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Dear Sirs:
Please find below our proposal in response to your  Request For Information (“RFI”) for large scale document reviews.  
INTRODUCTION
“OSTL” was formed in 2003 to provide low cost legal process outsourcing solutions to US law firms and corporate legal departments.  Today, “OSTL” provides services not only to U.S. clients but also clients from different continents.  Our legal outsourcing solutions are designed and envisaged by lawyers with “People, Process and Technology” in mind to respond to the competitive nature of running their legal practice and business.  “OSTL” believes in the core values of commitment to quality, strong subject matter expertise, harnessing innovative technology, and information and/or data security.  “OSTL”, through its India liason has formed a strategic alliance with an Indian based IT company, to provide litigation document management solutions to US law firms and corporate legal departments.
I. ComPANY OVERVIEW
A. Please supply a narrative description of your history, together with your contact information, proof of financials viability, and data regarding your corporate structure, number of employees, years in business and other pertinent information regarding your business.

The Company 

“OSTL” will provide “Client” with innovative and cost effective legal support solutions that will help it to stay ahead of its competition, and improve the way “Client” manages its legal processes.  Our offshore solution enables us to add capacity and reduce operating expenses for corporate legal departments that require uncompromising quality and security.  We provide legal research & writing, claims processing, litigation support, contract drafting/review, immigration services, document discovery, patent services and trademark work.  A commitment to quality is the bed rock of all that “OSTL” does.  Detailed quality standards are agreed to in the Service Level agreements.  Well defined processes ensure that these quality standards are met.  Continuous training and development of personnel ensure involvement and ownership of processes.  As a result, “OSTL”’s clients have realized significant cost savings, improved operational efficiencies, and have achieved greater market competitiveness.  

Our Vision: Cost Effectiveness & Excellence

“OSTL” has identified a major market need to offer corporate legal departments a cost effective, reliable and efficient legal support service.  “OSTL” is well positioned to take advantage of the current market acceptability of sending legal work to India.  “OSTL” has capitalized and trained Indian lawyers in US legal processes which has enabled “OSTL” to become a market leader and innovator in offshore legal support services.  

At “OSTL”, delivering superior quality work product and maintaining client confidentiality are our highest priorities. We have designed our work intake, oversight, quality control and delivery systems to ensure that each client receives world-class quality service, efficiently, securely and in a timely manner by whatever media best suits that client.  We at “OSTL” encourage client interaction with the persons working hands-on on the client’s project.  This, we believe, increases information flow regarding customers’ demands and our professionals’ understanding of those demands and delivering upon the same in an effective and efficient way, keeping to our goal of customized service.  Therefore, “OSTL” offers flexibility and the ability to customize work flow as per the particular customer relationship.
Corporate Profile
Rahul Wanchoo, “OSTL” India Resource Coordinator brings about 20 years of management and litigation experience to the Firm.  Rahul holds law degrees from both the UK and the US and for the last 15 years has practiced international commercial litigation and arbitration in New York City.  He is admitted to practice in all the courts of the State of New York and the Southern and Eastern Districts of New York.  During his career as a lawyer, Rahul has come to appreciate the challenges attorneys face when managing and running their law practices.  His vision and leadership has been a vital contributor to the formation of and rapid growth of “OSTL”, providing sophisticated legal process outsourcing services for lawyers, so that they can focus on the practice of law.  

Manu Shahalia, India based job flow coordinator Legal Services has extensive experience in the Legal Services Industry with specific experience in Legal Process Outsourcing.  Manu graduated from National Law School of India, University at Bangalore, India’s premier Law School.  Thereafter he gained extensive experience as an associate lawyer to an Attorney on Record before the Supreme Court of India and later in the capacity of junior counsel with the Additional Solicitor General of India, where he gained extensive experience in consumer claims’ law, Supreme Court and High Court writ litigation, and disputes relating to contracts, employment, land laws, trademarks, copyrights and telecommunications’ regulation.  Subsequently he joined the knowledge process outsourcing industry where he has gained skills and experience, inter alia, in drafting of trial court and appellate court briefs for the U.S. courts and conduct legal research on U.S. Laws and International Laws concerning the U.S.  He specializes in U.S. Bankruptcy law, U.S. Trademarks Litigation, U.S. Trademark Dilution litigation.  

