
International Senior Lawyers Project
Serving the World Community

PROJECT INTAKE FORM
About ISLP
The International Senior Lawyers Project (ISLP) provides volunteer legal services by experienced attorneys and law firms to advance democracy and the rule of law, protect human rights, and promote equitable economic development worldwide. Through the pro bono work of both retired attorneys and active practitioners, ISLP helps governments and citizens develop and implement legal reforms; assists programs that advance the social and economic well-being of people in developing countries; and builds the capacity of local organizations and professionals to meet the needs of their communities.

ISLP focuses on three program areas: 1) human rights and social welfare; 2) economic development and participation in the global economy; and 3) access to justice, which includes the development of legal aid programs and the promotion of pro bono activities among lawyers abroad.  While most of ISLP’s services are provided to organizations based abroad, we also provide legal assistance to nonprofit organizations based in the United States that work to advance the goals of ISLP in developing countries.

How to Apply for Legal Assistance

If you would like pro bono legal assistance from ISLP volunteers, the first step is to fill out the attached form.  When we receive the completed application, we will review it to determine whether the work of your organization appears to fall within ISLP's mission and whether you have legal needs that we can address at this time.  If your group meets these criteria, we will contact you to discuss further the organization and its legal needs.  If the organization is eligible and accepted as a client, we will search for a volunteer lawyer to represent the organization.  A member of the ISLP staff  will serve as a liaison between the volunteer attorney and the organization receiving the legal assistance.  

There is no charge for the legal services provided by the volunteer attorney. However, the organization applying for assistance will be responsible for all filing fees (state and/or federal) related to their application(s).
31 W. 52nd Street, 4th Fl., New York, N.Y. 10019   Tel: 212-895-1022   Fax: 212-878-8375   amoss@islp.org

PROJECT INTAKE QUESTIONNAIRE

This questionnaire will help ISLP learn more about your organization and its legal needs. Please fill it out as completely as possible. You may expand the space allotted below. 

To be considered for assistance, PLEASE FILL OUT THIS APPLICATION COMPLETELY AND RETURN IT ALONG WITH THE REQUESTED ATTACHMENTS.  TAKE AS MUCH SPACE AS YOU NEED.

	1. 
	a. Name (or proposed name) of Organization  ____________________________________________________



	
	b. Address_______________________________________________________________



	
	c. Phone Number (__) ______________________________________________________


	
	d. Fax Number (___) _______________________________________________________



	2. 
	a. Name of Contact Person___________________________________________________



	
	b. Position in/Relationship to Organization_______________________________________



	
	c. Address (if different from above)____________________________________________



	
	d. Work Phone (___) ________ Home Phone (___) _______________________________



	
	e. Email Address ___________________________________________________________



	
	Please place a check mark by the address and telephone number at which you would like

ISLP to contact the contact person.



	3. 
	Please list the purpose and/or mission of the organization.

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________



	4. 
	Please list the activities/programs of your organization or its leadership which have taken

place in the past which are related to your current or planned operation. If you have written

brochures or other materials, please include them.

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________



	5.
	Please list any plans of the organization for future activities and/or programs. You may

indicate here whether past programs will be ongoing.

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________



	5. 
	a. How long has the organization existed?_______________________________________



	
	b. Is your organization incorporated? ___YES ___NO    Tax-Exempt? ____ YES ____ NO

If incorporated, enclose a copy of your articles of incorporation, by-laws and

any amendments to the aforementioned articles.  If your organization is tax-exempt in the United States, please enclose a copy of the Internal Revenue Service (IRS) letter indicating your status.



	6. 
	How many people are involved in running the organization?_________________________

Attach a list of the officers and directors (or proposed directors, if  not currently serving and you know them) of the organization, and include names, titles and addresses. Attach a list of staff members of the organization, including names and titles.



	7. 
	a. How many people does the organization currently serve (or if newly forming, how many

people does the organization plan to serve)?______________________________________



	
	b. What geographic region does the organization currently serve (or if newly forming, what

geographic region does the organization plan to serve)?_____________________________



	8. 
	a. How much money has your organization received this year?_______________________



	
	b. Does your funding this year include a line for legal fees?_________________________



	
	c. How much money has your organization spent in the last year?

