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Tipsfor Using Virginia CLE® Electronic Books

Natur e and Features of Electronic Books

« Virginia CLE® Electronic Books are in portable document format (PDF). These tips
pertain to the use of versions 6 and later of Adobe® Reader® to view those PDF books.
Some of the features discussed are not available in previous versions of Adobe Reader.
Y ou can download the latest version of Adobe Reader free of charge at www.adobe.com.

* VirginiaCLE hasincluded anumber of featuresto make your use of its el ectronic books
easier and more efficient. Books contain “bookmarks’ that link to chapters and other
major subdivisions. They may also contain links within the text to other pages or
embedded files, such as forms. Finally, they have been created in a way that allows
effective copying of small portionsfor usein memoranda, briefs, and similar documents.

Opening a Book

* You should open electronic books directly in Adobe Reader rather than clicking on links
to them within a Web browser. When you click on alink to a PDF document in your
browser, Adobe Reader will open the document within the browser. That limits the
viewing space and may not permit the full functionality of Adobe Reader.

Viewing a Book
A “Bookmarks’ tab islocated at the far |eft of the screen.

» Bookmarks are visible when you open the book. If you prefer to view the book on the
full screen, click on the tab to hide the bookmarks. The tab remains, so you can click
on it again whenever you want to display the bookmarks.

* Thereisan “Options’ menu button at the top of the left frame where the bookmarks
are displayed. Click on it to display various options that affect how bookmarks look
and work.

* You can wrap long bookmarks by selecting that option. Y ou may not be able
to see as many bookmarks at the same time, but you will see the full text of
each bookmark. If you prefer to see more bookmarks, don't select that option.
You can still seethe full text of the bookmark by passing your cursor over it.
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* Youmay findthat themost desirablebookmark appearanceiscreated by setting
the text size to “Small.”

» If you select Hide After Use, thetext of the document will be displayed in the
full Adobe Reader window when you click on the bookmark. Y ou can always
display or hide the bookmarks by clicking on the “Bookmarks’ tab at the top
left of the window.

Magnification can be controlled in a number of ways.

Choosing to have the bookmarks frame displayed on the left will affect the size of the
text in the main window. Y ou can make the bookmarks frame smaller to increase the
size of the text in the main window by putting the cursor over the dividing line
between the frame and the window until the cursor becomes a double arrow and then

dragging it.

Y ou can select the plus and minusicons in the toolbar at the top of the page to make
the text larger or smaller.

Y ou can enter the percentage of the actual size of the document into the percentage
window or select a predetermined percentage.

Y ou can select one of the page iconsin that toolbar, i.e., actual size, full page, or full
width (this one seems to be the most useful).

Y ou can select the magnification tool from that toolbar, put the magnification cursor
over thetext, and click or drag depending on which magnification tool you are using.
If you choose this method, be sure to remember to reselect the “hand” tool when you
want to use it to move the page.

Book Navigation Aids

Scrollbar: The Windows® scrollbar worksin the usual way and is quite useful for moving
through adocument. If you know the page number you are looking for, movethe scrollbar
and rel ease the mouse button when that page number appears. (At the bottom of the screen
ontheright, set the page display optionto “single page” if you want the scroll bar to allow

you to find a page number quickly.) Y ou may also enter the desired page number in the

bottom menu bar and press “ Enter.”

Page Numbers: Page numbers are displayed at the bottom of the screen. Use the arrows
next to the page number display to move from page to page. Please note that the numbers
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in parentheses are “absolute” page numbers showing the actual count of pages in the
electronic book. The number outsidethe parentheses matchesthe page number of the print
edition.

Hand Tool: If afull pageis not displayed, use the “hand” tool to move the page up and
down.

Bookmarks: Display the “bookmarks’ (see above), and click on the one you want to
proceed to that page.

Links: A page may contain alink to another page. Click on the link to view the “target.”
A page may also contain linksto files, images, or other objects. Right click on thelink to
openthefileor saveit. “Formson disk,” which are often included with the print editions
of VirginiaCLE books, are embedded in el ectronic books using such links, so no separate
disk or CD-ROM is needed.

Search: If you arenot using version 6 or later of Adobe Reader, you should download the
latest version (free of charge at www.adobe.com) and install it, because versions 6 and
later have better search features than earlier versions.

