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1. About this Protocol

1.1 Introduction

For simplicity LiST's Data Exchange Protocol is provided in two parts:

Part 1 deals exclusively with electronic Disclosure Documents;

this part, Part 2, deals exclusively with their associated Disclosure Data and involves provision of a Data Exchange File.

Parties exchanging both electronic Disclosure Documents and Disclosure Data will therefore need to refer to both parts of this Protocol.

This Protocol will be updated by LiST from time to time as practices in this area change, the Civil Procedure Rules are updated and/or technology develops.

1.2 What this Protocol does

The LiST Data Exchange Protocol Part 2 for Disclosure Data sets out cost-saving best practice for exchanging electronic Disclosure Data, most likely recorded and stored in a database created for the case.  This Protocol actively encourages inter-party discussion and agreement as to the way in which Disclosure Data can be exchanged.  It is a fundamental assumption of this Protocol that parties wishing to receive orderly disclosure in a business-like manner must be prepared to provide orderly disclosure in a business-like manner.

Throughout this Protocol reference is made to Disclosure Data but the conventions and rules set out below apply equally to any exchange of data between any organisations (including litigation support bureaux) or, indeed, parties changing to a different litigation support system.

1.3 What this Protocol does not do

This Protocol neither provides assistance with the creation of Disclosure Data or electronic Disclosure Documents (for instance, scanning paper Documents to Electronic Images) nor suggests that this be a mandatory exercise on your particular case.  Furthermore, this Protocol does not seek to dictate how a party should store its Disclosure Data within its own database system (if any) nor, indeed, which system should be used.

1.4 Target audience

This is a highly technical Protocol couched in technical language deliberately aimed at specialists who have day-to-day responsibility for processing and managing electronic disclosure.  This Protocol assumes that the reader has a level of technical knowledge sufficient for undertaking the exchange of Disclosure Data.

1.5 Why this Protocol is necessary

Most database systems used in litigation follow inflexibly different rules to one extent or another.  A good example is the different ways in which Document dates are managed.  Some databases allow a loose structure (such as "January 1999" or "Undated"), others are unable to accept that a date entry can be anything other than blank or a numerical day, month and year (such as "12/10/1999") and refuse to process data that does not comply with this format.  Users of the second type of database will invariably need to change the format of Document dates when receiving Disclosure Data from users of the first type of database.

This is compounded by the fact that, where database rules are reasonably relaxed (such as in recording people's names), different users of database systems have developed their own preferred formats or "house style" with which they are comfortable.  In order to make the lawyer's task of assimilating the information (that is, the aggregation of each party's Disclosure Data) as efficient as possible it should be presented in a uniform manner.  This invariably leads to changing incompatible formats when receiving data from another party.

Exchanging Disclosure Data is therefore rarely a straightforward exercise and involves data manipulation of varying degrees of complexity in order to change the format of the other party's Disclosure Data.  These difficulties are repeated, with minor variations, on each case where Disclosure Data is exchanged.  The minor variations currently make it impossible to prepare processes that can be reutilised without significant changes being made, and cost incurred, each time Disclosure Data is exchanged.

The exchange of Disclosure Data remains ungoverned by any standards anywhere in the world.  This Protocol seeks to simplify and speed up procedures and reduce cost by establishing sensible standards that all parties can follow to improve the exchange of Disclosure Data.  Adoption of the standards contained in this Protocol will mean that, for parties who so wish, much of the processing of Disclosure Data can now be automated and greatly simplified, with concomitant cost and time savings.

Finally, Practice Direction 31 to CPR Part 31 supports the contention of inter-party co-operation and specifically states that parties should discuss any issues concerning the disclosure of electronic Documents and cooperate at an early stage as to the format in which electronic Disclosure Documents are to be provided.

1.6 How this Protocol works

It is important to note that database systems' different rules and database users' different house styles remain unaffected by this Protocol.  In order to achieve that, this Protocol seeks to establish an efficient and constant way of structuring a party’s data only at the moment it is provided to other parties.  This is done by each party creating two system filters which can be re-used with little or no adaptation each time Disclosure Data is exchanged in the same or any other proceedings as long as all parties concerned follow this Protocol.

One filter (the "export" filter) is used to reformat a party's Disclosure Data to comply with the standards set out in this Protocol at the moment it leaves that party’s database, whilst the other filter (the "import" filter) is used to reformat Protocol-compliant data so that the receiving  party’s database can seamlessly integrate it.  The diagram below demonstrates this graphically.

