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FILE PRO BONO REPORT TAB – Updated 12/23/2019 

Compliance Item: PRO BONO Reporting 

 

 

1. Click the  tab to File your Pro Bono report. 

 

 

2. Select the  button to start the report for the current reporting cycle. 

 

 

3. Select the  button on the reporting period confirmation dialog box. 

 
 

NOTE: First Reporting Year (2019) will cover an 18-month period from January 1, 2018  

            through June 30, 2019.  All other Reporting Years cover a 12-month Fiscal Year period. 

 

4. There are 5 separate sections within the Pro Bono Report to be completed: 

a. Step – 1 Practice Status 

b. Step – 2 Practice Area 

c. Step – 3 Service and Support Reporting 

d. Step – 4 Other Contributions 

e. Step – 5 Signature and Submission 

Select the Save and Continue button to move to the next section and Proceed to submit after Step 5. 
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Step – 1 Practice Status: Lawyer's status during all or part of the reporting period. 

 
a. If (1.a) is selected for practice status, Steps 1 through 5 are required for entry. 

 

b. If (1.b) is selected for practice status, Steps 1 through 5 are required for entry. 

 

c. If (1.c) is selected for practice status, Steps 1, through 5 are required for entry. 

 

d. If (1.d) is selected for practice status, Steps 1, 4, and 5 are required for entry. 

 

e. If (1.e) is selected for practice status, Steps 1 through 5 are required for entry. 

 

5. Click within the  to select the applicable practice status option for the reporting period. 
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6. Click the  button to move to Step-2 Practice Area.       

NOTE: The option to ‘Save & Close’ to complete the report a later time is available. The report 

will display as Submitted = No. 

 

Step – 2 Practice Area 

 
 

7. Select Practice Area from the drop down  list. 

 

                     NOTE: When the option of Private Firm is selected the Firm Size is required. 
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a. Select the Firm Size from the drop down  list. 

 

8. Select Primary practice area(s) using the scroll bar. Max of 3 are accepted. 

 

9. Select Primary practice jurisdiction(s) using the scroll bar. Max of 3 are accepted. 

 

 

10. Click the  button to move to Step-3 Service and Support Reporting. 

a. Review the areas on the screen. 

i. If Pro Bono services were provided, only complete Step – 3, section (5). 

ii. If Pro Bono services were NOT provided, complete Step - 3, section (6) and 

(7). 

 

b. Please complete the following sections per type of services provided to (A-D): 

i. Area(s) of Law:  

ii. Enter # of Hours provided which were referred by a Pro Bono or Legal 

Services Organization. 

iii. Enter # of Additional Pro Bono Hours provided (Not Through an 

Organization).  
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Step – 3 Service and Support Reporting 

NOTE: If Pro Bono services were NOT provided - Leave section 5 empty and answer sections 6 and 7. 

Otherwise, proceed with section 5 and ignore sections 6 and 7. 

 
 

11. Select Area(s) of Law using the scroll bar to locate area. Max of 3 are accepted. 

 

12. Enter Hours Provided Which Were Referred by a Pro Bono or Legal Services Organization 

in the blank field per Services Provided to: options (A-D). 

 

13. Enter Additional Pro Bono Hours Provided (Not Through an Organization), if applicable, in 

the blank field per Services Provided to: options (A-D). 
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a. Pro Bono hours are summed in the TOTAL Pro Bono Hours and TOTALS columns. 

 

 

14. Select the  button to move on to Step-4 Other Contributions. 

 

Step – 4 Other Contributions 
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15. For section 8: Enter Other Contributions hours. A number is required - Enter ‘0’ if not 

applicable. 

 

a. Specify Activities: Specify the types of Activities related to the hours indicated. (Text 

is limited to 255 characters.) 

 

16. For section 9: Enter the amount of any Financial Contributions made to people of limited 

means.  A number is required - Enter ‘0’ if not applicable. 

                       

17. Select the  button to move to Step - 5 Signature and Submission. 

 

Step - 5 Signature and Submission 
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18.  Lawyer’s Signature: Please enter your full name. Note that, by entering your name here, 

you are certifying that this form is filed by you personally. 

 

19. Date Submitted: This will be filled by the system once the report is submitted. 

 

OPTION: Review previous steps to verify accuracy before proceeding.  

 

20. Select the  button to review your answers as a report. 

NOTE: If any sections are not complete an error will generate in a red banner at the top of 

the screen – correct the issue, select the Save and Continue button on that Step, then 

return to Step 5 and Proceed and Review. 

 

21. The generated Pro Bono Report will display all answers entered in the Pro Bono steps. 

NOTE: The report is for review only and a signed copy can be printed after submitting. 

a. Pro Bono Report for your records - Do not mail. 

b. Review all sections for accuracy.  

c. Select the navigation bar on the right to scroll through the report. 

d. The Signature and Date Submitted will be blank in this view until officially 

submitted. You can print a signed copy after submitting. 
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22. Select the  button on the bottom of the report screen to return to make any 

corrections to the reported data in the relevant section(s). 

OR…. 

23. Select the  button to officially submit your Pro Bono Report Filing. 

 

a. The following message is displayed to warn that changes are not permitted once the 

report is submitted. 

 

24. Click OK. 

 

25. The Pro Bono Donation screen is displayed at this time giving lawyers an option to make a 

voluntary contribution directly to a selected organization(s). 

a. Make a donation (See the “How to make a donation to a Pro Bono Organization in 

AIS” quick reference guide in the AIS Learning Center on the Annual Compliance 

Requirements page at: https://mdcourts.gov/lawyers/ais/annualcompliance )  

 

OR… 

 

b. Select the Close button or hit the ‘X’ at the top of the Dialog box to close the 

donation window. 

 

https://mdcourts.gov/lawyers/ais/annualcompliance
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c. Donations can be made at this time or later. 

 

26. Once the donation page is closed a Filing Confirmation Receipt is displayed showing that the 

Pro Bono Report Filing was competed. 

      
a. A copy of the Confirmation Receipt can be printed from the main File Pro Bono 

Report tab. 

 

27. Select the Close button. 
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28. In Summary:  

a. The report was successfully submitted. 

 

b. The Report can be printed from the File Pro Bono Report tab. 

 

c. The Filing Confirmation Receipt can be printed form the Pro Bono Report tab. 

 

d. Donations can be made at any time by selecting the Make Donation $ button. 

 

e. The option to Edit the Report is no longer available after submitted. 

 

f. The option to Delete an incomplete Report is no longer available after submitted. 

 

g. Pro Bono Compliance status is changed to Reporting Current. 
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