» Close the Bookmarks frame to improve readability of the text as you search.

» Click the Search button (binocularsicon) in the toolbar at the top of the screen. The
program will display of all your “hits” in the search window showing some of the
surrounding text. Your search phrase will aso be highlighted in the text of the book
in the main viewing window.

» Besuretoselect “current PDF document” if you want to limit your search to the book
you are viewing. You also have the option of searching all PDF documents in any
given directory.

» The usual options of matching whole words and doing case-sensitive searches are
available. Y ou may find the case-sensitive option useful when you are looking for an
extended discussion of the topic for which you are searching. Virginia CLE's
handbooks useinitial capitalsin subheadingsand all capitalsin major topic headings.
For example, if you are looking for information on the attorney-client privilege, you
might begin with a case-sensitive search for Attorney-Client or even ATTORNEY -
CLIENT to seewhether the book containsany extended discussion of that topic. If you
want to find all occurrences of “attorney-client,” be sure the “ Case-Sensitive” option
IS not selected.
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Copying and Pasting

Y our license agreement allows you to copy small portions of text for use in memoranda,
briefs, and similar documents.

Normally the tool that is active is the “hand” tool, which allows you to move the page
vertically or horizontally. To change the cursor to an I-bar that will allow you to highlight
text, click on the Select Text tool. That tool will remain active until you click on another
tool.

When you pass your cursor over text that is available for copying, it changesto an |-bar
cursor that you can use to copy and paste the text in the usual manner. One practical use
for thisisthe copying and pasting of citationsinto your electronic legal research software.
Virginia CLE has designed its books so that small portions of text can easily be
reformatted when pasted into aword processing document. Larger portions of text will
contain avariety of codesthat are used to format Virginia CLE books. These codes may
result in erratic results in word processing documents.

To create agraphic image of text (and maintain its exact appearance), use the “ Snapshot”
tool (cameraicon). After selecting the tool, move the crosshair cursor to the upper left
corner of the areayou want to copy, hold down theleft mouse button, and move the mouse
to create aborder around the text you want to copy as agraphicimage. Release the button,
and the image will be copied to the Windows clipboard. Y ou can then paste that image
into any Windows application that accepts graphic images.

Some pages of Virginia CLE Electronic Books may look like text but are only graphic
images. The Snapshot tool works in the same way with those pages.

Printing

Pages from Virginia CLE Electronic Books may be printed for the persona use of the
individual who has acquired the electronic book license.

To print oneor more pages, sel ect the printer icon and choose “ Current page” or select the
range of pages you want to print.

To print only aportion of apage, enlarge the page using one of the magnification options
discussed above, select the printer icon, and choose “ Current view.”
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CHAPTER 13
DISCOVERY IN THE DIGITAL AGE

13.1 OVERVIEW

13.101 Electronic Information and the Legal Profession.
Electronic information has invaded every aspect of business. Communications
are transmitted and stored on computers, mobile, and wearable devices, in the
cloud, and in the near future will be transmitted using methods not yet
invented.

Computers, servers, and databases store and analyze data critical to
business operations. This includes data for production and sales, payroll and
accounting, employee performance and evaluation, market and product
research, competitive intelligence, and more. More recently, companies have
emerged whose entire business model uses big data applications to aggregate
data from a variety of sources for analysis.! The rapid evolution of computer
technology has spurred an exponential growth of data.2 In the span of a decade,
we moved to discussing data volumes in terms of “bytes” to “kilobytes” to
“megabytes” to “gigabytes” to “terabytes” to “petabytes” to “exabytes”’ to
“zetabytes,” each step a thousand-fold increase over the previous level. The
ever increasing volume of data also increases the complexity of issues related
to data awareness, retention, preservation, collection, and analysis.

As these complexities and costs grow, so does the need for effective and
thoughtful handling of discovery. Today most practitioners use computers not
only for word processing, time recordation, and accounting, but also for
communicating with each other and with clients and for storing and retrieving
source documents, pleadings, and transcripts. Documents of this nature are
presumptively immune from discovery, but their immunity is increasingly

1 Gartner defines “big data” as “high-volume, high-velocity and/or high-variety information assets that
demand cost-effective, innovative forms of information processing that enable enhanced insight, decision
making, and process automation.” Gartner, IT Glossary, www.gartner.com/it-glossary/. In the business
context it typically means the aggregation and analysis of data to enable business decisions. For example,
many retailers use big data techniques to make marketing and product pricing decisions.