It is intended that this Protocol will eventually become so standard that database systems will be designed with, or upgraded to include, Protocol-compliant export and import filters, thereby obviating the need for parties new to this Protocol to write their own.  
It should be noted that until that time the one-off task of creating the two filters will require the services of a person with appropriate programming skills and knowledge of a party's existing or proposed database system.  In some instances this may require a party to enlist the expertise of an external consultant.

The LiST Protocol in practice
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1.7 Who is behind this Protocol

This Data Exchange Protocol (Parts 1 and 2) has been drafted by a Working Group of litigation support specialists selected from the membership of LiST (the Litigation Support Technology Group) as representative users of the most common litigation support systems currently available in the UK.  The individual authors, each of whom has been involved in many Disclosure Data exchanges, are cited at the end of this document.

2. Potential core reference documents

LiST Data Exchange Protocol Part 1 for electronic Disclosure Documents
List of Documents
Civil Procedure Rules Part 31
Practice Direction 31
Draft Practice Direction for the Use of IT in Civil Proceedings
3. What parties need to provide

(A) Disclosure Data in a Data Exchange File; and

(B) a simple text file describing the field names and field types being provided,

(C) on one or more agreed exchange media.
4. How parties should provide Disclosure Data

As a minimum, parties should exchange the same Disclosure Data as would be contained in their Lists of Documents, as served (scenario 1).  If a party is using a database system then the Disclosure Data will probably be broken down in to distinct units, or fields, representing the different components of each item on the List (such as a Document's Disclosure List Reference, date and author).  Each of those fields will be of a designated field type (see 4.1 below).  The data to be exchanged will be provided in a Data Exchange File.

Commonly, parties include additional fields as part of their Disclosure Data, especially if electronic Disclosure Documents are being exchanged at the same time (as is often the case if they are also held electronically - see the LiST Data Exchange Protocol Part 1 for electronic Disclosure Documents).  These additional fields may do no more than allow the Disclosure Data and the electronic Disclosure Documents to be linked by the receiving party so that the value of everything being held electronically is not lost at the time of exchange.  This is usually on a reciprocal basis by agreement between the parties (scenario 2).

Also reciprocally, parties sometimes agree to go one step further still and exchange unprivileged information which they hold that usefully describes those Disclosure Documents in greater detail than was included in their Lists of Documents (scenario 3).  An example is the list of attendees at a meeting if the Document concerned is a minute of that meeting.

In order for the exchange of Disclosure Data to be as automated (and, therefore, as cost-effective) as possible it is important to achieve consistency.  This is key to a successful exchange.  This Protocol addresses each of the three scenarios above by setting down conventions to be followed by all parties so as to ensure that the import and export filters will work correctly.

First, this Protocol sets out standard field types and the most common fields to be provided in the three scenarios above.  Second, this Protocol establishes general technical conventions applicable across all of the data being provided.  Third, this Protocol sets out field-specific conventions to determine how the different fields of data should be provided.  Finally, this Protocol  explains how Parts 1 and 2 of this Protocol can be used together to provide Disclosure Documents and Disclosure Data  simultaneously.

4.1 Field types

The fields provided in a Data Exchange File are broken down into different types.  These field types are recognised industry-wide and are important to database systems as they denote how the receiving system should be set up to receive the Disclosure Data.  It is these field types that will be used in the fields.txt file (see 4.5 below).

Parties exchanging Disclosure Data of a field type not covered by this Protocol (e.g. decimal numbers) must agree in advance what format they will be adopting.

	Integer field
	A field which contains a single whole number or null.

	Date field
	A field which contains a single valid date or null.  Dates should be presented in the alphanumerical format DD/MMM/YYYY.

	Small text field
	A field which contains alphanumeric values, punctuation or any combination of these not exceeding 255 characters in total, or null.

	Multi-entry text field
	A field comprising two or more small text fields of no more than 255 characters each, the combined total of which does not exceed 64,000 characters, or null.

	Large text field
	A field which contains up to 64,000 characters of alphanumeric values, punctuation or any combination of these, or null.  Fields will generally be designated of this type when they contain more than 255 characters and/or reserved characters (see below).

Data from large text fields (commonly, unchecked OCR text or Original File Path and Name) should be produced as a series of separate text files, one per field per Disclosure Document.  Each text file should be uniquely named with the Disclosure List Reference of the Disclosure Document to which it relates, followed by an underscore and the relevant field name and then by the file extension ".txt " (e.g. 00012345_full text.txt).

All files relating to large text fields should be put on to the exchange media in a directory called "LargeText" (see Directory Structure, below).  Where necessary this directory can contain sub-directories.

	Yes/no field
	A field containing the values Yes, No, or null.  In reality these fields will usually contain Yes or null.


