
Request for Proposals 

Legal Services of North Florida, Inc. 

Disaster Recovery Grant 

Project Manager 

Open: May 11, 2020 

Close: May 20, 2020 

INTRODUCTION AND PURPOSE OF ENGAGEMENT 

Legal Services of North Florida (LSNF), is seeking a Project Manager. The primary 

purpose of this engagement is to provide management to a project funded by a grant 

awarded to LSNF from the Legal Services Corporation (LSC), pursuant to the 2019 

Disaster Supplemental Appropriations, which provided special federal funding for 

survivors of Hurricane Michael. The project requires coordination between LSNF offices, 

staff, partner organizations, and multiple vendors and contractors through end-to-end 

project management including the planning, development, execution, implementation, 

and evaluation stages.  The Project Manager will work with LSNF senior management to 

ensure that all grant deliverables are met.   

Key details of the project include: 

• Hiring timeframe: May 11 – May 31, 2020 

• Performance begins: May-June 2020 

• First report due to LSC: July 31, 2020 

• Project Completion: December 31, 2021 

Proposals are due via email by 5:00 p.m., E.S.T., on May 20, 2020. 

ABOUT LSNF 

LSNF’s mission is “[t]o provide an opportunity for justice for eligible residents through 

representation conducted efficiently and comparable in quality to that of the private bar, 

and through other forms of legal assistance designed to provide a full range of civil legal 

services to those in need.”  LSNF’s purpose is to provide case representation and advice 

to low-income people with civil legal problems.  LSNF serves only the low-income and 

those with certain vulnerable circumstances, including victims, children, the elderly, and, 

in this project, those impacted by Hurricane Michael.  LSNF never charges a fee for our 

services to a client. 



On October 10, 2018, Hurricane Michael struck the heart of the Florida Panhandle as a 

Category 5 storm, retaining strength and entering Georgia as a Category 3, leading to 11 

of LSNF’s 16 counties being federally-declared disaster areas for individual assistance.  

These counties cover a 7,300 square mile swath of LSNF’s service area, served by our 

Tallahassee, Quincy, and Panama City offices.  Our Ft. Walton Beach and Pensacola 

offices have also served many forced to relocate as a result of Hurricane Michael. 

LSNF has been awarded a substantial grant by the Legal Services Corporation 

specifically to address the legal needs of those impacted by Hurricane Michael.  Its scope 

is broad and requires LSNF to improve survivor outcomes through education about, 

outreach on, and representation in legal solutions to the problems faced by survivors.    

PROJECT CONTRIBUTION & DESCRIPTION 

The Project Manager contributes to a multi-faceted project with the goal of increasing 

access to legal help for Hurricane Michael survivors, represented by the number of people 

receiving high quality legal assistance across the Panhandle.  Specifically, the Project 

Manager will coordinate improvements to our online intake system in coordination with 

Legal Services of Greater Miami; coordinate improvements by our vendor to allow remote 

access via LSNF’s VoIP system; ensure implementation of a text-messaging module in 

our internal case management system; ensure timely development and distribution of 

education and outreach material; coordinate the design and purchase of two mobile 

response vehicles adapted for use as mobile law offices; coordinate additional office 

rental space in rural counties for use by LSNF staff; coordinate renovations to LSNF 

offices to accommodate staff for the project; coordinate purchase and installation of 

generators in two offices as well as HVAC to the LSNF office in Quincy; supervise and 

coordinate expansion of pro bono services; ensure partnerships with neighboring 

organizations for the use of our mobile offices in times of disaster impacting our 

colleagues; other tasks required by the project plan, and any other adjustments to the 

project plan in support of these goals. 

PROJECT MANAGER RESPONSIBILITY STATEMENT 

The successful candidate will work with LSNF to ensure a seamless roll-out of the 

components of the project within the timeline set forth by LSC.  The candidate should be 

familiar with LSC’s customary grant rules and regulations, LSC’s Disaster Relief Grant 

Program, and will be responsible for the following items. 

• Monitoring and controlling the overall project performance (timeline, budget,

resource utilization and achievement of milestones), against project plan and look

to members of the project team to implement adjustments when issues are

identified and require resolution.

