HARRIS COUNTY
GUIDEBOOK FOR
IMMIGRANT LEGAL SERVICES FUND (ILSF)
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A. GENERAL REQUIREMENTS & CONDITIONS
Limitations of the RFP
Harris County reserves the right to accept or reject any and all proposals received. In addition,
Harris County reserves the right to negotiate with all qualifying LSPs or to cancel in whole or in
part, an application if deemed in the best interest of Harris County as it relates to the overall goal
of assisting Harris County immigrants in obtaining fair legal representation as a result of
deportation proceedings.
Available Funds
Harris County recognizes the value of universal representation and a public defender-type model
for detained immigration proceedings. The ILSF program will have a strong preference for a
Universal Representation Model (URM). ILSF funds will be prioritized to LSPs who provide
representation in which at least 60 - 75% of their caseload is represented under URM.
Organizations may apply for a proposed Alternative Representation Model (ARM), but must
explain why they are proposing their model. Any organization may utilize a combination of URM
and ARM, so long as the majority of cases are URM. LSPs that propose using a combination of
the URM and an ARM will need to explain how they contemplate allocating funds across both
models and the number of clients that are anticipated to be served under each. Regardless of the
representation model being proposed, LSPs should explain their approach to, and process for,
intake and acceptance of cases.
Total Initial Allocation: two million dollars ($2,000,00) per year for one year, for the
provision of non-profit legal service providers, with at least a one-year extension.
Location of Project/Program
Length of Project Period
Projects will be funded for one year. Projects may be renewed for up to one additional year pending
available funding.
Eligible Applicants
501(c)(3) non-profit legal service providers, either alone or in collaboration with other entities,
who deliver immigration legal services to low-income and/or indigent residents of Harris County
may apply for funding. All non-profit LSPs and organizations must have non-profit status with
supporting documentation from the IRS at the time of application. Harris County will verify
debarment status through the System for Award Management (SAM) and the Office of Foreign
debarred in either system will not be considered for funding through Harris County. Applicants
must carry legal malpractice insurance.
Minimum Criteria
Proposals must:
Explain how the LSP will provide legal representation to immigrants involved in
deportation proceedings, other legal services associated with deportation proceedings
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and/or address existing gaps in current legal services that benefit residents of Harris
County.
Serve and benefit an individual, child(ren) or families who have been detained and facing
deportation who are residents of Harris County or intend to reside in Harris County upon
release, demonstrated by having a sponsor or living arrangements within the County.
Project must document residency in Harris County. (See scope of work for residency
requirements) This can be proven through a self-attestation of address.
Serve low to moderate income populations; the project must document income eligibility.
This can be proven through a self-attestation of income.
Demonstrate commitment to coordination among LSPs providing detained removal
defense services including, but not limited to, those organizations awarded this funding.
Low-to-moderate income is defined as earning less than 80 percent of the median family income
(MFI). The FY 2020 MFI for the Houston-The Woodlands-Sugar Land, Texas, HUD Metro FMR
Area is $73,080. The table below denotes current income limits for FY 2020. Please note that these
limits are updated annually.
Table 1: HUD FY 2020 Income Limits for Houston-The Woodlands-Sugar Land, Texas,
HUD Metro FMR Area
Persons in Family
Income Limit
Category
1
2
3
4
5
6
7
8
Extremely Low
$18,95 $21,72 $26,20 $30,68 $35,16 $39,64
$16,600
44,120
Income Limits*
0
0
0
0
0
0
Very Low (50%)
$31,55 $35,50 $39,40 $42,60 $45,75 $48,90 $52,05
$27,600
Income Limits
0
0
0
0
0
0
0
Low (80%)
$50,45 $56,75 $63,05 $68,10 $73,15 $78,20 $83,25
$44,150
Income Limits
0
0
0
0
0
0
0
Source: U.S. Department of Housing and Urban Development
https://www.huduser.gov/portal/datasets/il/il2020/2020summary.odn
* The FY 2014 Consolidated Appropriations Act changed the definition of extremely low-income
to be the greater of 30/50ths (60 percent) of the Section 8 very low-income limit or the poverty
guideline as established by the Department of Health and Human Services (HHS), provided that
this amount is not greater than the Section 8 50% very low-income limit. Consequently, the
extremely low income limits may equal the very low (50%) income limits.
All applicants must complete the application in a professional manner, with all sections completed
in their entirety, as well as demonstrate knowledge and experience in the area of the
program/project proposed. Applicants must also maintain any required licensing and other
qualifications needed to carry out the proposed program (i.e. admitted to practice and in good
standing in any state, etc.) and provide if requested.
