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Order By:                                                       Phone: Today’s Date/Time: 
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 # of Boxes: 
 # of Original: 
Client Matter# Job Description: 
Case Name: Grade/rate 

SCANNING INSTRUCTIONS 
SCANNING 
FILE FORMAT 
TIFF DPI 
SINGLE OR 
MULTI-PAGE 

 

POST-ITS 
  retfa nacs egap page scan before 

COLOR 

OVERSIZE  
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Cover                                     
Spines                                    
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Standard Language 
Color/Slip sheets 
Color Sheets w/information 
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Receipts 
Floppies/CDs/DVDs cover 
Colored Flags 
Blank Pages 
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UNITIZATION/DOC 

BREAKS 

FIELDS TO CAPTURE @ 
SCAN 

BATES NUMBERING INSTRUCTIONS 

Bates label scanned document? 
Endorse/brand Bates number each page? 
Should we capture the existing bates? 
Are we redacting existing bates number? 
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IMAGE TYPE LOAD FILE VIEWER OCR CONVERSION MEDIA 
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Documents 
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