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November 29, 2021 

Oscar Knott 

County of Henrico, Virginia 

P.O. Box 90775 

Henrico, VA 23273-0775 

Submitted via email:  kno008@henrico.us 

RE: WEST/TR BAFO RESPONSE:    RFP 21-2199-7JOK — Case Management System  

This BAFO Response is respectfully submitted on behalf of West / Thomson Reuters by Sharon K. Cole, TR 

Account Manager, Government. This Response includes answers to the follow-up questions from the County’s 

evaluation committee following the HighQ system demonstration on November 8, 2021.  West’s best and final 

offer ("BAFO") fee proposal along with updated sample order forms appended in this Response: 

1. The County understands that the 500,000 OCR page limit is annual. Are there additional charges if the 

limit is exceeded? If yes, please explain how the charges are calculated. 

West Response:  Yes, additional annual OCR page capacity is available for HighQ subscribers, 

purchased in blocks of 500K pages.  $833.00/mo. per 500K pages is the additional OCR page capacity 

rate as of Nov. 2021. 

 

2. During the demonstration, you showed a potential integration with Practical Law. Are there other 

potential integrations within the Thomson Reuters universe? For example, could HighQ be integrated 

with Westlaw Edge? Please provide a "menu" of options, including pricing, and indicate any discounts 

available for bundled services (e.g., bundling HighQ with Westlaw Edge). The pricing should be your 

BAFO and should include your best price for storage. 

 

West Response:   HighQ offers integration with Practical 

Law on Westlaw, allowing HighQ users to customize, 

assign, and execute tasks that are set forth in a Practical Law 

Matter Map template.  Westlaw with Practical Law module 

must be subscribed to utilize this HighQ integration.  The 

Westlaw signon page can also be integrated into a HighQ 

Dashboard widget: 

 

Additional HighQ integrations with Westlaw 

are scheduled for development, and HighQ 

subscribers will receive notifications as 

future Westlaw integrations are released.  

HighQ also integrates with TR’s Elite 3E 

Data Insights, which is an attorneys-fees 

tracking solution that is offered for sale in 

the law firm market space. 

 

 

Exhibit D



BAFO PRICING:  West/TR’s bundled services pricing for HighQ and Westlaw services.  Sample order forms appended. 

 

 
 

HighQ Collaborate Premium with Doc Auto and Contract Analysis 
and Westlaw Edge + Practical Law 

TR BUNDLED RATE OFFER 
• 25 internal user licenses + 125 external users (5 external licenses with every internal user) 

• 1GB of base storage + 500 GB initial add-on storage 
• Custom URL selected by the Office   • 500,000 OCR pages 

• Initial 12 month term +  

3% annual increases apply at each of four (4) subsequent option terms 
 

BASE PRODUCT LICENSE 
Product User 

License Counts 

HighQ base license:  Collaborate Premium with 
Doc Auto and WorkShare Integration 

25 Internal HighQ Users 
(125 External HighQ Users) 

Westlaw license:  Westlaw Edge National Primary 
& All Analytical with Practical Law Dynamic 

10 Attorney Users 
10 Non-Attorney Users 

HIGHQ CAPABILITIES   

Essential Security Options X 

File Storage and Sharing X 

Document management X 

Social collaboration X 

Solution Templating X 

Customer Support X 

Configurable site dashboards X 

Customizable content metadata X 

Smart forms & data sheets (iSheets) X 

Shared team calendars X 

Task assignment and tracking X 

AI-based document analysis X 

Data and Metrics visualization X 

Workflow automation X 

Document Automation X 

Additional storage (1 block of 500 GB) X 

HIGHQ MONTHLY RATE (initial term)  $3414.88 

HIGHQ ANNUAL RATE (initial term) $40,978.56 

HighQ One-time Implementation Fee*  

Includes initial setup of the HighQ instance and up to 
five (5) hours of administrative training, a one-time fee.   

$3000.00 

WESTLAW MODULES   

WL Edge National Primary (50 States + Federal) X 

All Analytical Enterprise  X 

Practical Law with Dynamic Toolset X 

WESTLAW ANNUAL RATE (initial term) $11,702.40 ($975.20/mo.) 



Purchase of Additional Storage: Unlimited storage is available for HighQ subscribers, purchased in blocks of 500 GB.  $563.00/mo. 
per 500GB additional storage rate as of Nov. 2021.  TR corporate policy does not allow discounting for additional HighQ storage. 

Purchase of Professional Services:  TR Professional Services can be procured for direct technical support in establishing API 
integrations and building of complex workflows @ $225.00/hr. Additional hours of training can be procured for HighQ team 
assistance in creating complex workflows @ $150.00/hr.  Current services rates in Nov. 2021. 

Contract Analysis Add-On:  $731.00/mo. per seat. Contract Analysis module will satisfy Functional Requirement CI-16:  contracts 
management feature to organize relevant documents, amendments, renewal / expiry reminders, and more.  

Active Directory Connector:  $650.00 one-time configuration fee. 

Westlaw Modules:  A proposed standard Westlaw module set is priced for the BAFO bundled rate.  Pricing for a different set of 
Westlaw modules can be presented upon the County’s request. 

 

3. In the Cost Proposal, you proposed as a Base Product license "HighQ base license: Collaborate 

Premium with Doc Auto and WorkShare Integration." Please provide a breakdown of the functionality 

that (a) Doc Auto and (b) WorkShare add to "Collaborate Premium." 

 

West Response:  

(a) Doc Auto allows for automated generation of documents either through workflow automation or by 

custom defined user-events.  The information pulls from the data stored in HighQ and can be used 

with conditional settings or standar automated generation settings.   

(b) Workshare allows users to view the changes to a specific document through redlines and highlights 

of document versions. Additional available information includes document version timestamp; user-

access timestamp and IP address of the document user. 

 

4. Can Thomson Reuters offer a County-hosted version of HighQ? 

 

West Response:  No, HighQ is a no-code, cloud-based service that is not available for on-premise server 

deployment. 

 

5. What vendor does Thomson Reuters use to host HighQ? 

 

West Response:  Thomson Reuters hosts HighQ on its own private-cloud network located in the United 

States. 

  

6. Is the HighQ calendar integrated with a user's Outlook calendar? 
 
West Response:  Yes, an RSS feed is available for Outlook calendar integration. 

 

7. Please describe (including screenshots) how a user uses the integration with Google Drive.   

 

 

West Response: API integration is 

not necessary to seamlessly interact 

with Google Drive.  HighQ users can 

start editing a Google document 

using Workspace without extra 

office tools installed on their device. 

Users have the option to create new 

office documents using Workspace 

integration or they can edit existing 

documents in the file module. Other 

users can join the editing session and 

once users have completed working 

on the document a new version is 

created in the files module, 

containing the edits from all users. 



8. Please provide screenshots of the interface depicting matter creation and task set up; document 

storage, searching, and retrieval workflows; Outlook functionality; and site dashboards. 

 

West Response (note that most views are highly customizable and/or template designs can be elected): 

 

(a) Matter Creation (sample template design):   

  

ADD MATTER DROP-DOWN OPTIONS:                                           ADD MATTER QUESTIONNAIRE: 

 

 

 

 

 

 

 

 

 

 

(b) Task Set Up (sample template design):  

 

               ADD TASK QUESTIONNAIRE:              TEMPLATE DESIGN: TASK MENU: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

(c) Document Storage (sample template design): 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



(d) Searching (sample template design): 

 

SEARCH TEXT ACROSS MULTIPLE SITES:       SEARCH TEXT WITHIN DOCUMENT FOLDER(S): 

 

 

 

(e) Retrieval Workflows (sample template design): 

 

RETRIEVE DOCUMENTS FROM FOLDERS MENU: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

(f) Outlook functionality (HighQ Office plug-in required): 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

           

 

 



HIGHQ DROP AND DRAG FROM OUTLOOK: 

 

(g) Site Dashboards (various template dashboard widgets depicted): 

 

 

 



 

 

 

9. Could HighQ store documents directly to the County's network drive? If so, does the integration 

allow users to use the functionality in HighQ (e.g., search functionality) to search and retrieve documents 

from the network drive? 

