
LOCAL BAR 
ASSOCIATION

COMMITMENT CARD

___ YES, our local bar association will

hold a veterans legal clinic on or near

Veterans Day.

___ YES, our local bar association will

hold at least one veterans legal 

clinic per year.

___ We want to get started! 

Please send us a Clinic in a Box.

texasbar.com/veterans

Providing Legal Counsel To Those Who Served
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LOCAL BAR ASSOCIATION
COMMITMENT CARD

CONTACT INFORMATION

Local Bar Association:

_________________________________

President: 

_________________________________

Local Bar Project Contact:

_________________________________

Address: 

_________________________________

_________________________________

Phone/Email: 

_________________________________

_________________________________

Please return to: 
State Bar of Texas
Local Bar Services

P.O. Box 12487
Austin, TX 78711

or email localbars@texasbar.com
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Texas Lawyers for Texas Veterans is a State Bar initiative to ensure that organized pro bono legal clinics exist statewide to

specifically assist military veterans who otherwise cannot afford or do not have access to the legal services they need. Since

the project’s launch in 2010, under the leadership of then President Terry Tottenham, more than 10,000 veterans have been

assisted by more than 3,000 volunteer attorneys through local bar association veterans’ legal clinics.  

Texas Lawyers for Texas Veterans is working with local bar associations to partner with the state’s legal service providers,

VA medical centers, Texas Veterans Commission, Veterans of Foreign Wars, and the American Legion. The program also

reaches out to mental health experts, to agencies that serve special populations, and to members of the legal profession.

Attorney volunteers are essential to ensuring that as many veterans as possible receive access to the legal assistance 

they need.

BACKGROUND
Texas Lawyers for Texas Veterans is building on the important work begun by the Houston Bar Association (HBA), which

has offered weekly legal clinics at the Veterans Administration (VA) hospital in Houston since 2008. The HBA also provides

training sessions for volunteer attorneys to better prepare them in handling veteran-specific matters and in increasing their

knowledge of benefits available to veterans through the VA. 

GOALS
1) Ensure that veterans have easy access to legal information and access to legal representation via veterans’ 

legal clinics and other resources. 

2) Work with legal aid organizations to identify veterans seeking assistance and educate and assist local bar

associations in coordinating clinics and in developing training, recruiting, and referral information. 

3) Centralize information about legal resources for volunteer attorneys working to assist veterans on the website,

texasbar.com/veterans.

4) Monitor the development and implementation of Veterans Courts and, if appropriate, support the expansion of 

this type of service.

5) Recruit, advertise, and support veterans’ legal services programs and to build awareness among veterans about 

the clinics and other available legal resources.

For more information and resources for attorneys and veterans, visit texasbar.com/veterans.

WHAT IS TEXAS LAWYERS 
FOR TEXAS VETERANS?



VETERANS STATISTICS

• 22.6 million veterans in the United States

• 2.2 million U.S. veterans are women

• 1.7 million veterans in Texas 

• 7.5 million U.S. veterans are from the Vietnam-era

• Approximately 13 percent of the homeless adult population are veterans

• 89% of homeless veterans received an honorable discharge

• Approximately 16,000 homeless veterans in Texas

• Approximately 20% of veterans return with PTSD from Iraq and Afghanistan

• 76% of homeless veterans experience alcohol, drug, or mental health problems

• 3.4 million veterans have a service-connected disability

• 140,000 U.S. veterans are in prison, and 60 percent of those have a substance abuse issue 

* Sources: U.S. Department of Veterans Affairs and the National Coalition for Homeless Veterans
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For many veterans, just getting a chance to talk one on one with a lawyer can relieve a huge burden. Too often, veterans

don’t have the resources, financial or otherwise, to seek and retain legal counsel. 

As Texas lawyers, our expertise in the law can be a lifeline. Through the Texas Lawyers for Texas Veterans initiative, the

State Bar of Texas wants to assist your local bar association with establishing a veterans legal clinic to provide legal

assistance to the military veterans in your area who cannot afford or do not have access to the legal services they need.

The State Bar of Texas and the Texas Young Lawyers Association are working together to provide your bar with the

resources it needs to get a veterans legal clinic up and running. In this toolkit, you will find information about the Texas

Lawyers for Texas Veterans initiative, frequently asked questions, VA attorney accreditation information, and a guide to

setting up a veterans legal clinic. In addition, TYLA has put together two excellent pamphlets—one for attorneys and one

for veterans—filled with resources to help in answering veterans’ legal questions.

You can also visit the Texas Lawyers for Texas Veterans website for additional resources, including a list of current

veterans legal clinics, at texasbar.com/veterans.

The State Bar of Texas challenges each local bar to conduct at least one veterans legal clinic a year. One of the goals of this

program is for each local bar association to host a veterans legal clinic on or near Veterans Day. A commitment card is

included with this toolkit. Please join us in this important endeavor in service to our veterans.

PROVIDING LEGAL COUNSEL 
TO THOSE WHO SERVED



Amarillo Area Bar Association

Austin Bar Association

Bastrop County Bar Association

Bay Area Bar Association

Baylor Law School

Bell County Bar Association

Brazoria County Bar Association

Brazos County Bar Association

Cameron County Bar Association

Collin County Bar Association

Collin County Criminal Defense Lawyers Association

Collin County Young Lawyers Association

Corpus Christi Bar Association

Corpus Christi Veterans Commission

Corpus Christi Young Lawyers Association

Dallas Asian American Bar Association

Dallas Bar Association

Dallas Hispanic Bar Association

Dallas Young Lawyers Association

Denton County Bar Association

Eastern District of Texas

El Paso Bar Association

Fort Bend County Bar Association/Fort Bend 

Lawyers Care

Frisco Bar Association

Galveston County Bar Association

Hidalgo County Bar Association

Hidalgo County Young Lawyers

Houston Bar Association/Houston Volunteer 

Lawyers Program

Houston Northwest Bar Association

Hutchinson County Bar Association

J.L. Turner Legal Association

Jefferson County Bar Association

Katy Bar Association

Legal Aid of Northwest Texas

Liberty County Bar Association

Lubbock Area Bar Association

Midland Bar Association

Montgomery County Bar Association

Navarro County Bar Association

Northeast Harris County Bar Association

Northeast Texas Association of Paralegals

Plano Bar Association

Rockwall County Bar Association

San Angelo Bar Association

San Antonio Bar Association

Smith County Bar Association

Tarrant County Bar Association

Texas Rio Grande Legal Aid

The Woodlands Bar Association

Titus County Veterans Service Office

Trans-Pecos Bar Association

Val Verde Bar Association

Waco-McLennan County Bar

Williamson County Bar Association

Below is a list of local bar associations who hold/have held weekly, monthly, bi-annual, or annual legal clinics

for veterans.

For more information on these local bar association veterans’ legal clinics, please contact 

The State Bar of Texas Local Bar Services Department at (800) 204-2222, ext. 1514.

LOCAL BAR ASSOCIATIONS WITH
VETERANS’ LEGAL CLINICS



What is the goal of Texas Lawyers for Texas Veterans?

To develop and assist pro bono legal clinics throughout

the state for military veterans who otherwise 

cannot afford the legal services they need.

Why is there a need for veterans legal clinics?

There is a significant need among the veterans community

for legal assistance. According to 2010 U.S. Census data,

approximately 1.5 million veterans live below the poverty

level. Numbers of homeless veterans can only be

estimated, but, according to the U.S. Department of

Veterans Affairs (VA), 196,000 veterans are homeless on

any given night. Veterans, by some counts, account for 26

percent of all homeless people in America.

Despite the best intentions and tireless efforts of veterans

groups and social services providers, too many veterans

cannot find or afford the legal help that they need 

and deserve.

What are the main areas of law that these 

clinics assist with?

Practice areas covered in veterans legal clinics typically

include divorce, child support and custody, consumer

issues and contracts, bankruptcy, landlord and tenant

problems, guardianship and probate, wills and estate

planning, employment, housing, and tax questions.

In addition, lawyers who are accredited with the VA can

assist veterans with VA benefits claims and appeals.

How does our bar find out if a veterans legal 

clinic is needed in our community?

To help gauge the need for veterans’ legal services in your

area, you can contact your nearest VA facility, Texas

Veterans Commission offices, Veterans of Foreign Wars or

American Legion Post, as well as local homeless shelters

and other social services groups helping homeless or 

low-income individuals and families.

Why should our bar partner with local veterans

service organizations or the VA?

Veterans organizations are an invaluable nexus point for

communicating with members of your local community of

veterans — for example, to alert them to an upcoming

legal clinic. Veterans organizations are also an invaluable

source of information about your local veterans

community, including the nature of their legal needs and

other local obstacles they may face. Finally, familiarity

with veterans organizations will allow your clinic to make

accurate referrals to resources that may satisfy veterans’

non-legal needs.

How does our bar get in touch with local veterans

service organizations or the VA?

Visit the Department of Veterans Affairs website at va.gov

to find local health clinics and veterans centers. You can

also use the American Legion’s website (legion.org) or the

Veterans of Foreign Wars website (vfw.org) to find a

nearby Post for either organization. The Texas Lawyers

for Texas Veterans website (texasbar.com/veterans)

also includes a list of veterans service organizations’

websites.

FREQUENTLY ASKED 
QUESTIONS



Where can our bar find information on other 

local bars’ veterans legal clinics?

Visit the Texas Lawyers for Texas Veterans section of 

the State Bar of Texas’ website (texasbar.com/veterans) for a

summary listing. Make sure to let us know if you hold a

clinic so it can be added to the list.

How does our bar get started on setting up a veterans

legal clinic?

Begin by visiting the State Bar’s website

(texasbar.com/veterans), and read the posted materials

such as “Tips on organizing and publicizing a Legal Clinic”

and “Legal Clinic ‘how-to’.” Then contact the State Bar for

a Clinic in a Box, which contains office supplies, forms,

and folders, as well as a flash drive of all printed

materials, to help your bar get your clinic up and running.

