How to Submit a Legal Request on HighQ
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4  Click "Legal Request Form"

A Client Requests ~ iSheets  Files  Nshidizidi  Na'anish  Intake Form ~

Legal Request Form

m m L s

Client Requests + My Open Records ~ e
M Intake Date ~ Status of Type of TrackingNo TrackingNo  Assigned Unit ~ Description of Request ~ Name of Client Name ~ Cllent E-mall Address  Cllent
Request -  Request~ 2024 - 2025 - Attomey - Division/ - Numt
Program «
0 Attorney Request for
Rewiew Senvices
O 18Mar2025  Attorney Request for
1250 Review 5¢ ]

17 Mar 2025 Attorney Request for
18:23 Review Services

5 Select the Type of Request

Add record - Ctient Requests Jump to

Iype of Request (required)
Raquest for Services

164 Statutory Review

O Executive Official Review

() Employment Related

Description of Request (required)

Bra=fly describe the subject matter of your request. For example, "Contract Review with [Contractor Neme] for [Project Titke]” or “Review of Deaft [Narme] Policy™

Name of Division/ Program (required

Seloct from below

Resubmission (required)

Has thiz matter been submitted for

Oves

@®No
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7

Provide a brief explanation of your Legal Request

PO TSI T LML T

‘v Public Intake

Type of Request (required)

® Request for Services

(164 Statutory Review

(O Executive Official Review

) Employment Related

Description of Request (required)

Briafly describe the subjectmatter of your request. For example, *Contract Review with [Contractor Name) for [Project Titke]” or "Review of Draft [Name] Policy™

Name of Division/ Program (required)

- Select from below —

Resubmission (required)

Haa thie matter boen submitted for DOJ legal review befora?

Client Name (required)

Provide the fUL rama of the parson aversesing this matter

Select the name of the Division/Program making the request

Type of Request (required)
@ Request for Services
(464 Statutory Review
O Exmcutive Official Review

O Employment Related

Description of Request (required)

Briofly describe the subject matter of your request. For example, "Contract Review with [Contractor Namel for [Project TitleT™ or "Review of Draft [Name] Rolicy™

Request Prereview of contract #0000000 with Contractor for Chapter

Name of Divigitn/ Pregram (required)

E=

Resubmission (required)

Has ths matter been submitted for DOU legal review before?

Oves

@ No

Client Name (required)

Provide the full name of the person averseeing this matter.

v
nuro-smvect 0952 Concel || IR



8 In the new drop-down, select the name of the department submitting the Legal
Request

® Request for Services
(164 Statutory Review

O Executive Official Review

O Employment Related

Description of Request (required)

Briefly describe the subject matter of your request. For example, ‘Contract Review with [Contractor Name] for [Project Titha]” or "Review of Draft [Name] Policy™

Request Prereview of contract #0000000 with Contractor for Chapter

Name of Division/ Program (required)

Other

Other (requred)

Please select the pame of your DivisionyDepartment. it i not present, select other and write it in

=8

Resubmission (required)

Haa this matter been submitted for DOJ legel review before?

JYes

-
[ Add another record Auto-saved at 0952 Cancel m

9 In "Client Name" add the first and last name of the person submitting the legal
request

Other (required)

Please select the name of your Divison/Department. § it & not present, select other and write it in

Unassigned

subrmitted for DOJ legal review before?

Client Name (required)

Provida the tul nama of the parson averseaing this matter

[

Client E-mail Address (roquired)

Client Phone Number (required)

v
[l Add another record Auto-saved at 0952 Cancel m




10 Provide the client email and phone number

Oves

®No

Client Name (required)

Prowide the fUll name of the person averseaing this matter.

Beau Regard

Client E-mail Address (required)

beavregard@noemail com

Client Phone Number frecuired)

Other Client Name

Fill out if you wish to add a second contact to receive email notifications about the request

Other Client Email

Suggested Deadline

I needed, select an sppropriate deadline for review of your submission

Your addition of a deadiine does not automatically heighten your submission's priority or grant completion by your selected dste. v

O Add another record Auto-saved at 0953 Cancel

11 Add the full name and email for any other person you'd like notified via email of
the Legal Request status

Client Name (required)

Provide the full name of the person oversesing this matter.

Beau Regard

Client E-mail Address (reauired)

beauregard@noemail com

Client Phone Number (required)

909-999.9999

Other Client Name

Fill out if you wish tofdd a ssbond contact to receive email nofifications about the request

[

Other Cliont Email

Suggested Deadline

¥ needed, select an sppropriate deadline for review of your submi

Your addition of a deadline dovs not automaticaly heighten your submission’s priorly or grant completion by your selected dite. v

[ Add another record Auto-saved at 09:53 Cancel m




12 If necessary, select a preferred date for review completion

Client Phone Number (required)

909-999-99090

Other Client Name

Fill out if you wish to add a second contact to roeive email notificatiors about the reausst

Other Client Email

Suggoested Deadline

¥ needed, select an sppropriate deadline for review of your submission.

Your addition of & deadiine does not sutomaticaliyheighten your submission’s priorly or grant completion by your selected dste.

@ | omoorvvvy)

Supporting Document(s)

Attach all docurments related to your request

m or drag fles to upload

13  Provide a brief description on your reason for the deadline

Client Phone Number (required)

900.909.9969

Other Client Name

Fill out if you wish to add a second contact to rosive email notificatiors about the mausst

Other Client Email

Suggested Deadline

¥ needed, select an sppropriate deadline for review of your submiszion

Your addition of & deadline does not automatically heighten your submission's priorty or grant completion by your selected date.

04/30/2025 @ | voorvvvy)

Reason for Deadline (required)

Maximum chasseters: 150

[

Supporting Document{s)

() Add another record




14  Click "Browse" to add files your attorney will need to complete the legal review.

umer Lbent Name

Fill out if you wieh to add a sscond contact to receive email notiications about the requect

Other Client Email

Suggestad Deadline
I neaded. select an appropriate deadline for review of your subrmission.

Your adidition of o deadiine does not automaticaly heighten your submission’s promty or grant compietion by your selected dete.

04/30/2025 #A | (MwoorYYYY)

Reason for Deadline (required)

Maximum characters: 150

Plan to submit for Document Review at end of month

Supporting Document(s

MR docurmerits related o your reaquest

m br drag flos to upload

| Add another record Auto-saved at 09:53 Cancel m

15 To complete the request, click "Add"

Other Client Email

Suggested Deadline

¥ needed, selact an appropriate deadline for review of your submission

Your addibon of & deadine doss not sutomstically heg rour £u 5 v grant completion by your selected date

04/30/2026 & | emoorYYYY)

Reason for Deadline (required)

Maximum characters: 150

Plan to submit for Document Review at end of month

Supporting Document(s)

Attach all documents related to your request

m or drag fles to upload

HowtoSubmitaDocumentReviewreguasttheYeliowSheettoNNDO..
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_ Add another record