 

 West Response: HighQ has an open RESTful API allowing the County to develop the desired  

 integration.   HighQ offers additional Professional Services to assist with the API integrations at the  

 service rate of $225.00/hr. as of Nov. 2021. 

   
 

 

Thank you for please contacting TR’s Sharon Cole with questions that may arise from this BAFO Response: 

 

Sharon K. Cole 

TR Account Manager, Government 

sharon.cole@tr.com  

919-410-3635 mobile direct 

 

Updated Sample Order Forms are appended beginning on the following page.   

 

West appreciates the opportunity to present Thomson Reuters HighQ solution to the County of Henrico, Virginia. 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



   
 
 
 
 



          

December 3, 2021 

Oscar Knott 

County of Henrico, Virginia 

P.O. Box 90775 

Henrico, VA 23273-0775 

Submitted via email:  kno008@henrico.us 

RE: AMENDED BAFO RESPONSE: PAGES TO CURE SAMPLE ORDER FORMS ERROR 

 WEST/TR BAFO RESPONSE:    RFP 21-2199-7JOK — Case Management System  

 

West respectfully submits the attached amended BAFO response pages for the purpose to cure an administrative 

 error in West’s BAFO response submitted on Nov. 29, 2021.    

 

The error is that the sample order form images in our Nov. 29 response contain an annual percentage increase of  

5%, which is a standard contract rate.  TR’s approved annual increase rate is 3%, and the correct pricing appears  

in the Nov. 29 BAFO Response at page 2 (HIGHQ PRICING / COST PROPOSAL).  

Amended Sample Order Forms are appended beginning on the following page. 

Thank you for please contacting TR’s Sharon Cole with questions that may arise: 

 

Sharon K. Cole,  

TR Account Manager, Government 

sharon.cole@tr.com 

919-410-3636 mobile direct 

 

West appreciates the opportunity to present TR’s HighQ solution to the County of Henrico, Virginia. 
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Thomson Reuters® (dba West Publishing Corporation), hereinafter “TR” is a leading provider of business 
information services. Our products include highly specialized information enabled software and tools for legal, 
tax, accounting and compliance professionals combined with the world’s most global news service – Reuters. 
Thomson Reuters shares are listed on the Toronto Stock Exchange and New York Stock Exchange (symbol: TRI). 
Our website is www.tr.com. 

TR’s HighQ offers a dynamic and powerful document automation capability that combines the best of HighQ 
productivity and collaboration with the elegance of Contract Express. HighQ Document Automation powered 
by Contract Express is flexible and dynamic with the ability to scale from simple to complex needs. Discover 
how you can automate and de-risk legal document creation to help you drive efficiency, speed turnaround, 
reduce mistakes, mitigate risk, improve client service, streamline workflow and much more.  HighQ and 
Contract Express are robust, flexible and modern Commercial Off the Shelf (“COTS”) solutions that are 
specifically designed for legal departments. 

LEADING THE MARKET IN LEGAL TECHNOLOGY 

In 2019, HighQ was named “Legal Technology Company of the Year” by the Financial Times - both in the 
publication’s annual ceremony and the FT Intelligent Business Report. The British Technology Awards honored 
HighQ as “Supplier of the Year” in November of 2019, an award that recognizes suppliers that are reshaping the 
future of law departments and legal businesses. As a result, HighQ, along with Thomson Reuters, is widely 
recognized as a top legal supplier in demonstrating excellence in legal technology and client-focused services. 

MANAGING CORE WORKFLOWS IN A SINGLE SPACE 

Transform your department with the integrated legal operations hub. Contract management, document 
management, legal intake and self-service and vendor management all come together in one collaborative 
space. One platform to handle all needs. 

BRINGING BOTH PEOPLE AND TECHNOLOGY TOGETHER 

The HighQ intelligent work platform brings people together to collaborate on files, matters, and transactions. 
We know that integration is essential, because, just like your team, your technology solutions need to work 
together. The HighQ platform excels at collaboration, task management, external vendor engagement, critical 
workflows, and other capabilities that make daily routines more efficient. HighQ integrates with core 
productivity tools to make them easily accessible from within HighQ. 

SAFEGUARDS SENSITIVE INFORMATION 

The world’s largest law firms, financial institutions, corporate legal departments, and governments trust HighQ 
to safeguard and share their most sensitive information. Out-of-the-box, HighQ secure cloud follows NIST 
SP800-63b guidelines, delivers highly available 99.9% uptime, offers banking grade encryption, and is 
monitored by our team 24/7. 

CONFIGURABILITY AND USABILITY 

HighQ Premium is more of a configurable rather than customizable solution. This model results in faster ability 
for clients to adopt new functionality and modify the platforms as their business needs change. In addition to 



  
 

adoption speed, our configurable model enables clients to make these changes at a lower cost  than other 
solutions. The configurable approach also ensures that clients do not have to worry about customizations 
preventing system upgrades, improving long-term ease of use. 

ACCESSIBLE ANYTIME, ANYWHERE 

Built from the ground up to support the mobile nature of business, the HighQ platform enables your team to 
work together efficiently, regardless of where they are or what device they are using. Whether you are 
interacting with HighQ as part of a more efficient work process or delivering engaging content to clients, the 
platform automatically adjusts to whatever device, browser, or operating system is being used. From laptop to 
desktop to mobile device, you’ll never have to think about how users are accessing your solution. It just works, 
flawlessly. 

CLOUD BASED COLLABORATIVE CASE MANAGEMENT 

HighQ is a cloud based collaborative case management solution that will allow your agency to work Smarter- 
Faster- Simpler. 

HighQ provides intelligent contract management for the legal department that is effective, collaborative, and 
transparent. HighQ contract management meets the needs of legal and business stakeholders through the 
contract lifecycle of drafting through execution to post signature management with appropriate permissions at 
each stage. 

HighQ with Doc Auto allows for an automation workflow solution. This powerful integration provides an end-
to- end contract drafting solution allowing legal departments to create their own document templates. Use 
templates and clause libraries for highly efficient and effective document drafting. You can also leverage model 
clauses, forms, and best practice docs from Thomson Reuters® Practical Law 

HEADLINE FEATURES  

• Intake request capability  - ideal for FOIA process and other common legal matter tasks 

• Configurable site dashboards  

• Data and metrics visualization 

• Document management  

• Shared team calendars 

• Site permission groups 

• Smart forms & data sheets (iSheets) 

• Solution Templating 

• Task assignment and tracking 

• Workflow automation 

HIGH-Q AI 

When a file is uploaded to the HighQ Files module, it is sent to the AI Hub, analyzed, key data points are 
extracted, and this data is then stored in the AI Hub. From the AI Hub, this data can then be used to enrich File 
Metadata iSheets (custom file metadata) or to use in the Data Visualization dashboard panel. This metadata 
gives insights into the documents you are dealing with. 

HighQ also integrates with leading AI engines such as Kira, Leverton or Eigen or your own AI engine. 

  

https://knowledge.highq.com/help/getting-started/upload-a-file-or-files-to-the-files-module
https://knowledge.highq.com/help/site-content-and-user-administration/import-data-from-the-ai-hub-into-an-isheet
https://knowledge.highq.com/help/site-content-and-user-administration/import-data-from-the-ai-hub-into-an-isheet
https://knowledge.highq.com/help/working-with-content/data-visualisation-overview
https://knowledge.highq.com/help/system-administration/authorise-and-set-up-the-kira-ai
https://knowledge.highq.com/help/system-administration/authorise-and-set-up-the-leverton-ai
https://knowledge.highq.com/help/system-administration/authorise-and-set-up-the-eigen-ai
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Statement of Work.  Thomson Reuters® HighQ provides centralized case tracking and management to the 
Office. HighQ provides storage and access functions that include contact management, document assembly, 
document and electronic file management along with configurable records management, discovery 
management, and case status tracking. 