Vishal Bargotra, Key Person – Litigation Support & Document Discovery, started his career as an educationist.  He thereafter moved into the Business Processing Outsourcing industry in 1999 with Litigation Support Back Office.  While continuously working for more than seven years in this industry he has defined and improved the various processes related to Litigation Support.  He is now the Key person with “OSTL” for Litigation Support and Document Discovery.  Vishal is credited with setting up the entire Litigation Support unit from scratch and growing it to a 500 people strong group in a year’s time.  His key strengths lie at Operations, Migration, and Business Development.  
Our Employees: 

We have an experienced team of over 200 staff engaged in Litigation and Data Management services.  Litigation Department has over 150 staff on its production floor engaged in litigation coding and document review services.  

Each of the litigation team has an average experience of at least 3 years in litigation coding and document review work.  The managers and other key people are have about 8 years of industry experience.  

Year of Commencement of business: 
“OSTL” started its operations in 2003 with a small but experienced team, and in 2005 formed a strategic alliance with Mayflower Innovative Solutions Pvt Ltd, an Indian IT company to service its clients with e-discovery and litigation document management. “OSTL” along with its partner Mayflower have 150 personnel dedicated to litigation coding and document review services.  
Contact Information: 
US Office:  
Jesse Levine
U.S. Managing Director

Offshore Services To Lawyers (OSTL)

500 Brook Road

Conshohocken PA 19428

(610) 825-2629

jesse@offshoreservicestolawyers.com
www.offshorservices2lawyers.info 1
India Facility:  
Vishal Bargotra

Mayflower Innovative Solutions Pvt Ltd

S.C.O 144 – 145, 4th Floor

Sector 34 A

Chandigarh 160022

India  

Phone: 011-91-9876-642202
e-mail: vishal@”OSTL”inc.com
B. How long has your Company been providing Offshore Document Review services?
We have been providing document coding and document review services since 2003.  We have a dedicated team of 150 staff in our litigation support department, that takes care of document coding and review services.  Each of them has an average experience of at least 3 years or more in providing litigation services.  
C. Where are your document Review facilities located?

Our document review facility is located at Chandigarh, India.
D. Please describe the review facilities including layout and security.

Infrastructure (IT and Communication Systems):
We have a very comprehensive IT policy which incorporates the following objectives:

· Security

· Ruggedness

· Scalability

· Redundancy

· Portability
II. Systems (IT and Communication)

III. Resources and Configurations

IV. Servers: 2 Intel Xeons with one GB RAM and RAID 0, 1, 5

Workstations: 150 (Intel PIV/Celeron with 256 RAM minimum)

Hardware components

· Cisco PIX 515E : Firewall to protect outside access and providing Network to Network and Client to Network VPN connection

· CISCO VPN Router 1721 :  For Network  to Network VPN connection

· Checkpoint for VPN (Branched): For Network  to Network VPN connection

· Sonic wall for VPN (Site & Branched)

· Encryption Algorithms are DES and 3DES

	SECURITY DOCUMENT


	Physical Safeguards



	Standards
	Specifications
	Measures and Methodology
	Controls

	Facility Access Controls
	Contingency operations
	Procedures and Systems in place which would allow facility access to support the restoration of lost data under the disaster recovery plan and/or emergency mode operations plan in the event of an emergency
	Site Location Mohali / Gurgaon

	 
	Facility Security plan.
	Policies and procedures to safeguard the facility and equipment from unauthorized physical access, tampering or theft. 
	Access Cards for Production Floor along with CCTV