You can also contact other local bars currently holding

veterans legal clinics to get advice and 

further input.

Our bar doesn’t have its own volunteer lawyers

program. Can our bar make arrangements with a 

legal services provider for referrals when additional

legal representation is needed?

Every county in Texas is within the service area of one of

the state’s three legal aid organizations, which receive

money from the federal government to represent low-

income clients in civil matters. The three organizations

are Lone Star Legal Aid, Legal Aid of NorthWest Texas, 

and Texas RioGrande Legal Aid.

Each organization has an intake system for prospective

clients to which veterans can be referred—normally an

800-number. However, these organizations’ limited

resources only allow them to serve about a quarter of the

people whose income is low enough to qualify for legal

aid’s assistance. 

Local legal aid offices often maintain contact with private

attorneys interested in taking pro bono cases, and some

employ dedicated pro bono coordinators, resulting in

many of the same benefits as a volunteer lawyers

program operated through a bar organization. If your

local bar organization does not operate a volunteer

lawyers program, consider making an effort to connect

private attorneys interested in taking pro bono cases with

your local legal aid office, so that they have attorneys to

whom they can send referrals. Contact the State Bar Legal

Access Division for assistance or more information at

(800) 204-2222, ext. 1855 or at probono@texasbar.com.

For attorneys in our bar who volunteer to take a

veteran’s case pro bono, what resources are 

available to assist them?

If a case is accepted through an approved legal services

provider, an attorney may be eligible to receive several

benefits for the purposes of that case, including:

• malpractice insurance through the State Bar of Texas

• a pre-screening of referred clients for financial

eligibility and to ensure that their legal problems can

be solved by a lawyer

• training and experience, including courtroom

experience, for newer associates 

• free Continuing Legal Education (CLE) training

Qualifying legal services providers include:

• recipients of Legal Services Corporation funds

• recipients of IOLTA funds 

• Texas nonprofits that provide civil legal services

where at least 50 percent of the services provided are

free to Texans whose income is 175 percent of the

federal poverty guidelines, or less

Contact your local legal services organization to

determine the scope of the resources they are able 

to provide.
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What should our bar do about income guidelines for

veterans wishing to use the clinic?

This will be a choice for your bar organization to make,

but there are some factors it should consider in making it.

Many of the external legal services providers you may

work with—such as recipients of funding from the Legal

Services Corporation or the Texas Access to Justice

Foundation—have mandatory conditions placed on their

funding which restrict them to serving clients whose

income is within a certain range of the federal poverty

guidelines. Although your bar organization will not face

those external restrictions directly, to the extent that your

clinic serves veterans whose income exceeds the 

income-cap imposed on these outside legal services

providers, they will not be able to accept those veterans

as referrals.

However, the fact that you cannot make a referral to an

outside organization doesn’t mean your clinic cannot

provide advice to a veteran on the spot. Even basic legal

advice is valuable to a person who is unfamiliar with the

legal system and has no idea what to expect from it.

Therefore, many clinics around the state are willing to

offer basic advice to any person who walks through their

doors, but then limit subsequent referrals to only those

individuals whose income qualifies them for

representation from an outside organization. You may

consider taking that route.

You can also refer those who do not meet the income

guidelines to the lawyer referral system, many of which

have modest means panels (texasbar.com/lris).

Should our clinic have specialists in certain practice

areas and if so, which ones?

Most organizations find that the majority of the clients

they receive are seeking assistance with a family law 

issue—divorce, child custody/support, etc. It would make

sense to seek out specialists in that area.

Beyond that, needs will differ between localities, so the

best guide to draw on will be experience. The Veterans

Clinic in a Box provides resources with general information

on issues such as probate, foreclosure, debt, etc. These

will help bring your volunteers up to speed on issues

they’re likely to encounter. In addition, substantive law

resources can be found at texaslawyershelp.org.

How does our clinic handle checking for conflicts?

Your bar can decide how it wants to handle conflicts, but

most generally rely on the individual attorney assigned to

give advice to recognize a conflict. Another option is to

draft a conflict of interest waiver form that each

participant signs.

We’ve had attorneys ask about taking a disability

claims case. Can they do that?

Yes. Disabilities claims are within the jurisdiction of the

U.S. Department of Veterans Affairs (VA). The VA makes an

administrative determination of qualification for benefits,

which can ultimately be appealed to the U.S. Court of

Appeals for Veterans Claims, which has exclusive

appellate jurisdiction.

Attorneys can represent veterans in either administrative

proceedings before the VA or before the U.S. Court of

Appeals for Veterans Claims if they are properly

accredited by the respective organization. Visit

texasbar.com/veterans for more information or see the

accompanying fact sheet on VA attorney accreditation in

this toolkit.

Does the State Bar offer any CLE that applies to VA

attorney accreditation?

Yes. TexasBarCLE has produced webcasts that cover the

required curriculum (texasbar.com/veterans). This CLE

must be completed in the first 12 months after an attorney

has applied to and been approved by the VA for

accreditation. 
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What about veterans who need assistance 

with municipal tickets? 

Your bar can make referrals to community resources that

may be able to assist with municipal tickets. The State Bar

Legal Access Division has an excellent referral directory

that includes statewide resources, civil resources by

county, and criminal resources. 

To receive a copy, contact the State Bar Legal Access

Division at (800) 204-2222, ext. 1855 or at

probono@texasbar.com. 

For our first clinic, how do we know how many

veterans will show up?

This is a difficult number to estimate, but most clinics

have received between five and 70. Of course, if your bar

would like to establish a set number to accommodate the

number of volunteers and available 

space and resources, you can make your clinic

“appointment only.”

How can we best promote our clinic to the 

veteran community?

Partner with your local veterans services organizations

(e.g., the VA, Texas Veterans Commission, the American

Legion, and the VFW) and social services groups and

work with their representatives to build awareness among

the veteran community about your clinic.

Should our bar provide an orientation for 

volunteers for the clinic?

Orientation is invaluable for volunteers, since they will

frequently be inexperienced in providing on-the-spot

advice. However, if you hold clinics routinely, you’ll find

that volunteers tend to come and go, which creates a

quandary about the most worthwhile time to hold

orientations for new members: Would you rather give 

the orientation for a small group, or allow volunteers to

operate for a time before receiving the orientation?

A useful alternative to a live orientation is an orientation

manual. These can even be made available free of cost if

you post them online as PDF documents. This can be a

very simple and cost-effective way to instruct volunteers

in what they should expect, and what they need to know.

Materials included in this toolkit include a “Getting Started”

PowerPoint as well as tips on organizing a clinic to help

your bar get your clinic up and running. You can also

download the material at texasbar.com/veterans.

How can our bar obtain a Clinic in a Box?

Contact the State Bar Local Bar Services Department at

(800) 204-2222, ext. 1514 or email localbars@texasbar.com.
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• Form a committee in your organization to plan 

the clinic.

• Establish support for a veterans legal clinic in  

your community.

V Meet with local/county/area leaders, area legal

services providers, and local veterans services

providers to establish need.

V Discuss project with leadership of local 

veterans services providers.

• Partner with area legal services providers in recruiting

volunteers and accessing support and resources.

• Determine which facility to use for the clinic as well 

as the logistics of holding a clinic at that location.

• Keep local officials and veterans service providers

apprised of the project’s progress.

• Visit the clinic location to determine how the clinic 

will be set up.

• Establish location, date, and time for the clinic.

• Announce the project to your bar membership through

publications, e-newsletters, emails, and website. 

V Recruit volunteers. Can provide a volunteer form.

V Develop recruitment flyers to email and mail 

to membership.

V Work with area legal services providers 

on recruitment.

V Contact corporate legal departments and law

firms in your area.

• Obtain a Clinic in a Box from the State Bar Texas

Lawyers for Texas Veterans program and customize

documents to your bar’s needs.

• Set up an orientation seminar for volunteers on

handling veterans’ issues. Can also arrange orientation

for same day as clinic.

• Decide if your clinic will allow walk-ins or be

appointment only. Coordinate with legal aid services

organizations to set up appointments for veterans

seeking legal advice. 

• Publicize clinic in local media, military publications,

American Legion/VFW posts, city and county

newsletters and websites, VA offices, Texas Veterans

Commission (TVC) offices, and other veterans resources. 

Don’t forget to keep your members informed, too!

• If you want to have information booths from veterans’

services providers or from the TVC available at the

clinic, coordinate the logistics with those organizations.

Where will the booths be located? Who will staff them?

• Develop clinic flyers to distribute to VA offices,

American Legion/VFW posts, and other veterans

services providers with date, time, location, and who to

contact to make an appointment (if necessary).

• Determine staffing and staff responsibilities for 

the clinic.

• Contact volunteers about clinic date and other relevant

information, including any orientation seminars.

TIPS ON ORGANIZING 
AND PUBLICIZING 

A VETERANS LEGAL CLINIC



• Prepare signage for the facility.

• Reconfirm all volunteers at least two days before 

the program.

• Will you have coffee/water or other refreshments for

volunteers or attendees? Assign staff member(s) to pick

up or arrange with facility.

• Day of the clinic: Set up signage, as well as sign-in,

intake, and exit tables, and meeting areas. Provide

orientation to all volunteers.

• Collect and analyze case statistics.

• Provide feedback on clinic to city/county/VA officials

and to your local bar members.

• Don’t forget to send thank you letters to your volunteers

and recognize volunteers in bar publications.