LSPs and collaborating organizations must demonstrate financial viability and capacity to operate
a program utilizing any stated leverage funds and within the proposed budget that may be subject
to negotiation if selected for award. A financially viable organization is one that is able to:
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Demonstrate an existing and consistent cash flow
Have a separation of duties for personnel, time allocations, pay stubs, etc.
Have adequate staff to dedicate to the proposed program and/or be able to hire in a timely
manner (within 90 days of contract execution).
Immigrant Legal Services Fund Coordinator
Harris County may engage with an entity to work with County employees to coordinate reporting,
data collection and advisory services, as needed, that will serve as a liaison with LSPs to ensure a
coordinated reporting format and make recommendations for enhancing service delivery for the
ILSF program. If awarded, LSPs will be expected to designate time and provide a point of contact
for such coordination services, as well as attend any meeting needed for the coordination of the
Program.
Vera SAFE network
To support the ILSF Program, Harris County will apply for membership to the Vera Institute of
the County to receive various levels of support from Vera and
up to $100,000, technical expertise, training, and data collection and analysis to strengthen local
legal representation efforts. Any funding from Vera would be awarded directly to LSPs
participating in the ILSF Program that utilize URM for a period of one-year. All LSPs participating
tools, as well as any software necessary to comply
Tax Policy for all Applicants
Pursuant to TX Lo
will be determined by an independent review of the Tax Office records. Applicants who believe a
delinquency is reflected in error must contact the Tax Office to correct any errors or discrepancies
prior to submitting their proposal in order to ensure that their proposal will be considered. Tax
records are available online at the Tax Office website found at www.hctax.net. Prior to submitting
a proposal, applicants are encouraged to visit the Tax Office website, set up a portfolio of their
accounts and make their own initial determination of the status of their tax accounts. Furthermore,
reserves the right to provide notice to the Auditor or Treasurer pursuant to Texas Local
Government Code §154.045.
Disbursement of Funds
Harris County will negotiate a monthly flat fee for distribution of funds to awarded LSPs. This
means that funds will be available to the applicant in the form of a monthly, negotiated flat fee
payment; however, no costs incurred prior to contract approval may be reimbursed. Finalized
disbursement arrangements will be made through negotiations for contract execution.
To claim payment, LSP shall submit an invoice for services satisfactorily rendered during the
period since the last payment was due, which services must include submission of any required
data reports.

4
Confidential Until Approved by Harris County Commissioners Court and published by the Harris County
Purchasing Agent.

Harris County requires that LSPs and organizations provide documentation that they will have
adequate working capital or an open line of credit through a financial institution to cover project
costs not covered by county funds. Working capital must be in the form of liquid assets. Future
grants and other donations that are verified will be accepted.
Conflict of Interest
Conflict of Interest declaration provides that no employee, officer, or agent shall participate in the
selection, award, or administration of a contract supported by federal or county funds if a real or
apparent conflict of interest would be involved. Such a conflict would arise when an employee,
officer, or agent, any member of his or her immediate family, his or her partner, or an organization
which employs or is about to employ any of the parties indicated herein, has a financial or other
interest in the firm selected for an award. All organizations must complete and submit the Conflict
of Interest Disclosure section of the application to document any perceived or actual conflict of
interest.
Monitoring Reviews
Upon funding of an awarded project, monitoring becomes an important component of the Grants
Management process. It is critical that Harris County and contractors maintain the appropriate
documentation to support their activities in accordance with applicable federal, state and local
guidelines and Harris County Community Services Department reporting requirements.
In conducting performance reviews, Harris County will primarily rely on information obtained
-site monitoring, and audit reports, none
of which will include personally identifiable information for any clients served through this
program nor any documentation protected by attorney-client privilege, including attorney work
product. Performance monitoring reviews typically result in a formal written report from Harris
County summarizing the monitoring review and indicating whether or not the applicant was found
to be in compliance with all applicable regulations or requirements.
Recordkeeping and Reporting
LSPs will maintain records, consistent with ABA standards, and provide an annual report to Harris
County. Periodic financial reporting may be required for payment. Specific reporting requirements
will be included in the award terms and conditions. Records supplied to Harris County will not
include any personally identifying information for any clients served or their family members, nor
will they include any other confidential information or work covered by privilege, such as attorneyclient privilege or attorney work product.
Access to Records
Harris County Staff have the right to access awarded applicant (LSPs) financial records as related
to the ILSF Program and delivery of services while maintaining attorney-client privilege.