• Developing and maintaining consistent communication with LSNF leadership,

project personnel and vendors;

• Directing and coordinating the development of requests for information (RFI) and

vendor



• requests for proposal (RFP) processes, working with LSNF project personnel;

• Driving the work by recommending or seeking resources to meet the demands of

the project.

• Communicating a clear vison of project goals and objectives and provides

technical expertise and input for deliverables worked on by LSNF staff assigned to

the project;

• Holding Project Team members accountable for meeting or exceeding

expectations by coordinating task-oriented activities, managing milestones and

deliverables, providing performance feedback to supervisors of Project Team

personnel and providing guidance to LSNF leadership on tasks managed and

performed by Project Team staff;

• Controlling and mitigating project risks by performing the qualitative and

quantitative analysis of risks and trigger events, planning risk response,

establishing contingency plans, anticipating dependencies affected by ongoing

project changes, and recommending ways to mitigate future risks to the project;

• Within project parameters, managing the alignment, buy-in, and support of diverse

project stakeholders by building and maintaining relationships with external

consumers, internal customers and Project Team members;

• Tracking and reporting on key metrics (as enumerated in the project plan approved

by LSC) and communicating findings to LSNF leadership and designated staff;

• Applying technical knowledge in software development, database management,

IT architecture, telephone systems, website development, automated case

management systems, etc., vehicle development and customization; to ensure the

alignment, buy-in, and support of diverse project stakeholders including external

consumers, internal customers, and Project Team members; and

• Collaborating with and accountable to LSNF leadership and designated staff for

the management, delivery and outcomes of assigned tasks, objectives and goals.

The successful candidate will be expected to work with LSNF to perform the following 

tasks, as further detailed in the project plan:  

Objective 1: 

• Coordinate purchase and installation of generators in two offices (including

obtaining multiple bids, where necessary to conform to LSNF fiscal policy and LSC

regulations);

• Coordinate purchase and installation of HVAC in the LSNF office in Quincy

(including obtaining multiple bids, where necessary to conform to LSNF fiscal

policy and LSC regulations);

• Arrange for LSNF to rent additional office rental space in rural counties for use by

LSNF staff;

• Coordinate renovations to LSNF offices to accommodate staff for the project

(including obtaining multiple bids, where necessary to conform to LSNF fiscal

policy and LSC regulations);



• Evaluate viability of the development of advanced WordPress template for disaster 

advocates guide and, if viable, implement. 

• Support bi-weekly meetings of project staff; 

• Ensure implementation of a text-messaging module in our internal case 

management system, including beta testing, training, and evaluation; 

• Support quarterly analysis of case data to determine trends and/or unmet needs; 

• Support evaluation of all implemented systems; 

 

Objective 2: 

• Coordinate online intake system improvements in partnership with Legal Services 

of Greater Miami; 

• Coordinate improvements by our vendor to allow remote and mobile access via 

LSNF’s VoIP system; 

• Support development of various training tools and their implementation into other 

community-based tools;  

• Ensure timely development of outreach and education plan in conjunction with 

project; 

• Attend vehicle walkthrough for a mobile office commissioned by the Virgin Islands’ 

legal services office in May 2020; 

• Engage in the planning for and purchase of two mobile response vehicles (one RV 

and one transit van) adapted for use as mobile law offices, including components 

to include satellite phones and wifi hotspots (including data plans), solar power, 

chairs, tents, etc.(in conformity with LSC purchasing regulations involving multiple 

bids and advanced approval); 

• Arrange for vehicle storage and long-term maintenance;  

• As needed, establish and facilitate workgroups to ensure the effective 

development and implementation of new tools and resources; 

• Develop and memorialize partnerships with neighboring organizations for the use 

of our mobile offices in times of disaster impacting our colleagues; 

• Support development of sustainability plan for mobile vehicles; 

• Support evaluation of implemented tools described in the project plan. 

 

Objective 3: 

• Support pro bono staff in coordination of LSNF’s expansion of pro bono services 

as described in grant documents; 

• Assess ways to incorporate other project innovations into pro bono recruitment and 

service; 

• Support development of sustainability plan for pro bono work; 



• Assist in development of pro bono recruitment plan as integrated into outreach 

plan, including development of any clinic schedules; 

• Support evaluation of pro bono engagement under this project. 