4.2 Common fields: minimum, recommended and optional

Full descriptions of these fields are given in 4.4 below.

	Field name
	Type
	Minimum
(scenario 1)
	Recommended
(scenario 2)
	Optional
(scenario 3)

	Attendee
	Multi-entry text field
	
	X
	X

	Author
	Multi-entry text field
	X
	X
	X

	Blind Copyee
	Multi-entry text field
	
	X
	X

	Copyee
	Multi-entry text field
	
	X
	X

	Disclosure List Reference
	Small text field
	X
	X
	X

	Display Date
	Small text field
	
	
	X

	Document Characteristics
	Multi-entry text field
	
	
	X

	Document Date
	Date field
	X
	X
	X

	Document Title
	Small text field
	
	X
	X

	Document Type
	Small text field
	X
	X
	X

	End Date
	Date field
	
	
	X

	End Page
	Small text field
	
	
	X

	Estimated Date
	Yes/no field
	X
	X
	X

	Full Text
	Large text field
	
	
	X

	Image Reference

	Small text field
	X
	X
	X

	Number of Pages
	Integer field
	
	X
	X

	Original Document Extension
	Small text field
	
	X
	X

	Original File Path and Name
	Large text field
	
	
	X

	Parent ID
	Small text field
	X
	X
	X

	Party
	Multi-entry text field
	
	X
	X

	Reason for Redaction
	Multi-entry text field
	
	
	X

	Recipient
	Multi-entry text field
	X
	X
	X

	Redacted
	Yes/no field
	X
	X
	X

	Start Page
	Small text field
	
	
	X

	System ID
	Small text field
	
	
	X


4.3 General technical rules

The Data Exchange File (DEF) is designed to be read by a computer and so must closely follow a set of technical conventions to ensure consistency and remove error.  An example DEF is shown at Appendix 2.

The DEF should be a comma-separated value (CSV) file
 (i.e. the contents of each field should be separated from the next by a comma).

Important: The following reserved characters have specific technical control functions within a DEF and therefore must not appear anywhere within the file other than when being used for those functions:

Double quotation marks (")

Pipe (|)

Tilde (~)

If any of these reserved characters appear in a DEF as part of the Disclosure Data they will need to be edited out (such as changing double quotation marks to single ones) before the DEF can be exchanged.

(A) The DEF should be named "data01.def" (additional DEFs should be sequentially numbered: data02.def, data03.def, etc.).

(B) Double quotation marks ("") should appear around the contents of each field.

(C) The names of the fields being provided should always be the first line of the Data Exchange File:

"Disclosure List Reference","Document Title","Document Date"

(D) The field names used should be exactly those used in this Protocol (subject to any agreement to the contrary).

(E) The information relating to each Disclosure Document should appear on a new line of the DEF.

(F) Whenever Disclosure Data is exchanged, a unique Disclosure List Reference MUST always be specified.  This unique number should be the first field in the DEF.

(G) Where more than one entry appears in a field (e.g. multiple recipients of an email) each entry should be separated from the next with a multiple entry separator, which is the pipe character (|).  Double quotation marks should appear around the field contents as a whole (i.e. "entry1|entry2|entry3").

(H) Where a field is blank (i.e. contains no data at all) a null entry (two double quotation marks) should still be used (i.e. "").

(I) Disclosure Data can be split over more than one DEF.  The conventions and rules for each DEF provided remain the same.

(J) The information relating to one Disclosure Document may not be split over more than one DEF.

(K) Parties may deviate from this Protocol by agreement.  However, whatever is finally agreed between the parties must be followed consistently.

4.4 Field-specific rules

Name fields (multi-entry text fields)

(A) Definition

	Field name
	Brief definition

	Attendee
	The names of attendees at meetings and their respective organisations.

	Author
	The author(s) or originator(s) of the Document and their respective organisations.

	Blind Copyee
	The names of people and their respective organisations secretly copied in to the Document.

	Copyee
	The names of people and their respective organisations openly copied in to the Document.

	Party
	Parties to an agreement, contract, etc. and their respective organisations.

	Recipient
	The names of direct addressees of the Document and their respective organisations.