	 
	Access controls and validation procedures
	Have systems and procedures which would protect access to critical workstations and servers by utilizing an effective physical access control method.  Access Control protects critical systems and information from unauthorized users who are allowed access to physical devices
	Server & WKS are under lock-in Key. Access Cards for Production Floor

	 
	Maintenance records
	Policies and procedures that allow them to document repairs and modifications to physical structures, where these changes are meant to enhance security.
	Decision has to be taken with consent of MD & Client

	Work Station Use
	 
	Single Sign-On systems that can effectively lock down a workstation — requiring all users of that workstation to go through single sign-on. Based on their roles, the users would then be able to access and/or use only those functions for which they are authorized. 
	Licensed Windows 2003 Server for Single Sign-on control.

	Work station security
	 
	Covered entities must implement physical security measures to restrict workstation access to authorized users only. 
	Windows 2003 Server Login-in time authorization

	Device and Media controls
	Disposal
	Policies and procedures that govern the receipt and removal of hardware and electronic media that contain electronic protected health information into and out of the facility. 
	HDD & CD's will be crushed & we will have the new Device for faulty ones.

	 
	Media reuse
	Established policies and procedures designed to eliminate PHI from all media before that media may be reused. 
	Authorization for accessing the Backup Device or Backup location will be audited. 

	 
	Accountability
	Procedures and Systems in place to logging on all resources — IT and non-IT — that contain PHI. In addition, they can track the location, movement and depreciation related to the contracts and responsibilities of that information. 
	Audit on Server 2003 is on for every event. 

	 
	Data Backup and Storage
	Data storage solutions that create a retrievable, exact copy of PHI and also enterprise backup when needed before moving equipment
	Daily Incremental backup on Backup Server. Weekly Backup on DLT tape. Monthly Offshore Backup kept at Bank's Locker. 

	Administrative Safeguards



	 
	 
	 
	 

	Workforce Security
	 
	Policies and procedures in place for authorization and supervision of the employees and workforce clearance procedures and termination procedures as part of administrative practices
	Under Confidentiality Agreement & HR Policy 

	Information Access Management
	 
	Policies, procedures and systems which would enable isolating clearing house functions, access authorization and access modification
	Inline with IT policy 

	Security Awareness and Training
	 
	Various measures including password management, log-in monitoring, screen recording, security reminders and systems in place for protection from malicious software
	Inline with IT policy.  Screen Recording software for reviewing & analysis, LAN monitoring and Internet Security for Accessing the Remote Applications

	Security Incident Procedures
	 
	Procedures in place for security incident response and reporting
	Exception Log

	Evaluation
	 
	Evaluation of systems and procedures as part of our compliance program
	In-house Compliance Officer 

	 
	 
	 
	 

	Technical Safeguards



	Access Control
	 
	Access control systems through unique user/employee identification, emergency access controls in exigency procedures, encryption and decryption user specific access band automatic log-off to prevent unauthorized access
	Licensed Windows server 2003

	Audit Controls
	 
	Periodic auditing and systems for greater controls 
	Audit will be once in 30 days

	Integrity 
	 
	Systems and procedures to check and maintain data integrity at both the ends while date transferring
	Firewall/VPN for secure data movement

	Person or entity authentication
	 
	Procedures and systems in place for user authentication to access PHI 
	Licensed Windows 2003 server

	Transmission controls
	 
	Data integrity while transmission would be controlled by integrity controls, data encryptions and decryptions.
	VPN 3 DES encryption Standard


A. How many document reviews has your company managed?

We have processed more that 12 million pages of documents to date.
B. What is the typical size of your document reviews in terms of:
1. Number of pages or documents?

and
2. Number of reviewers?
Typical size of a document review project comprises of 200,000 pages utilizing a team of about 150 reviewers. 
C. How many of these document reviews have been patent litigations?

Out of the total documents processed to date, 60% have involved patent litigations.    
D. How many of these document reviews have been for antitrust matters?

We have to date not come across any antitrust matters during our review process.  
E. How many have been for Fortune 100 Companies?

