
LEGAL SERVICES REQUEST TO COUNTY COUNSEL 

REQUESTING DEPT:   ___________________________________ DATE:  _____________________ 

DEPT HEAD APPROVAL OBTAINED:  ____  DATE NEEDED:  ______________ 

DEPT CONTACT :   ________________________________________ TELEPHONE:  ________________ 

Dept Contact email:  ______________________________________ INDEX CODE:  _______________ 

Your Dept file No./Legistar Item number, etc. :   ______________________________________________________________________ 

TYPE OF SERVICE REQUESTED :  __________________________________________________________________ 
(Review, Advice, Opinion, Analysis, Litigation, Personnel, Evaluation, Ordinance, Resolution, Approval, Subpoena, etc.) 

SUBJECT:  ____________________________________________________________________________________ 

Any related matters:  __________________________________________________________________________ 

SUMMARY OF SPECIFIC LEGAL QUESTION/LEGAL ACTION REQUESTED: 

BACKGROUND / DISCUSSION: (Please submit/attach any relevant documents, and any prior legal opinions related to the 
request.)    

County Counsel
Help
LSR Electronic Submittal

County Counsel would like to invite all County Departments to use our new email address HYPERLINK "mailto:cocolegal@edcgov.us" \h cocolegal@edcgov.us for electronic submissions of Legal Service Requests (LSR).  

You will find the new fillable form in EDCNET under FORMS, entitled: "Legal Service Requests (LSR)," (formerly Lavenders).

The form is basically the same, however, some of the fields are required to be filled out before you can continue.  After filling out the form, it can be saved to your “S” drive as a pdf and emailed to cocolegal@edcgov.us, attaching the LSR and any supporting documents.

For tracking purposes, please use the same description you put in the "subject" box on the LSR, in the subject line of the email. Also, if your submission is a RUSH, please note that in the description and "subject" box as well so Support Staff knows to process it in a timely manner. NOTE: submissions received after 4:00 p.m. will be logged in the next day.

When the Department submits an electronic LSR to County Counsel, Support Staff will create an lntertrac assignment number and forward your email to the appropriate attorney "cc'ing" the submitting Department contact identified on the LSR. Please retain this email. It will show: 1) when it was assigned, 2) to which attorney, and 3) the assigned lntertrac number.

If the assigned attorney is out of the office and the matter must be reassigned, an email will be sent to the Department with the updated information.
 
Although submitting an LSR can still be sent using paper and through inter-office, we have been encouraged by our Management Staff to try to get away from paper copies as much as possible and use electronic submissions and filing.

We hope this will also create efficiencies in your department and ours. 
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