TIPS ON ORGANIZING AND PUBLICIZING 
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TEXAS PUBLICATIONS

American Legion/The Legion Times

(txlegion.org/the-legion-times)

Monthly

Editor: F.G. Adams

times@txlegion.org

(512) 472-4138

Texas VFW News (texasvfw.org)

Quarterly

Assistant Editor: Dan West

dan@texasvfw.org

(512) 834-8535

Naval Air Station News (naslife.com)

Senior Life Magazine

(published for all veterans; includes events listing)

Managing Editor: June Spadachene

nasnews@sbcglobal.net

(817) 516-0662

National Guard Association of Texas News (ngat.org)

Quarterly

Editor: Theresa Billeck-Zuniga

ngatnews@ngat.org

(512) 454-7300

(800) 252-6428

Killeen Daily News/Fort Hood Herald (kdhnews.com)

Military Editor: Rose L. Thayer

news@kdhnews.com

(254) 501-7463

TEXAS MILITARY BASE PUBLICATIONS
PUBLIC AFFAIRS OFFICES

Brooks Army Medical Center 

San Antonio Military Medical Center North

(bamc.amedd.army.mil)

Community Relations

(210) 916-5142

Media Relations

(210) 916-5141

Dyess Air Force Base (Abilene) (dyess.af.mil/news)

Public Affairs Office (7th Bomb Wing)

7 Lancer Loop, Ste. 136

Dyess AFB, TX 79607-1960

7bwpa@dyess.af.mil

(325) 696-2863

(325) 696-2866 (fax)

Fort Hood Sentinel (Killeen) (forthoodsentinel.com)

Editor: David Larsen

david.larsen@forthoodsentinel.com

(254) 287-9495

News Editor: Heather Graham-Ashley 

heather.graham@forthoodsentinel.com

(254) 285-6736

Fort Bliss Monitor (El Paso) (fbmonitor.com)

Public Affairs Office

monitorbliss@gmail.com

(915) 568-4088

(915) 568-2995 (fax)

LIST OF MILITARY PUBLICATIONS 
AND MILITARY BASE 

PUBLIC AFFAIRS OFFICES

Promote your clinic by sending clinic press releases and following up with articles and photos from the clinic.

Please check with each publication regarding submission guidelines.



Fort Sam Houston News Leader (San Antonio)

(samhouston.army.mil/pao)

Public Affairs Office

2080 Wilson Way, Bldg. 247 

Fort Sam Houston, TX 78234-5004

USAF.JBSA.502-abw-mbx.fsh-news-leader@mail.mil

(210) 221-2030

(210) 808-1093 (fax)

Goodfellow Air Force Base (San Angelo)

(goodfellow.af.mil/news)

Public Affairs Office 

351 Kearney Blvd., Ste. 227

Goodfellow AFB, TX 76908

17trw.pa@goodfellow.af.mil

(325) 654-3876

(325) 654-5414 (fax)

Kelly USA Observer

Port San Antonio (formerly Kelly AFB)

Executive Editor: Richard Erickson

P.O. Box 2171

San Antonio, TX 78297

rerickson@primetimenewspapers.com

(210) 250-3385

(210) 250-3350 (fax)

Lackland Talespinner (San Antonio) (lackland.us)

tale.spinner@us.af.mil

(210) 671-1786

(210) 671-2022 (fax)

Public Affairs Office

1701 Kenly Ave., Ste. 102

Lackland AFB, TX 78236-5103

(210) 671-2907

Laughlin Air Force Base (San Antonio)

(www.laughlin.af.mil/news)

47th FTW Public Affairs Office

561 Liberty Dr., Ste. 3

Laughlin AFB, TX 78843

(830) 298-5980

(830) 298-5047 (fax)

The Wingspan

Naval Air Station Corpus Christi

Editor: Rod Hafemeister

rodney.hafemeister@navy.mil

(361) 961-2674

Commanding Officer

NAS Corpus Christi

Wingspan

11001 D St., Ste. 143

Corpus Christi, TX 78419-5021

Naval Air Station Kingsville

(cnic.navy.mil/Kingsville/index.html)

Public Affairs Office

554 McCain St., Ste. 214

Kingsville, TX 78363

kngv-pao@navy.mil

(361) 516-6375

Randolph Wingspread (San Antonio) 

1150 5th St. East

Randolph AFB, TX 78150

randolphpublicaffairs@us.af.mil

(210) 652-4410
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Sheppard Air Force Base (Wichita Falls)

(sheppard.af.mil/news)

Retiree Activities Office

82d Training Wing/CVR

419 G Ave., Ste. 1

Sheppard AFB, TX 76311-2941

82trwpa@us.af.mil

(940) 676-5088/3381

(940) 676-8444 (fax)

Sky Ranger

NAS Fort Worth Joint Reserve Base

(cnic.navy.mil/FortWorth)

Editor: MC2 Nathan Gomez

(817) 782-7815

(817) 782-3293 (fax)

NATIONAL PUBLICATIONS

Military Times (militarytimes.com)

Newsweeklies:

Air Force Times (airforcetimes.com)

Managing Editor: Becky Iannotta

riannotta@militarytimes.com

San Antonio Bureau Chief: Michelle Tan

mtan@militarytimes.com

Army Times (armytimes.com)

Managing Editor: Richard Sandza

rsandza@militarytimes.com

San Antonio Bureau Chief: Michelle Tan

mtan@militarytimes.com

Marine Corps Times (marinecorpstimes.com)

Managing Editor: Andrew deGrandpré

adegrandpre@militarytimes.com

Navy Times (navytimes.com)

Managing Editor: Tony Lombardo

tlombardo@navytimes.com

Stars and Stripes (Veterans Section)

(stripes.com/news/veterans)

Features Editor: Kate Maisel

maisel.kate@stripes.com

(202) 761-1191

VFW Magazine (vfwmagazine.org)

10 issues/year

Senior Editor: Tim Dyhouse

tdyhouse@vfw.org

(816) 756-3390

(816) 968-1169 (fax)
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Organization Name or Letterhead

Contact: Name, phone, email

[Bar Association] to Hold Legal Advice Clinic to Serve Area Veterans

(City — Date) The [Bar Association] will hold a free legal advice clinic for area veterans on [date] from [start time] to [end

time] at [location]. [Indicate whether an appointment is necessary and if so, provide the contact information and any

deadline to make an appointment.]

Volunteer attorneys will provide legal advice on issues including family law, wills and probate, consumer issues,

landlord/tenant law, tax issues, bankruptcy, and foreclosures. The clinic is open to any veteran or spouse of a deceased

veteran free of charge. Veterans who need further legal representation may be referred to an attorney volunteer who will

take the case on a pro bono basis (or a legal services provider). 

The [Bar Association’s] legal advice clinic is part of the statewide Texas Lawyers for Texas Veterans (TLTV) initiative, a

program begun by the State Bar of Texas to ensure that organized legal clinics exist throughout the state to specifically assist

military veterans who cannot afford or do not have access to basic legal services. To learn more about TLVT, visit

texasbar.com/veterans.

The [Bar Association] has additional veterans legal clinic planned for [dates or if on a regular basis, such as monthly or

quarterly, please mention]. For more information, call [Bar contact information or spokesperson and phone number].

###

SAMPLE PRESS RELEASE
GENERAL CLINIC



Organization Name or Letterhead

Contact: Name, phone, email

Legal Advice Clinic to Serve Area Veterans

(City — Date) In commemoration of Veterans Day, the [Bar Association] will hold a free legal advice clinic for area veterans

on [Day, Date, Year], from [start time] to [end time] at [location]. The Veterans Day clinic is part of a statewide initiative to

raise awareness of veterans’ legal needs and to provide opportunities for veterans to have greater access to legal assistance.

Volunteer attorneys will provide legal advice on issues including family law, wills and probate, consumer issues,

landlord/tenant law, tax issues, bankruptcy, and foreclosures. The clinic is open to any veteran or spouse of a deceased

veteran free of charge. Veterans who need further legal representation may be referred to an attorney volunteer who will

take the case on a pro bono basis (or a legal services provider). [Indicate whether an appointment is necessary and if so,

provide the contact information and any deadline to make an appointment.]

The [Bar Association’s] legal advice clinic is part of the statewide Texas Lawyers for Texas Veterans (TLTV) initiative, a

program begun by the State Bar of Texas to ensure that organized legal clinics exist throughout the state to specifically assist

military veterans who cannot afford or do not have access to basic legal services. To learn more about TLTV and the

Veterans Day clinics, visit texasbar.com/veterans.

The [Bar Association] has additional veterans legal clinic planned for [dates or if on a regular basis, such as monthly or

quarterly, please mention]. For more information, call [Bar contact information or spokesperson and phone number].

###

SAMPLE PRESS RELEASE
VETERANS DAY CLINIC



Dear Mayor ____________:

The [Bar Association] is organizing a veterans legal advice clinic to provide basic civil legal services to our area’s veterans

and the spouses of deceased veterans. Our goal is to hold the clinic on Veterans Day at the [location] to best honor our

veterans’ service to our country. We are fortunate to be partnering with [local veterans organizations] in this endeavor to

ensure we build awareness among veterans in our community about this service. The clinic will be free of charge to any

veteran who needs legal assistance. 

Our veterans have served and sacrificed for our country, but many have returned to face legal problems and cannot afford

or do not know where to turn for legal assistance. Many organizations are providing wonderful resources to our veterans,

however, most cannot or do not provide legal services. Our clinic can help fill that need. 

We have recruited volunteer attorneys to provide legal advice on a variety of issues, including family law, landlord/tenant

issues, wills and probate, worker’s compensation, foreclosures, tax issues, and bankruptcy. If a veteran needs additional

legal representation, we will work to assign him or her to a pro bono attorney to work on the case. I have attached a flyer

that includes the clinic details.

I hope that your office will assist us in letting citizens know about the upcoming clinic. The [Bar Association] appreciates

your support of our veterans’ legal clinic initiative. Please call me at [phone number] if I can answer any questions.

Sincerely,

[Bar Association President]

SAMPLE LETTER TO MAYOR OR 
OTHER CIVIC OFFICIAL



Dear ____________:

The [Bar Association] is organizing a veterans legal advice clinic to provide basic civil legal services to our area’s veterans

and the spouses of deceased veterans. Our goal is to hold the clinic on Veterans Day to best honor our veterans’ service 

to our country. 