HighQ provides templates to automate status tracking of matters and attorney caseloads and which can be 
configured as desired to manage the caseload effectively.  HighQ provides template design to schedule and 
maintain a calendar of all events associated with a matter. HighQ integration with Outlook can efficiently 
organize, store, and retrieve emails, and include the ability to associate a particular email with multiple matters. 
HighQ controls document versions, manages, and tracks contacts for specific matters and for Office contacts. 
HighQ is configurable to generate template and ad hoc reports and to assemble, process, and manage 
documents. 

Case Tracking.  HighQ provides a configurable, automated mechanism to 
track the status of matters, including cases and caseloads: 

Case Management.  HighQ provides configurable, automated 
information necessary  to effectively manage each matter. 

Reporting Outputs.  HighQ includes infinite possibilities of customizable 
reporting capabilities. 

Scheduling.  HighQ can schedule a calendar of integrated matter events. 

 

   Contact Management.  HighQ tracks every contact individual & entity.                                                                     

   Data Entry and Other Related Features.  HighQ supports robust data entry. 

   Document Management.  HighQ supports a wide array of document-type 
hosting, document versioning, and redaction capabilities.  HighQ is 
configurable to perform document assembly, document indexing, and word 
search with matters and across matters configured for grouping. 

 

Discovery Management.  HighQ is customizable for the purpose of simple e-discovery uses with auto-redaction, 
searching, and collaboration.  HighQ has an open rest API allowing integration with many other solutions, 
including traditional e-discovery platforms. 

Security.  Out-of-the-box, HighQ secure cloud follows  NIST SP800-63b guidelines, is ISO27001 certified, delivers 
highly available 99.9% uptime, offers banking grade encryption, and is monitored by TR personnel 24/7.  With 
a complete audit trail and workflow stage configurable privacy settings, HighQ delivers enterprise-grade 
security standards. 

Automated Workflows. Ensure consistent processes are kept throughout the lifecycle including expiry 
notifications, task allocations & key status notifications.  



  
 

HighQ with Doc Auto provides a flexible approval engine and process for any document. Approvals occur 

either in sequence or in parallel workflows with legal review for compliance and accuracy. While multiple 

departments review simultaneously or in sequence, notifications and status alerts are automatically sent via 

email, as well as being available in a task inbox. Approved documents are sent in a password protected PDF 

file for signatures, using secure and advanced DocuSign® or Adobe® Sign integration. Each document is subject 

to an audit trail, giving the Office a complete picture of how a contract was executed and where it is in the 

signatory process.   API integration is not necessary for HighQ to seamlessly interact with Google Drive. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  
 

Confidentiality and Non-Disclosure.   See Tab 7 West’s Exceptions to Terms and Conditions. 
 
Licensing.  Thomson Reuters’ Response to RFP Pricing assumes 25 concurrent internal user licenses, which 
includes 5 external user for each internal user license.  Additional internal user licenses can be added by 
contract modification, and each additionally added user license will include 5 external user licenses.  See 
sample order forms attached at Tab 5. 
 
Deployment Platforms.  HighQ is a cloud-based platform that is accessible via any internet connection and 
also via mobile app.  HighQ updates are made in real-time as entered by users. 
 
Implementation Services.  See TR’s completed response at Tab 4. 
 
Post-Implementation Technical Support Services.  See TR’s completed response at Tab 4. 
 
Training.  See TR’s completed response at Tab 4. 
 
Project Management.  See TR’s completed response at Tab 4. 
 
Contract Expiration/Termination.  Should TR be awarded under RFP No. 21-2199-7JOK, then TR will comply 
with the Office’s Contract Expiration/Termination Section II (Scope of Services), Paragraph K; except, please 
note at Tab 6 Exception to RFP that TR does not offer Professional Services for data migration staffing on 
behalf of the Office.   
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 



  
 

Qualifications, Experience, and Financial Stability.  Established in 1882, West Publishing Corporation, a 

Thomson Reuters business, is a global leading provider of integrated information solutions.  West has been 

providing the highest-quality legal, regulatory, and business information, and the most innovative tools to 

manage it, for more than 145 years. TR products are used by law firms, government agencies (federal, state & 

local), colleges/universities, and corporations.  More information about West can be found at legal.tr.com.   

West Publishing Corporation is wholly owned by Thomson Reuters (Legal) Inc. Thomson Reuters’ executive 

team can be found on tr.com (https://www.thomsonreuters.com/en/about-us/executive-team.html).   

 

As the incumbent legal research provider for the Judiciary of the Commonwealth of Virginia, Thomson Reuters 
is pleased to have served the Commonwealth’s Judiciary for several years.  Thomson Reuters also provides 
legal research subscription service to the Virginia Office of Attorney General.  Thomson Reuters is the publisher 
of the Virginia Supreme Court Reporter and also hosts the free public website that displays Virginia Attorney 
General opinions from 1976 to present. 
 

Thomson Reuters is a leading provider of business information services. Our products include highly 
specialized information‐enabled software and tools for legal, tax, accounting, and compliance professionals, 
combined with the world’s most global news service—Reuters. The business has operated in more than 100 
countries for more than 100 years. In 2020, we employed a global team of more than 24,000 professionals, 
and our revenues were US $5.98 billion. 
 

Thomson Reuters has not filed for bankruptcy protections over the last 5 years. 
 
Thomson Reuters maintains a robust compliance program which has oversight from Risk, Governance and 
Audit committees of the Board.  With direct oversight by the General Counsel and Chief Compliance Officer, 
whom have direct access to the Board, independent of the business hierarchy, the program evaluates ongoing 
legal, reputational and compliance risks to the organization and manages policies, communications, training, 
controls, organizational oversight and other mitigations to meet those risks and promote a compliant culture 
within the company. Enterprise Compliance works with Corporate Compliance and Audit, the Legal 
Department, Information Security, Human Resources and other company organizations to constantly audit, 
test, evaluate and prioritize those mitigations.  Thomson Reuters publishes any necessary disclosures of its 
compliance activities in its quarterly and annual reporting found on TR.com. All Employees and Contingent 
workers annually review and acknowledge the standards and rights put forth in our Code of Business Conduct 
and Ethics. 

Publicly available docs linked to here and more available at TR.com: 

• Annual Report 

• Governance Highlights 

• TR Code of Business Conduct and Ethics 

• Supply Chain Ethical Code 

• Social Impact Report 

• Environmental Health and Safety 

• Modern Slavery Act Transparency Statement 

http://www.legal.tr.com/
https://www.thomsonreuters.com/en/about-us/executive-team.html
https://www.thomsonreuters.com/en/about-us/executive-team.html
https://www.thomsonreuters.com/en/press-releases/2021/march/thomson-reuters-files-2020-annual-report.html
https://ir.thomsonreuters.com/index.php/corporate-governance/governance-highlights
https://ir.thomsonreuters.com/corporate-governance/code-conduct
https://www.thomsonreuters.com/en/about-us/social-impact/our-markets/supply-chain-ethical-code.html
https://www.thomsonreuters.com/en/about-us/social-impact/social-impact-report.html
https://www.thomsonreuters.com/content/dam/ewp-m/documents/thomsonreuters/en/pdf/codes-of-practice/environmental-health-safety-policy.pdf
https://www.thomsonreuters.com/en/modern-slavery-act.html


  
 

Scope and Nature of the Solution.  Today’s legal departments are complex, and increasing challenges are 
making day-to-day work harder. With a lack of a central repository, data is often siloed, lost in emails, and 
unorganized. Manual processes are time-consuming and labor-intensive.  Collaboration is often disjointed or 
non-existent. This inefficiency across work processes is causing many legal departments to re-think how they 
work.  

EXECUTIVE SUMMARY OF HIGHQ 

HighQ is a cloud based collaborative office management solution that will allow your agencies to work 
Smarter-Faster-Simpler. 

HIGHQ FOR GOVERNMENT LEGAL DEPARTMENTS  

HighQ is used by multiple types of Government Agencies across the United States.  The uses of HighQ vary by 
agency from Matter and Case Management to Legal Services Intake, Public Records Request Management, 
Contract Lifecycle and Review, as well as many more.    

HighQ is an intuitive, flexible, and expandable solution that increases productivity and efficiency through 
intelligent tools that automate workflows, improve collaboration, and help manage documents. Designed to 
meet government accessibility requirements, HighQ is cloud-based, secure, and quick to deploy. 

