outline
B. Preparing staff contact information 

LSC requires Applicants to provide staff contact information to distribute bulletins, announcements, and other information pertaining to legal services delivery.  Use the format below to provide staff contact information for each permanent, full-time employee.  Enter the employee’s name, job classification code, e-mail address and the Applicant number.  Use the job classification codes and descriptions below to ensure consistency in this data.  Include the staff contact information chart below the grant renewal narrative.  This information will not count against the renewal narrative page limit.  
LEGAL SERVICES CORPORATION

2009 GRANT RENEWAL 

STAFF CONTACT INFORMATION
	Applicant

Staff Name
	Applicant Staff Job Class. Code
	Applicant Staff E-mail Address
	Applicant 

Number
	Job Title (only for job class. 99)

	Jane Doe
	01
	jane@doe.org
	000000
	

	John Doe
	99
	john@doe.org
	000000
	Social Worker


Job Classification Codes and Definitions 

01
Director - chief executive officer.
03 
Deputy Director - deputy executive officer. 

05 
Director of Litigation - executive responsible for oversight of litigation. 

07 
Managing Attorney - attorneys who supervise legal work and have substantial administrative and financial responsibilities, e.g., administer a cost center, branch office, or the like. 

09 
Supervising Attorney - attorneys who supervise legal work but do not have substantial administrative and financial responsibilities. 

11 
Staff Attorney - all other attorneys, as well as law school graduates, who have not passed a bar examination. 

13 
Paralegal - professionals whose duties consist primarily of such activities as intake interviewing, case investigations, checking court records, legal research, client representation at administrative hearings, and outreach and community work.

14 
Technology Staff –individuals who devote a major portion of time to maintaining the program’s computers, web site(s), and technology infrastructure.    

15 
PAI Coordinator – individuals who devote a major portion of time to coordination of the PAI plan. 

17 
Training Responsible Person - individuals who devote a major portion of time coordinating or providing training for the Recipient's or sub-recipient's staff. 

18 
Financial Professional - persons who assist the director with financial management (e.g. controller, accountant or bookkeeper).

19 
Management Professional - persons who assist the director with personnel or administrative management. It does not include managing attorney positions covered in job code 07 or financial professionals covered in job code 18. 

21 
Law Clerk - law students who have not graduated from law school.
23 
Senior Aide - persons employed under a specially designed job program for older workers. 

25 
Administrative Assistant - executive assistants and administrative aides who do not have substantial administrative and financial responsibilities, but whose duties exceed those delegated to legal secretaries and clerical workers. 

27 
Secretarial/Clerical - legal secretaries, as well as clerical workers, file clerks, receptionists, etc.

99 
Other (provide job title)

C.
Preparing the Overview of the Applicant’s Organization and Delivery System 
LSC requires each grant renewal Applicant to provide a one-page (or two-page if necessary) overview of its organization and delivery system.  The overview is to contain a concise description of the geographical and cultural characteristics of the Applicant’s service area(s), the scope of legal services provided by the Applicant, and the delivery methods and distinctive characteristics of the Applicant’s organization.  LSC may use excerpts from the overviews in publications and presentations.  
Consider the suggestions below in drafting the overview:

Responses to questions 1(a) through 1(c) should indicate that the Applicant’s service area is either urban or rural or a mix, and explain which counties or cities (or the number of counties or cities) classify it as such. If there have been significant changes, the response might explain what those changes are and how those changes affect the eligible client population of the service area. If there have been no significant changes, the response would indicate this and go on to explain the characteristics that have consistently affected the eligible client population. In describing the distinctive characteristics of the service area it would be helpful to make note of the things such as the service area’s poverty, changes in population, area-specific legal issues, or other such characteristics. 
Responses to questions 2(a) – (c) should state whether the applicant provides a full range of services, and examples of what those services include and whether the full range of service is extended throughout the service area. Programs that do not provide a full range of service should indicate this and explain methods employed to ensure that a full range of services is provided to the client population. 
Responses to questions 3(a) and 3(b) should describe the methods of delivery used by the applicant organization. This response should also detail the distinctive characteristics that the applicant considers to be unique to its organization. 
Use the outline and format on the following page to prepare the overview.  The overview will not count toward the renewal narrative page limit.  Include the overview below the staff contact information chart.
LEGAL SERVICES CORPORATION

2009 GRANT RENEWAL 

OVERVIEW OF THE APPLICANT’S 
ORGANIZATION AND DELIVERY SYSTEM
Applicant Name:
______________________________________________

