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Developing Standard 
Operating Procedures for 

Managing eDiscovery & 
Digital Forensics

Erika L. Santiago
June 17, 2010

Learning Objectives

Define Electronic Discovery Project 
Management

Discuss the Electronic Discovery 
Reference Model & EDPM

How to develop a Standard 
Operating Procedure for EDPM

 Identify Resources for Continued 
Learning
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EDRM

www.edrm.net

4 STAGES OF EDPM

1. Prevention
◦ Risk Mitigation / Assessment 

2. Preparation
◦ Litigation Readiness

3. Proactive
◦ ECA, Meet & Confer / Communicate & Assess 

4. Reactive
◦ This is where we typically live
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PREVENTION

Project Lifecycle & Organization

Projects

Temporary

ECA

Litigation

Operational 
Work

Ongoing

RIM / Info Mgmt

Litigation 
Readiness 
Planning

PREPARATION

 Projects & Strategic Planning
◦Who is the audience for your S.O.P.?

◦What is the strategic objective of your legal 
department?

 Project Management Planning
◦Scope / Collect Requirements
◦Define Workflow

◦Estimate Resources, Costs, Schedules (metrics)

◦Plan Quality Control / Risk Management
◦Who’s doing what? Responsibility Matrix
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PROACTIVE

 Early Case Assessment
◦Tools: Clearwell & Nuix

 Meet n Confer: Discovery Conference Prep
◦Where is ESI? 

◦What format is it natively?

◦Collection options

◦Production Formats Preferred (ask O.C.)

 Communicate & Assess

 Good Resource: elawexchange.com 

REACTIVE
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What should be in your SOP?

 Purpose Statement

 Outline of Best Practices for Each Phase

 Appendix
◦Regional Litigation Support Contacts

◦Glossary of Terms

◦Sample Documentation 

 Review Coding Manual

 Request for Proposal

 Forms (ie. Change Request)

◦Checklists

◦Flowcharts

◦New Project Design & Intake Form

◦List of Software & Technology Resources Available

EDPM

Who’s on your team? (Define roles)
 Responsibility Matrix
 Planning Resources
◦Budget / Spending Plan
◦Schedule (ideal v. actual)
◦Documented Procedures (SOP)

◦Training Objectives & Resources
◦Quality Control 
◦Metrics 

 4 Steps of EDPM
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Define a process for handling 
EXCEPTIONS / CHANGE

Managing Project Risk
◦Legal Hold/ Preservation

◦Collection

◦Processing

◦Review

◦Production

www.edrm.net
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EDRM

www.edrm.net

www.edrm.net
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SOP: IDENTIFICATION

www.edrm.net

SOP: PRESERVATION

www.edrm.net
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SOP: COLLECTION  (Acquisition) 

www.edrm.net

Case Study: Collection

Wilson v. Thorn Energy LLC
◦Lesson Learned : If ESI has been 
identified for litigation, then make 
another copy and document chain of 
custody, collection & preservation efforts

ñRule 37(e) is to spoilation sanctions 
what duck -and -cover was to nuclear 
attack.ò- Craig Ball, industry expert
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SOP: PROCESSING (Conversion)

www.edrm.net

Case Study: Processing Decisions

Deduplication / Near-dedupe Saves 
Time & Money … and shows 
“reasonable effort”

Good resource: 
◦http://www.ediscoveryinstitute.org

◦See the Deduplication Report & the 
Ethics Report

http://www.ediscoveryinstitute.org/
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SOP: REVIEW

www.edrm.net

Review Methodologies

Linear Review Complex Review

 Traditional record by 
record review 

 Not very cost 
effective

 Early Case 
Assessment

 Search criteria

 Newer Technology

 Date range
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SOP: PRODUCTION

www.edrm.net

SOP: PRODUCTION

 Acceptable Production 
Formats
◦Native

◦Near-Native

◦Near-Paper

 Ideal
◦Provide limited metadata/ OCR

◦Document QC
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Letôs Review!

 The EDRM is a guide for developing your 
Standard Operating Procedure 

 Remember to plan for 
◦Change

◦Roles & Responsibilities

◦Exceptions

Resources
www.edrm.net

www.litworks.net

www.ediscoveryinstitute.org

www.elawexchange.com

www.law.com (Law Technology News)

ediscoverypm.wordpress.com

http://www.edrm.net/
http://www.litworks.net/
http://www.ediscoveryinstitute.org/
http://www.elawexchange.com/
http://www.law.com/
http://www.ediscoverypm.wordpress.com/
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Thank you!


