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PROJECT Strengthening Nonprofis to Bulld Communities




	100 N. LaSalle St., Ste. 600
	Susan Kaplan, Esq. Director of The Law Project

	Chicago, IL  60602
	skaplan@cedlp.org

	Phone:   312-939-3638
	Jody Adler, Director, Nonprofit Legal Assessment Program

	Fax:       312-630-1127
	jadler@cedlp.org

	Web:      www.cedlp.org
	Angie Hall, Staff Attorney

	    
	ahall@cedlp.org

	For more information,
	Erica Spangler Raz, Staff Attorney

	please contact our office.
	espanglerraz@cedlp.org


The Law Project (TLP) provides legal services to community-based organizations by matching them with qualified attorneys to fulfill those needs. The representation received from the volunteer attorneys is free of charge, although there may be costs such as filing fees and closing costs, which are the responsibility of the organization. TLP staff will serve as an ongoing resource throughout the representation.
Eligibility Guidelines

To be eligible for assistance from TLP, a group must meet the following criteria:
1. The organization is a not for profit tax-exempt organization or an organization seeking assistance to obtain recognition of tax exemption from the Internal Revenue Service.  
2. The organization is not in need of legal representation for a dispute, litigation or matters that might reasonably lead to litigation.
3. The organization is engaged in activities that serve low-income populations or communities.  Most client organizations are involved in the following activities:
· job training, development, placement, retention and/or entrepreneurship 

· loan funds, community lending programs or a community credit union 

· child care, after school programs
· civil rights, human rights
· community education and awareness, health clinics, domestic violence
· social services including food pantries, clothing and/or furniture distribution 
· arts and cultural organizations
· real estate development (commercial, retail and affordable housing)
· transitional housing, supportive housing, group homes, shelters 

· technical assistance providers
Application Fee

The TLP requires an Application Fee.  The Fee is based upon the organization’s actual budget:

$0 - $25,000 …………………………………………………………………………….……..… $50.00


$25,000 - $100,000……………………………………………………………….………….… $75.00


$101,000 - $500,000……………………………………………………….………………… $100.00


$501,000 - $1 million……………………………………………………….………………… $250.00


More than $1 million……………………………………………………………………….…. $500.00

This Fee is NON-REFUNDABLE. A separate fee will be charged for each request for legal assistance that requires the assignment of an attorney with expertise in a specialized area.

Nonprofit Application For Legal Assistance
1. Organization Name: ________________________________________________

2. Organization’s contact information:
Street Address ____________________________________________________
City, State, Zip ____________________________________________________
Phone ____________________________
Fax ________________________
Email  ____________________________
Website _____________________
3. Briefly describe the purpose(s) of the organization:


______________________________________________________________

______________________________________________________________


______________________________________________________________

______________________________________________________________

______________________________________________________________
4. Primary Contact Name: ______________________________________________
Position/Title with Organization_________________________________________
Street Address ____________________________________________________
City, State, Zip ____________________________________________________
Bus. Phone _________________________
Home ______________________
Email _____________________________
Cell ________________________
5. Secondary Contact* Name: ____________________________________________
Position/Title with Organization_________________________________________
Street Address ____________________________________________________
City, State, Zip ____________________________________________________
Bus. Phone _________________________
Home ______________________
Email _____________________________
Cell ________________________
* If the organization is a tax-exempt entity, the secondary contact must be a board officer.
Statistical Information
TLP is a not-for-profit organization that is dependent on funding from government, corporate and private sources. Without this support, TLP would not be able to provide you with legal advice and representation. To apply for funding, we must supply statistics on our clients.
1. Will your organization specifically service one or more of the following constituencies? 

Native American ____ 
African American ____ 
 Latino/Hispanic ____ 
 Asian ____  

White ____
Disabled ____ 
Women ____ 
Homeless ____
  Unemployed ____ 
Other ________________________________________________________________

2. Does your organization specifically service one or more of the following age groups?   


Under 18 ____

60 & Over ____


3. If you are seeking assistance for a housing program, please state the type(s) of housing: 

Single Room Occupancy ____ 
Transitional ____ 
Permanent ____  

Emergency Shelter ____

Other ______________________________________

4. Where will the programs be offered?  (Identify the community or neighborhood, and provide the applicable Zip Code(s)__________________________________________
5. How did you hear about TLP? _____________________________________________

______________________________________________________________________

The following information must be sent in with the application. Applications submitted without this information will be returned to the organization for completion.
1. Is your organization seeking income tax exemption (i.e., 501(c)(3) status)?  Yes___
 No___
If yes, please skip to pages 4-5 for the list of required materials for organizations seeking income tax exemption, and complete the questions. 

If no, please complete questions 2-10 below, and include supporting materials with your application.

2. Describe in detail the type of legal assistance the group is seeking. 


______________________________________________________________


______________________________________________________________

______________________________________________________________
3. Include copies of all documents and correspondence related to the legal assistance your organization is requesting. (Keep originals for your records.)

4. Provide your mission statement, sample grant proposals, brochures, flyers, and informational materials for your organization.
5. Provide the names and addresses of all the officers and directors of the organization. 
6. Provide a copy of the Articles of Incorporation. 

