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“The obligation to protect records and other 
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Metadata - what is it?

It is the marginalia of the paper world

Electronic information gleaned from a native file

EXAMPLE - An unsigned memo exists in a paper format with 
your clients name typed at the bottom but you want to know 
who’s thought process was behind the drafting of the memo.
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Date Created / Modified / Accessed
Filename and path
Owner
Author
Security settings

Metadata – where is it found?

File System Metadata

Date Created / Modified / Accessed
Filename and path
Owner
Author
Security settings

E-Discovery



Platinum Legal Group

Metadata – where is it found?

Email Metadata

To/From/CC/BCC
Subject
Date Sent / Time Sent
Date Received / Time Received
Read
Delivery path

Metadata – where is it found?

Email Metadata

To/From/CC/BCC
Subject
Date Sent / Time Sent
Date Received / Time Received
Read
Delivery path

E-Discovery



Platinum Legal Group

Metadata – the plan

Identify potential forms of metadata that may be useful in 
the case

Assess the likely relevance of that metadata

Are there authentication and admissibility issues where 
metadata may be needed?
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Prepare Data

Chain of custody – access and control
Culling – isolating specific information 
sources, timeframes, deduplication
Electronic processing – extraction of 
metadata, organization of information
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Culling – use of search terminologies
Responsive – assessment and tagging of 
responsive documents

Review Data

Culling – use of search terminologies
Responsive – assessment and tagging of 
responsive documents

Steps in the E-Discovery 
Process



Platinum Legal Group

Produce Data

Sub-sets - collections of responsive 
documents for production 
Data Delivery – establish format of 
electronic exchange (client, expert, 
opposing counsel)
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Understanding Technology Infrastructure
Need to know…how to preserve it

Backup tapes – strategy on what to pull, 
rotation/retention policies, legacy issues
Hard drives – ‘ghosting’, forensic acquisition, 
swapping out
Metadata – avoid altering
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