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B. SCOPE OF WORK & PROGRAM SPECIFIC REQUIREMENTS
Scope of Work
Eligibility Criteria: Individuals unrepresented by legal counsel and facing deportation
who are residents of Harris County and are unable to afford representation (i.e., must have
a household income below 80% of the AMI).
o For purposes of the ILSF, residency of Harris County can be proven prior to
detention or the threat of deportation, or an individual can show an intent to reside
in Harris County upon release from detention. Residency shall be based on prior
documented work history in Harris County, and/or documentation of occupied
residency in Harris County (lease, utility bill, or similar documentation with
-attestations of
residence or intent to reside shall also be accepted)
Holistic Representation: Representation may encompass services that are outside services
provided under traditional models of representation to ensure that intersectional needs of
the clients are met (e.g., allocation of budget items towards pro bono services (legal or
otherwise), referrals, social workers, and other potential services).
Representation in Appellate Proceedings: Although LSPs are not required to provide
additional representation in post-conviction proceedings, federal habeas corpus, or postBIA appeals, regardless of the representation model used, LSPs are encouraged to provide
appellate representation when merited by the issues in the case.
Representation Options
o

Universal Representation Model (URM): Universal representation aims to
ensure that anyone facing deportation who cannot afford counsel has access to
publicly-funded immigration representation from the initiation of proceedings until
there is a final decision on the case. Providing representation without regard to the
likelihood of success, similar to a public defender model, is intended to promote
equity and due process for all immigrants in deportation proceedings. Under URM,
representation should begin in removal proceedings, also known as
LSPs that use the URM provide publicly-funded immigration representation
to anyone who meets the eligibility criteria (to the extent funding allows).
Representation should begin as early in Section 240 proceedings as possible
(including bond hearings), with an understanding that the client may not be
encountered until later in the process.
Where there are funding limitations, LSPs that use the URM should first
prioritize representation of anyone in detention who meets the eligibility
criteria.
Continuity of Representation: LSPs are expected to provide
there is a final decision in the case. Continuity of representation is expected
even where a case cannot be resolved until after the contract period ends.
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The following proceedings are among those included in the scope of
representation: master calendar hearings; bond proceedings; competency
hearings; merits hearings; applications for immigration relief from removal
and related proceedings; and Board of Immigration Appeals (BIA)
proceedings.
LSPs that use an URM should measure and report on various metrics for
the representation provided under the ILSF, based on best practices and in
coordination with CSD.
Alternative Representation Model (ARM): Alternative representation models
prioritize representation based on factors such as perceived likelihood of obtaining
relief, urgency of circumstances requiring representation, and type of relief sought.
Organizations may choose to propose an ARM in conjunction with URM in order
to provide services beyond Section 240 proceedings, for instance.
LSPs proposing an ARM must explain their prioritization framework or
approach for providing representation to those who meet the eligibility
criteria.
LSPs must be able to justify their proposed ARM in terms of meeting an
identifiable need for publicly-funded legal representation that would
otherwise go unmet.
Continuity of Representation: LSPs may provide representation for a
single stage (e.g.: bond-only representation) or multiple stages of
proceedings. If an LSP elects to provide representation at a specific stage,
the LSP is expected to continue representation until that service is complete.
Continuity of representation is expected even where a case cannot be
resolved until after the contract period ends.
LSPs that use an ARM should measure and report on various metrics for
the representation provided under ILSF based on best practices and in
coordination with CSD.
Determination of Eligibility at Later Stages:
o If a client is first served by the ILSF while in detention and is released while the
case is pending, the LSP will re-screen for financial eligibility and shall withdraw
from representation if a client is no longer financially eligible for services under the
ILSF Program. LSPs may withdraw if a client who is released from detention
changes venue outside of the Houston Immigration Court.
o Withdrawal is also permitted when required for legal or ethical reasons. LSPs
should provide a plan on how they will handle withdrawal situations to ensure
clients still have access to legal representation.
Legal Service Provider Requirements
Proposals may be submitted by an individual nonprofit LSP, multiple nonprofit LSPs in
collaboration, or by a private LSP in collaboration with a non-profit organization. Eligible
applicants must meet the following minimum qualifications:
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Be a nonprofit organization with a 501(c)3 status in good standing for at least two years,
or have a fiscal sponsor with a 501(c)3 status, or be a collaborative of nonprofit LSPs and
private firms,
Demonstrate capacity to provide high-quality, holistic legal representation to detained
immigrants and/or immigrants facing removal,
Have licensed attorneys with immigration law expertise, specifically in removal
proceedings; or staff or under contract who will directly provide the services described in
this RFP; or the ability to timely hire attorneys,
Demonstrate that all professionals (attorneys, accredited representatives, social workers,
etc.) involved in providing services under the contract have the appropriate professional
licenses and are in good standing professionally,
Be able to begin providing legal services described herein within 90 days of contract
execution,
Demonstrate willingness and ability to implement the URM, or other acceptable
representation model for cases funded by the County,
Collect and share anonymized data with Harris County regarding all removal defense
representations funded under this grant. Data reporting will be expected through the
disposition of each case initiated under the contract. The information gathered will be key
for developing evidence regarding the impact of representation across the United States on
a variety of measures and could be used to inform future efforts to secure funding for new
and existing representation programs. LSPs will collect data such as a) number of clients
receiving legal representation, b) relief identified, c) applications for relief, voluntary
departure, or other immigration court actions taken, d) economic ties to the community, e)
family ties to the community, f) household composition including number of minors within
the household, and g) number of cases, including averages and other metrics, for attorneys
representing clients.
