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The Production of Electronically Stored Information Guidelines and Template Protocol
Introduction
The protocol outlined below serves as a pivotal guideline to streamline the transfer of electronically stored information (ESI)[footnoteRef:1] between parties involved in legal proceedings. This protocol establishes standardized procedures to ensure the integrity, security, and accessibility of electronic data exchanged throughout the litigation process. [1:  Different jurisdictions may use different terminology for the information being exchanged (e.g. “Electronic Information”/”EI” in Nova Scotia). While this document uses “ESI”, parties are encouraged to use the appropriate term for their jurisdiction.] 

The primary purpose of this protocol is to provide a set of best practices that supersede older guidelines and protocols. By implementing this updated protocol, parties can exchange ESI a standardized manner that is both efficient and cost-effective. This is crucial in litigation where the improper exchange of information can generate unnecessary costs and cause unfairness.
Considerations
Cost-Effectiveness: Properly managed document exchanges reduce the risk of additional costs and are essential to avoid unnecessary expenses as well as to maintain fairness between parties. Exchanging documents in electronic format is cost-effective.
Technical Expertise: For parties lacking technical expertise, this protocol serves as a guide to assist in negotiations and ensure the use of up-to-date practices. This helps prevent delays and misunderstandings that could arise from outdated protocols. It is crucial to involve individuals with adequate technical knowledge and experience in ESI in the planning, production, and resolution of disputes related to ESI.
Searchability and Metadata: Ensuring that exchanged documents are searchable is a fundamental requirement. Including relevant metadata fields, if they exist, enhances the usability of the documents. Unsearchable documents hinder the process and are not useful.
Early Planning and Collaboration: Parties should meet early in the process to discuss and agree upon acceptable formats for document production. Jointly preparing an exchange protocol and discovery plan, where necessary, helps streamline the process and ensures adherence to industry standards and best practices.
eDiscovery Tools: Utilizing eDiscovery tools for the collection, processing, analysis, review, and production of documents enhances efficiency. The protocol supports the acceptable use of technologies like technology-assisted review and other AI-driven tools to improve the discovery process.
Technology Agnostic: The protocol is designed to be technology agnostic, accommodating various tools and platforms. It also provides simplified guidelines for individuals and small parties who may not have extensive internal knowledge or resources.
By adhering to these guidelines, parties can ensure that the exchange of ESI is conducted in a manner that supports the overall efficiency and fairness of the process.



Minimum Requirements
Parties to an action may have very different levels of experience, resources, and eDiscovery capabilities. These minimum requirements are provided to ensure that no matter the sophistication of the party, their document exchange will be comprehensible and understandable to the parties to whom it is produced. Compliance with the minimums promotes consistency within the document exchange process and contributes to avoiding additional issues/expenses for all parties involved.
1. Electronic File Contents
0. Documents are to be produced individually and not bundled together with other documents;
0. If documents are nonetheless produced bundled, the beginning and end of each individual document must be easily identifiable, as well as document families.
1. Electronic File Numbering and Nomenclature
1. Each document will be named using a unique, sequential document-level number on every page, the Doc ID.
1. The Doc ID is typically determined using a three-letter alphabetical prefix (relevant to the producing party), followed by six digits of sequential numbering. Leading zeros must be included keeping the Doc ID to six digits (ex: JHS000001). The parties may decide on another Doc ID format where useful for the efficient transfer of documents.
1. Family[footnoteRef:2] Relationship Information [2:  A document “family” is a group of related documents that are typically sourced to a single original digital file (e.g. an email and its attachments, or a document and its embedded files). A “parent” is the primary document (e.g. email) to which the “children” documents are attached or embedded] 

2. Emails and their attachments are to be produced and listed individually ensuring that the attachments are indexed immediately following the parent document/email. 
2. Attachments should be listed as suffixed documents. For example:
1. the parent email would be AAA000000; and 
1. the attachments would be AAA000000_001, AAA000000_002, etc…
1. Production in Original Digital Format[footnoteRef:3] [3:  “Original digital format” refers to the form of the document as it was created by the program or application that created it (e.g. a Microsoft Excel document’s original digital format is as a “.xlsx” file, rather than printed or saved to PDF).] 