7. Provide a copy of the Bylaws. 

8. Provide a copy of your income and expenses budget for the current year, or the organization’s most recent annual report.

9. Are there any attorneys involved with your organization who have provided legal assistance to your group?








Yes___


No___

If yes, provide the following:

Name of the attorney(s): _____________________________________________
Legal work provided: ________________________________________________
_______________________________________________________________
Do you still have an ongoing relationship? 


Yes___


No___

Did you pay for the above-described services? 

Yes___


No___

If yes, please explain why pro bono assistance is now being requested:


______________________________________________________________

______________________________________________________________
10. Skip to the signature page, page 6.
Application Materials for New Nonprofits
If your group is seeking legal assistance with obtaining recognition of income tax exemption, please submit the following materials with your application and fee. Applications submitted without this information will be returned to the organization for completion.

1. Provide the following information for all the directors, officers, and employees of the organization:

a. The person’s name, personal address, phone, and email address.
b. Whether s/he will be a director, officer and/or employee. For officers, provide which officer role. For employees, please provide the employee title. For more information, see our Understanding Not-For-Profit Board Composition FAQ.

c. The reasons this person is involved with the organization, including the qualities and experiences that will help the organization achieve its goals. (Examples include the person’s resume or a biographical statement.)

d. If the person will be paid, list how much, for what role, and who makes that decision.
e. Whether the organization will purchase or rent goods or services from this person, and describe the arrangement.

2. The organization’s business plan. At a minimum, the business plan should include:

a. The organization’s mission and vision statements.
b. The problem(s) the organization seeks to address.
c. A description of the population to be served.
d. A detailed description of the organization’s activities and programs that will accomplish the organization’s goals.
e. The neighborhood or community where the activities are to be conducted.
f. Identification of other organizations addressing the same issues in the community and how this organization differs.
g. The organization’s sources of financial support and its plans for fund-raising.

3. The organization’s projected budget. Provide in spreadsheet format, or see form on 
page 5 if needed.

4. Is the organization incorporated?


Yes___

No___

If yes, send a copy of the organization’s Articles of Incorporation.
If no, the volunteer attorney will prepare them. 

5. Does the organization have Bylaws? 


Yes___

No___

If yes, send a copy of the organization’s Bylaws.
If no, the volunteer attorney will prepare them. 

6. Does the organization have its FEIN?


Yes___

No___

If yes, send a copy of the letter from the IRS, or provide the FEIN number.
If no, the volunteer attorney will help you obtain it.

7. Skip to the signature page, page 6.

Application Materials for New Nonprofits

Projected Budget Information
Following are categories for a nonprofit organization's income and expense statement.  Your organization should give serious thought to these and other items unique to your organization's activities. This is a start-up budget and represents your best guess regarding the needs of your organization and the sources and amounts of income needed to meet its expenses. 

Your expenses should not exceed your income. Although your organization is unique, a good ballpark amount for a first year budget might be $75,000. If your organization had that amount of money, how would it spend the monies? Where would this money come from? You are encouraged to talk to people who operate similar organizations in the Chicago area to get a feel for the kinds and amounts of equipment you will need and the expenses that you will have.
Projected Expenses

	Description
	Amount

	Executive Director
	

	Staff Title:                  
	

	Staff Title:                  
	

	Staff Title:                  
	

	Employee benefits
	

	Payroll Taxes
	

	Business Insurance
	

	Rent
	

	Utilities - electricity, gas
	

	Telephone
	

	Office Supplies
	

	Postage & Delivery
	

	Copying & printing
	

	Travel & meetings
	

	Publications & dues
	

	Accounting services
	

	Miscellaneous
	

	Other:
	

	Other:
	

	Other:
	

	
	

	Equipment 
	

	   Item:
	

	   Item:
	

	   Item:
	

	   Item:
	

	
	

	TOTAL
	


Projected Income

	Description
	Amount

	Fees for Services:
	

	
	

	
	

	
	

	Sales of Products:
	

	
	

	
	

	
	

	Individual Contributions
	

	
	

	Corporate Contributions
	

	
	

	
	

	
	

	Fundraising Events
	

	
	

	
	

	
	

	Government Grants
	

	
	

	
	

	
	

	Private Foundation Grants
	

	
	

	
	

	
	

	
	

	TOTAL
	


For all Nonprofit Organizations:

Upon receipt of application materials, if the organization is eligible, TLP will recruit an attorney to work with you. When the attorney’s law firm approves the work, we will call you to schedule the first meeting. The information you submit will be shared with our volunteers in our efforts to recruit an attorney and TLP may disclose your organization’s name to our funders.

By signing this form you agree that:

1. The application and information submitted is true and correct,

2. TLP may disclose your information and application materials to volunteer attorneys and law firms in its efforts to recruit pro bono assistance for your organization, and
3. TLP may disclose your organization’s name and our efforts to recruit pro bono assistance for your organization to our funders. 

Signature: 
_____________________________________________________   Date:_____________

Name:           _____________________________________________________

Title:             _____________________________________________________
Organization: _____________________________________________________
The Law Project is a project of the Chicago Lawyers’ Committee for Civil Rights under Law, Inc.
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