2 Cisco estimates that by the year 2021, more than 2.8 zetabytes (i.e., 2.8 trillion gigabyes) of data will
transmit over the internet each year. Five things that are bigger than the internet: Findings from this year’s
Global Cloud Index, https://blogs.cisco.com/sp/five-things-that-are-bigger-than-the-internet-findings-from-
this-years-global-cloud-index.
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476 DISCOVERY IN THE DIGITAL AGE

under attack. Both attorney-client-privileged and work product materials can
be vulnerable to discovery if their confidentiality is not maintained.?

This chapter addresses the unique aspects of digital information that
must be considered in pursuing and responding to discovery. A lawyer who
does not understand the role of electronic information today, or who does not
thoroughly investigate his client’s information systems and applications,
cannot effectively pursue or respond to discovery requests. A search for
information cannot be effective without appreciating how technology creates,
manipulates, stores, and leaves traces of that information.

Helpful resources on this topic abound. Electronic discovery vendors,
law firms, and independent commentators electronically publish white papers,
compilations of recent case law, and a wealth of other materials. Many
conferences and seminars focus on this topic alone. Independent, unbiased
authorities are useful sources of information. One such authority, the Sedona
Conference, is a non-profit research and educational institute dedicated to the
advanced study of law and policy in complex litigation.*

Sedona Conference publications are often cited as highly regarded
authority by many in the legal field, including the judiciary.5

13.102 ABA Model Rules of Professional Conduct.

A. In General. Since August 2012, the American Bar Association
Model Rules of Professional Conduct explicitly require lawyers to keep abreast
with evolving technology that impacts law practice. Though the ABA Model
Rules are not binding on lawyers, they do serve as models for the ethics rules
in most states.

B. Model Rule 1.1. Model Rule 1.1 requires a lawyer to “provide
competent representation to a client,” and “competence” is defined as having
the “legal knowledge, skill, thoroughness and preparation reasonably
necessary for the representation.” Comment [8] to Model Rule 1.1 requires that
“[t]o maintain the requisite knowledge and skill, a lawyer should keep abreast
of changes in the law and its practice, including the benefits and risks

3 See generally 9 12.2, 12.3 of this book.
4 www.thesedonaconference.org/aboutus.

5 See, e.g., Victor Stanley, Inc. v. Creative Pipe, Inc., 250 F.R.D. 251 (D. Md. 2008); Cason-Merenda v. Detroit
Med. Ctr., Civ. Action No. 06-15601, 2008 U.S. Dist. LEXIS 51962, 2008 WL 2714239 (E.D. Mich. July 7,
2008).
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associated with relevant technology . . .”® This comment indicates that a lawyer
advising a client should become familiar with the technology that would affect
the related advice. Many technical decisions could have a direct impact on the
litigation process, and exhibiting “competence” requires the lawyer to
understand enough about the implicated technology to analyze those potential
results.

C. Model Rule 1.6. Model Rule 1.6 regarding confidentiality of
information includes subpart (c): “A lawyer shall make reasonable efforts to
prevent the inadvertent or unauthorized disclosure of, or unauthorized access
to, information relating to the representation of a client.” Comment [18] dis-
cusses the factors to be considered in determining “reasonable efforts” in
confidentiality safeguards taken be the lawyer.” This increased scrutiny on
securing confidential information is a natural result of the proliferation of
technology to transmit information or communicate with clients and non-
lawyers employed to assist in the representation.®

D. Model Rule 5.3. Model Rule 5.3 provides guidelines about a
lawyer’s responsibilities when engaging a non-lawyer to assist the client.
Comment [3] specifically references examples of retaining a document
management company to create and maintain a litigation support database
and use of an internet-based service to store client information. The comment
states: “When using such services outside the firm, a lawyer must make
reasonable efforts to ensure that the services are provided in a manner that is
compatible with the lawyer’s professional obligations.”