Legal Request Intake and Matter Management 

Many teams today struggle to manage and connect the intake process. Manual and time-consuming processes 
often result in errors and data falling through the cracks. HighQ can automate and streamline the matter 
intake process and ensure your information is organized in one central repository so you can capture 
everything that comes through your legal department with full visibility. Easily add a record from a common 
location; and automated, sophisticated workflows will assign the correct lawyer, send an email back to the 
requestor, and set up tasks based on the entry. In addition, you can easily run reports to view the information 
you need. HighQ simplifies and automates the entire process. 

Document Management  

Government legal departments often keep documents in multiple silos across devices and systems, making it 
difficult to locate and search. Documents cannot be securely shared, so collaboration is impossible. With 
HighQ, your documents will be in a secure, single location that you can easily search and retrieve anywhere. 
Audit and version history ensures that you have full transparency into who has been working on a document 
and that you are working on the most recent version of the document. Powerful permissions capability allows 
complete flexibility over who has access to documents, including individuals outside of the agency. 

Document Automation 

Government agencies frequently draft the same agreements, policies, or notices over and over. This is both 
inefficient and creates the risk of human error inherent with manual drafting. HighQ document automation 
provides a faster, more efficient, and more consistent way of drafting and completing documents. With HighQ 
document automation, a document that would normally take hours to finish can be done in minutes.   

HighQ’s mission is to transform the way legal departments work and engage with their internal 
departments, outside counsel, and colleagues.  Being at the center of digital transformation initiatives, our 
intelligent platform supports team productivity, collaboration, and engagement by helping build truly 
connected, automated and efficient workplaces. This results in greater efficiency, transparency, and 
innovation.  

 



  
 

Automate legal processes 

• Our workflow engine automates time-consuming, manual tasks and connects the content across 
the platform.  

Manage complex projects and transactions 

• Task and event management, document collaboration, data visualization, document analysis and 
document automation.  

Document Management and Team Collaboration 

• Essential security   

• File storage and sharing  

• Document management  

• Social collaboration  

• Solution templating  

• APIs, Apps and Add-ins  

• Internal users and storage  
Case Management  

• Configurable site dashboards  

• Customizable content metadata  

• Smart forms and data sheets  

• Task assignment and tracking  
Enhanced Productivity and Workflow Automation  

• AI-based document analysis  

• Data visualization  

• Workflow Automation  

LEADING THE MARKET IN LEGAL TECHNOLOGY. 

In 2019, HighQ was named “Legal Technology Company of the Year” by the Financial Times - both in the 
publication’s annual ceremony and the FT Intelligent Business Report. The British Technology Awards honored 
HighQ as “Supplier of the Year” in November of 2019, an award that recognizes suppliers that are reshaping 
the future of law departments and legal businesses. As a result, HighQ, along with Thomson Reuters, is widely 
recognized as a top legal supplier in demonstrating excellence in legal technology and client-focused services.  

MANAGING CORE WORKFLOWS IN A SINGLE SPACE.  

Transform your department with the integrated legal operations hub. Contract management, document 
management, case and matter management, legal intake and self-service and vendor management all come 
together in one collaborative space. One platform is all you need. 

BRINGING BOTH PEOPLE AND TECHNOLOGY TOGETHER.  

The HighQ intelligent work platform brings people together to collaborate on files, matters, and transactions. 
We know that integration is essential, because, just like your team, your technology solutions need to work 
together. The HighQ platform excels at collaboration, task management, external vendor engagement, critical 
workflows, and other capabilities that make daily routines more efficient. HighQ integrates with core 
productivity tools to make them easily accessible from within HighQ.  

SAFEGUARDS SENSITIVE INFORMATION.  

The world’s largest law firms, financial institutions, corporate legal departments, and governments trust HighQ 
to safeguard and share their most sensitive information. Out-of-the-box, HighQ’s secure cloud follows NIST 
SP800-63b guidelines, delivers highly available 99.9% uptime, offers banking grade encryption, and is 
monitored by our team 24/7.  



  
 

CONFIGURABILITY AND USABILITY 

HighQ Premium is more of a configurable rather than customizable solution. This model results in faster ability 
for clients to adopt new functionality and modify the platforms as their business needs change. In addition to 
adoption speed, our configurable model enables clients to make these changes at a lower cost than other 
solutions. The configurable approach also ensures that clients do not have to worry about customizations 
preventing system upgrades, improving long-term ease of use. 

ACCESSIBLE ANYTIME, ANYWHERE.  

Built from the ground up to support the mobile nature of business, the HighQ platform enables your team to 
work together efficiently, regardless of where they are or what device they are using. Whether you are 
interacting with HighQ as part of a more efficient work process or delivering engaging content to clients, the 
platform automatically adjusts to whatever device, browser, or operating system is being used. From laptop to 
desktop to mobile device, you’ll never have to think about how users are accessing your solution. It just works, 
flawlessly.  

SCHEDULING AND CALENDARING AND INTEGRATION WITH MICROSOFT OFFICE 365  

HighQ offers a calendar and task system that can be automated with workflows.  Our Office add-in and 
advanced Office 365 integration enables you to view, create and collaboratively edit Word, Excel, and 
PowerPoint files in real-time and save them in HighQ. The Office plugin allows you to file your 
emails, attachments, and files directly to your Collaborate instance, from your inbox or from 
Microsoft Office. (see screen shot below)  

  
 

Unique Capabilities 

Stay better connected 

Securely share and collaborate on generated 

documents and leverage data collected in other 

systems to avoid re-keying in the questionnaire. 

 



  
 

 

Workflow and process automation 

Automate the generation of single or document suites and 
route them for approval using automated workflows, and 
track the progress. 

On-demand document assembly 

Empower anyone to generate fully drafted and 
branded legal documents by filling out an online form, 
which automatically pushes the submitted data into the 
template. 

 

 

 

Data collection and management 

Use the data that surrounds your document automation 
process to identify trends, interrogate deal specifics and 
support due diligence—and visualize it in dashboards. 

 

Seamless document management 

Manage the documents in HighQ’s central, secure 
repository, where you can easily access, organize, 
share, track, audit and archive every version. 

 



  
 

 
 

HIGHQ AI 

When a file is uploaded to the HighQ Files module, it is sent to the AI Hub, analyzed, key data points 

are extracted, and this data is then stored in the AI Hub. From the AI Hub, this data can then be used 

to enrich File Metadata iSheets (custom file metadata) or to use in the Data Visualization dashboard 

panel. This metadata gives insights into the documents you are dealing with. 

 

HighQ also integrates with leading AI engines such as Kira, Leverton or Eigen or your own AI engine. 

 

INTAKE SUBMISSION 

Improving the delivery of strategic and responsive services is a vital objective of all legal teams. 

HighQ is focused on delivering an intuitive, secure portal to standardize the legal service request 

process. Improve legal service delivery through smart self-service tools and triage systems by 

analyzing intake data and enable your customers with self-service contract assembly and legal 

guidance.  

 

 

 
 
 
 
 
 
 
 
 
 
 
 

https://knowledge.highq.com/help/getting-started/upload-a-file-or-files-to-the-files-module
https://knowledge.highq.com/help/site-content-and-user-administration/import-data-from-the-ai-hub-into-an-isheet
https://knowledge.highq.com/help/working-with-content/data-visualisation-overview
https://knowledge.highq.com/help/working-with-content/data-visualisation-overview
https://knowledge.highq.com/help/system-administration/authorise-and-set-up-the-kira-ai
https://knowledge.highq.com/help/system-administration/authorise-and-set-up-the-leverton-ai
https://knowledge.highq.com/help/system-administration/authorise-and-set-up-the-eigen-ai


  
 

 

MASTER DASHBOARD 

A dashboard centralizing data from all legal operations workflows. Configure key performance 

indicators using HighQ’s data visualization tools to measure workload and spot risks. HighQ data 

visualization dashboards allow you to quickly see your agencies analytics in easy to read charts and 

graphs that are configurable to your needs and can change as your needs change.   