PROJECT TIMELINE OVERVIEW 

Task Timeframe 

Review and understand all regulatory requirements and 
terms and conditions applicable to the project 

May 2019 

Monitor project progress May 2020 – December 
2021 

Submit Progress and Financial Reports no later than 30 
days after the end of each 6 month. 

June 2020-February 2022, 
until reporting period 

project end 

Assist with grant close-out process December–February 2022 

Evaluate project effectiveness, preparing a report of 
findings, lessons learned, and recommendations for future 
improvement 

Ongoing – February 2022 

 

PROJECT DELIVERABLES 

Objectives 1-3 outlined above are detailed in the attached Project Plan. See Exhibit A. 

The Project Plan lists the time-bound milestones and deliverables for each Objective. In 

addition to the Project Plan, the selected Program Manager will be asked to complete the 

following: 

Deliverable   Deadline 

Draft and Deliver Project Management and Oversight Plan May 2020 

Review and implement project communication protocol  Monthly 

Prepare and deliver monthly project status and evaluative reports to 
LSNF including status of objectives and tasks, successes, and 
challenges. 

Monthly 

Coordinate and conduct twice monthly conference calls with Project 
staff. 

May 2020-
December 

2021 

Deliver End-of-Grant Program Report February 2022 

Attend Close-Out Meeting February 2022 

Propose budget and/or project plan amendments to ensure 
successful completion of the project goals 

As Needed 

Other tasks as become necessary to ensure successful completion 
of the project on time and within budget. 

As Needed 

 

TRAINING EXPECTATIONS 



The selected vendor is expected to assist in the development and implementation of 

training for program staff on the use of all tools developed under this project and should 

account for training time in any proposals or bids submitted. 

SUBMISSION REQUIREMENTS  

All proposals must be 10 pages or less (not including references and samples of 

comparable work), concise and well-organized, and demonstrate how your proposed 

services, approach and methodology, qualifications, experience, and terms meet or 

exceed LSNF’s requirements.  All proposals must also contain the following items: 

Applicant Information 

1. Applicant’s full name, address, telephone number, email, and website. 

2. Your submission point-person.  Please include title, phone number, and email 

address. 

3. Company overview (if applicable), including a brief history, mission, number of 

employees, and number of years in operation. 

4. If an independent consultant, your full name, address, telephone number, email, 

and years working as an independent consultant. 

5. Client mix:  percentage of nonprofit, government, and commercial clients you 

serve. 

6. Two recent references concerning your experience with the work described herein.   

Indicate the reference’s name, a brief description of the services provided, and the name, 

title, telephone number and email address of a reference who is knowledgeable about 

your work and who may be contacted by proposal evaluators. 

FIRM OR KEY PERSONNEL QUALIFICATIONS 

LSNF seeks the services of a Project Manager with demonstrated expertise and 

experience in grants management and overseeing projects involving the development 

and implementation of community-based engagement tools and information technology 

systems.  Experience in disaster response activities is preferred. 

Please provide examples of your experience and expertise in these areas, and samples 

of comparable work. 

Other required qualifications include: 

1. Excellent written communication skills with demonstrated ability to produce 

professional, clear, well-written work products; 

2. Excellent oral communication and interpersonal skills with demonstrated ability to 

reach difference audiences and effectively manage conflicts;  

3. Experience analyzing complicated concepts and offering cogent conclusions;  

4. Ability to work well with people who have diverse backgrounds, perspectives, and 

working styles; 

5. Ability to function in a discreet, diplomatic, and confidential manner;  



6. Ability to exercise sound judgment and articulate well-informed and objective 

recommendations; 

7. High degree of flexibility, capacity for self-management, and attention to detail; 

8. Strong organizational skills; and  

9. Understanding of and commitment to legal aid and disaster preparation and relief. 

PROJECT APPROACH AND MANAGEMENT  

Provide a work plan for completing this project.  Include an estimate of the hours you 

believe it will take for you to complete each phase of work. 

Your proposal must describe your approach for assisting with, administering, and 

overseeing the project objectives and accomplishing the Project Manager responsibilities 

outlined in this RFP, including how you plan to communicate with LSNF and multiple 

vendors and contractors to effectively facilitate the exchange of necessary information, 

and how you plan to monitor project progress, both on-site and remotely. Your process 

must include a comprehensive review of grant-related documents and budget materials, 

interviews with relevant staff and stakeholders, and an examination of the implementation 

of technology projects as well as the usability of the technology. 