13.2 CATEGORIES OF POTENTIALLY DISCOVERABLE ELEC-
TRONIC DOCUMENTS AND INFORMATION

13.201 In General. To conduct and respond to discovery effectively,
an attorney needs to understand how events, ideas, communications, data com-
pilations, and analyses are contemporaneously recorded and stored. For cen-
turies, significant events and ideas have been contemporaneously recorded and
communicated on paper documents. Today, paper documents constitute only a
selectively composed snapshot of contemporaneously recorded events and
ideas. The actual recordation increasingly occurs in digital form on computer

6 Ttalicized text is the 2012 amendment to the original comment.
7 Comment [18] references Model Rules 1.1, 5.1 and 5.3.

8 Similarly, Model Rule 4.4 and its comment [2] reference the inadvertent transmission of electronically
stored information and metadata.
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storage devices, and those devices are ever evolving regarding what they can
store and how the information on them can be obtained. Communications in
both the personal and business world are increasingly entirely electronic. For
some cases, 1t 1s not the communications that are critical to discovery, but
rather the data created, received, and otherwise maintained and analyzed by
various departments within a client company.

Much of a business’s ESI is in the form of electronic files. Electronic files
generally store information in a standardized format that can be used by one
or more applications. Most businesses utilize word processing files and spread-
sheet files for creating and storing business records. There are other types of
proprietary software for more specialized applications. Files typically have an
alphanumeric name® and can be stored on a computer storage device.
Computer storage devices include physical or virtual computer hard drives, the
flash memory inside a mobile device, remote servers, and legacy data on CD-
ROM disk or digital tape.

Unless the file is simple and transitory, it will usually evolve over time.
Certain collaboration channels, databases, or spreadsheets may evolve for
years. Usually, as the file is revised, the new version replaces (overwrites) the
last version. When this occurs, the record of the earlier version is often lost,
although some computer systems have an auditing “trail” function or document
management system that will store each revision separately. In this type of
system, it may be possible to reconstruct the evolution of the document over
time. Historical versions of electronic files are often just as relevant in
discovery as current versions. Most modern cloud-based collaboration tools do
not preserve versioning.

13.202 Email. Because of its pervasiveness,l? email warrants special
attention in any litigation by both the requesting and the responding attorney.
Certain aspects of email communication are attractive not only to email users,
but also to litigators. First, large numbers of people communicate by email in
a candid and informal manner that would not be used in traditional written
memoranda. Second, the number of users and ease of use results in email re-
placing much oral communication. Third, the nature of email and the manner

9 Modern computer systems allow descriptive file names. Historically, severe limitations on creating file
names often resulted in code names that were meaningless to all but the file creator. Even today, some
systems used by large organizations may impose file-naming conventions that preclude descriptive names.

10 The Radicati Group estimates that by the end of 2024, more than 361 billion business and consumer emails
will be sent and received per day. The Radicati Group, Email Statistics Report 2020-2024 (February 2020),
www.radicati.com/wp/wp-content/uploads/2020/01/Email_Statistics_Report, 2020-2024_Executive
_Summary.pdf.
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in which it can be copied and stored, even without any effort on the part of the
sender or receiver, makes it a more permanent record than a conversation, a
casual handwritten note, or even a typewritten note.!! Fourth, many email
users do not regularly delete messages, and even those who do attempt to
delete them may not realize that copies may still exist in the mailboxes of other
senders and receivers or in backup storage long after the message has been
forgotten. Though the volume of retrievable email in a large company’s files
can be staggering and present cost concerns, the impact of email on litigation
can in some cases be quite significant.

13.203 Mobile Devices and Messaging Communications.
Messaging services have exploded in popularity both with individuals and
corporate users, and, for some users, have replaced email as the default method
of casual communication.!? Historically, messaging was bifurcated between
mobile device messaging services (e.g., Short Message Service (SMS) messages,
Rich Communication Service (RCS) messages, BlackBerry PIN messages) and
computer messaging (e.g., AOL Instant Messenger). Not only are the number
of messaging services growing, but most (e.g., Apple iMessage, WhatsApp,
Skype for Business, Slack, Zoom) are now cross-platform. Further, most
messaging services are adopting characteristics of file-sharing services and
social media at the same time that social media platforms such as LinkedIn
and Instagram and collaboration platforms such as Zoom, Teams, and Google
Suite have integrated private and group messaging features. All have browser
and mobile app functionality. Many integrate to wearable technology or
external devices such as a watch, step counter, GPS tracing device, camera, or
a virtual assistant.