  

  



  
 

FILES AND FOLDER STRUCTURE  

A default folder structure for each contract life cycle phase linked to the automated workflow rules. Almost 
any type of content can be searched in HighQ, including: 

• the full text of files in the Files module- including PDF document  

• wiki pages 

• tags added to a blog post, iSheets and more 

Comments, @mentions and #tags all available on documents as well as workshare redlining and automatic 
saving of document versions. Integration with Word (Microsoft Office 2013 (365) or newer), Word online and 
Google Docs allows for document editing. Workflows allow for accepting and rejecting of changes on 
documents. 
 

 
 



  
 

OUT-OF-THE-BOX WORKFLOWS 

Automated workflows to ensure consistent processes are kept for all contracts throughout the lifecycle 
including expiry notifications, task allocations & key status notifications. 

HighQ with Doc Auto provides a flexible approval engine and process for any document. Approvals occur either 
in sequence or in parallel workflows with legal review for compliance and accuracy. While multiple 
departments review simultaneously or in sequence, notifications and status alerts are automatically sent via 
email, as well as being available in a task inbox. Approved documents are sent in a password protected PDF file 
for signatures, using secure and advanced DocuSign® or Adobe® Sign integration. Each document is subject to 
an audit trail, giving legal management a complete picture of how a contract was executed and where it is in 
the signatory process. 

 

DATA CONVERSION  

Conversion of data is highly dependent on the legacy platform the data is coming from. HighQ has an open 
RESTful API allowing the agency to develop a conversion.   We provide access to a developer community within 
HighQ that provides documentation and discussion groups. HighQ also offers access to a Swagger site with API 
instructions that can be copied and pasted.  We also offer additional Professional services to assist with the 
APIs on the HighQ end.   HighQ includes an office plugin which allows you to drag and drop documents or 
folders from Windows Explorer to your HighQ site.   
 

SUPPORT 

A Dedicated HighQ Implementation team provides training to System Administrators who then provide 
training to staff with the assistance of their HighQ Dedicated Client Success Manager- We are committed to 
work with your System Administrators to make sure everyone is trained and comfortable using HighQ. 

HighQ offers an 800#, e-mail, online Knowledge Base and Development Community as other avenues of 
support.  

HighQ has updates/enhancements 2-3 times a year. Your post-sales HighQ support resources will alert the 
Office’s system administrators on any new updates/enhancements upon release. 

 
 

 
 

 

 

 

 

 

 



  
 

List of HighQ Clients.  HighQ is used by the top Law firms, Fortune 500 companies and government 
agencies throughout the United States and abroad.  Some of our current customers are included below:  

 
 

 

 

 

 

 

 

 

 

 

 

Organization Name: City of San Buenaventura 

Website: www.cityofventura.ca.gov/153/City-Attorney 

Point of Contact: Andy Heglund 

Phone: (805) 654-7818 

Scope of Work 
provided by 

Respondent: 

Full implementation of TR HighQ used primarily for matter management, 
contract management, and litigation management. 

 
Organization Name: Fairfax County Attorney 

Website:   https://www.fairfaxcounty.gov/contact/AgencyDetail.aspx?agId=17 

Point of Contact: Kim Rabinowitch 

Phone:  (703) 324-2421 

Scope of Work 
provided by 

Respondent: 

Full implementation of TR ProLaw used primarily for matter 
management, contract management, and litigation management. 

 
Organization Name: Town of Mt. Pleasant, S.C. 

Website: https://www.tompsc.com/ 

Point of Contact: Mac Deford 

Phone: (843) 884-8517 

Scope of Work 
provided by 

Respondent: 

Ongoing implementation of TR HighQ used primarily for matter 
management, contract management, and litigation management. 

 



  
 

Key Personnel, Resumes (HighQ Account Team).  The High Q solutions team will be led by our Solutions 
Consultant Kay Engler along with local representatives Tim Moore and Sruthi Koneru. Our professional 
services team will head up the implementation and is led by Geoff Goldberg and a HighQ Implementation 
Consultant and a Document Automation Specialist. Installation will be handled by Julie Bye and team, with 
implementation by Kyle Haire. All team leads will be assigned during the implementation phase of the 
project and will continue to work the project through to project close.  

Key Personnel Role Location Description of Role 

Nate Whaley Account Executive Virginia Primary Contact for Proposal 

Sharon Cole Account Manager  North 
Carolina 

Post-sale and account management 

April Jones HighQ Solutions Consultant South 
Carolina 

HighQ product expert and leads 
demonstration 

Assigned PM HighQ Project Manager Minnesota Leads project implementation team 

Kyle Haire HighQ Technical Support Minnesota Post-sale technology support 

 

▪ Nathaniel Whaley, Account Executive, Government. Nate serves as TR Account Executive for government 
agencies and public universities in Virginia, D.C., and Maryland. Nate’s previous experience with Thomson 
Reuters includes serving West Coast public agencies and institutions in California, Arizona, Nevada, Texas, 
and Oklahoma. Nate has placed a diverse range of TR products with over 400 government agencies 
throughout the United States and brings a fresh perspective to the DMV Region.  Nate has been employed 
at TR for more than 5 years, and he is a graduate of Youngstown State University. 

▪ Sharon K. Cole, Esq., Account Manager, Government. Sharon serves as TR Account Manager for 
government agencies and public universities throughout Virginia and the Mid-Atlantic Region. Sharon is a 
licensed attorney in North Carolina whose previous experience includes training and supporting a wide 
array of TR legal products; Assistant Director of CLE/Publications for the NC Bar Association; and serving as 
the South East Regional Education Consultant for West LegalEdcenter.  Sharon has been employed at TR 
for more than 5 years, and she is a graduate of Campbell University School of Law. 

▪ April Jones, HighQ Solutions Consultant, Government. April serves as HighQ Solutions Consultant for 
government agencies and public universities located in the United States East Coast Region.  In her work 
with Thomson Reuters, April consults with customers on the various premier product lines to identify legal 
research needs, productivity efficiencies and technology solutions to fulfill those needs such as HighQ, 
Westlaw, West Legal Ed and Case Lines.  April has been employed at TR for more than 5 years, and she is a 
graduate of the College of Charleston. 

▪ Kyle Haire is a TR Technical Client Manager for state and local government as well as the Customer Success 
Consultant for HighQ.  He has helped TR customers to resolve challenging technical issues with the ability 
to think outside the box for unique situations that didn’t have clear cut solutions.  Kyle works with a 
specialized team of TR technologists who serve law firms and government agencies throughout the United 
States.  Kyle has been employed at TR for more than 5 years, and he is a graduate of Saint Cloud State 
University. 



  
 

Project Approach and Methodology.  The Office will have a discovery discussion with the US-based HighQ 
Project Manager to determine needs.  The proposed base HighQ solution will cover most needs from managing 
documents, cases, legal requests, contracts and more.  Having one integrated solution is the cost-effective 
approach of choosing HighQ. 

The HighQ Implementation Team provides training to the Office’s selected HighQ System Administrators.  The 
Office’s System Administrators will then provide training to Office staff with the assistance of the HighQ Project 
Manager and other HighQ support personnel.  HighQ’s Project Manager and the assigned TR Government  
Account Manager work with the Office’s Designated Representative and selected System Administrators to 
make sure everyone is trained and comfortable using HighQ prior to project close and shifting to post-sale 
support resources.  Because HighQ is a no-code system, the administrators can be office administrators or 
attorneys, it is not a requirement for the Office to dedicate its IT personnel as primary system administrator(s).   
 