Applicant Number:
​​​​​​​​​​​​​​______________________________________________

1. Describe the geographical and cultural characteristics of the service area. 

Limit the description to the following:
a. whether the service area is primarily rural, urban, or mixed

b. any significant recent changes in the client community

c. the most distinctive characteristics of the service area

2. Describe the scope of legal services provided.  
In the description: 

a. state whether the Applicant provides a full range of legal services throughout the service area

b. if the Applicant does not provide a full range of legal services, identify the parts of the service area that will not be served by the Applicant or that will receive limited assistance by the Applicant 

c. if the Applicant does not provide a full range of legal services, identify any other provider(s) the Applicant relies on to ensure a full range of legal services to eligible clients; also identify the legal services of the other provider(s)
3. Describe the delivery methods and distinctive characteristics of the Applicant’s Organization.

Limit the discussion to a brief description of: 


a.
the service delivery method(s) employed by the Applicant (e.g., specialized law units, legal helplines, impact litigation, compensated and pro bono private attorney models,  pro se) 


b.
the most distinctive characteristics of the Applicant’s organization

D. Uploading Form L to LSC
The file upload process for the Grant Renewal Narrative (Form L) permits the uploading of a single file only. Be sure to include the staff contact information chart and the overview of the Applicant’s organization and delivery system directly below the grant renewal narrative.  Save and submit this information as one file.  Please ensure that all three documents are contained in one file before starting the upload process.

To upload the grant renewal narrative:

1. login into LSC Grants at www.grants.lsc.gov by entering the “primary email address” that you recently submitted to the LSC technical support desk and the same password used in previous years
2. click the appropriate “Submit Renewal Application” link(s) at the bottom of the page 
3. click the “Uploads” link located on the left navigation bar
4. click “Select Upload Type” located at the bottom of the screen to select the type of document to be uploaded.  (You will be taken to the Upload Editor page where you can upload your document.)
5. Follow the instructions on the Upload Editor page to upload the grant renewal narrative file.
E. Accessing and submitting Grant Renewal Forms - C through K

Follow the steps below to access the grant renewal forms: 

1. login into LSC Grants at www.grants.lsc.gov by entering the “primary email address” that you recently submitted to the LSC technical support desk and the same password used in previous years
2. click the appropriate “Submit Renewal Application” link(s) at the bottom of the page 

3. click the link of the appropriate grant renewal form located on the left navigation bar

4. complete each form following the instructions from the “Help” menu located on the left navigation bar and the instructions located at the top of the page for the form.  Once the form is complete, save it and click the submit key.

Note the following:
LSC Grant Assurances Form (Form C) and LSC Certification Form (Form I) will be available during the month of August 2008. When these forms are published, LSC will send an e-mail to all Applicants informing them of their availability and instructions on how to proceed. Applicants will be given adequate time to review and submit Form C and Form I.

Applicants for 2009 grant renewal funds should file all parts of the grant application by June 2, 2008, 5:00 p.m. E.D.T. except for Form C and Form I.
F.
Submitting Recipient’s Current Year (2008) PAI Plan
LSC requires each grant renewal Applicant to submit a copy of its current 2008 PAI plan and PAI budget along with its 2009 grant renewal application.  Include the following information in the title page of the PAI plan:  Recipient Name, Recipient Number, and “2008 PAI Plan.”  

Convert the PAI plan into PDF file and upload it as a separate file using the LSC Grants site at www.grants.lsc.gov.  Upload instructions are provided above in section E and on the upload page at the website.  Use form D-13 (available at www.grants.lsc.gov) to prepare and submit the PAI budget.  Neither the PAI plan nor the PAI budget will count toward the renewal narrative page limit.
Recipients are encouraged to review 45 C.F.R. Part 1614 before developing their Private Attorney Involvement (PAI) plan.  
Note:  at a minimum, the PAI plan must address each of the requirements of 45 C.F.R. § 1614.4.  These are threshold requirements.  
G.
Obtaining technical assistance on the use of the automated system and uploading files

Submit inquiries pertaining to technical issues, using the website application, and uploading files to techsupport@lsc.gov.  
Submit inquiries regarding the grant renewal process to the LSC Competition Service Desk at competition@lsc.gov.
Contact Reginald Haley at haleyr@lsc.gov if you do not receive a response from either service desk within 48 hours.
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