We have not had an opportunity to date to work for Fortune 100 companies.  However, we feel that our experience of handling document reviews for our existing law firm and corporate clients has prepared us well to handle large document review assignments for Fortune 100 companies.  
F. Do you have experience in representing biotech or software companies?

No, we have not had the opportunity to work for any biotech or software companies. However, we can handle document review assignments for such companies with the client’s guidance.  
G. Does your service include the review for:
1. Responsiveness 
2. Confidentiality 
3. Privilege 
We have handled a couple of projects with respect to responsiveness, confidentiality and privilege, but with adequate supervision and training we are confident that we can undertake the assignment proposed by “Client”.  

V. STAFFING RESOURCES

A. How many permanent documents reviewers do you have on staff?
All employees at our Chandigarh facilities are permanent and work for us on a full time basis. We do not keep casual staff.  We currently have over 150 staff in our Litigation Support Department. As matter of policy we hire personnel only after proper reference checks have been made. Each member of our document review team is made to sign a Non-Disclosure Agreement (“NDA”) before being permitted to work on a document review project.
B. Please describe the educational background of your document review employees.

a. All document review employees are college graduates with varying majors. We also have 10 employees who have law degrees from an accredited Indian law school and who are exclusively involved in document review projects.

b. Each of the review members has at least 3 years of experience in the review process.
C. Do any of the document reviewers you have on staff have technical backgrounds, If so what type of background?
Yes, some of the staff have technical backgrounds and have degrees and diplomas in the field of software development.

D. What foreign language (especially German) review capabilities do you have?

We have handled a couple of foreign language projects (French).  However, we will not have any problem in case we come across a situation wherein we have to handle a project in German or any other foreign language. Qualified translators are available as and when required. 
VI. PROCESS AND STRUCTURE OF REVIEW

A. Please describe the hiring process that your document reviewers go through in order to obtain a position on the document review staff.
Recruitment Policy for Litigation Support
We have our own stringent recruitment policy that is followed without any exceptions:
While short listing the candidates for Document Review position, he/she must meet the following criteria:

· Should be a college graduate.

· Should be computer literate

· Should have a good understanding of English and analytical skills

· Should be willing to work in shifts

· Should have a minimum typing speed of 40 wpm
An experience in back office operations will be an added advantage but not mandatory.

Once the candidate is short listed a test is conducted to judge the English understanding and analytical skills.
In case of recruiting persons at higher level (Quality Controller, Quality Analyst etc) apart from the above general criteria, relevant experience of at least three years in the same field is mandatory. 
Upon successful completion of the test, candidates are judged on soft skills and at the same time their background is also checked to ensure that the candidate has produced true records.

Each Member Is Required To Sign a NDA before Being Put on To the Production Floor
B. Please describe all quality control measures used in your review process.
Quality Management System (QMS)

Organizational Quality Policy

We are committed to becoming the preferred global resource base for high quality manpower, innovative technological resources and world class processes provider.  To achieve our strategic vision we must meet and exceed customer requirements.  We will realize this goal by establishing and maintaining outstanding Quality and Quality Assurance Systems.  Every employee is dedicated to flawless work, following established procedures, and delivering products and services that are world-class!’

The following principles guide our daily activities:

· Passion for process improvement

· Obsession with service

· Leadership in business process management

Document and Record Control

The objective of document and record control within the Quality Management System is to define the documents necessary for the effective operation of the processes and procedures and the storage access mechanism for these documents.

All the project process documents such as Workload Report, MIS Report, Business Rules, will be the responsibility of Project Manager and the same will maintain hardcopies and/or electronic copies accessed from the Master database on the main server.  The hard copies of documents such as workload reports will be kept in the database inventory for a period of six months to one year or for a time period as agreed upon by the client. 

Internal Audits



The management plans and implements Internal Quality Audits to verify and assess the operation and effectiveness of the quality system and have objective evidence to demonstrate capability to meet the Quality Standard requirements.