Each HighQ implementation is unique.  The implementation timeline will be dependent on the needs and 
availability of the determined administrator at each agency.  A typical implementation will be about 60-90 
days.  Below is a sample project plan: 

 

 

 

 

 

 
 

Implementation Task Plan   

Project Planning   

Action Item  Owner(s)  

Welcome email  TR Account Manager (AM) 

Project kick-off call   HighQ acct team, <Office>  

Complete pre-requirements document  <Office>  

Instance Activation   

Action Item  Owner(s)  



  
 

Submit instance creation request  HighQ Project Manager (PM) 

Build instance  HighQ Infrastructure team  

Approve branding    <Office> 

Configure instance  HighQ support team  

Instance set up complete  PM  

Integrations   

Action Item  Owner(s)  

Submit integration(s) request(s)  PM  

Scoping call  HighQ Tech Consultant, <Office>  

Set up HighQ Appliance  HighQ Tech Consultant  

Set up AD Connector if needed  HighQ Tech Consultant  

Set up Microsoft SharePoint/CMIS Connector if needed  HighQ Tech Consultant  

Set up InterAction Connector if needed  HighQ Tech Consultant  

Set up SSO if needed HighQ Tech Consultant  

Set up SQL iSheets Connector if needed HighQ Tech Consultant  

Set up EKM if needed HighQ Tech Consultant  

Set up Hybrid if needed HighQ Tech Consultant  

SeeUnity scoping call  SeeUnity, <Office>  

Set up DMS Connector  SeeUnity  

Confirm integration(s) set up  PM  

Training  (5 hours included at Implementation stage)  

Action Item  Owner(s)  

Submit training request(s)  PM  

Site admin training  Implementation Team <Office>  

System admin training  Implementation Team <Office> 

iSheets training if needed  Implementation Team <Office> 

Confirm trainings complete  PM  

Document Automation   

Action Item  Owner(s)  

Confirm Document Automation Specialist engaged  PM  

Legal Anywhere Migration   

Action Item  Owner(s)  

Confirm Legal Anywhere resource engaged  PM  

Confirm Legal Anywhere site list is provided  PM  

Confirm Legal Anywhere migration is in progress  PM  

Westlaw Page Integration (if applicable)  

Action Item  Owner(s)  

Confirm Westlaw resource engaged  if needed PM  



  
 

Confirm page development linking to Westlaw research pages is in 

progress if needed 

PM  

Go Live   

Action Item  Owner(s)  

Ensure team engagement for enablement work  PM  

Ensure contacts added to HighQ Community Site  PM  

Project Close   

Action Item  Owner(s)  

Provide wrap-up email  PM  

Ongoing support AM + HighQ Support channels 

  

Data Conversion. Conversion of data is highly dependent on the legacy platform the data is coming 

from. HighQ has an open RESTful API, allowing the Office to develop a conversion.   TR provides access to an 

online developer community within HighQ that provides documentation and discussion groups. HighQ also 

offers access to a Swagger site with API instructions that can be copied and pasted.  HighQ includes an MS 

Office plugin which allows drag and drop documents or folders from Windows Explorer to your HighQ site.  TR 

offers purchase of additional Professional Services to assist with the API integration with HighQ.  TR’s Scope of 

Professional Services does not encompass staffing to perform data conversion on behalf of the Office. 

HighQ Updates.  HighQ has updates/enhancements 2-3 times a year, to include bug fixes and patches.  Post-
Sales HighQ support channels will alert the Office system administrators on any new updates/enhancements 
as they are released. 
 
Implementation Training.  Included in the base price of HighQ are three administrative training sessions, up to 

5 hours of total base-included training time. These sessions are taped and added to your HighQ instance for 

reference at any time.  The completion of these three sessions is required before the working sessions with the 

HighQ Consultant can begin. The HighQ Consultant will then schedule working sessions with the administrators 

to assist and educate on the configuration of HighQ to meet the agency’s needs, including availability of 

numerous pre-built workflow and other templates.  HighQ Implementation Team will enable the agency 

administrators to conduct end user trainings and offer additional trainings as needed.  Additional hours of 

implementation training can be purchased beyond the 5 hours of base-included training time.  Purchase of 

additional training can be utilized to help build more complex workflows desired by the Office. 

 
Ongoing Support.  HighQ offers a US-based 800# support number, e-mail support, dedicated TR Account 
Manager, dedicated HighQ Product Specialist, online HighQ step-by-step tutorials, HighQ Knowledge Base and 
Development Community as other avenues of ongoing support.   

Anticipated Application Dispositions.  HighQ has an open rest API allowing integration with many other 

solutions.  HighQ with Doc Auto provides a flexible approval engine and process for any document. Approvals 

occur either in sequence or in parallel workflows with legal review for compliance and accuracy. Approved 

documents are sent in a password protected PDF file for signatures, using secure and advanced DocuSign® or 

Adobe® Sign integration. While multiple departments review simultaneously or in sequence, notifications and 

status alerts are automatically sent via email, as well as being available in a task inbox. Each document is 

subject to an audit trail, giving the Office a complete picture of how a contract was executed and where it is in 

the signatory process.  API integration is not required for HighQ to seamlessly interact with Google Drive. 



  
 

HighQ Optional Add-On Services.   

• Professional Services to assist with API integrations 

• Additional Implementation Training Time to assist in building complex workflows 

• Additional Storage Capacity.  Unlimited storage is available and must be purchased in blocks of 500GB 

• Contracts Analysis.  Contracts module includes set reminders for renewals, expiration, and much more 

 

 

 

When a file is uploaded to the HighQ Files module, it is sent to the AI Hub, analyzed, key data points are 
extracted, and this data is then stored in the AI Hub. From the AI Hub, this data can then be used to enrich File 
Metadata iSheets (custom file metadata) or to use in the Data Visualization dashboard panel. This metadata 
gives insights into the documents you are dealing with. 

HighQ also integrates though API with leading AI engines such as Kira, Leverton or Eigen. 

  

https://knowledge.highq.com/help/getting-started/upload-a-file-or-files-to-the-files-module
https://knowledge.highq.com/help/site-content-and-user-administration/import-data-from-the-ai-hub-into-an-isheet
https://knowledge.highq.com/help/site-content-and-user-administration/import-data-from-the-ai-hub-into-an-isheet
https://knowledge.highq.com/help/working-with-content/data-visualisation-overview
https://knowledge.highq.com/help/system-administration/authorise-and-set-up-the-kira-ai
https://knowledge.highq.com/help/system-administration/authorise-and-set-up-the-leverton-ai
https://knowledge.highq.com/help/system-administration/authorise-and-set-up-the-eigen-ai


  
 

 

 

 

 

 

 

 

 

 

 

 

 



  
 

 

 

 

 

 

 

 

 

 

 

 

 



  
 

 

 

 

 

 

 

 

 

 

 

 

 

 



  
 

 

 

 

 

 

 

 

 

 

 

 

 



  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  
 

 

 

 

 

 

 

 

 

 

 

 

 

 



  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  
 

 

 

 

 

 

 

 

 

 

 

 

 



  
 

 

 

 

 

 

 

 

 

 

 

 

 



  
 

Security Requirements 
The following requirements relate to the security and auditability of the solution. 

ID Requirement S Cf Cs U NA 
Describe how this requirement will be met  
Please see HighQ security detail at Tab 2,  
pages 10-15 

SEC-
01 

System primarily supports federated web 
authentication via County hosted Active 
Directory Federation Services (AD FS), or other 
means of Active Directory integration. Core 
County users should be using AD to 
authenticate. 

   X         

HighQ supports integration with active 
directory through an active directory connector 
that can be configured with assistance of our 
professional services team. Core users will be 
able to authenticate with active directory. 

SEC-
02 

The system needs to allow for non-AD accounts 
to be created. These would be used for non 
County staff that need access to the system.  

   X         

If AD SSO is enabled, other external users may 
be added to the system manually. Those users 
will then be presented with a form-based 
authentication option allowing them to access 
with a username and password. 

SEC-
03 

System must have security at form level so it 
can limit which forms/screens a user can access 

   X         

All content in HighQ can be permissioned to 
prevent any users from editing and/or viewing 
content within the application. Also, users can 
be preventing from seeing entire screens 
and/or modules within the application. 

SEC-
04 

For non-AD accounts (or if System cannot 
accommodate AD), system must encrypt 
passwords in storage and transmission, satisfy 
security criteria (e.g., minimum length, special 
characters, etc.), and require periodic 
changes." 

   X         

Stored passwords are encrypted. System 
settings allow for setting minimum security 
criteria and requiring periodic password 
changes. 

SEC-
05 

Users accounts need to be able to be set up 
using application security. 