Our veterans have served and sacrificed for our country, but many have returned to face legal problems and cannot afford

or do not know where to turn for legal assistance. Many organizations are providing wonderful resources to our veterans,

however, most cannot or do not provide legal services. Our clinic can help fill that need.

We want to partner with your organization to ensure that we reach veterans in our area that have need of legal services.

Our bar association has recruited volunteer attorneys to provide legal advice on a variety of issues, including family law,

landlord/tenant issues, wills and probate, worker’s compensation, foreclosures, tax issues, and bankruptcy. If a veteran

needs additional legal representation, we will work to assign him or her to a pro bono attorney to work on the case.

I would like to discuss with you the possibility of holding the clinic at the [VA clinic, VFW post, American Legion hall], 

as well as other ways our organizations can work together to make this clinic—and future ones—a success.

Sincerely,

[Bar Association President]

SAMPLE LETTER TO LOCAL VETERANS’
ORGANIZATION OFFICIAL
[VA OFFICIAL, VFW COMMANDER, ETC.]



MEMORANDUM

To: Volunteers for the Veterans’ Legal Advice Clinic on [Date]

From: [Bar Association contact]

Subject: Schedule for [date] Veterans’ Legal Advice Clinic

Thank you for volunteering for the Veterans’ Legal Advice Clinic on [date] from [start time] to [end time]. The clinic is

scheduled for [start time] to [end time]. We will have a brief orientation prior to the clinic opening, starting at [time]. 

Enclosed is a map to the location. Parking is available onsite. Contact numbers for [Bar Association] staff that will be onsite

are provided below. We have X number of volunteers for this clinic, including specialists in [various practice areas, such as

family law, bankruptcy, and wills and probate]. We also will have attorneys accredited with the VA available to discuss

disability and claims benefits issues. 

Coffee, water, and refreshments will be provided for all volunteers and clients. As this is our first clinic, we cannot predict

how many clients we will be serving [unless appointments are required, then can put the total number and whether

allowing walk-ins as well]. 

If you have any questions, please contact me at [phone number] or [email]. Thank you.

SAMPLE MEMO TO 
CLINIC VOLUNTEERS



Dear ___________:

On behalf of the board of directors of the _______________________, I want to thank you for volunteering for the

veterans’ legal advice clinic on [date] at [location]. With the help of volunteers like you, we were able to serve X veterans 

or spouses of veterans, and some will be referred to pro bono attorneys for further legal representation.

We are fortunate to have such an outstanding group of lawyers in our community who are willing to give their time and

expertise to help those in need. We truly appreciate your contribution to serving our military veterans who otherwise

cannot afford legal services. 

Our next veterans’ legal advice clinic is planned for [date] at [location]. We hope you will consider volunteering for 

this program, as well.

Best regards,

[Bar Association President]

SAMPLE THANK YOU LETTER 
TO CLINIC VOLUNTEERS



FREE LEGAL ADVICE
FOR U.S. VETERANS AND THEIR SPOUSES

[DATE] 

[TIME]

[LOCATION]

Divorce or Custody •  Child Support •  Bankruptcy

Consumer Issues •  Wills and Estate Planning Landlord/Tenant Problems

Probate and Guardianship •  Foreclosure  •  Social Security/SSI

Contact [Name/Organization] at [phone number] or [email address] to schedule an appointment.  

[Indicate if allow walk-ins]

[Can indicate whether Financial Guidelines apply for free legal representation.]

Sponsored by [Your Organization]

SAMPLE PROMOTIONAL 
CLINIC FLYER



[YOUR BAR ASSOCIATION NAME]
VETERANS’ LEGAL CLINIC

VOLUNTEER SIGN-UP FORM

I would like to volunteer to make the Veterans’ Legal Clinic a success by:

____ Volunteering to help advise and counsel veterans at the [Bar Association Name]’s Veterans’ Legal Clinic.

____ Volunteering to take a case pro bono for a veteran through [Local legal aid services provider or your bar’s 

volunteer attorney program].

____ Volunteering to help the Veterans’ Legal Clinic as needed.

Name: _______________________________________________________________

Firm/Company: ________________________________________________________

Address: _____________________________________________________________

Telephone: ___________________________________________________________

Fax: _________________________________________________________________

Email: _______________________________________________________________

Please send to [Bar contact information] 

or email to [Bar email address].

For more information, visit [Bar website address].

SAMPLE VOLUNTEER 
ATTORNEY SIGN-UP FORM



[YOUR BAR ASSOCIATION NAME]
VETERANS’ LEGAL CLINIC

VOLUNTEER SIGN-UP FORM

My law firm would like to volunteer to make the Veterans’ Legal Clinic a success by:

____ Volunteering to help advise and counsel veterans at the [Bar Association Name]’s Veterans’ Legal Clinic.

____ Volunteering to take a case(s) pro bono for a veteran through [Local legal aid services provider or your bar’s 

volunteer attorney program].

____ Volunteering to help the Veterans’ Legal Clinic as needed.

Name: _______________________________________________________________

Firm/Company: ________________________________________________________

Address: _____________________________________________________________

Telephone: ___________________________________________________________

Fax: _________________________________________________________________

Email: _______________________________________________________________

Please send to [Bar contact information] 

or email to [Bar email address].

For more information, visit [Bar website address].

SAMPLE VOLUNTEER 
LAW FIRM SIGN-UP FORM



I AM A...

Select One Search in Facility Directory:   
VA » Locations »  Facilities in Texas

Locations

Veterans Health Administration - VISN Offices

Station ID Facility Address Phone

10N17 VISN 17: VA Heart of Texas Health Care Network 2301 East Lamar Blvd., Suite 650   Arlington, TX 76006 817-652-1111  

 

Veterans Health Administration - VISN 16: South Central VA Health Care Network

Station ID Facility Address Phone

580 Michael E. DeBakey VA Medical Center 2002 Holcombe Blvd.   Houston, TX 77030-4298 713-791-1414 Or
713-791-1414  

DRRTP Houston Domiciliary Care for Homeless Veterans 7329 Fannin Street   Houston, TX 77030 713-794-7922  

580GE Katy VA Outpatient Clinic 750 Westgreen Blvd   Katy, TX 77450 281-578-4600  

77701 Beaumont VA Outpatient Clinic 3420 Veterans Circle   Beaumont, TX 77707 409-981-8550 Or
409-981-8550  

580BZ Charles Wilson VA Outpatient Clinic 2206 North John Redditt Drive   Lufkin, TX 75904-1776 936-671-4300 Or
936-671-4300  

580 Conroe VA Outpatient Clinic 800 Riverwood Ct Ste 100   Conroe, TX 77304 936-522-4000 Or
800-553-2278 X
1949  

500GC Galveston VA Outpatient Clinic 3828 Avenue N   Galveston, TX 77550 409-761-3200 Or
800-553-2278 X
12600  

580GF Lake Jackson VA Outpatient Clinic 208 Oak Drive South   Lake Jackson, TX 77566 979-230-4852  

667GC Longview CBOC 1005 N. Eastman Rd.   Longview, TX 75601 903-247-8262 Or
903-247-8262  

580 Richmond VA Outpatient Clinic 22001 Southwest Freeway, Suite 200   Richmond, TX
77469

832-595-7700 Or
800-553-2278 X
12800  

580 Texas City VA Outpatient Clinic 9300 Emmett F. Lowry Expressway, Suite 206   Texas
City, TX 77591

409-986-2900 Or
800-553-2278 X
12900  

635GB Wichita Falls CBOC 1800 7th St   Wichita Falls, TX 76301 940-723-2373  

0731V Harris County Vet Center 14300 Cornerstone Village Dr., Suite 110   Houston, TX
77014

713-578-4002 Or
877-927-8387  

0710V Houston Vet Center 2990 Richmond Suite 325   Houston, TX 77098 713-523-0884 Or
877-927-8387  

0711V Houston West Vet Center 701 N. Post Oak Road Suite 102   Houston, TX 77024 713-682-2288 Or
877-927-8387  

0735 Jefferson County Vet Center 990 IH10 North, Suite 180   Beaumont, TX 77702 409-981-8576 Or
409-981-8576  

 

Veterans Health Administration - VISN 17: VA Heart of Texas Health Care Network

Station ID Facility Address Phone

674 Central Texas Veterans Health Care System, Olin E.
Teague Veterans Medical Center

1901 Veterans Memorial Drive   Temple, TX 76504-7451 254-778-4811 Or
254-778-4811  

671 South Texas Veterans Health Care System 7400 Merton Minter Blvd.   San Antonio, TX 78229 210-617-5300 Or
210-617-5300  

549 VA North Texas Health Care System 4500 South Lancaster Road   Dallas, TX 75216 214-742-8387 Or
800-849-3597  

740 VA Texas Valley Coastal Bend Health Care System 2601 Veterans Drive   Harlingen, TX 78550 956-291-9000  

549 Dallas VA Medical Center 4500 S. Lancaster Rd.   Dallas, TX 75216 800-849-3597 Or
214-742-8387  

Facilities in Texas

SITE MAP [A-Z]

Home Veteran Services Business About VA Media Room Locations Contact Us

HomeHome

VHA FacilitiesVHA Facilities

VBA FacilitiesVBA Facilities

NCA FacilitiesNCA Facilities
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Vet CentersVet Centers

PTSD Program LocatorPTSD Program Locator

SUD Program LocatorSUD Program Locator

Gravesite Locator Gravesite Locator 

Facilities by StateFacilities by State

Interactive US MapInteractive US Map

Facility ListingFacility Listing
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214-742-8387  

671A4 Kerrville VA Medical Center 3600 Memorial Blvd   Kerrville, TX 78028 830-896-2020 Or
830-896-2020  

549A4 Sam Rayburn Memorial Veterans Center 1201 E. 9th St.   Bonham, TX 75418 800-924-8387 Or
800-924-8387  