We have a Twin System of Audit: Scheduled and Surveillance
Scheduled audits include the following as per the procedure manual for the process independent personnel who may or may not be linked to the process.

All remote locations that support this site are to be included in the initial audit and participate in a surveillance audit at least once in every twelve months;

There is an Audit report which is recommendatory in nature and communicates to the management areas of action as well as improvement and as well as Results of the audits are recorded and communicated to management.  This is further integrated into a system where timely corrective action is taken, recorded and verified based on the results of the audit.

In the surveillance audit, special areas are identified both from internal systems and client feedback and subjected to an audit trail. 

Product / Service Nonconformance

All non-conforming products/services are assessed before being relayed to the customer to prevent inadvertent misuse.  The management team reviews non-conforming services.  Non-conforming services are corrected and proper feedback is generated to the team member for corrective action.  The records of the nature of nonconformities and subsequent actions taken, including concessions obtained, are maintained. 

Corrective and Preventive Actions

Corrective action 

Corrective Action is the immediate action taken to correct a product deficiency or system deficiency and long term actions taken to prevent the recurrence of non-conformities or non-compliances. Corrective action occurs during inspection if the service is non-conforming. This service is reviewed by our team that results in the following corrective action: non-conforming service will be corrected there and then and is noted down for the feedback. 

We use the Corrective Action Response Effort (CARE) as a disciplined problem solving method.  CARE may be initiated as first level corrective action or as a second level process based on Internal Audit Reports (IAR), or reports generated by problem solving teams and our customer complaint system.

In order to avoid recurrence of problems, CARE’s inbuilt system always:

a) Investigates the cause of nonconforming service and the corrective action needed to prevent recurrence;

b) Analyzes all processes, work operations, checks quality of records, service reports, and customer complaints to detect and eliminate potential causes of nonconforming product;

c) Initiates preventative actions to deal with problems to a level corresponding to the risks encountered;
d) Applies control to ensure that corrective actions are taken and that they are effective;
e) Implement and record changes in procedures resulting from corrective action.

Corrective action may be initiated as a result of customer complaints, nonconformities observed during internal or external audits, process quality problems, identification of service nonconformities, nonconforming services from suppliers or subcontractors, and problem solving team activities. 

Preventive action



We view preventive actions as long-term actions that will prevent the occurrence of potential non-conformities or non-compliances. 
In-process problems and customer complaints are periodically reviewed for the purpose of identifying potential causes of non-conformities. Management takes care to do random Internal Quality Checks on regular basis and providing feedback to ensure that no non-conformity occurs in future.

The preventive action system is used to encourage the initiation of actions to prevent any non-conformances from occurring. There is a one to one relationship between preventive and corrective actions. By establishing a formal process for each, management can measure the extent of activity in each and drive the company to be more preventive. The same system used to document corrective actions is also used to document preventive actions with a “MPA” problem code. The sources used in identifying preventive actions are listed below:

Sources of preventive action are:

· Actions initiated by the Internal Auditor to prevent the occurrence of problems;

· Analysis of Company Level Data;

· Analysis of Internal Audits;

· Analysis of statistical data. 

Corrective Action and Preventive Action governs the process for initiation, processing, implementation and verification of corrective actions, as well as methods and types of preventive action.  Corrective and preventive action reports become part of facility and corporate management reviews and are one of the elements for determining the effectiveness of our management system.

 Any changes in procedures or other documents as a result of corrective action will be documented.
Monitoring and Measurement

Monitoring and Measurement of Processes

All the development processes are identified and planned by the concerned Project Manager and documented by the Project Leader. Processes are monitored and controlled with individual responsibilities. While the Project Leader approves processes, the Project Manager approves the software tools & techniques.

However, it is noted that the results of some processes cannot be fully verified by subsequent inspection and testing of the product. Processing deficiencies may become apparent only after the service has been in use for some time.

This will provide continuous monitoring of the process and ensure that the specified requirements are met. 