 

PRICING AND PRICING METHODOLOGY: 

Provide a budget for this project, including an itemization of expected direct and indirect 
costs and expenses, including travel expenses, taxes, and service fees, administrative 
costs, maintenance/customer support costs, system or software conversion costs (all 
expenses must be reasonable and necessary, billed at-cost (as demonstrated by receipts 
or other appropriate documentation), and consistent with LSNF or LSC’s expense and 
travel policies, which are similar to that of the Federal Acquisition Regulation and the 
Federal Travel Regulation). We anticipate awarding a time and materials contract; 
accordingly, your proposal must include: 

1. Hourly rates for each proposed employee or consultant assigned to the project; 
2. Estimate of the total number of days or hours the applicant expects to bill for the 

project; and 
3. Estimate of the total cost of the project, including expenses. 

 

OTHER INFORMATION 

Applicant is encouraged to provide other information or material, within the 10-page limit, 

that it believes is relevant to LSNF’s evaluation or that provides additional features or 

value to LSNF.  Some examples of additional value may be: 

• Experience with and ability to provide support to LSNF with grant reporting 

requirements; 

• Abilities or accomplishments in user experience assessment, testing, and design; 

• Ability to integrate branding into the project design; 



• Experience negotiating purchase of equipment and working with multiple vendors. 

PREFERRED METHOD OF CONTACT 

Currently we prefer to communicate via email. As the proposal process progresses, we 

will make ourselves available for phone calls and possible in-person meetings. Please 

submit all questions and proposals to Ana Carroll at Ana@LSNF.org and include “DLA-

LSNF Project Manager” in the subject line of the email.   

PROPOSAL COSTS 

Applicants are responsible for all costs incurred in preparing their proposals.  The final 

contract will not reimburse the successful applicant for proposal preparation costs. 

EVALUATION 

The contract will be awarded to the vendor who provides the best value – the most 

advantageous balance of price, quality, and performance – to LSNF.  Proposals will be 

evaluated based on the following criteria: 

Price 

• The reasonableness of the price for the service being provided 

• Whether the price is realistic (especially if it is an estimate), reflects a clear 

understanding of LSNF’s need, and is consistent with other parts of the proposal. 

Quality 

• Qualifications and experience of proposed staff 

• Technical expertise 

• Project plan and approach 

Performance 

• Capacity 

• Understanding of and ability to meet LSNF’s needs 

• Responsiveness to LSNF 

Professionalism 

Reputation for excellence in price, performance, and quality 

Willingness to accept LSLA and LSC terms (E.g., Leon County/Florida venue and 

governing law, no limitation on liability, no binding arbitration, indemnification, and 

estimated cost, but not to exceed clause.) 

Costs 

mailto:Ana@LSNF.org


The cost of incidental expenses, including taxes and service fees, administrative 

costs, maintenance/customer support costs, system or software conversion costs, 

travel and transportation costs. 

 

 

LSNF RIGHTS 

LSNF reserves the right to 

• Accept or reject any or all responses, or any part thereof; 

• Waive any informalities or technicalities contained in any response received; 

• Conduct discussions with respondents and accept revisions of proposals after the 

closing date; 

• Make an award based upon various selection criteria; 

• Request clarification from any respondents on any or all aspects of its proposals; 

• Cancel or re-issue this RFP at any time; 

• Retain all proposals submitted in response to this RFP; and /or 

• Invite some, all, or none of the respondents for interviews, demonstrations, 

presentations, and further discussion. 

CONFIDENTIALITY 

During the vendor selection and project execution phases, you may be given access to 

LSNF’s confidential or proprietary information.  You agree not to use this information for 

your or any third-party’s befit and will not disclose this information to any person who does 

not have a need to know. 

FREEDOM OF INFORMATION ACT 

The Freedom of Information Act (FOIA) and associated federal regulations may require 

LSNF to disclose certain documents to the public, including portions of your proposal.  

Generally, LSNF will not release any documents that would cause your vendor 

competitive harm.  You are encouraged, however, to label any confidential information 

contained in your proposal to facilitate LSNF’s ability to withhold it from disclosure. 

END OF DOCUMENT 

 

 

 

 

 