3. Documents are to be produced in their original digital format, save for redacted documents 
1. Searchable Text
4. Documents, notably PDFs, shall be provided with searchable text.
1. Document Index
5. An Index that lists each individual document must be included. The Index shall contain the following metadata/information:
	Field
	 Description

	PROD NO
	Unique sequential document identifier representing document level numbering assigned to each document. 
Format example - AAA000000

	LEAD DATE
	Date of the parent document. 
Where the document has no parent or attachment, the LEAD DATE is determined by the DOC DATE. 
Format requirement – MM/DD/YYYY 

	DOC DATE
	Docdate is determined using the following hierarchy:
1. Objective Coding (if applicable)
2. Date Sent
3. Date Modified 
4. Date Created
Format requirement – MM/DD/YYYY

	DOCUMENT TYPE
	The type of document based on Objective Coding for hard copy documents. 
Example: Letter, Memo, Drawing, Report, Email, Invoice etc.
The type of document as assigned by eDiscovery processing software for electronic documents.
Example: Email, Attach or Edoc

	DOCUMENT TITLE
	Determined using the following hierarchy:
· Email subject line
· Original file name


	EMAIL FROM/AUTHOR
	Determined using the following hierarchy:
· “From” metadata for emails
· Author metadata for other documents
· Objective coding, if no “Author” metadata field is present and if practicable

	EMAIL TO
	Name and/or email address of the recipients of an email per the To line

	EMAIL CC
	Name and/or email address of the recipients of an email per the CC line

	EMAIL BCC
	Name and/or email address of the recipients of an email per the BCC line

	DR NUMBER/
UNDERTAKING NO/
EXHIBIT NUMBER
	If applicable, identify the document request, undertaking or exhibit number that the document is produced in response to.
As an example: an undertaking provided following the examination of John Henry Smith would use the following numbering scheme: UJHS-01











Note regarding use of this document
This document and other Digital Evidence and eDiscovery (DEED) working group model documents are available on its website at: https://digital-evidence.ca/model-precedents/.

This model document has been prepared and made available to the public by the DEED working group in collaboration with the Association of Certified eDiscovery Specialists for informational purposes. It is not provided as legal or technical advice and should not be relied upon as such.

Publications of the DEED working group are copyrighted and all rights are reserved. Individuals may download these publications for their own use at no charge. Law firms and other organizations may download these publications and make them available internally for individual use within the firm or organization.

DEED working group publications may be republished, copied or reprinted at no charge for non-profit purposes. Organizations and individuals may provide a link to the publications on the internet without charge provided that proper attribution to the Digital Evidence and EDiscovery working group is included.

The DEED working group welcomes comments on all its model documents and other publications. The DEED precedents committee will review all comments received and consider appropriate revisions.
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Production of Electronically Stored Information Agreement Template
SECTION 1. Processing Considerations
To facilitate the efficient exchange of Electronically Stored Information (“ESI”), the parties have agreed that the documents subject to exchange under this agreement will be processed according to the below:
Processing Tools Fit for Purpose
The parties agree that the tools they use for processing ESI are intended to process electronic evidence.
The processing tools used by the parties can track what files were loaded and not loaded during processing, including the application of any filters. The tools can provide reports, including on how each file was handled, such as the Exception List, Encrypted Files, Number and Type of Files Processed, Encrypted/Corrupt Files, and a list of files that were not processed due to errors.
De-Duplication 
The parties agree to make reasonable efforts to identify and exclude full family duplicates. The exclusions will be completed across the entire document production. If a duplicate document is attached to two or more different emails, then both document families (the emails and their respective attachments) should be produced in their entirety. In other words, the duplicate document(s) should not be removed if any member of the family is a non-duplicate document.
Email Threading 
Emails should be threaded so only the unique emails in a thread are produced.
Processing into Original Digital Format
Where the parties plan to produce ESI in their original digital format (i.e. the format in which the ESI is ordinarily used, maintained, and retained during the normal course of business), the ESI must be processed using a tool and in a manner which preserves the original digital format.
Email messages will be extracted from e-mail stores such as Microsoft Exchange, Lotus Notes, and PST archives and rendered as individual documents, with their attachments considered separate “child” documents and kept together in a family relationship.
Extraneous Image and File Types: 
During processing, when possible, company or email signature logos embedded in emails will be excluded from production. All other images will be extracted.
The parties will use the NIST list to remove extraneous files which are clearly not relevant to this matter. 
In addition to the NIST list, the parties agree that the following file types will not be produced:
i. [The parties may agree on additional file type exclusions, which may be listed here]
Processing of Extracted Text and Metadata
The parties will process the data such that extracted text and the agreed-upon metadata fields in Appendix “A” can be exchanged.
Time Zone
The extracted text and metadata fields defined in Appendix “A” will have matching dates. The parties will process their records in [UTC/EST/Other Time Zone as decided by the parties].