(B) Usage

(1) Wherever possible individuals should be listed with the organisation for which they work as one entry in the names field.
  Their name should appear first and should be separated from the organisation by "space tilde space":

"Name ~ Organisation"

(2) Where the individual's name has not been identified, the name (together with the space following it) should be omitted but the tilde should remain in place:

"~ Organisation"

(3) Where the individual's organisation has not been identified, the organisation (together with the space preceding it) should be omitted but the tilde should remain in place:

"Name ~"

(4) When an email address does not reveal an identifiable person and organisation, treat that as someone from an unknown organisation:

anon@serviceprovider.com  =  "anon@serviceprovider.com ~"

(5) Where no individual or organisation has been determined the field should be left blank (so the entry for that particular name field will be "").
(6) All  names recorded in name fields should be provided in a consistent format.
  Although this Protocol deliberately leaves room for flexibility, it is essential that whatever format agreed to is used consistently across all name fields.
(C) Recommendations

(1) Each individual's name should be set out in the DEF in the format Surname space First Initial Second Initial Third Initial (i.e. no spaces between initials):

"Smith JAS"

(2) When a simple email address clearly reveals a name and an organisation, provide that information in Protocol-compliant form in the DEF:

fbloggs@lawfirm.com  =  "Bloggs F ~ Law Firm"

(D) Examples

	"Clarke K ~ ICI Plc" 
	Full name and organisation known.

	"anonymous@serviceprovider.com ~" 
	Unclear email address.

	"~ Bloggs & Johnson Ltd" 
	No individual's name.

	"Maher P ~" 
	No organisation.

	"~ ICI Plc|Patterson K ~ Penguin Books Ltd" 
	First entry, no individual's name; second entry, full name and organisation.

	"~ WH Smith Ltd|Jameson P ~" 
	First entry, no individual's name; second entry, no organisation name.


Date fields

(E) Definition

The DEF incorporates a schema to allow for the comprehensive exchange of date information.  This involves the use of a combination of the following four fields:

	Field name
	Brief definition
	Field type

	Display Date
	The most accurate depiction of a Document's date where such a depiction would not be possible in a strict date field.
	Small text field

	Document Date
	The date of the Document.
	Date field

	Estimated Date
	Indicates that values in either the Document Date or End Date fields (or both) are estimated.
	Yes/no field

	End Date
	The end date of the Document (or bundle of Documents).
	Date field


(F) Usage

(1) Dates should be presented in the alphanumerical format DD/MMM/YYYY.

(2) If a date has no valid numerical day or month, replace whatever character(s) have been used with the value "01" (missing day) or "Jan" (missing month) and put "Yes" in the Estimated Date field.

(3) If the date is a date span, the earliest date should go in the Document Date field and the latest date should go in the End Date field.

(4) If a combination of characters that cannot be dealt with by the preceding rules have been used to record a date (such as Summer 1995), put the entire value in the Display Date field.

(5) If a date is known to be estimated put "Yes" in the Estimated Date field.

(6) If a Document has no date put "Undated" in the Display Date field.

(G) Reasoning

(1) Many database systems (as well as spreadsheets) include a date validation process so "fuzzy" dates (e.g. 00/Jun/1996) cannot be entered or properly processed.

(2) The format MMM for the month is preferred so as to remove any possibility of confusing American style dates with non-American style dates, especially when dealing with Disclosure Data relating to non-electronic Disclosure Documents.

(H) Examples

	Situation
	Document Date
	Estimated Date
	End Date
	Display Date

	Date is clear and complete.
	27/Jan/2003
	
	
	

	Undated, but estimate made.
	13/Apr/1987
	Yes
	
	

	Month missing.
	27/Jan/2004
	Yes
	
	

	Day missing.
	01/Jun/2003
	Yes
	
	

	Year missing.
	
	
	
	16 Jan

	Only available date is time of year.
	
	
	
	Summer 1995

	Year missing, but estimate made.
	16/Jan/1976
	Yes
	
	

	Document or bundle of Documents spanning dates.
	14/Aug/1956
	
	23/Sep/1963
	

	No available date.
	
	
	
	Undated


Page Number fields (small text fields)

(I) Definition

Where Disclosure Documents have been paginated (page/Bates numbered) across a party's disclosure for the purpose of disclosure/inspection and those page numbers have been included in a party's litigation support system, these fields will respectively contain:

	Field name
	Brief definition

	Start Page
	The number of the first page of each Disclosure Document.

	End Page
	The number of the last page of each Disclosure Document.


(J) Usage

If page numbers are provided these fields cannot be blank.

Disclosure List Reference (small text field)

(K) Definition

The unique sequential number allocated to each Disclosure Document in a party's List of Documents, in accordance with Practice Direction 31 to CPR Part 31.

(L) Usage

(1) Entries in this field must be unique within all of a party's disclosure.

(2) Entries in this field should be padded with leading zeroes as necessary to create an eight character string to ensure that the data will sort correctly.

(3) This field may not be blank.
Document Characteristics (multi-entry text field)

(M) Definition

This field is used if a party has agreed to provide further information about the nature of their Disclosure Documents, such as whether a Document is in draft or a manuscript.