Monitoring and measurement of service

The management measures and monitors the characteristics of the service to verify that requirements for the service are met. This is carried out at appropriate stages of the service realization process. Evidence of conformity with the acceptance criteria is documented. Records include the authority areas for those in charge responsible for release of the service.  

Continuous Improvement

We continuously strive for improvement in the quality management system through the use of the quality policy, quality objectives, audit results, analysis of data, corrective and preventive actions and management review. We keep on updating our quality management system periodically to make it more effective for all times to come.

“OSTL”’s continuous improvement philosophy is deployed throughout the organization, by executive management, through an organization structure of cross-functional and multidisciplinary team. The Directors sanction team activities and link them to the goals, objectives, and performance measurable defined in the business operating system. The formal continuous improvement program revolves around this team activity.

Training

We have a vigorous training calendar for both process and corporate trainings to improve the quality management systems (QMS).

a) Process Related Trainings – These are the continuous training programs conducted regularly to enhance the productivity of people, improved quality levels and meeting client expectations to his satisfaction level. The trainings are organized generally for the subject as well as specifically for the process.

b) There are other training programs related to processes for every employee to enhance their soft skills, inter-personnel skills, and personality development etc. These programs are compulsory for each employee for minimum of fifteen days in a year. 

An annual training calendar and schedule is prepared to cover the entire employee depending upon their specific improvement areas. Below are the various training programs scheduled for the year.

Internal Corporate Training Programs scheduled:

· Behavioral/Skill Trainings

· Goal setting

· Train the Trainer

· Communications

· Interpersonal conflict resolution and leadership

· Stress Management
· Time Management

External Training Programs:

· Competency Based HRM

· Strategic Marketing

· TQM

· Project Appraisal, Risk Analysis & Project Management

· Transformational leadership

· Managing International Business in a Globalizing World

Litigation Quality Control Process

We take utmost care to provide quality driven services to clients. At “OSTL” the emphasis is given not only to deliver the data on time but to make sure that it is delivered with the highest quality. Below is the quality process that is followed rigorously:  

Daily Quality Monitoring

The Quality Assurance team reviews a sample of each Quality controller's work on a daily basis. A specialized monitoring system allows them to select random samples of records. The QA team compares each field from the selected records against the original documents. If they find inconsistencies, they return the documents to the QC department. QCers are required to correct their own errors and check their previous work for any likely errors.
Initial 100% Quality Control

Quality control team performs 100% quality control during the initial review process, comparing each of the specification with original document and the actual review comments being provided by reviewer. This level of quality control continues until a reviewer consistently meets accuracy requirements. Quality checks continue throughout the project as part of daily quality monitoring.
100% data consistency
Using our quality program, the global quality reviewer reviews each entry in the review section ensuring formatting conformance with project specifications.
Project - Specific Quality Control Program (Concordance Review)

The project supervisor runs all coded records through a special quality control program that is customized to the case specifications using Concordance software.
Final Quality Assurance
After extracting data, the project manager reviews it one final time to ensure correctness of formatting and output.

Client Consultation and Quality Assurance

As questions arise, the team leaders consult with the project manager and designated client contact representative as needed. The team leaders make verbal announcements to the teams and update procedure manuals as needed. “OSTL” encourages its clients to perform their own quality assurance activities to verify our high quality performance.
C. Please describe the training process each document reviewer goes through in order to become a member of the document review team.

Training

General Training

Our training program includes training on Standard Manual, which is covered within 15 days.  The training program also includes training on Review Software (Concordance); several tests are taken to understand the candidate’s understanding and the areas of improvements.  At the end of the training a final test is conducted and only those candidates with a passing percentage of 95% and above are considered for the required positions.  