Virus Protection
The parties will ensure that all files produced in their original digital format do not contain viruses.
Enumeration
During processing each extracted file should be assigned a unique alpha-numeric identifier. Attachments and embedded objects should refer back to their parent Docids. File names should be copied to a File name field during processing.
Hash Values
The processing software will extract an MD5 [or other hash value as agreed upon between the parties, e.g. SHA1] Hash value.
Passwords
The parties will make best efforts to obtain passwords for potentially relevant encrypted files. The files exchanged under this protocol will be provided in an unprotected format.
Unencrypted and Unprocessed Files
[To the extent that parties are unable to decrypt potentially relevant encrypted files, they may agree to exchange information regarding these files in the interests of transparency
Illustration: A party attempts to process a back-up hard drive with potentially relevant documents on it. There are 20 documents that cannot be processed as they are password-protected, and 10 documents that give a processing error as being corrupted files. The party canvases its custodians for potential passwords and attempts to recover the corrupted files. The party is unable to process 5 of the password-protected documents and 9 of the corrupted files. They provide a list of these files, the error received, the attempts to process the files, and the file name and other metadata along with their production]
The parties will provide a list of potentially relevant encrypted files that they were unable to decrypt, along with the metadata set out in Appendix “A” [or otherwise, as agreed].
Short Message/Collaboration Tools
[ESI arising from text messaging channels such as SMS or WhatsApp, or collaboration tools like Microsoft Teams or Slack pose production challenges as individual messages may lack context, but whole conversations may be both lengthy and largely irrelevant.
Leading eDiscovery processing tools now allow parties to process this data into “Short Message Formats”, which allow for a view of the conversation over a set time period. The Relativity Short Message Format (RSMF) is an example of this standard, and third-party tools such as the Sedona-recommended Message Crawler can convert short message formats into RSMF without requiring the party to use Relativity Processing[footnoteRef:4]. [4:  See The Sedona Conference Primer on Managing Electronic Discovery in Small Cases] 

The EDRM has released a “Short Message Metadata Primer”, which the parties are encouraged to consult to inform their discussions on this topic
Illustration: Custodians at a company being sued for wrongful dismissal case may have had potentially relevant discussions regarding the plaintiff employee over SMS, WhatsApp, and Slack. The company uses Message Crawler to process these documents into RSMF format, choosing to separate the conversations by 24-hour intervals and linked by a Conversation ID. The company is better able to review and produce the Relevant short messages.]
ESI from the below data sources will be processed into [Relativity Short Message Format/etc] format and sliced by [24 hour/1 week/etc] intervals:
1. [The parties will list the data sources that will be produced in Short Message format; e.g. Slack, Teams, WhatsApp, etc.]
To the extent possible, these data sources will be produced in the same format. Short Message specific metadata is provided in Appendix “A”.
Section 2. ESI Production Format
[Parties should collaborate on issues relating to production of electronically stored information (“ESI”), including the format. Where parties are unable to reach an agreement on the issues, the Court may expect them to comply with “default standards” (e.g., Alberta Queen’s Bench).]
ESI Production Format [primarily Original Digital Format]
	The parties will produce ESI in:
1. Original digital format, if readily exchangeable.
In near-original digital format, where the original digital format is not readily exchangeable. The parties agree that the below file types may be exchanged in near-original digital format:
i. [The parties may agree on which, if any, types of ESI are exempt from the requirement to produce in original digital format; these may include emails, which could be produced as .MHT files, or ESI which requires special or proprietary software to view in original digital format, but which may be able to be exported to PDF or other viewable format]
Where the ESI contains information that has been redacted for [privilege/confidentiality/PII], as TIFF images converted directly from the original digital format, with searchable text.[footnoteRef:5] [5:  The parties acknowledge that production of redacted images of relevant ESI does not affect their obligations to preserve the underlying ESI in its original, unredacted form.] 