(N) Usage

All terminology used in this field should be provided in a consistent format.
  Although this Protocol deliberately leaves room for flexibility, it is essential that whatever format agreed to is used consistently (e.g. "handwritten" versus "manuscript").

(O) Reasoning

This field can be used to differentiate between otherwise identical Documents.

(P) Examples

"Draft|Manuscript"
"Confidential|Extract|Marginalia"

Document Title (small text field)

(Q) Definition

The title (if any) given to the Disclosure Document.

(R) Recommendation

Pay particular attention to the existence of reserved characters in this text field.

Document Type (small text field)

(S) Definition

The category of Document into which the Disclosure Document falls.

(T) Usage

All terminology used in this field should be provided in a consistent format.
  Although this Protocol deliberately leaves room for flexibility, it is essential that whatever format agreed to is used consistently (e.g. "fax" versus "facsimile").

(U) Examples

"Report"
"Witness Statement"
"Minutes"
"Letter"

Full Text (large text field)

(V) Definition

Any electronic text which has been extracted from the Disclosure Document.

Image Reference (small text field)

(W) Definition

An Image Reference field must be added to the Data Exchange File to allow one party to associate another party's electronic Disclosure Document with its Disclosure Data.  This field therefore links Disclosure Data with the corresponding electronic file(s) that constitute a copy of the electronic Disclosure Document being described by that data.

(X) Usage

(1) Where a party has converted an electronic Disclosure Document to TIFF (as allowed for in Part 1 of this Data Exchange Protocol), the entry in this field should be the relative path from the DEF to the directory where that particular Disclosure Document's TIFFs are stored on the exchange media.  Using the example directory structure at Section 8 below, for Disclosure Document 123456 the Image Reference would be:

Images/00123456
(2) Where an electronic Disclosure Document is in its Original Electronic Format, this field should contain the relative path from the DEF to that particular Disclosure Document (including both its file name and file extension).  Using the example directory structure below, for Disclosure Document 123460 the Image Reference would be:

Native/00123460.xls
(Y) Reasoning

(1) The file naming convention adopted in Part 1 of this Data Exchange Protocol ensures that all single-page TIFFs representing one Disclosure Document have their file path and the opening portion of their file name in common.  This value is therefore all that is needed to identify uniquely all of the single-page TIFFs for each Disclosure Document.

(2) Including the relative file path gives flexibility as to the directory structure in which the files can be exchanged.  This can be useful since some litigation support systems have a preferred method of export which produces a number of sub-directories.

(3) There is no need to specify the file names of every single-page TIFF using this method.  This helps to minimise the size of the DEF.
(Z) Examples

	Document
	Files
	Image Reference

	12987
(3 pages converted to TIFF)
	Images\00012987\00012987_0001.tif
Images\00012987\00012987_0002.tif
Images\00012987\00012987_0003.tif
	Images\00012987

	1329
(9 page Excel Document)
	Native\00001329.xls
	Native\00001329.xls


Number of Pages (integer field)

(AA) Definition

The number of pages making up the Disclosure Document (bearing in mind that any attachments should be treated as separate Documents).

Original Document Extension (small text field)

(AB) Definition

If a party's electronic disclosure includes items in native format (e.g. an Excel spreadsheet containing financial information) irrespective of whether it has subsequently been converted to a TIFF under Part 1 of this Protocol, this field is used to identify that format by the file's original extension.

(AC) Usage

This field should contain no more than the single or multi-character file extension of the original file name.

(AD) Reasoning

This field provides salient information about the technology required to examine an electronic Disclosure Document in its native format.  It also allows a receiving party to identify those Disclosure Documents that have been converted from their original format (e.g. to comply with Part 1 of this Protocol).

(AE) Examples

xls
html
pdf

Original File Path and Name (large text field)

(AF) Definition

Every electronic Disclosure Document will have originally borne a file name, given to it by the Document's creator or subsequent modifier, and path to find the file within the computer system on which it was stored.

(AG) Usage

(1) The DEF should contain (in double quotation mark delimited form ("")) the relative path and file name of the text file as a small text field bearing the same name as that used in the text file's name.

(2) These text files should be put on to the exchange media in a sub-directory called "LargeText" (see Directory Structure, below).

(AH) Reasoning

An important part of an electronic Disclosure Document's identity, and perhaps its evidential value, is what it was originally called and where it was originally stored.  In addition, replicating the original file path and file name allows linked Documents (such as a series of spreadsheets) supplying supporting data to each other to maintain their relationships on the receiving party's system.
Parent ID (small text field)

(AI) Definition

(1) This field identifies the physical relationship between connected Disclosure Documents.