740 VA Health Care Center at Harlingen 2601 Veterans Drive   Harlingen, TX 78550  

674A4 Waco VA Medical Center 4800 Memorial Drive   Waco, TX 76711 254-752-6581 Or
254-752-6581  

674Z Austin Outpatient Clinic 2901 Montopolis Drive   Austin, TX 78741 512-389-1010  

671 Balcones Heights Outpatient Clinic 4522 Fredericksburg Road, Suites A-10 and A-88   San
Antonio, TX 78201

210-732-1802  

740GC Corpus Christi OPC 5283 Old Brownsville Road,   Corpus Christi, TX 78405 361-806-5600  

740 Corpus Christi PACT Annex 5227 Old Brownsville Road, Suite 11   Corpus Christi, TX
78405

361-806-5600  

740 Corpus Christi VA Speciality Outpatient Clinic 205 S. Enterprize Parkway   Corpus Christi, TX 78405 361-939-6510  

549 Fort Worth Outpatient Clinic 2201 SE Loop 820   Fort Worth, TX 76119 800-443-9672 Or
800-443-9672  

671 Frank M. Tejeda VA Outpatient Clinic 5788 Eckhert Road   San Antonio, TX 78240 210-699-2100  

740GA Harlingen VA Outpatient Clinic 2106 Treasure Hills Blvd   Harlingen, TX 78550 956-366-4500  

740GD Laredo Outpatient Clinic 6551 Star Court   Laredo, TX 78041-9136 956-523-7850  

740GB McAllen Outpatient Clinic 2101 S. Col Rowe Blvd   McAllen, TX 78503 956-618-7100  

671 North Central Federal OPC 17440 Henderson Pass   San Antonio, TX 79232 210-483-2900  

740 North McAllen PACT Annex 3900 North 10th Street, 5th Floor   McAllen, TX 78501 956-630-9050  

549 Polk Street VA Annex Clinic 4243 S. Polk Street   Dallas, TX 75224 214-372-8100  

671 San Antonio Dental Clinic 8410 Data Point   San Antonio, TX 78229 210-949-8900  

671 Shavano Park Outpatient Clinic 4350 Lockhill-Selma Road, Suite 200   San Antonio, TX
78249

210-949-3773  

674 Temple VA Clinic Annex 4501 South General Bruce Drive, Suite 75   Temple, TX
76502

 

549GA Tyler VA Primary Care Clinic 3414 Golden Rd.   Tyler, TX 75701 903-590-3050 Or
903-590-3050  

671 Victoria OPC 1908 North Laurent Street, Suite 150   Victoria, TX
77901

361-582-7700  

671GH Beeville CBOC 302 South Hillside Dr   Beeville, TX 78102 361-358-9912  

549GE Bridgeport CBOC 806 Woodrow Wilson Ray Cir.   Bridgeport, TX 76426 940-683-2538  

674GB Brownwood CBOC 2600 Memorial Park Drive   Brownwood, TX 76801 325-641-0568 Or
325-641-0568  

674GC Bryan/College Station CBOC 1651 Rock Prairie Road, Ste. 100   College Station, TX
77845

979-680-0361 Or
979-680-0361  

674GD Cedar Park CBOC 701 Whitestone Boulevard   Cedar Park, TX 78613 512-260-1368 Or
512-260-1368  

549GD Denton CBOC 2223 Colorado Blvd.   Denton, TX 76205 940-891-6350  

549GF Granbury CBOC 601 Fall Creek Hwy.   Granbury, TX 76049 817-326-3902  

549GH Greenville CBOC 4006 Wellington Rd., Suite 100   Greenville, TX 75401 903-450-4788  

612 LaGrange OutReach Clinic 890 E Travis St   LaGrange, TX 78945 979-968-5878  

671GL New Braunfels CBOC 189 E Austin, Suite 106   New Braunfels, TX 78130 830-629-3614  

671 NorthEast 410 /San Antonio Clinic 2391 NE Loop 410 Ste 101   San Antonio, TX 78217 210-590-0247  

671 Northwest 410/San Antonio Clinic 4318 Woodcock Ste 120   San Antonio, TX 78228 210-736-4051  

674GA Palestine CBOC 2000 So. Loop 256, Suite 124   Palestine, TX 75801 903-723-9006 Or
903-723-9006  

671 Pecan Valley CBOC 4243 E. Southcross, Ste 206   San Antonio, TX 78222 210-337-4316  

671 Seguin CBOC 526 E. Court Street   Seguin, TX 78155 830-629-3614  

549GC Sherman CBOC 3811 US 75 N   Sherman, TX 75090 903-487-0477  

671 South Bexar/San Antonio Clinic 4610 E Southcross Blvd Ste 100   San Antonio, TX
78222

210-648-1491  

671 SW Military CBOC 1714 SW Military Dr.   San Antonio, TX 78221 210-923-0777  

0700V 3B RCS South Central Regional Office 4500 S. Lancaster Rd. Building 69   Dallas, TX 75216 214-857-1254 Or
877-927-8387  

0703V Austin Vet Center 2015 S. I.H. 35, Southcliff Bldg., Suite 101   Austin, TX
78741

512-416-1314 Or
877-927-8387  

0705V Corpus Christi Vet Center 4646 Corona Suite 250   Corpus Christi, TX 78411 361-854-9961 Or
877-927-8387  

0730V Dallas County Vet Center 502 West Kearney, Suite 300   Mesquite, TX 75149 972-288-8030 Or
877-927-8387  
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877-927-8387  

0706V Dallas Vet Center 10501 N. Central Expy Suite 213   Dallas, TX 75231 214-361-5896 Or
877-927-8387  

0708V Fort Worth Vet Center 1305 W. Magnolia St. Suite B   Ft. Worth, TX 76104 817-921-9095 Or
877-927-8387  

0726V Killeen Heights Vet Center 302 Millers Crossing, Suite #4   Harker Heights, TX
76548

254-953-7100 Or
877-927-8387  

0712V Laredo Vet Center 6999 McPherson Road Suite 102   Laredo, TX 78041 956-723-4680 Or
877-927-8387  

0715V McAllen Vet Center 2108 S M Street, MedPoint IV, Unit 2   McAllen, TX
78503

956-631-2147 Or
877-927-8387  

0721V San Antonio NE Vet Center 9504 IH 35 N, Suite 214 & 219   San Antonio, TX 78233 210-650-0422 Or
877-927-8387  

0729V San Antonio NW Vet Center 9910 W Loop 1604 N, Suite 126   San Antonio, TX
78254

210-688-0606 Or
877-927-8387  

0732V Tarrant County Vet Center 3337 W. Pioneer Pkwy, Northlake Center   Pantego, TX
76013

817-274-0981 Or
877-927-8387  

 

Veterans Health Administration - VISN 18: VA Southwest Health Care Network

Station ID Facility Address Phone

504 Amarillo VA Health Care System 6010 Amarillo Boulevard, West   Amarillo, TX 79106 806-355-9703 Or
800-687-8262  

756 El Paso VA Health Care System 5001 North Piedras Street   El Paso, TX 79930-4211 915-564-6100 Or
915-564-6100  

519 West Texas VA Health Care System 300 Veterans Blvd.   Big Spring, TX 79720 432-263-7361 Or
432-263-7361  

504BY Lubbock Clinic 6104 Avenue Q South Drive   Lubbock, TX 79412 806-472-3400  

519HC Abilene CBOC 3850 Ridgemont   Abilene, TX 79606 325-695-3252  

504GB Childress Clinic 1001 Highway 83 North   Childress, TX 79201 940-937-8528  

756GB Eastside El Paso CBOC 2400 Trawood Drive, Suite 200   El Paso, TX 79936 915-564-7880  

519HB Fort Stockton Clinic 501 North Main Street   Fort Stockton, TX 79735 432-336-0700  

519GA Odessa Clinic 4141 N. Tanglewood, Suite 201   Odessa, TX 79762 432-550-0149  

519HF San Angelo Clinic 2018 Pulliam   San Angelo, TX 76905 325-658-6138  

519AB Stamford Clinic 1601 N Columbia   Stamford, TX 79553 325-695-3252  

0702V Amarillo Vet Center 3414 Olsen Blvd. Suite E   Amarillo, TX 79109 806-354-9779 Or
877-927-8387  

0707V El Paso Vet Center 1155 Westmoreland Suite 121   El Paso, TX 79925 915-772-0013 Or
877-927-8387  

0714V Lubbock Vet Center 3106 50th st sute 400   Lubbock, TX 79413 806-792-9782 Or
877-927-8387  

0716 Midland Vet Center 2817 W. Loop 250 N., Suite E   Midland, TX 79707 432-697-8222 Or
877-927-8387  

0733V Taylor County Vet Center 3564 N 6th Street   Abilene, TX 79603 325-232-7925 Or
877-927-8387  

 

Veterans Benefits Administration - VA Central Area Office

Station ID Facility Address Phone

362 Houston Regional Office 6900 Almeda Road   Houston, TX 77030 800-827-1000  

362 Intake Site At Brooks Air Force Base San Antonio Outbased VSC Office/Frank Tejeda
Outpatient Clinic   San Antonio, TX 78240

 

362 Intake Site At Corpus Christi Naval Air Station Corpus Christi VSC Office   Corpus Christi, TX 78411  

362 Intake Site At Fort Sam Houston Brook Army Medical Center/Center for the Intrepid,
Room 303   Fort Sam Houston, TX 78234

 

362 Intake Site At Lackland Air Force Base San Antonio Outbased VSC Office/Frank Tejeda
Outpatient Clinic   San Antonio, TX 78240

 

362 Intake Site At Laughlin Air Force Base (No MOU) San Antonio Outbased VSC Office/Frank Tejeda
Outpatient Clinic   San Antonio, TX 78240

 

362 Intake Site At Randolph Air Force Base San Antonio Outbased VSC Office/Frank Tejeda
Outpatient Clinic   San Antonio, TX 78240

 