[Alternatively, if a primarily image production has been agreed by all parties]
1. ESI Production Format [primarily Image or PDF]
The parties will produce ESI as TIFF images with searchable text [or searchable PDF] where practicable, and in original digital format where TIFF images [or searchable PDFs] are not practicable.
	The parties agree that the below file types will be exchanged in original digital format:
a. [The parties may agree on which, if any, types of ESI should be exchanged in original digital format; these may include files like Microsoft Excel spreadsheets which may be difficult to review in Image format]
Hard Copy or Paper Documents
Hard copy or paper documents will only be produced to the extent that corresponding ESI in its original digital format is unavailable, or if the hard copy has been modified in some relevant way (e.g. with handwritten notes or other edits).	
The hard copy documents will be processed in a manner that allows their production to meet or exceed the imaging standards set out in Section 2.3.
While these documents will not have metadata in the ordinary sense, the parties agree that the following information will be provided for hard copy documents:
b. [The parties may agree on which metadata fields will be populated for hard copy documents. These will typically include a document date field, Author, Recipient, Email CC (where present), and a document title field]
Imaging Standards
	[Imaging specifications are provided here as typical examples of minimum imaging standards; the parties may agree to more stringent standards as appropriate for the matter]
Where ESI is produced in Image format, the ESI will be produced as single page black and white TIFF images with a resolution of 300 dpi (dots per inch).
Where the color of a file materially affects its meaning or legibility, it will be imaged to colour JPEG format in 300 dpi, or provided in original digital format or near-original digital format that renders colour accurately.
Branding (Endorsement of Each Image)
Where ESI is produced in Image format, the parties agree to permanently burn in or brand each image with its corresponding [Bates number/Document ID] in the bottom right corner of the image.
Additionally, the parties have agreed to the following branding:
a. [The parties may agree on additional branding as appropriate and in keeping with the best practices of their jurisdiction, e.g. a confidentiality disclaimer]
[alternatively]
	The parties agree not to burn in or brand any image with their corresponding [Bates 	number/Document ID].
Redaction of Images [Black Box Redaction]
	[The extent to which documents may or must be redacted for reasons beyond legal privilege, such as personally identifiable information, trade secrets, or other confidential information vary across jurisdictions and legal proceeding. The parties should consult with their counsel and confirm with each other the agreed-upon categories of redaction prior to production]
ESI may be redacted for privilege, [confidentiality, personal information, and other reasons as agreed]. Documents will be redacted on TIFF or JPEG image, where applicable, using black masking so that the redaction is noticeable.
	Where images have been redacted, the fact of the redaction and the reason that it was made will be indicated in the Electronic Schedule A that accompanies the production.
[alternatively, text box redaction]
1. Redaction of Images [Text Box Redaction]
	ESI may be redacted for privilege, [confidentiality, personal information, and other reasons as agreed]. Documents will be redacted on TIFF or JPEG image, where applicable, using text box redaction that provides the reason for the redaction (e.g. “Privilege – Solicitor-Client”, “Personal Information”, etc.).
	Where images have been redacted, the fact of the redaction and the reason that it was made will be indicated in the Electronic Schedule A that accompanies the production.
1. Non-Image Redaction
Where redaction on TIFF or JPEG image is not appropriate, ESI may be redacted in its original digital format. The parties agree that the below file types will be redacted and exchanged in original digital format:
a. [The parties may agree on which, if any, types of ESI should be exchanged in original digital format; these may include files which may be difficult to redact in Image format, or that will be rendered illegible in Image format (e.g. large Excel files)]
The parties will disclose the software used to make original digital format redactions, and ensure that the reason for the redactions is discernible either on the face of the document or otherwise, as required (e.g. “Privilege – Solicitor-Client”, “Personal Information”, etc.).
Inadvertent Disclosure of Privileged Information
	The parties agree that inadvertent disclosure of privileged information as part of the exchange of ESI under this protocol does not waive the privilege, provided the parties use reasonable, good-faith efforts to exclude privileged documents from their productions. 
	To the extent a party becomes aware that privileged information has been inadvertently disclosed, they will immediately inform the disclosing party and delete or otherwise destroy the document or documents containing the privileged information, as well as any notes, copies, or other work product arising from those documents. 
	To avoid inadvertent disclosure of privileged information in redacted documents, the parties will ensure that all redactions are burned into the corresponding Image and that the extracted text provided with the Image will be generated from the redacted version of the Image, and will not include the redacted, privileged information.
Searchable Full Text