Project Training

Project training is conducted upon the receipt of any new project.  The assigned team is trained on the project specifications.  Each of the team members is required to clear the test before working on the project.  It is mandatory to achieve at least 98% or above in the project understanding test. Any person who fails to achieve the same is imparted retraining on the project specifications.  
Apart from project training, refresh training is conducted on regular intervals of time to make sure that the team is updated with the changed decisions and any new specifications added during the course of project.
D. Please describe the organizational structure of the review as far as project management, training, etc. 
Our review team consists of the following members:

Manager Operations: His role is to understand the basis requirements of the project and to analyze the team strength and the team members based upon the client’s requirements. He is the first point of contact for both external clients and project team members. He is also responsible for planning and scheduling of the entire project.
Project Manager: Each of the projects is assigned to a different project manager based upon project specifications. He closely works with Manager Operations and clearly defines the action plan for every project.

Quality Manager: Every review team will have a Quality Manager to ensure that the project is delivered with the required quality standard. He / she directly work with the Project Manager to understand the project specifications and thereby draw the plans to ensure that the quality is maintained and delivered throughout the project. 

Training Manager: Training Manager works closely with Project Manager to define the training material and project specifications that need to be downloaded to the reviewers’ team members. The Training Manager is also responsible for initiating any query / updating client on any discrepancies in the project specifications.

Project Coordinator: Project coordinator is responsible for the smooth functioning of the project and works closely with the Project Manager, Quality and Training Manager with daily updates and difficulties that are being faced during the project execution. He is also responsible for daily production report and other direct reports.

Quality Analyst: Each of the review team has its own Quality Analyst to make sure that the Project is being processed as per the project specification and is consistent throughout the entire population. 

Below is the Organizational Structure for any Project received at our Document Review Facility:
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E. What review platforms do you typically use for document review?

We process most of our work in Concordance review software; however, we are not limited to this and can perform review on other software with training and guidance.

F. Do you require use of any particular review tool?

No, we do not require any particular tool; however, we are more comfortable in processing the data in Concordance. 

G.  Does your system facilitate administrative reporting and tracking of review?

1. Is this automated?

2. How are the reports generated?  

The Concordance has its own in built reports and can be generated in order to get the required information.

H.  Please provide samples of the reporting metrics that you utilize to manage quality control of a review.

Our team follows the dual quality control method for each of its process. We do a complete 100% QC of all the documents that are reviewed step by step as first phase and the in second phase we follow random sampling of the data. 
Please see Attachment 1 and Attachment 2 as sample of our QC feedback form and QA review form respectively. 
We deliver 98.5% accuracy for all our litigation support work.

I. What is the typical set up time required to commence a document review project, assuming a one to five million page project?

We have the capacity and capability to handle any review project within 7 days having similar project specifications that are currently running. For large projects which we have not previously handled, we would require a set up time of about 2 weeks.
DEFENSIBILITY
J. Have you allowed any of the following to look “under the hood” of your review process?  If so, to what extent?

1. Opposing counsel

2. Court
No, we have not been requested to look-under-the-hood by opposing counsel or any court.  
K. Has your method(s) of review been challenged? 

1.  If so, what was the result?  

2. What, if any, preparations have you made to prepare for a challenge?

No, our methods have never been challenged.

L. What measures do you undertake to ensure compliance with a protective order?  

All document reviewers will be provided with a copy of the relevant Protective Order and will sign them before undertaking the document review project. If there is any doubt that a particular document is covered by the Protective Order they will bring the matter to the attention of the supervising attorney. 
VII. PRICING

A. What is you pricing model? What do you charge: 

1. Per page?

2. Per document?

3. Per hour? 
For responsiveness, confidentiality and privilege document reviews we charge on an hourly basis. Our rates range from $15 - $25 per hour depending upon the complexity of the project. For highly technical patent litigation cases, we offer the client an option to retain an India patent attorney with international patent experience to oversee and supervise the document review project at a contract rate of $65 per hour. 
Our rates for objective coding range from $0.40 - $0.50 per document for about 12 – 15 fields of information.
B. Are there any other fees or costs associated with the document review such as project management, consulting, etc?
No, there are no additional costs associated with any other services such as consulting, project management etc.  
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