(2) A Disclosure Document may be standalone (i.e. a Document which is neither attached to another Document nor has any Documents attached to it), a parent (i.e. a Document to which other Documents are attached - e.g. a covering letter or an email which has attachments) or a child (i.e. a Document attached to a parent Document - e.g. reports forwarded under cover of a fax cover sheet or attachments to an email).  Where attachment relationships are complex a Document may be both a parent and a child.  In such relationships (which, especially in email, can be several layers deep) it should always be possible to identify the parent to which all the other Documents are ultimately attached.  Such a Document is known as an ultimate parent.
(AJ) Usage

(1) For all Documents except ultimate parents, this field should contain the Disclosure List Reference of that Document's immediate parent.

(2) For ultimate parents this field should contain the ultimate parent's own Disclosure List Reference.
(3) This field should be blank for all standalone Documents.

(4) The DEF should list each of the children of a parent Document in the same order as that in which they appear in their original context (where this can be determined).
(AK) Recommendations

If parties have taken an approach to recording attachment relationships different to that set out in this Protocol they will need to explain their methodology to any receiving parties and agree a suitable method of exchange.

(AL) Reasoning

This method defines the relationships and sub-relationships between Documents precisely and is infinitely expandable.
(AM) Examples

Document 00000347 has attachments 00000348, 00000353 and 00000354, Document 00000348 has attachments 00000349 and 00000350, and Document 00000350 has attachments 00000351 and 00000352.

	Disclosure List Reference
	Parent ID

	00000347
	00000347

	00000348
	00000347

	00000349
	00000348

	00000350
	00000348

	00000351
	00000350

	00000352
	00000350

	00000353
	00000347

	00000354
	00000347


Reason for Redaction (multi-entry text field)

(AN) Definition

Where all or part of a Disclosure Document has been redacted, this field states the reason or reasons for that redaction.

(AO) Reasoning

(1) The use of this field could potentially save time in removing the need for parties to correspond on this topic.

(2) This field arguably addresses a requirement of CPR Part 31.19(3) to identify the right or duty claimed to refuse inspection of a Document or part of a Document.  The law is currently unclear as to whether the reason(s) need to be specified on a Document-by-Document basis or whether a global declaration (as is widespread practice) is sufficient.
(AP) Examples

"Public Interest Immunity"
"Litigation Privileged"

Redacted (yes/no field)

(AQ) Definition

This field indicates whether a Document has been redacted.

(AR) Reasoning

CPR Part 31.19 requires a List of Documents (where produced) to identify and include reasons for the claim of a right (or a duty) to refuse inspection of part or the whole of a Document.  This field provides for the identification of Documents where such a right or duty is claimed for part of a Document.

System ID (small text field)

(AS) Definition

Where parties choose to share their internal numbering system, or System ID, in addition to their Disclosure List Reference this field may be used for that purpose.
(AT) Recommendations

This field, if present, may only be blank by agreement between the parties.
(AU) Reasoning

Parties using a database frequently use a System ID as a shorthand method of referring to their Documents whilst preparing their cases.  It is sensible to allow them to continue doing so post-disclosure if wished.
(AV) Examples

"123456.23"
"00000001"
"FTA-001-001-019"
"Disc01 00001"

4.5 Fields.txt file

The exchange media needs to include a simple text file listing the exact names of the fields being provided in the order in which they appear in the DEF and, for each field, indicating exactly which type it is based on the information contained in Section 4.1, Section 4.2 and Section 4.4 above.  These two different pieces of information should be separated by a multiple entry separator, which is the pipe character (|).  This text file should be called fields.txt.  An example fields.txt file is shown at Appendix 1.

5. Providing Disclosure Data

5.1 Exchange media

Parties will need to discuss and agree the appropriate medium for the provision and receipt of Disclosure Data.  Whatever exchange media agreed upon, no Disclosure Data relating to a single Disclosure Document may be split across two or more media unless there is no alternative option and, in such circumstances, should be done in such a way that no specialist software is required by the recipient in order to access that Disclosure Data.

If possible, exchange media should be provided in read-only form.

5.2 Directory structure when providing Disclosure Data only

(A) The exchange medium should contain in its root a directory which is named after its suitably abbreviated case name and/or action number.  All files and sub-directories relating to that case must then be placed within that master directory.

(B) The only files that are permitted in the master directory are fields.txt and Data Exchange File(s).

(C) Where providing the content of large text fields as separate text files they should go in to a separate directory called "Text".