Participate in Harris County-organized conference calls, convening, or trainings to share
best practices for removal defense and increasing representation for immigrants facing
removal
Demonstrate willingness to engage and/or educate communities (including communities
impacted by immigration enforcement) regarding immigrant rights.
LSPs will not charge clients any legal fees for services that are covered under this Scope
of Work. LSPs should not charge clients any ancillary fees (including but not limited to
expert fees, interpreter fees, and application fees) for services that are covered under this
Scope of Work. LSPs may budget for these fees and other applicable fees in their proposals.
When reasonable, LSPs should attempt to limit costs by applying for fee waivers and taking
advantage of other resources that may be available (such as the Texas Access to Justice
interpreter line).
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C. FREQUENTLY ASKED QUESTIONS (FAQS)
Can I create my own RFP forms?
Follow the stated submission guidance on formatting, number of pages (10 total at 12 pt. font) and
use the provided budget form.
What is the Universal Representation Model?
The universal representation model envisions a system where everyone facing deportation has
access to due process and a fair day in court even if they cannot afford an attorney, regardless of
income, race, national origin, or history with the criminal justice system.
The six pillars of the Universal Representation Model
1. Every person facing imminent threat of deportation is represented by an attorney.
2. Where resources are limited, representation for those in detention is prioritized.
3. There are no eligibility criteria other than income, residence in Harris County, and a lack
of private counsel. Akin to public defense in criminal cases, no one is excluded on the basis
of a prior criminal conviction, or any other reason.
4. Representation is merits-blind. Clients are represented without considering the likelihood
that the case
5. Representation is continuous and begins at the onset of the case. Attorneys represent clients
until there is a final decision on the case: from bond hearing to hearings challenging
underlying criminal convictions or other collateral proceedings, through to appeal. This
continuity of representation exists even if the person is transferred to a different jurisdiction
or voluntarily moves upon release from custody.
6. Public taxpayer dollars fund representation. Protecting the basic right of due process is a
public duty. Investing public money is also critical to sustaining and institutionalizing
universal representation locally while building toward a national system of deportation
defense.
What is an acceptable alternative to the Universal Representation Model?
Potential alternatives include but are not limited to:
Selection of cases based on the merits of the case, case type, the urgency of the next hearing,
prioritization of certain circumstances (e.g. children without other caretakers).
Meets program eligibility requirements for services and serves persons facing removal
proceeding who are detained, including representation during the bond hearing.
Meets program eligibility requirements for services and serves persons facing removal
proceedings, where the first point of contact is while in detention. Representation can begin
at the onset of the case or on appeal. Attorneys represent clients until there is a final decision
on the stage (i.e., bond hearing, hearing challenging criminal convictions or other collateral
proceedings, or appeals) where the case is taken. LSPs are expected to continue
representation until that service is complete.
When will the contract period begin?
Contracts will begin upon approval of awards and contracts by Harris County Commissioners
Court. Contract period will be for one year with the possibility of a one year extension.
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What type of documents may be used as working capital documentation?
A letter from your financial institution on letterhead, stating the line of credit amount
available to the organization.
Annual organizational budget or 3 most recent bank statements.
If the non-profit has a thrift shop or other income generating business, they may submit a
copy of the IRS 990 or 990-T form as proof of the thrift shops/business revenue.
Capital documentation must be a demonstration of liquid assets to cover leverage and operating
expenses for the organization.
Does a private non-profit applying for funds need a 501(c)(3)?
Yes, all immigration legal services non-profits must have their 501(c)(3) status from the Internal
Revenue Service to be eligible for funding. Documentation of 501(c)(3) status must be included
in each proposal.
Can a for-profit entity or a 501(c)(3) with less than two years in good standing collaborate
with an existing 501(c)(3) with at least two years in good standing?
Yes, organizations may collaborate with an existing 501(c)(3) with at least two years in good
standing, but the lead applicant must be a 501(c)(3) organization with experience providing
immigration legal services.
What is a DUNS number?
A DUNS number is a unique nine-digit identification number, for each physical location of your
business. DUNS Number assignment is FREE and can be obtained at:
http://fedgov.dnb.com/webform
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