Please include an annual report or income/expense statement (with a breakdown of

income sources and expenses) for the most recent fiscal year. If you are starting a

new organization, please attach a three-year proposed income/expense statement.



	
	d. If you received funding this year, please list the sources and amounts._______________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________



	
	e. If your organization is just forming, please list specifically where the organization has sought or plans to seek funding._______________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________



	9. 
	Describe as specifically as possible the legal problem for which the organization seeks assistance.  If you have documents such as project proposals and budgets, legal papers,

contracts or letters relevant to your problem, include copies of them.__________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________



	10. 
	If you have a need for ongoing legal advice, please list those issues for which you need advice.___________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________



	11. 
	a. Has a lawyer worked with your organization before on the problem described in

question 10 above? ____ YES ____ NO



	
	b. If so, what is that lawyer's name and affiliation?________________________________

_________________________________________________________________________



	
	c. What work has been done?_________________________________________________

_________________________________________________________________________

_________________________________________________________________________



	
	d. Why is she/he no longer representing your organization in this matter?______________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________



	12. 
	a. Aside from this problem, have you had a lawyer's help in the past? ____ YES ____ NO



	
	b. If so, what is that lawyer's name and affiliation?________________________________

_________________________________________________________________________




	
	c. What assistance did she/he provide?__________________________________________

_________________________________________________________________________



	13. 
	How did you hear of ISLP?___________________________________________________

_________________________________________________________________________

Signature_________________________________________________________________

Print Name________________________________________________________________

Title_____________________________________________________________________

Date_____________________________________________________________________




NOTE: Please be sure that you have included the following, if applicable. Your

application will not be processed until our office receives all required information:

____
Program outline, brochures and/or other descriptive materials

____
Organizational documents, i.e., certificate of incorporation, by-laws


and amendments

____
IRS Confirmation of tax exempt status, i. e., determination letter, if any

____
List of officers and directors, list of staff members

____
Annual report or income & expense statement (or three-year proposed


budget if group is newly forming)

____
Proposal for project funding

Return the application and/or direct any questions regarding this application to our office.  We look forward to hearing from your organization and hope that we can be of assistance.  Please email the completed application and supporting documents to amoss@islp.org. 
Andra Moss
Volunteer Coordinator
International Senior Lawyers Project

31 W. 52nd Street, 4th Floor
New York, New York 10019-6131

Telephone:  (212) 895-1038
Facsimile:   (212) 878-8375

E-Mail: amoss@islp.org
Sample (Hypothetical) Proposed Three-Year Budget

	Income


	2004
	2005
	2006

	From Government Agencies


	43,000
	46,000
	47,000

	From Foundations and

Not-for-Profit Organizations


	40,000
	45,000
	49,000

	From Corporations


	3,000
	8,000
	9,000

	From Private Individuals


	15,000
	22,000
	30,000

	From Fund Raising Events


	20,000
	30,000
	30,000

	Expenditures


	
	
	

	Staff Salaries and Fringe Benefits


	98,000
	107,800
	110,000

	Rent


	5,000
	5,500
	6,000

	Telephone


	1,575
	1,750
	2,000

	Equipment


	2,646
	2,900
	3,000

	Office Supplies


	600
	660
	750

	Postage


	600
	660
	800



	Printing


	2,000
	2,200


	2,450

	Travel


	1,000
	1,100
	1,250

	Insurance
	1,500
	1,650
	1,800



	Professional Services, including Architectural, Engineering, Accounting,

Legal, Conference Training


	400
	440
	500

	Misc. Administrative Expenses


	100


	110
	50

	Utilities


	1,500
	1,600
	1,750



	Total Expenditures 


	114,921
	126,370
	130,450


*Please note that the IRS expects realistic proposed budgets and that a "red-flag" may be

raised if your organization currently has no money but expects to raise a very large sum

by the end of the first year.
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