(D) The directory structure to be used on the exchange media should therefore appear as follows:

/
/Smith v Jones 2435-998
/Smith v Jones 2435-998/fields.txt
/Smith v Jones 2435-998/data01.def
/Smith v Jones 2435-998/data02.def
/Smith v Jones 2435-998/LargeText/00123459_full text.txt
/Smith v Jones 2435-998/LargeText/00123460_full text.txt
/Smith v Jones 2435-998/LargeText/00123461_full text.txt
/Smith v Jones 2435-998/LargeText/00123463_full text.txt

5.3 Directory structure when providing Disclosure Data and Disclosure Documents

In order to provide electronic Disclosure Documents and Disclosure Data together, both Part 1 and Part 2 of this Data Exchange Protocol need to be agreed between the parties and followed.

(A) The exchange medium should contain in its root a directory which is named after its suitably abbreviated case name and/or action number.  All files and sub-directories relating to that case must then be placed within that master directory.

(B) The only files that are permitted in the master directory are fields.txt and Data Exchange File(s).

(C) Where providing the content of large text fields as separate text files they should go in to a separate directory called "Text".

(D) Where providing electronic Disclosure Documents in a combination of native formats and Electronic Images, use a separate directory for each generic format.  All native files must go into a directory called "Native", and all Electronic Images into a directory called "Images".

(E) Where the native format of one of the electronic Disclosure Documents is itself an Electronic Image, include it in the Native directory so that the Images directory contains only Electronic Images made of Disclosure Documents which have been converted from their native format or which have been created from paper Disclosure Documents.

(F) If the native format of any of the electronic Disclosure Documents is a multi-page image file there is no need to convert it to single-page TIFFs.

(G) It is acceptable either to put all of the Electronic Images in the Images directory or to put all Electronic Images making up one Document in to their own sub-directory.  It is equally acceptable to divide the Electronic Images for Disclosure Documents into administratively sensible sub-directories (such as the Electronic Images for Documents 1 to 500 in Images/001 and the Electronic Images for Documents 501 to 1,000 in Images/002, and so on).

(H) It is not acceptable to split the Electronic Images making up one Document across multiple directories.
(I) The directory structure to be used on the exchange media should therefore appear as follows:

/
/Smith v Jones 2435-998
/Smith v Jones 2435-998/fields.txt
/Smith v Jones 2435-998/data01.def
/Smith v Jones 2435-998/data02.def
/Smith v Jones 2435-998/Images
/Smith v Jones 2435-998/Images/00123456_0001.tif
/Smith v Jones 2435-998/Images/00123456_0002.tif
/Smith v Jones 2435-998/Images/00123457_0001.tif
/Smith v Jones 2435-998/Native
/Smith v Jones 2435-998/Native/00123459.doc
/Smith v Jones 2435-998/Native/00123460.xls
/Smith v Jones 2435-998/Native/00123461.ppt
/Smith v Jones 2435-998/Native/00123462.tif
/Smith v Jones 2435-998/Native/00123463.pdf
/Smith v Jones 2435-998/LargeText/00123459_full text.txt
/Smith v Jones 2435-998/LargeText/00123460_full text.txt
/Smith v Jones 2435-998/LargeText/00123461_full text.txt
/Smith v Jones 2435-998/LargeText/00123463_full text.txt
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Glossary and definitions

	Disclosure Data
	Electronic data which identifies Disclosure Documents, including for example the type of Document, the date of the Document, the names of the author/sender and the recipient, and the party disclosing the Document.

	Disclosure Documents
	Documents disclosed by a party in accordance with CPR Part 31.

	Disclosure List Reference
	The unique sequential number allocated to each Disclosure Document within a party's List of Documents or series of Lists in accordance with CPR Part 31.

	Document
	Anything in which information of any description is recorded as defined in CPR Part 31.

	Electronic Image
	An electronic representation of a Document (such as a TIFF, PDF, JPG, etc.), created either from a paper copy or from its Original Electronic Format.

	Optical Character Recognition (OCR)
	Recognition of printed or written characters by computer.  Each paper page of text is converted to an Electronic Image using a scanner and OCR is then applied to this image to produce a text file.  There are limits to the accuracy of OCR.

	Original Electronic Format
	The electronic format in which the Document was originally created (for example MS Word 97 or WordPerfect 5.1).  Commonly referred to as "native format".

	System ID
	The unique internal number assigned to each of a party's Documents.  The number may be automatically generated by the party's litigation support system or might be part of an index or reference system devised by the party for its own case management purposes.