349 Waco Regional Office 1 Veterans Plaza, 701 Clay Av.   Waco, TX 76799  

349 Intake Site At Dyess Air Force Base Airman & Family Readiness Flight   Dyess AFB, TX  

349 Intake Site At Fort Bliss El Paso Outbased Benefits Office   El Paso, TX 79901  

349 Intake Site At Fort Hood Copeland Soldiers Service Center/VA Intake Site   Fort
Hood, TX

 

349 Intake Site At Goodfellow Air Force Base Airman & Family Readiness Flight   Goodfellow AFB, TX  

 

http://www2.va.gov/directory/guide/facility.asp?id=5461&dnum=ALL
http://www2.va.gov/directory/guide/facility.asp?id=5462&dnum=ALL
http://www2.va.gov/directory/guide/facility.asp?id=5621&dnum=ALL
http://www2.va.gov/directory/guide/facility.asp?id=5463&dnum=ALL
http://www2.va.gov/directory/guide/facility.asp?id=5464&dnum=ALL
http://www2.va.gov/directory/guide/facility.asp?id=5465&dnum=ALL
http://www2.va.gov/directory/guide/facility.asp?id=5947&dnum=ALL
http://www2.va.gov/directory/guide/facility.asp?id=5941&dnum=ALL
http://www.amarillo.va.gov/
http://www.elpaso.va.gov/
http://www.bigspring.va.gov/
http://www.amarillo.va.gov/locations/Lubbock.asp
http://www.bigspring.va.gov/locations/abilene_cboc.asp
http://www.amarillo.va.gov/locations/childress.asp
http://www.elpaso.va.gov/locations/EastSide.asp
http://www.bigspring.va.gov/locations/fort_stockton.asp
http://www.bigspring.va.gov/locations/odessaclinic.asp
http://www.bigspring.va.gov/locations/sanangeloclinic.asp
http://www.bigspring.va.gov/locations/stamford.asp
http://www2.va.gov/directory/guide/facility.asp?id=665&dnum=ALL
http://www2.va.gov/directory/guide/facility.asp?id=669&dnum=ALL
http://www2.va.gov/directory/guide/facility.asp?id=674&dnum=ALL
http://www2.va.gov/directory/guide/facility.asp?id=676&dnum=ALL
http://www2.va.gov/directory/guide/facility.asp?id=5988&dnum=ALL
http://www.vba.va.gov/ro/houston/index.htm
http://www2.va.gov/directory/guide/facility.asp?id=5855&dnum=ALL
http://www2.va.gov/directory/guide/facility.asp?id=5856&dnum=ALL
http://www2.va.gov/directory/guide/facility.asp?id=5857&dnum=ALL
http://www2.va.gov/directory/guide/facility.asp?id=5858&dnum=ALL
http://www2.va.gov/directory/guide/facility.asp?id=5859&dnum=ALL
http://www2.va.gov/directory/guide/facility.asp?id=5860&dnum=ALL
http://www2.va.gov/directory/guide/facility.asp?id=325&dnum=ALL
http://www2.va.gov/directory/guide/facility.asp?id=5861&dnum=ALL
http://www.benefits.va.gov/waco/
http://www2.va.gov/directory/guide/facility.asp?id=5863&dnum=ALL
http://www2.va.gov/directory/guide/facility.asp?id=5864&dnum=ALL


 

National Cemetery Administration - Denver Memorial Service Network

Station ID Facility Address Phone

916 Dallas-Fort Worth National Cemetery 2000 Mountain Creek Parkway   Dallas, TX 75211 214-467-3374  

886 Fort Bliss National Cemetery P.O. Box 6342, 5200 Fred Wilson Rd.   El Paso, TX
79906

915-564-0201  

846 Fort Sam Houston National Cemetery 1520 Harry Wurzbach Rd.   San Antonio, TX 78209 210-820-3891  

851 Houston National Cemetery 10410 Veterans Memorial Dr.   Houston, TX 77038 281-447-8686  

854 Kerrville National Cemetery VA Medical Center, 3600 Memorial Blvd.   Kerrville, TX
78028

210-820-3891  

877 San Antonio National Cemetery 517 Paso Hondo Street   San Antonio , TX 78202 210-820-3891  

 

return to top 

U.S. Department of Veterans Affairs | 810 Vermont Avenue, NW Washington DC 20420
LAST UPDATED APRIL 23, 2013.

http://www.cem.va.gov/CEM/cems/nchp/dallasftworth.asp
http://www.cem.va.gov/CEM/cems/nchp/ftbliss.asp
http://www.cem.va.gov/CEM/cems/nchp/ftsamhouston.asp
http://www.cem.va.gov/CEM/cems/nchp/houston.asp
http://www.cem.va.gov/CEM/cems/nchp/kerrville.asp
http://www.cem.va.gov/CEM/cems/nchp/sanantonio.asp
http://www2.va.gov/directory/guide/fac_list_by_state.cfm?State=TX#top


Attorneys who want to assist with claims for Department of Veterans’ Affairs (VA) benefits before the Board of

Veterans’ Appeals or VA Regional Offices must be accredited by the VA. 

NOTICE: 

Attorneys must be accredited prior to completing 

required CLE (see step 4 on next page).

From the U.S. Department of Veterans Affairs website (www.va.gov):

Accreditation means authority is granted by the VA to assist claimants in the preparation, presentation, and prosecution of

claims for benefits. 38 C.F.R. § 14.627(a). Unaccredited individuals may provide other services to veterans so long as they do

not assist in the preparation, presentation, and prosecution of claims for benefits.

VA WEBSITE LINKS REGARDING THE ACCREDITATION PROCESS

General Information

va.gov/ogc/accreditation.asp

FAQ

va.gov/ogc/accred_faqs.asp

VA Accreditation Form 21a

va.gov/vaforms/va/pdf/VA21a.pdf

INITIAL ATTORNEY ACCREDITATION REQUIREMENTS

1. Application to VA General Counsel (see VA Form 21a). The accreditation process can take from 

four to six weeks.

2. Self-certification of admission information concerning practice before any other court, bar, or State or 

Federal agency.

3. Affirmative determination of character and fitness by VA (presumed by VA based on State bar membership 

in good standing).

VA ATTORNEY 
ACCREDITATION



4. Complete three hours of CLE during first 12-month period following date of initial VA accreditation. 

Course must be approved by any state bar association, and must cover the following topics at a minimum: 

1) Representation before VA

2) Claims procedures

3) Basic eligibility for VA benefits

4) Right to appeal

5) Disability compensation

6) Dependency and indemnity compensation

7) Pension 

5. Must certify in writing to Office of General Counsel upon completion of CLE.

POST-ACCREDITATION REQUIREMENTS

1. Complete an additional three hours of qualifying CLE on veterans benefits law and procedures (not later than

three years after initial accreditation, and every two years thereafter). Certify completion of post-accreditation

CLE requirements in writing to Office of General Counsel upon  completion.

2. Annually, submit to VA information about any court, bar, or Federal or State agency to which attorney is 

admitted to practice or appear, and certification of good standing.

CONTINUING LEGAL EDUCATION

Please visit texasbar.com/veterans for accreditation CLE resources.

VA ATTORNEY ACCREDITATION — PAGE 2



Texas Lawyers for Texas Veterans

texasbar.com/veterans

Includes resources for attorneys and veterans on

veterans’ legal clinics and other related issues. 

VETERANS RESOURCES

U.S. Department of Veterans Affairs
va.gov
Central repository for information on veterans’ benefits
and services (including health care, mental health issues,
education, jobs, and home loan benefits) and how to
obtain them.

Texas Veterans Commission

texas-veterans.com

State agency that assists veterans and their families with

federal and state veterans’ benefits and services.

American Legion
legion.org
A national veterans service organization with a 
focus on local programs.

U.S. Department of Housing and Urban Development
hud.gov/hudvet
Provides resources to assist veterans in buying a home
and to help those at risk of becoming homeless.

Operation Homefront — Texas
operationhomefront.net/texas
Provides emergency financial and other assistance to
families of service members and wounded warriors.

National Center for PTSD
ptsd.va.gov
Provides information for anyone wanting to learn more
about traumatic stress.

National Coalition for Homeless Veterans 
nchv.org
Assists a national network of community-based service
providers in supporting homeless veterans.

Texas Council for Community MHMR Centers

txcouncil.com

Works to expand and improve mental health 

services throughout the state.

Veterans’ Employment & Training Service

dol.gov/vets

A U.S. Department of Labor website that provides

resources to assist veterans in obtaining meaningful

careers.

Texas Veterans Leadership Program

twc.state.tx.us/tvlp/texas-veterans-leadership-

program.html

A resource and referral network that serves to assist

returning veterans of Iraq and Afghanistan in

reconnecting to civilian life.

Veterans of Foreign Wars 

vfw.org

A national veterans service organization with local posts

throughout the United States.

Texas Veterans Legal Assistance Project

tlsc.org/programs/vlap.asp

A Texas Legal Services Center statewide project that

expands the availability of legal assistance to low-income

Texas Veterans and their families, with a focus on

outreach to veterans in rural areas of the state. There 

is no charge for the veterans hotline, which is provided 

to eligible Veterans, at 1-800-622-2520, Option 2. 

ONLINE RESOURCES



ATTORNEY RESOURCES

State Bar of Texas

texasbar.com

Provides helpful legal resources including State Bar

Sections, pro bono information, and public service

publications.

Texas Access to Justice Commission

texasatj.org

Develops, coordinates, and implements initiatives to

expand access to justice for low-income Texans.

Legal Access Division

texasbar.com/probono

The State Bar of Texas pro bono department offers

support, training, and resources to legal services programs

and pro bono volunteers.

Texas Young Lawyers Association

tyla.org

Offers public service information and other resources for

attorneys and the public.

Lawyers Serving Warriors

lawyersservingwarriors.com

A project of the National Veterans Legal Services Program

that offers free legal representation in benefits cases to

veterans who served in Iraq and Afghanistan.

Legal Aid of NorthWest Texas

lanwt.org

Provides free civil legal services to eligible low-income

residents in northwest Texas.