To facilitate full text searching the parties agree to exchange extracted full text from all ESI, extracted to ASCII or Unicode format. The extracted text will not be manually edited or enhanced in any way.
[where the parties have agreed to a production of searchable PDFs]
The parties have agreed to produce ESI in searchable PDF format. The text will be provided “as-is” as the result of the processing of the original digital format to searchable PDF; it will not be manually edited or enhanced in any way.
Extracted Text for Redacted ESI
Redacted extracted text based on OCR of redacted images will be provided for any redacted ESI.
[alternatively]
The parties agree that searchable full text will only be exchanged for documents that have not been redacted. 
Extracted Text – Images of Text
Where ESI contains an image of text, for example a non-searchable PDF file, the parties agree to not OCR that text. 
[alternatively]
Where EI contains an image of text, for example a non-searchable PDF file, the parties agree to OCR that text.
Text Precedence
Extracted text will be provided based on the following text precedence:
b. Redacted extracted text, where applicable;
c. Extracted text as generated by the processing software; then
d. OCR text if extracted text was not generated during processing.
Container Files
Container files such as RAR, ZIP, PST, etc. will not be produced. Their contents will be extracted and enumerated. If the existence of a container file is relevant to the matter such that the container should be produced, the parties may use a placeholder “parent” document and produce the contents of the container file as the children of that placeholder.
Standards for Listing and Describing Electronic Information in the Electronic Schedule A
The parties agree that all metadata will be preserved and produced upon request, if relevant, but the parties will not exchange metadata in the preliminary disclosure. 
The parties agree that ESI will be listed and described using available metadata and supplemented with objective coding only when necessary for meaningful disclosure. For example, the filename of a Word document may not be descriptive. Although metadata for ESI is not always accurate, the parties agree to ensure that the metadata to be extracted and disclosed will not be edited by the disclosing party, [except where required to redact privileged information]. 
If objective coding is needed for meaningful disclosure, that coding will be entered into the required metadata fields set out in Appendix “A”.
File Format for Schedule A 
The format for the ASCII or Unicode text file containing the electronic Schedule A records is Comma Separated Values (“CSV”). 
Entries for each field will be delimited by a comma, and entries for records are separated by a new line (carriage return <CR>8). Entry contents will be enclosed in quotation marks where necessary to ensure that commas embedded in the content of a field are not interpreted as a delimiter. Multiple entries in a field are delimited by a semi-colon.
[alternatively]
The format for the ASCII or Unicode text file containing the electronic Schedule A records is tab delimited. Entries for each field will be delimited by a tab, and entries for records are separated by a new line (carriage return <CR>). Multiple entries in a field are delimited by a semi-colon. 
Header Record for Schedule A
The first row (record) in the Schedule A file will contain the name of each field, to facilitate the loading process.
For additional formatting information and a list of the required metadata that must accompany the production, please refer to Appendix “A”
Section 3. Delivery of the ESI Production
Cover Letter
The productions will be accompanied by a cover letter [if the production is to be delivered physically] or email [if the production is to be uploaded to a secured cloud site] that contains the following information:
a. Confirmation of delivery methodology.
b. Technical information regarding compression (Zip file or otherwise) and software required to extract.
c. Encryption information (including any passwords required to access information, provided under separate cover for security).
d. A description of the production sufficient to verify that the entire production has been received, including the total number of files produced, encrypted and unencrypted GB size, and number of encrypted files included in the delivery.
Addresses for Delivery
The production of Party A will be provided via portable storage media appropriate to the size of the production (i.e. USB/Flash Drive or Hard Drive) to the following address:
[Insert specifics for delivery here]
The production of Party B will be provided via portable storage media appropriate to the size of the production (i.e. USB/Flash Drive or Hard Drive) to the following address:
[Insert specifics for delivery here]
[alternatively]
1. Secure Cloud Storage Site for Upload
The productions will be uploaded to the secure cloud storage site at the below address:
	[Insert specifics of secure cloud storage site]
[Party A] is responsible for providing upload and download access to all appropriate individuals in advance of the production deadline.
Production Deadline
The productions will be delivered/uploaded by 11:59 PM on [insert date]. If there is anything that would prevent the parties from delivery by this date, the Parties will advise as soon as they become aware.
Compression and Encryption of Productions
a. The productions shall be provided in compressed, encrypted form (i.e. in password-protected Zip files, on BitLocker-encrypted physical media, etc.).
b. The productions shall be encrypted with a strong password and AES-256 encryption.
Production Segmentation
The productions shall be segmented into groups [insert size or volume limitation, e.g. ‘that contain no more than 250,000 files’].