Appendix 1

Sample fields.txt file:

Disclosure List Reference|Small text field
Attendee|Multi-entry text field
Author|Multi-entry text field
Blind Copyee|Multi-entry text field
Copyee|Multi-entry text field
Document Date|Date field
Document Title|Small text field
Document Type|Small text field
Estimated Date|Yes/no field
Full Text|Large text field
Number of Pages|Integer field
Original Document Extension|Small text field
Original File Path and Name|Large text field
Parent ID|Small text field
Party|Multi-entry text field
Recipient|Multi-entry text field
Redacted|Yes/no field

Appendix 2

Sample Data Exchange File (data01.def)
:

"Disclosure List Reference","Attendee","Author","Blind Copyee","Copyee","Document Date","Document Title","Document Type","Estimated Date","Full Text","Number of Pages","Original Document Extension","Original File Path and Name","Parent ID","Party","Recipient","Redacted"
"00123459","","Bryson B ~","","","13/Jan/2003","Financial Report Year End 2002","Report","","/Smith v Jones 2435-998/LargeText/00123459_full text.txt","23","doc","","C:\Documents and Settings\SMITHJ\My Documents\Reports\report_to_yr_end_02.doc","","","The Board",""
"00123460","","Carlson J ~ Parent Properties Plc","","","27/Apr/1987","","Spreadsheet","Yes","/Smith v Jones 2435-998/LargeText/00123460_full text.txt","","xls","W:\FD\JD\Things\JC monthlies.xls","","","",""
"00123461","","Maddison R ~ Inside Out Corp","","","12/Aug/1998","The Ins and Outs of 1998","Slides","Yes","/Smith v Jones 2435-998/LargeText/00123461_full text.txt","8","ppt","F:\UKARCHIVE\Sales\1998\Slides\salesdigest98.ppt","","","Sales Team",""
"00123462","","~ Planit Bollywood","","events ~ Planit Bollywood","11/Nov/2001","Shine with Wine","Invitation","","","1","tif","C:\Temp\invitation.tif","","","Carlson J ~ Parent Properties Plc|Maddison R ~ Inside Out Corp|Bryson B ~",""
"00123463","","~ Inside Out Corp","","","07/Jul/2004","The Mechanics of Harmonised Work Forces in the Twentieth Century","Brochure","","/Smith v Jones 2435-998/LargeText/00123463_full text.txt","12","pdf","F:\UKARCHIVE\Sales\2004\POS\brochure.pdf","00122113","","Maddison R ~ Inside Out Corp",""
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� This is a required field if a party is providing � HYPERLINK  \l "Disclosure_Documents" ��Disclosure Documents� as well as � HYPERLINK  \l "Disclosure_Data" ��Disclosure Data�, cf �HYPERLINK  \l "Section_5_3"��Section 5.3�.


� CSV format can easily be opened by text editors, Excel and similar spreadsheet packages.  CSV is recognised by most databases and can be output by most (if not all) litigation support systems.


� Reserved characters are required to define clearly the different types and order of information being provided.  The characters selected are commonly used by litigation support database systems for these purposes and, other than double quotation marks, are infrequently used in normal text.


� The drafters are aware of the future issue of identifying unique DEFs as a series of files named data01.def, each related to a different matter will cause confusion.  Suggestions as to how to proceed with file naming conventions generally (such as including the action number, time/date, reference, etc.) are sought from the public.


� Double quotation marks as field delimiters may be confusing to the layman but they provide unambiguous identification of each field's contents, a role they have in generic CSV formats.


� Standardising field names facilitates the automatic processing of the DEF by its recipients and will ultimately be necessary to facilitate the production of an XML schema (which will be the next step in the development of this Protocol).


�  That is, there should be a carriage return - ASCII value 13 - and line feed - ASCII value 10 - at the end of each line.


� The affiliation between individual and their organisation is maintained in the DEF by treating each name and organisation as a single unit in names fields.


� The exact format in which individuals' names or organisations should be entered has deliberately not been specified.  This is to leave parties a degree of flexibility depending on their circumstances.


� The exact format in which � HYPERLINK  \l "Document" ��Document� characteristics should be entered has deliberately not been specified.  This is to leave parties a degree of flexibility depending on their circumstances.


� The exact format in which � HYPERLINK  \l "Document" ��Document� types should be entered has deliberately not been specified.  This is to leave parties a degree of flexibility depending on their circumstances.


� We considered using models in which the children of � HYPERLINK  \l "Document" ��Documents� were identified alone, both parents and children were identified or only the ultimate parent was identified.  We believe the model we have chosen provides sufficient flexibility and also allows parties to generate these alternative models from the data provided if that is what they require.


� This information will simplify the process of the receiving party configuring their system to accept Protocol-compliant data.


� Readers should bear in mind that it is impossible to give an accurate representation of an electronic file whose contents are never intended to be reduced to hard copy form.
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