Training Program – Document Review
1. Introduction

All members of the staff are taught the basics of US litigation, so that they get a thorough grounding in the chain of events leading up and branching out from the eDiscovery phase. This helps build context. This training, as outlined below, lasts for 3 weeks.

Document Review training runs in two portions, a part of the training is about the specific law firm, and a further part then deals with Document Review itself.  This second portion of training takes two weeks.

2. Trainee Profiles

All staff are Indian advocates, preferably with previous work experience in an Indian LPO, usually also with Indian litigation experience.
3. Tools Used

All audio video aides like projectors, presentation, together with hard copy and soft copy reading material and access to Document Review software for those portions of the training. We prefer to train on Concordance, unless the outsourcing firm specifically asks for familiarity with some other software.
4. Training Methodologies

Classroom training with a trainer: trainee ratio of 1:12. Trainees are allowed access to their own desktop computers so that they practice using the software.
5. Syllabus
a. General US Litigation Training

i. Foundation

1. U.S. Law Firm Function & Expectations

2. Communication
a. Calendaring U.S./India

b. Reporting Guidelines & Preferences

3. How To Build Win-Win Interactions 
a. Conflicts

b. Billable Hours

c. Onsite Staff Evaluations

ii. Requisite U.S. Law Firm Skills

1. Pre & Post Appearance Support, Unique Challenges 

a. Knowledge Management

b. Time Management

c. Priority Management

2. Understanding Assignments

3. Listening Skills

4. Note Taking

5. Speaking Skills

6. Research

7. Analysis

a. Applying Thought

b. Forming Opinion

c. When To Consult Internally

d. When To Consult Externally

8. Writing

9. Authorities

10. Communication

11. Accepting Criticism

iii. Language Skills

1. Plain English

2. Western English

3. U.S. Legal English

4. Short, Simple, Active

iv. (Basic) Sources of U.S. Law

1. Constitution

2. Federal & State law

3. Case Law

4. Statutes

5. Regulations

6. Administrative

7. Secondary & Tertiary

v. Ethics

1. Plagiarism

2. Fraud

3. Consequences

4. How to Avoid

5. How Is Detected
6. Blown Deadlines

7. Malpractice

8. Disbarment

9. Unauthorized Practice of Law

10. Backup Work

11. Stare Decisis

12. Standards of Law

13. Double Billing

14. Duty of Loyalty

15. Confidentiality

16. Email

vi. Using Authorities

1. Updating

2. Citation

3. Libraries (e.g., Tax)

vii. eResearch Tools

1. WESTLAW

2. LEXIS

3. Pacer

4. Edgar

5. Other (e.g., Google)

viii. eLitigation Tools

1. Hardware

2. Software

3. Databases

4. Management

5. Access

ix. Law Library

1. Elements of Style

2. Plain English for lawyers

3. Legal Research

4. Legal Writing

5. Black’s Law Dictionary

6. Federal Rules of Civil procedure

7. Form Books

8. Substantive Outlines

9. Blue Book

10. Client Law Firm’s Contribution

x. Case Flow Chart

1. Event

2. Consultation

3. Investigation

4. Records

5. Research & Analysis

6. Complaint

7. Service

8. Motion to Continue

9. Answer

10. Motion to Dismiss

11. Discovery

12. Interrogatories

13. Request For Production

14. Request For Approval
15. Deposition

16. Records

17. Motion for Summary Judgment

18. Pretrial

19. Trial 

20. Appeal
b. The Law Firm/Customer Profile

i. Guiding Values Of The Relationship  (As Per Available Information)

ii. Culture (As Per Available Information)

1. History

2. Practice Areas And Workforce

3. Values And Client Base

iii. Management (As Per Available Information)

1. Department Structure

2. Profiles

3. Growth Path 
4. Partners/Associates/Paralegals/Legal Assts

5. Ownership Of Different Functions 

6. Department Technology 

c. Document Review

i. What Is eDiscovery

1. Discovery 

a. Regulations Applicable

b. Case Law

2. eDiscovery Life Cycle

a. Information Flow

b. Interdependencies Of Information

c. Superior Sources Of Information

ii. What is Electronic Document Review

1. Software Tools & Technologies Used

2. Interface Designs & Typical Functionality

iii. Coding Manual

1. Elements

2. Data Owners

3. How To Intelligently Use Strings & Keywords

iv. Document Formats

1. Tiff

2. PDF

3. Email

v. Types Of Documents

1. Relevant/Non Relevant 

a. Definition

b. Quality

c. Escalation

2. Privileged

a. Definition, Regulation & Case Law

b. Resolution Procedure

c. Escalation

3. Confidential

a. Definition, Regulation & Case Law

b. Resolution Procedure

c. Escalation

4. Hot or Key

a. Analyzing The Coding Manuel