Appendix “A” – Required Metadata and Load File Formatting
	Field 
	Field Type and Format
	Description

	PRODUCTION NUMBER
[PRODNO/DOCID/
BEGDOC#/BATES]
	Fixed-Length Text
	Unique sequential document identifier representing document level numbering assigned to each document. This field may go by different names depending on jurisdiction and local practice.
Production numbers may be document level or page level.

	BEGATTACH
	Fixed-Length Text
	The production number assigned to the first document in a family will be assigned to the entire family using this field. Standalone documents will not have a value for this field.

	ENDATTACH
	Fixed-Length Text
	The ending document number in a family. Standalone documents will not have a value for this field.

	FAMILY ID/
PARENT ID
	Fixed-Length Text
	The production number assigned to the first document in a family will be assigned to the entire family using this field, including for standalone documents

	CUSTODIAN
	Single Choice
	Name of custodian

	ALL CUSTODIANS
	Multiple Choice
	Where global deduplication is used, this field is populated with all custodians who had a copy of the document or document family, including where copies were de-duplicated during processing

	DATE CREATED
	Date (date:time)
	Extracted contents of the date created file system metadata field

	DATE LAST MODIFIED
	Date (date:time)
	Extracted contents of the date last modified file system metadata field

	EMAIL FROM
	Fixed-Length Text
	Name and/or email address of the person who authored the email per the From line of an email

	EMAIL TO
	Long Text
	Name and/or email address of the recipients of an email per the To line

	EMAIL CC
	Long Text
	Names and/or email addresses of the recipients of an email per the CC line

	EMAIL BCC
	Long Text
	Names and/or email addresses of the recipients of an email per the BCC line

	EMAIL SUBJECT
	Fixed-Length Text
	Subject line of an email

	AUTHOR
	Fixed-Length Text
	Name of the person or organization that authored the document\email

	DOCUMENT TITLE
	Text
	Title of the document as added by Objective Coding for hard copy documents.
For electronic documents this may be a unified Email Subject/File Name field.

	FILE NAME
	Fixed-Length Text
	The name of an electronic file

	FILE EXTENSION
	Fixed-Length Text
	File extension of an electronic file

	FILE SIZE
	Number
	File size (in bytes, kilobytes, or megabytes)

	DOCUMENT TYPE 
	Fixed-Length Text
	The type of document based on Objective Coding for hard copy documents. 
Example: Letter, Memo, Drawing, Report, Email, Invoice etc.
The type of document as assigned by the processing software for electronic documents.
Example: Email, Attach or Edoc

	
LEAD DATE/
PARENT DATE/
SORT DATE/
	Date:time (MM/DD/YYYY)
	Field used for sorting purposes. Date of the family parent document. Where a document has no parent, the Parent Date /Lead Date field is based on the following hierarchy:
1. Objective Coding (if applicable)
2. Date Sent
3. Date Modified
4. Date Created

	MESSAGEID
	Fixed-Length Text
	A unique identifier for an email that can be used for deduplication.

	DOC DATE
	Date:time (MM/DD/YYYY)
	Date of the document based on the following hierarchy:
1. Objective Coding (if applicable)
2. Date Sent
3. Date Modified
4. Date Created

	SENT DATE/TIME
	Date:time (MM/DD/YYYY hh:mm)
	Date that an email was sent

	HAS REDACTIONS
	Yes/No
	Identifies a document containing a redaction

	PRIVGROUNDS/
REDACTION REASON
	Multiple Choice
	Identifies the type of privilege being claimed for Privileged Documents

	MD5 HASH/
SHA1 HASH
	Fixed-Length Text
	Algorithmic value extracted by processing software. The parties should agree on which hashing value will be used.

	CONFIDENTIAL
	Yes/No
	Notes where a document is deemed confidential.

