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For all electronic documents, provide: 

 

# Field Court Description Comments Complete? 

1 Identifier A unique production identifier 

(“UPI”) of the item. 

Bates number.  

2 File Name The original name of the item or file 

when collected from the source 

custodian or system. 

Preserve during collection and processing.  

3 Custodian The name of the custodian or source 

system from which the item was 

collected. 

For globally de-duplicated productions, include names 

of all custodians who originally had copies in the 

collection. 

 

4 Source Device The device from which the item was 

collected. 

Preserve during collection and processing.  

5 Source Path The file path from the location from 

which the item was collected. 

Preserve during collection and processing.  

6 Production Path The file path to the item produced 

from the production media. 

Must be the last step, unless you decide on a file 

structure for the production media beforehand. 

 

7 Modified Date The last modified date of the item 

when collected from the source 

custodian or system. 

Preserve during collection and processing.  

8 Modified Time The last modified time of the item 

when collected from the source 

custodian or system. 

Preserve during collection and processing.  

9 Time Offset Value The universal time offset of the 

item’s modified date and time based 

on the source system’s time zone 

and daylight savings time settings. 

Offset from UTC or GMT.  
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For all emails, provide the following in addition to the above: 

# Field Court Description Comments Complete? 

E1 To Addressee(s) of the message. See below.  

E2 From The e-mail address of the person 

sending the message. 

Not sure why this says "the e-mail address of the 

person" but the To: field says "Addressee(s)" and the CC 

and BCC says "Person(s)".  Treat all of these name fields 

the same and just include the info as it comes from the 

email - for production metadata, you probably don't 

need to standardize the appearance of names the way 

you might on a privilege log.    Also note that there isn't 

an author field requirement for non-emails, just a 

custodian. 

 

E3 CC Person(s) copied on the message. See above.  

E4 BCC Person(s) blind copied on the 

message. 

See above.  

E5 Date Sent Date the message was sent. If the sender and recipient are in different time zones, 

the date and time fields here raise the question of 

which offset to put in field 9 above.  Be consistent and 

use the sender's offset. 

 

E6 Time Sent Time the message was sent. See above.  

E7 Subject Subject line of the message. Watch out for privilege here, redactions won't 

automatically be updated. 

 

E8 Date Received Date the message was received. If you use the sender's time offset, you may either need 

to adjust the times here, or include an additional 

metadata field to specify the recipient's time offset.  

This can be worked out at the 26(f) conference. 

 

E9 Time Received Time the message was received. See above.  

E10 Attachments The Bates number ranges of e-mail 

attachments. The parties may 

alternatively choose to use: 

Bates_Begin, Bates_End, 

Attach_Begin and Attach_End. 

See comments on Attach_Begin and Attach_End in P3 

below.  Should keep emails and attachments together 

in the production. 
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For paper documents, provide: 

# Field Court Description Comments Complete? 

P1 Bates_Begin The beginning Bates number or UPI 

for the first page of the document. 

May want a separate prefix for paper docs to 

distinguish them in the production. 

 

P2 Bates_End The ending Bates number or UPI for 

the last page of the document. 

See above.  

P3 Attach_Begin The Bates number or UPI of the first 

page of the first attachment to the 

parent document. 

The court specifies that Attach_Begin start at the bates 

number of the first attachment.  As an alternative that 

should pass muster if agreed to at the 26(f) conference, 

this field can start at the bates number of the parent 

document, so the range from Attach_Begin to 

Attach_End represents the entire range of the family.   

 

P4 Attach_End The Bates number or UPI of the last 

page of the last attachment to the 

parent document. 

Attach_Begin and Attach_End should probably be 

present for all documents, both paper and electronic.  

In addition to emails, documents embedded within 

other documents (such as a PDF file within a Word 

document) are generally treated as a parent and 

attachment and these fields may apply.  The alternative 

approach above also allows for standalone documents 

to have Attach_Begin and Attach_End values.  They 

would just correspond to the begin and end bates 

numbers of the standalone document.   

 

 

Finally, for all electronic documents, also include: 

# Field Court Description Comments Complete? 

S1 Full Text The body text ofa document, 

attachment, or email message, 

extracted directly from the 

electronic source or derived by 

optical character recognition of 

scanned paper documents. 

Added as clarification in a supplemental order dated 

Feb. 14, 2011.  While the court only explicitly requires 

this for ESI, it seems appropriate to negotiate OCR 

scanning of all paper documents as well, provided it 

isn't an overly burdensome volume. 

 

 