   X         

User account creation is restricted to 
administrative users. User must then be 
assigned permissions for each site the user is 
granted access, controlling what they can and 
cannot access for that site. 

SEC-
06 

User accounts need to be able to be set up 
using mixed authentication 

   X         

Users may access the system through an SSO 
authentication, or they may access using a 
form-based username and password. 
Authentication may be configured to require 2 
factor authentication and individual sites may 
be further password protected as needed. 



  
 

SEC-
07 

System captures audit and history information 
regarding adds, changes, and deletes on all 
fields, including but not limited to date of 
change, who made the change, and which 
attribute(s) changed. 

   X         

Audit trails are available for most actions taken 
by users. These audit reports are available to 
users with administrative rights and contain 
information what, when and who for tracked 
changes. 

SEC-
08 

System includes an internal security structure 
that provides application administrators with 
the tools to control access to each part of the 
software based on user roles and functions. 

   X         

User permissions control what a user can see 
and do across all modules of the application. 
Those permissions may be either a one time 
configuration or based on group permissions 
(roles) that can be used across multulpe users. 

SEC-
09 

System allows for the ability to create and 
terminate temporary user access automatically 
after a defined period of time. 

   X         

User can create links for limited access to 
specific content that has a user defined expiry. 
The user has access only to the linked content 
and that link and access will automatically 
expire after the defined duration. 

SEC-
10 

System must feature security protocols that 
temporarily lock accounts after a 
predetermined number of unsuccessful login 
attempts and automatically logout users after a 
defined period of inactivity. 

   X         

Administrators have the option to configure 
account lockout after a defined number of 
failed login attempts. Inactivity periods may 
also be configured, which will automatically 
terminate a user  session after a defined period 
of time. 

SEC-
11 

System has the ability to log basic information 
about user access activity, system events, 
errors, and access violation reports.  Logs must 
capture the following: user authentication, type 
of event, date and time, success or failure 
indication, origination of event, identity or 
name of affected data, system, component, or 
resource. 

   X         

Audit reports are available on successful and 
failed login attempts. Reports also capture data 
events, such as creation and deletion. All logs 
track identifying information about the event, 
such as a username or IP address, what the 
action attempted was and success of failure, as 
applicable. 

SEC-
12 

System has the ability to enforce audit trails for 
administrator-defined record types and 
transactions including - log on attempts- 
account creation and modification. 

   X         

Logins (both successful and failed) are tracked. 
In addition reports about user creation and 
modification are available as well. Other 
reporting and tracking is available. 

SEC-
13 

System needs to allow for password recovery 
for non-AD accounts only. 

   X         

Password recovery is available for all users who 
authenticate with a form-based username and 
password through a request initiated by the 
user or through an administrative option. 

SEC-
14 

System must use HTTPS for all traffic.     X         
See https://knowledge.highq.com/help/getting-
started/platformurl-context-name-and-cname-
instructions 

 



  
 

Integration 

ID Requirement S Cf Cs U NA 
Describe how this requirement will be met  
Please see HighQ product detail at Tab 9 
Appendices 

INTEG-
01 

System must integrate with 
Microsoft Office 365 (GCC). 

   X         
HighQ integrations with Mircosoft Word 
through a plug-in, native Teams integration 
and has a integration with Outlook. 

INTEG-
02 

System must integrate with 
Google Drive. 

   X         
HighQ has a native Google Drive integration 
that can be enabled. 

INTEG-
03 

System must integrate with 
County ESRI/Arc GIS web services. 

         X   
HighQ is an Open RESTful API and can 
integrate with many solutions 

INTEG-
04 

System could provide APIs for 
developer integration.  

   X         

A full suite of APIs are available for most 
areas of the application, with full 
documentation and professional services 
support available, and access to SWAGGER. 

 

 

 

 

 

 

 

 

 

 

 



  
 

 



  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  
 

  
 



  
 

 



  
 

 



  
 

 

 



  
 

 
 



  
 

 

 

 



  
 

 

 



  
 

 

 

 

 

 

 

 

 

 

 

 



  
 

 
 

HighQ Collaborate Premium with Doc Auto and Contract Analysis 
• 25 internal user licenses + 125 external users (5 external licenses with every internal user) 

• 1GB of base storage + 500 GB initial add-on storage 
• Custom URL selected by the Office 

• 500,000 OCR pages 
• Initial 12 month term +  

3% annual increases apply at each of four (4) subsequent option terms 
 

BASE PRODUCT LICENSE 
25 Internal users 

(125 external users) 

HighQ base license:  Collaborate Premium with 
Doc Auto and WorkShare Integration 

x 

CAPABILITIES   

Essential Security Options X 

File Storage and Sharing X 

Document management X 

Social collaboration X 

Solution Templating X 

Customer Support X 

Configurable site dashboards X 

Customizable content metadata X 

Smart forms & data sheets (iSheets) X 

Shared team calendars X 

Task assignment and tracking X 

AI-based document analysis X 

Data and Metrics visualization X 

Workflow automation X 

Document Automation X 

Additional storage (1 block of 500 GB) X 

MONTHLY RATE $3999.00 

ANNUAL RATE $47,988.00 

One-time Implementation Fee*  

Includes initial setup of the HighQ instance and up to 
five (5) hours of administrative training, a one-time fee.   

$3000.00 

 

Purchase of Additional Storage: Unlimited storage is available for HighQ subscribers, purchased in blocks of 500 GB.  
$563.00/mo. per 500GB additional storage rate as of Sept. 2021. 

Purchase of Professional Services:  TR Professional Services can be procured for direct technical support in establishing 
API integrations and building of complex workflows @ $225.00/hr. Additional hours of training can be procured for HighQ 
team assistance in creating complex workflows @ $150.00/hr.  Current services rates in Sept. 2021. 

Contract Analysis Add-On:  $731.00/mo. per seat. Contract Analysis module will satisfy Functional Requirement CI-16:  
contracts management feature to organize relevant documents, amendments, renewal / expiry reminders, and more.  

Active Directory Connector:  $650.00 one-time configuration fee. 



  
 

 

West provides its customers with access to a commercial off-the-shelf subscription product, which requires 
certain license terms and conditions which are included in our proposal for your review.  As such, West 
incorporates those terms in its response to the Commonwealth of Virginia, Henrico County’s solicitation for 
proposals to a Case Management System Request for Proposal (the “RFP”).  Additionally, West respectfully 
submits the following assumptions, conditions, and exceptions (collectively “additional terms”) to its response 
to the RFP.  In accordance with section V. (General Contract Terms and Conditions), paragraph OO of the RFP 
these Exceptions are submitted in response to and modify sections of the RFP as specified below.  West 
conditions any final agreement upon acceptance of its license and additional terms.  West has identified the 
following assumptions, conditions and exceptions to the terms and conditions outlined in the RFP.  
 
Section II. Scope of Services 

D. Confidentiality and Non-Disclosure. West respectfully requests the following modification: 
 
The Successful Offeror will come into contact or have access to confidential, privileged, and sensitive 
information while performing the Contract. All personnel of  
The Successful Offeror (including any subcontractors) must sign the Non-Disclosure Statement 
(Attachment H – Sample Non-Disclosure Form). All personnel must adhere to the Non-Disclosure 
Statement. 

 
Attachment H. Non-Disclosure Agreement. West respectfully requests this document be removed and 
replaced with the West Mutual Non-Disclosure Agreement, attached at page 60-61. 
 
K. Contract Term/Termination. West respectfully requests the following modification to the last sentence: “In 
the event of Contract expiration or termination (or in the event the Successful Offeror plans to cease 
supporting or hosting the Case Management System), the Successful Offeror shall: 

1. Cooperate with the County and exercise its best efforts to implement an orderly and efficient 
transition to a successor. 

2. Make all County data available to a successor in a usable format at an appropriate time to facilitate 
the transition to a successor. 

3. Furnish all necessary phase-in/phase-out services after the Contract expires, excepting that TR 
does not offer Professional Services for document migration staffing support during offboarding 
phase. 