	DR NUMBER/
UNDERTAKING NO/
EXHIBIT NUMBER
	Fixed-Length Text
	If applicable, identify the document request, undertaking or exhibit number that the document is produced in response to.
As an example: an undertaking provided following the examination of John Henry Smith would use the following numbering scheme: UJHS-01

	FILE PATH
	Fixed-Length Text
	Path to the original digital format of the Producible Document in the Load File Deliverable

	TEXT PRECEDENCE (AKA OCRLINK)
	Text
	Path to the Text Format of the Producible Document in the Load File Deliverable



Short Message Metadata – Minimum Requirements
	Field 
	Field Type and Format
	Description

	SMF CONVERSATION ID
	Fixed-Length Text
	Unique identifier representing the conversation to which the short message belongs

	SMF FROM
	Fixed-Length Text
	Name and/or email and/or number of the person who authored the short message

	SMF TO
	Long Text
	Name and/or email and/or number of the people who received the short message

	SMF BODY
	Long Text
	Body of the short message

	SMF DEVICE
	Fixed-Length Text
	The name of the device the short message was collected from

	SMF APPLICATION
	Fixed-Length Text
	The name of the short message application the message was collected from


[The parties may agree on additional Short Message fields as appropriate, and are encouraged to consult the EDRM’s Short Message Metadata Primer]
Load File Formatting
The Data Load File will have a line at the top that identifies the fields included and their order (“Header Row”). The documents will be placed below the Header Row and each field in the Data Load File (“Column”) will be delimited with the following delimiters.
	Delimiter
	Character
	Character Code

	Column\Field
	¶
	ASCII 020

	Quote
	þ
	ASCII 254

	New Line
	®
	ASCII 174

	Multi-Value
	;
	ASCII 059

	Nested Values
	\
	ASCII 092


Opticon Load File Format
The Opticon load file is a page level load file, with each line representing one image. The Page Identifier column of each line indicating the start of a new document must match the production of the Producible Document.
Below is a sample:
DOC000001,VOL01,.\IMAGES\001\DOC000001.TIF,Y,,,3
DOC000001_001,VOL01,.\IMAGES\001\DOC000001_001.TIF,,,,
DOC000001_002,VOL01,.\IMAGES\001\DOC000001_002.TIF,,,,
DOC000002,VOL01,.\IMAGES\001\DOC000002.TIF,Y,,,2
DOC000002_001,VOL01,.\IMAGES\001\DOC000002_001.TIF,,,,
The fields are, from left to right:
	Column\Field
	Example
	Description

	Field One 
	DOC000001
	The Page Identifier. 

	
	DOC000001(first page)
DOC000001_001 (second page)
DOC000001_002 (third page)
Parties will provide data and may need to modify.
	Unique page suffixes must be included after page 1

	Field Two 
	VOL01
	The volume identifier is not required. 

	Field Three 
	.\IMAGES\001\DOC000001.TIF
	A path to the image to be loaded

	Field Four 
	Y
	Document marker - a “Y” indicates the start of a unique document.




Appendix “B” – Additional Guidelines/Practice Direction by Province
Alberta 
· Court of Queen’s Bench of Alberta Civil Practice Note No. 4 - Guidelines for the use of technology in any civil litigation matter (March 1, 2011): https://albertacourts.ca/docs/default-source/qb/civil-practice-note-4---guidelines-for-the-use-of-technology-in-any-civil-litigation-matter.pdf?sfvrsn=bf4fad80_6 
British Columbia 
· British Columbia Supreme Court Practice Direction Re Electronic Evidence (July 1, 2006): https://www.bccourts.ca/supreme_court/practice_and_procedure/practice_directions_and_notices/electronic_evidence_project/Electronic%20Evidence%20July%201%202006.pdf
· Generic Protocol Document: https://www.bccourts.ca/supreme_court/practice_and_procedure/practice_directions_and_notices/electronic_evidence_project/Generic%20Protocol%20Document.pdf 
Manitoba
· Court of Queen’s Bench of Manitoba Practice Direction – Guidelines regarding discovery of electronic documents (June 20, 2011):
https://www.manitobacourts.mb.ca/site/assets/files/1152/qb_disc_of_edocuments.pdf 
Nova Scotia
· Supreme Court of Nova Scotia Practice Memorandum #5 E-Disclosure (June 27, 2014): https://courts.ns.ca/sites/default/files/courts/NSSC%20Practice%20Memos/NSSC_PM5_E-Disclosure_June_27_2014.pdf
Saskatchewan
· Civil Practice Directive #1 E-Discovery Guidelines Reference: CIV-PD #1 (November 1, 2023): https://sasklawcourts.ca/wp-content/uploads/2021/04/GA_CVPD1July2013.pdf 