Legal Services Corporation

lsc.gov

Supports nonprofit legal aid programs through funding

assistance in east and southeast Texas.

Lone Star Legal Aid

lonestarlegal.org

Provides free civil legal services to eligible low-income

residents in east and southeast Texas.

ABA Military Pro Bono Project

militaryprobono.org

Connects service members and their families to free legal

assistance for civil legal issues. A project of the American

Bar Association.

National Veterans Legal Services Program

nvlsp.org

Assists veterans and service members in obtaining 

their benefits.

Operation Enduring LAMP

texasbar.com/LAMP

Helps coordinate pro bono volunteer attorneys with

active duty military needing legal assistance and 

court representation.

Texas C-BAR (Community Building with Attorney

Resources)

texascbar.org

Provides a legal resource library that includes pamphlets

on veterans’ rights.

Texas Lawyers Help

texaslawyershelp.org

Contains resources for pro bono attorneys to assist in the

representation of low-income citizens.

Texas RioGrande Legal Aid

www.trla.org

Provides free civil legal services to eligible low-income

residents of southwest Texas.

Veterans Consortium Pro Bono Program

vetsprobono.org

Provides pro bono attorneys to veterans who have an

appeal pending at the U.S. Court of Appeals for 

Veterans Claims.

ONLINE RESOURCES — PAGE 2



An Introduction to Mechanic’s Liens
Answering the Call: Responding to a Texas Civil Subpoena
Answering the Call: Responding to a Texas Criminal Subpoena
Attorney Complaint Information
Attorney-Client Relationship
Becoming a Lawyer
The Benefits of Arbitration in Texas
Breathe Free: A Guide to Immigration
BSAFE: Battling Substance Abuse for Everyone
CAAP: Client-Attorney Assistance Program
Client Security Fund
Committee to Healing: Involuntary Commitment Procedure
The Constitution at School
Criminal Law 101: An Overview of the Texas 

Criminal Justice Process
Dealing with Dementia
Dispute Resolution Texas Style
Educating Educators
Expunctions in Texas
Facing Foreclosure
Financial Resources Guide for a Public Interest Legal Career
Guide to Traffic Court
How to Select a Lawyer
How to Sue in Justice Court
Identity Theft Guide
Just Hang Up
Lawyer Referral Information Service
Legal Guide for Cancer Patients
Let’s Learn A Little About the Law (Coloring Book)
Living Trust Scams and the Senior Consumer
Loan Modification Scam Pamphlet
Loves Me, Loves Me Not: Teen Dating Violence
Luis Goes to Court (Coloring Book)
Name Changes in Texas
Occupational Licenses in Texas
Oil & Gas Basics for Homeowners

Peace of Mind: Supporting Special Kids with Special Needs
Preventing Fraud on Veterans
Pro Se Divorce Handbook
Protecting the Incapacitated
Protecting Your Ideas: An Overview 

of Intellectual Property Law
Remaining Civil: An Officer’s Guide to 

Non-Criminal Calls for Service
Resources for Veterans Seeking Help
Seniors and the Law
Servicemembers Civil Relief Act
Small Business Toolkit
Special Education Laws and the School Environment
Tenants’ Rights Handbook
Texas Lawyer’s Creed: A Mandate for Professionalism
Texas Probate Passport
Texas Uniform Jury Handbook
Texas Lawyers for Texas Veterans: 

Resources for Lawyers Assisting Veterans
Texas Lawyers for Texas Veterans: 

Resources for Veterans Seeking Help
The Texas Juvenile Justice System: What You Need to Know
To Will or Not to Will
Truancy Guide
What to Expect in Texas Family Law Court
What You Should Know about Your Child Abuse, 

Neglect or CPS Case
Your Rights on Campus

Publications available in Spanish
Aprendamos un Poquito Sobre la Ley
CAAP Programa de Asistencia Para Clientes y Abogados
Como Seleccionar un Abogado
El Credo del Abogado de Texas
Folleto Sobre en Modification de Prestamos
Guia Para Participantes del Jurado en Texas

PUBLIC SERVICE PAMPHLETS
CURRENTLY AVAILABLE



Informacion Sobre Quejas Contra Abogados
Introduccion al Derecho Prendario del o Proveedor 

de Materiales
Lo Que Usted Debe Saber Sobre Su Caso de Abuso
Infantil, Negligencia o
Servicios de Protección Infantil
Los Pequeño Voz
Luis Va a la Corte
Respirar Libremente

VIDEOS/DVDs
Career Planning and Placement
Hiring? Don’t Underestimate Attorneys 

with Disabilities (30 minutes)
You’re Hired! Now What? Knowing 

Your Legal Rights on Your First Job (18 minutes)
Alcohol, Depression and Drug Awareness
BSAFE: Battling Substance Abuse for Everyone
BSAFE: Peer-to-Peer Video
BSAFE: Parent and Teacher Video
BSAFE: Drug Court Video
Breaking the Silence (A Series of Podcasts)
Practicing from the Shadows (30 minutes)
Practicing Law and Wellness: Modern Strategies for
Lawyers Dealing with Anxiety, Addiction, 

and Depression (30 minutes)
The Unconscious Truth: The Physical and 

Legal Effects of Underage Drinking (28 minutes)

Law and Government Series
American Juror (15 minutes)
Healing the Wounds: Navigating the Legal System 

after Surviving Domestic Violence (25 minutes)
Junior Judges (28 minutes)
Justice 101: The Client’s Guide to Litigation (20 minutes)
Kids in the Crossfire (22 minutes)
The Little Voice: Recognizing Child Abuse 

and Your Duty to Report It (38 minutes)
R U Safe? Protecting Yourself in Cyberspace

(4 segments at approx. 20 minutes each)
Safeguarding Our Seniors: Recognizing 

& Reporting Elder Abuse (25 minutes)
Slavery Out of the Shadows
They Had a Dream Too (20 minutes)
Vote America
We the Jury (90 minutes)

* Some titles only available online at
texasbar.com/pamphlets. Other titles may be
temporarily unavailable because they are undergoing
updates to reflect state law changes.

Please submit requests to State Bar of Texas Public
Information Dept., P.O. Box 12487 Austin, TX 78701 or
(800) 204-2222, ext. 1800 or pamphlets@texasbar.com
or fax (512) 475-0809.

ONLINE RESOURCES — PAGE 2
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Getting Started 

 

Clinic-In-A-Box 

 

Intake-Eligibility-Exit Table 

 

Basic Procedures 
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First Things First  

 

 Before the legal clinics start, the rooms must be set up with basic 
materials.  

 

 

 There are four major areas to prepare.  Each area has its own set 
of prepared materials:  

 Intake Table  

 Eligibility Table  

 Attorney Area 

 Exit Table  

 

Intake Area 

 

  The Paper Materials needed include: 

 Intake Folders 

 Client sign-in sheets 

 

   You will also need plenty of pens and pencils. 
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Intake Procedures  

 

   Ask each person to sign in on the Applicant Sign-
 In Sheet. 

 

   Give each applicant a folder and ask him/her to 
 complete the page on the left side, front, and 
 back.  

 

   Ask the applicant to take the COMPLETED folder 
 to the Eligibility Table.  

APPLICATION FOR LEGAL SERVICES        DATE:  _________________ 
Answer All Questions.  Untrue or incomplete responses will result in denial of service.  PLEASE PRINT. 

 1.  Last Name:  ________________________________________________________________________________ 
      First Name:  _____________________________________     Middle/Maiden Name:  _____________________ 

 2.  Address: _____________________________________________________________ Apt. # ___________ 
 3.  City:  ___________________________  State:  _________  Zip:  _____________  County:  ________________ 
 4.  Home Phone:  _______________________  Work Phone:  ______________________ Ext.  ______________ 
 5.  Cell Phone:  ___________________   

 6.  Alternate phone and who will answer:  ___________________________________________________________ 

 7.  Your Sex:      Male      Female            Your Birth Date:  ____/____/____ 

 8.  Your Race:      White      Black      Hispanic      Asian      Other ___________________________________ 

 9.  Marital Status:      Married          Divorced          Separated          Widowed          Single (never married) 

 10. Citizenship:   Citizen    Legal Resident    Undocumented  

 11. Your Social Security #: _____________________ 
 12. How much is paid monthly for rent/housing?   $ ________________ 
 13. The number of adults over 18 who live in the Household? _________   
 14. The number of children under 18 who with you? __________ 
 

Your legal problem:  ____________________________________________________________________ 
_____________________________________________________________________________________________ 
INCOME 
15. State the total monthly income BEFORE TAXES received from a job: 

       you:  $ _____________    others in your household:    $ ___________ 

16. Do you or others in your household have other monthly income?      Yes      No 
  If Yes, state all amounts received from any of these sources MONTHLY:  

  TANF   you: $  ___________  others in your household: $  ___________ 
  Social Security/SSI you: $  ___________  others in your household: $  ___________ 
  VA              you: $  ___________  others in your household: $  ___________ 
  Child Support      you: $  ___________  others in your household: $  ___________ 
  Other ____________ you: $  ___________  others in your household: $  ___________ 

INCOME SUBTOTALS         $  ____________          Subtotal:   $  ____________ 

______________________________________________________________________________________________ 
ASSETS  Please check box or list: 

17. Do  you or  others in your household have savings/stocks/CDs?   No        Yes/how much: $ __________ 

18. Do   you or  others in your household own land or a house OTHER than where you live? 

             No     Yes — net value: $ _______________ 

19. List any other assets (cars, motorcycles, boats, etc.):  ________________________________________________ 
Net value of other asset(s):  $ _____________ 

20. How much do you pay monthly for: 
a.  health insurance premiums   $  _______________ 
b.  un-reimbursed health care costs   $  _______________ 
c.  court-ordered child support     $  _______________ 
d.  transportation to work or for health care  $  _______________ 
e.  baby sitting/daycare     $  _______________       Total Expenses $  ___________ 

 
I understand that I am NOT a client of _____________________________ and that I am NOT REPRESENTED in any 
matter as a result of the information I received today. I further understand that I am waiving any potential right I may 
have to assert a conflict of interest claim against _______________________________ by reason of the information I 
have received today. 
I verify that this information is true and correct to the best of my knowledge. 
 