These brief and informal messages may be subject to a party’s duty to
preserve and produce relevant information. Because of the ease and perceived
privacy of sending short messages instantaneously, text messages have largely
replaced email as a form of brief, “chatty” communication. Regardless of its
informality (often because of it), this information is potentially discoverable
depending on the facts of the individual case and whether the burden of either

11 See Committee on Federal Courts, Discovery of Electronic Evidence: Considerations for Practitioners and
Clients, Committee on Federal Courts, 53 The Record 656, 663 (Sept./Oct. 1998).

12 According to Radicati, “Email is still the most pervasive form of electronic communication for both business
and consumer user . .. as an email account (i.e. email address) is required to sign up to any kind of online
activity, including social networking sites, instant messaging and any other form of account or presence on
the internet. Online purchases also involve an email address for confirmations, notifications and more.”
Radicati Group, Email Statistics Report, 2020-2024 — Executive Summary (February 2020), radicati.com/
wp/wp-content/uploads/2020/01/Email_Statistics_Report,_2020-2024_Executive_Summary.pdf).
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preserving or producing that information, which can be substantial, would be
worth the benefit of obtaining that information.3

Similarly, mobile devices such as cellphones and wearables may be a
source of communications and other records that are not text-based, such as
voicemalils, images, or location tracking, that are within the realm of poten-
tially discoverable information. Custodians commonly create and share photos,
videos, and screen captures of accident scenes, altercations, and conversations,
as they are experienced in real-time. Those records are frequently backed up
to cloud accounts or shared with little or no descriptive text to provide context.
The informal nature of modern messaging lends itself to jargon, abbreviations,
misspellings, lack of punctuation, and emojis. Litigation counsel evaluating
their preservation and collection strategy should consider whether the case is
one that may involve non-traditional content shared between devices with
potentially key metadata about date, time, and GPS location embedded
throughout—but perhaps no text or keywords to be found.

Retention is a notable challenge associated with identification, preser-
vation, and collection of messaging and other mobile data. SMS messaging
apps on various operating systems are often configured by default to
periodically auto-delete messages to preserve storage space—and users are
frequently unaware of this feature. Some courts have identified an obligation
for litigants (or their counsel) to include clear instructions in their legal hold
notices that require proactive steps to ensure that potentially responsive
communications are not deleted by an automatic system process before they
are preserved.'4 In contrast, messaging built into certain other platforms such
as Instagram tend to linger potentially indefinitely—making filtering and
unitization for discovery review and production a challenge. Consider also that
many platforms are designed to send encrypted content that will be seen only
one time and then completely destroyed. While public perception may accept
that there are legitimate business uses for this level of privacy!® and some of

13 See, e.g., Paisley Park Enters., Inc. v. Boxill, 330 F.R.D. 226, 234 (D. Minn. 2019) (holding text messages
discoverable under Rule 34). See infra 4 13.301(E) (discussing the not reasonably accessible test in Federal
Rule 26(b)(2)(B)). Dalton v. Commonwealth, 64 Va. App. 512, 521-523, 769 S.E.2d 698, 703—-04 (2015)
(determining text messages constitute writings for the purposes of the best evidence rule).

14 See, e.g., Paisley Park Enters., Inc. v. Boxill, 330 F.R.D. 226, 233 (D. Minn. 2019) (holding that the failure
to suspend auto-delete or institute a legal hold to suspend deletion of text messages was unreasonable, given
the importance of the issues at stake and the amount in controversy) (citing Steves & Sons, Inc. v. JELD-
WEN, Inc., 327 F.R.D. 96, 108 (E.D. Va. 2018)).

15 See the Department of Justice’s 2019 revisions relaxing the stringent prohibition of any ephemeral
messaging that was previously in their 2017 FCPA Corporate Enforcement Policy guidelines. The guidance
now requires “Appropriate retention of business records, and prohibiting the improper destruction or
deletion of business records, including implementing appropriate guidance and controls on the use of
personal communications and ephemeral messaging platforms that undermine the company’s ability to
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