 

Section V. General Contract Terms and Conditions 

Provision F: Default. West respectfully requests the second paragraph be removed. In the case of default, 
West cannot commit to curing a default within 20 days without knowing the extent of the failure and should 
not be liable for any excess fees paid by the County for a replacement product should the cure period be in 
excess of 20 days. 

Provision M: Assignment. West respectfully requests this paragraph be modified to provide written 
notification to the County, not consent. 

Provision N: Indemnification. West respectfully requests this paragraph be removed and replaced with the 
following: 



  
 

The Successful Offeror agrees to indemnify, defend and hold harmless the County (including Henrico County 
Public Schools), and the County’s officers, agents and employees from any claims, damages, suits, actions, 
liabilities and costs of any kind or nature, including attorneys’ fees, to the extent caused directly  by Successful 
Offeror’s (1) intentional, willful, or grossly negligent acts; (2) actions that give rise to strict liability; and (3) 
Successful Offeror’s violation of any applicable laws during performance of the Contract. arising from or caused 
by the provision of any services, the failure to provide any services or the use of any services or materials 
furnished (or made available) by the Successful Offeror, provided that such liability is not attributable to the 
County’s sole negligence. 

Provision S: Record Retention and Audits. West respectfully requests removal of the last sentence in both 
paragraph 1 and 2 stating records or files would be available on demand, without notice, during working 
hours.  

Provision X: Termination. West respectfully requests this termination for convenience, paragraph 3, be 
deleted. West is able to provide the included best pricing and print discounts contingent on commitment to a 
specified minimum term.  

Provision FF:  Service Accessibility.  Pursuant to the award of the contract and as soon as practicable but not 
later than October 31, 2021, the Successful Offeror shall confirm that all online content and/or web-based 
functionality provided is accessible to individuals with disabilities, to the extent identified in the ACR, also 
known as a VPAT, except where doing so would impose a fundamental alteration or undue burden. 
Accessibility will be measured according to the W3C's Web Content Accessibility Guidelines (WCAO) 2.0 Level 
AA and the Web Accessibility Initiative Accessible Rich Internet Applications Suite (WAI-ARIA) 1.0 techniques 
for web content, which are incorporated by reference. 

Provision GG:  Information Technology Access Act  
All information technology (the “Technology”) purchased pursuant to this Contract shall comply with the 
following nonvisual access standards, to the extent identified in the ACR, also known as a VPAT, from the date 
of purchase or upgrade until the expiration of this Contract:  

1. Effective, interactive control and use of the Technology shall be readily achievable by nonvisual 

means;  

2. The Technology equipped for nonvisual access shall be compatible with information technology 
used by other individuals with whom any blind or visually impaired user of the Technology interacts;  

3. Nonvisual access technology shall be integrated into any networks used to share communications 
among employees, program participants, or the public; and,  

4. The technology for nonvisual access shall have the capability of providing equivalent access by 
nonvisual means to telecommunications or other … 
…The requirements of this section shall be construed to achieve full compliance with the Information 
Technology Access Act to the extent practicable. 
 

Provision KK: Upgrades. West respectfully requests this provision be deleted in its entirety. For West 
customers under a current maintenance and support agreement, West provides free updates to the HighQ 
product. Updates consist of product enhancements specifically to the HighQ functionality. West considers 
upgrades to be paid add-on modules, such as the Contract Analysis module. 

Provision LL: Indemnification for Claims of Infringement. In the second paragraph, West respectfully requests 
to remove this part of the last sentence: “and the Successful Offeror shall refund to the County the full amount 
of fees paid under the Contract.” 

Attachment J, License Agreement Addendum 



  
 

Provision 40: West respectfully request the following modification: 

“Supplier agrees to indemnify, defend and hold harmless the County of Henrico (including Henrico 
County Public Schools), the County’s officers, agents and employees, from any claims, damages, suits, 
actions, liabilities and costs of any kind or nature, including attorneys’ fees, to the extent the claim in 
any way relates to, arise out of or result from: (i) any grossly negligent act, grossly negligent omission, 
or intentional or willful conduct of any employee or subcontractor of Supplier, (ii) any breach of any 
representation, warranty or covenant of Supplier contained in the Contract and LAA by the Supplier, 
(iii) any defect in the Software, or (iv) any actual or alleged infringement or misappropriation of any 
third party’s intellectual property rights by any of the Software. Supplier’s total aggregate liability shall 
not exceed the fees paid by the County during the previous twelve (12) month period.” 
 

 
Addendum No. 1, B. Cooperative Procurement Provision 
Provision PP:  Cooperative Procurement 
West agrees that other public bodies may utilize this Contract if awarded.  The pricing included in West’s offer 
is specific to the volume, content and parameters outlined in the RFP.  As such, if a contract is awarded to 
West as a result of West’s offer, the pricing of the offer may differ for another public body, unless such entities 
purchase substantially the same goods and services at the same volume, and under the same parameters.  For 
the avoidance of doubt, West does agree to allow other state, county or municipal entities to purchase the 
goods or services covered by the Contract or Contracts awarded under this RFP under the same terms and 
conditions as offered to the County of Henrico, Commonwealth of Virginia.  West will provide those entities 
with customized price quotes specific to their needs. 
 

 
 
 
 



  
 

 
 
 
 
 
 
 
 

In TAB 7, West has identified assumptions, conditions and exceptions to the terms and conditions outlined in 
the RFP.  
 
 
 
 
 
 
 
 
 



  
 

Improving the delivery of strategic and responsive services is a vital objective of all legal teams. HighQ is 
focused on delivering an intuitive, secure portal to standardize the legal service request process. Improve legal 
service delivery through smart self-service tools and triage systems by analyzing intake data and enable your 
customers with self-service contract assembly and legal guidance.  

A dashboard containing configurable KPI 
cards for all the key stages of the contract 
lifecycle including charts highlighting open 
contracts by business unit and contracts by 
entity, summarized values, with certain 
vendor certifications such as vendors that 
are owned by women, minorities, persons 
with disabilities or veterans. 
 

A default folder structure for each contract 
life cycle phase linked to the automated 
workflow rules. Almost any type of content 
can be searched in HighQ, including: 

• the full text of files in the Files 

module- including PDF document  

• wiki pages 

• tags added to a blog post, iSheets and more 



  
 

Comments, @mentions and #tags all available on documents as well as workshare redlining and automatic 
saving of document versions. Integration with word (Microsoft Office 2013 (365) or newer), word online and 
google docs allows for document editing. Workflows allow for accepting and rejecting of changes on 
documents. 

 
 



  
 

Automated workflows to ensure 
consistent processes are kept for all 
contracts throughout the lifecycle 
including expiry notifications, task 
allocations & key status 
notifications. 

HighQ with Doc Auto provides a 
flexible approval engine and 
process for any document. 
Approvals occur either in sequence 
or in parallel workflows with legal 
review for compliance and 
accuracy. While multiple 
departments review simultaneously 
or in sequence, notifications and 
status alerts are automatically sent 
via email, as well as being available 
in a task inbox. Approved 
documents are sent in a password 
protected PDF file for signatures, 
using secure and advanced 
DocuSign® or Adobe® Sign 
integration. Each document is 
subject to an audit trail, giving legal 
management a complete picture of 
how a contract was executed and where it is in the signatory process. 

  



  
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



  
 

 



  
 

 
 
 
 

 
 
 
 
 
 



  
 

 
 
 



  
 

Stay better connected 

Securely share and collaborate on generated documents 
and leverage data collected in other systems to avoid re-
keying in the questionnaire. 

 

 

Workflow and process automation 

Automate the generation of single or document suites and 
route them for approval using automated workflows, and 
track the progress. 

On-demand document assembly 

Empower anyone to generate fully drafted and branded 
legal documents by filling out an online form, which 
automatically pushes the submitted data into the template. 

 

 

 

Data collection and management 

Use the data that surrounds your document automation 
process to identify trends, interrogate deal specifics and 
support due diligence—and visualize it in dashboards. 

 

Seamless document management 

Manage the documents in HighQ’s central, secure 
repository, where you can easily access, organize, share, 
track, audit and archive every version. 

 

 
  



  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