________________________________________    ______________________________ 
Applicant Signature        Date 

OVER  OVER  OVER                  Staff Initials:  ______/_____ 
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INCOME VERIFICATION FORM 

 

I verify that the income information I have provided for the purpose 

of participating in the ___________________ is true and correct to the 

best of my knowledge. 

 

_____________________________  ___________________________ 

Signature    Date 

 

DOCUMENT DISPOSAL 

 

 I GIVE MY CONSENT TO {{Legal Services Org./Bar Assn.}} TO 

DESTROY ANY FILES CONTAINING INFORMATION AND MATERIALS EITHER  

OBTAINED OR CREATED BY {{Legal Services Org./Bar Assn.}} IN ASSOCIATION WITH  

{{Legal Services Org./Barr Assn.}} POTENTIAL ATTEMPT TO REFER MY CASE TO A 

VOLUNTEER FIVE YEARS FROM TODAY’S DATE. 

 

_____________________________  ___________________________ 

Signature    Date 

Eligibility Tables  

   The paper materials needed include: 

 Financial eligibility sheets (color-coded)  

 Calculators 

 Pens 

 Scratch Paper 

 A variety of legal issue questionnaires  

 

   When an applicant approaches, please 

 check eligibility areas carefully. 
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Key Eligibility Points  

1. Check to ensure that the applicant is from your 

service area.  

 

2. Calculate income to ensure the applicant meets 

income guidelines. 

 

3. Check to see if the applicant has a legal issue 

that meets your organization’s eligibility criteria 

(e.g. no criminal, municipal cases, fee-generation 

cases, etc.).  

Eligibility Cont’d…  

4. Make sure all areas on the intake form are 

completed, and all areas are signed. 

 

5. Write the legal issue on the outside of the folder 

underneath the tab.  

 

6. Place an Attorney Notes Sheet in every case 

folder. 



2013 Legal Aid Income Eligibility 

125% of Federal 

Poverty Level* 

200% of Federal 

Poverty Level* 

Persons  

in Family or Household 

Annual Income Annual Income  

1 $14,713 $23,540 

2 $19,913 $31,860 

3 $25,113 $40,180 

4 $30,313 $48,500 

5 $35,513 $56,820 

6 $40,713 $65,140 

7 $45,913 $73,460 

8 $51,113 $81,780 

For each additional member 

of the household in excess of 

8, add: 

+$5,200 +$8,320 

* Families or households earning between 125% and 200% are only eligible for Legal Aid if exceptions apply. Talk to a   

supervising attorney if potential client’s income falls between 125% and 200%. 

2015 Legal Aid Income Eligibility 
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 ATTORNEY NOTES PAGE 

 Attorney Name: _____________________________ 

 Applicant Name: _____________________________ 

 Case Notes: 

 

 

 

 

 

 

 

 

 

 

 

 RECOMMENDATION: [ ] REFERRED TO {{Legal Services Org.}} 

 (if qualified) 

 

 [ ] REFERRED TO __________________________ 

 [ ] NO FURTHER ACTION NEEDED 

From Eligibility Table 

   Direct the applicants to the seating area. 

 

   Tell them that someone will call them shortly to 

 see a volunteer attorney. 

 

   It is best to advise them that they may not  be 

 seen in the exact order they come in, but that 

 everyone will be seen.   
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What’s Next 

   A person from the bar association/legal 

 services organization will take the folders  and 

 call the people by name.  

 

   s/he will lead the applicants to the attorneys 

 tables and give the folder to the volunteer 

 attorneys.   

Exit Tables 

   The materials needed for the exit table include: 

 

 Applicant Not Accepted forms 

 Community Resource Sheets  

 Applicant Agreement forms 

 Pens/Pencils 

 Staplers 
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Exit Table Procedures 

1. Check to see that the Attorney Notes Sheet is 
returned with the folder and has a 
recommendation. 

 

2. If the case is to be closed with a referral, ask the 
applicant if the attorney has provided the 
Community Resource Sheet, then follow the 
“case closed procedure”. 

 

3. If the case has “No further action” checked, 
follow the “case closed procedure”. 

Case Closed Procedure 

1. Explain that the attorney has concluded that no further 
action is necessary. 

 

2. Ask the client to initial the “case closed” line on the 
applicant agreement sheet in the folder.  

 

3. Ask the applicant to sign and date the applicant 
agreement in the folder.  

 

4. Give the applicant an unsigned copy of the agreement 
for his/her records.  
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Organization Name:  
Address:                                                          Telephone: _____________ Fax: _____________ 

 
APPLICANT AGREEMENT FOR REFERRAL 

 
I, _____________________________, have asked __________________________________ 
to assist me by referring me to a volunteer lawyer who will handle my case for free. I hereby 
agree to the following: 
 
____ All information I have given to _________ is true and correct to the best of my 

knowledge and belief. _________ may terminate services at any time if it learns that I 
made untrue or false statements or misrepresented the facts of my case. 

____ _________ may examine and copy any records or documents containing information 
relating to my case and my use this information in order to refer my case to a volunteer 
attorney. 

____ I will provide all requested documents or information to _________ within ten (10) 
business days of my initial interview or my case may be closed. 

____ I will be responsible for contacting the __________ if there are changes regarding my 
address, telephone number, employment, household income, pregnancy, or other 
situations that affect my case. I understand that my case may be closed if I fail to notify 
_________ of relevant changes that affect my eligibility. 

____ I will be responsible for all filing fees if I do not qualify for a Pauper’s Affidavit or if the 
Pauper’s Affidavit is denied (there is no affidavit available for bankruptcy cases). I 
understand that ________ will not refer my case until my fees are paid in full by Money 
Order or Cashier’s Check. My payment schedule is as follows: 

   Date: ____________  Amount: _____________ 
   Date: ____________  Amount: _____________ 
   Date: ____________  Amount: _____________ 
   Date: ____________  Amount: _____________ 
____ I AM RESPONSIBLE for any additional costs that are incurred during my case. 
____ I understand that _______ does NOT represent me. ____________ will contact me if 

they are able to find a volunteer lawyer to meet with me, and IT WILL BE MY 
RESPONSIBILITY to call and set up an appointment with the attorney. 

____ I understand that representation by the attorney will not begin until the attorney and I 
sign a Professional Services Agreement. 

____ I have the right to call _________ at any time before or after my case is referred to a 
volunteer attorney. I also have the right to present concerns to the Executive Director of 
___________, and thereafter to the Chair of the __________ Board of Directors. 

 
____ I understand that my case has been conditionally accepted for referral to a 

volunteer attorney. 
____ I understand that my case has NOT been accepted for referral and it has been 

closed. I have been given legal advice by an attorney and have been advised to 
seek another opinion in this matter and/or have received appropriate referrals for 
other organizations that may be able to help me. 

 
I certify that: ____I am a U.S. Citizen    ____I am a Legal Permanent Resident    ____I am 

undocumented 
____________________________________________________________________________ 

 
Applicant Signature: ______________________________________  Date: ________________ 
 
Case Number: _____________________________ 
 
____I have received a copy of this form. 

 

Case Opened Procedure 

(More Complex) 

1. If the Attorney Notes Page indicates that your 

organization will conditionally accept the case, 

then… 

2. Ask the applicant to print his/her name on the top 

line and initial each line of the applicant agreement 

as you read it;  sign and date the bottom line. 

3. Stress the “conditional” aspect of the case based on 

their follow-up. 
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Case Open Cont’d… 

4. Give the applicant a blank Applicant Agreement form and turn it 

over.  

 

5. Tell the applicant that s/he must provide: 

a. Proof of residency  

b. Proof of monthly income for all family members 

c. Proof of identity (DL/ID for adults, SS cards copies for all) 

d. Any/all court documents relating to the legal issue  

e. A copy of both sides of the “Applicant Agreement” 

Still More… 

   Tell the applicant s/he has until “X” date to 

 return all required info to your organization (BY MAIL 

 or FAX only).  

   Circle your organization’s address on the Applicant 

 Agreement Sheet.  

   Explain what happens if not received, e.g. his/her 

 case will be closed without further notice.  

   Verify that the applicant’s questions have been 

 addressed. 
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Attorney Tables  

   Each Attorney table should have:  

 Plenty of Community Resources Sheets (to be 

created by your local bar association) 

 Legal Handbook  

 Family Law Handbooks 

 Attorney Notes Pages 

 Pens/Pencils  

Reminders for Attorneys 

   Applicants should be seen and counseled  for no 

 more than 15-20 minutes. 

   If you need help determining what cases the 

 organization will accept, flag down a staffer.  

   Make sure you complete the bottom section 

 of the Attorney Notes Page.  

   Accompany your client to the Exit Table with the 

 client’s folder in case there are any questions. 
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Volunteer Sign-In Tables  

   Each legal clinic site should be set up with 

 a volunteer sign-in area.  

   Each of these tables should include:  

 Volunteer sign-in sheets 

 Name tags 

 Sharpies (for name tags) 

 Pens/Pencils  

Important… 

   Each legal clinic site should also have an area 

 designated for volunteers to mingle before the 

 clinic, take a short break and have some 

 refreshment during the session. 

 

   Ideally this area will be away from the 

 applicants’ area, so they do not interrupt the 

 volunteer staff while they are on break.  
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Imperatives 

   All materials must arrive well beforehand. 

 

   Someone must be in charge of the clinic setup 
 when the materials arrive. 

 

   A designated individual must take responsibility for 
 collecting the volunteer and client sign-in sheets.  

 

   Someone must take responsibility for returning all 
 client folders and left over supplies to the legal 
 service organization.   
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