& Americon Trunsiut_ors Association

SMOKING GUNS

Looking for evidence and overcoming hurdles in legal
document review and translation

June 18, 2013 / Presenter: Gail Tanaka Burns

OVERVIEW OF THE DISCOVERY PROCESS

What is discovery?

How long does it take?

What types of cases does it involve?

DISCOVERY: THEN AND NOW

From manual to digijtal

Databases

e-discovery




DISCOVERY: FROM MANUAL TO DIGITAL

AUDIENCE QUESTION

Please select the most appropriate answer
from the choices below.

| conduct document review as a part of my translation
work

| currently do not conduct document review but would like
to take on such work

FUNDAMENTALS OF DOCUMENT REVIEW

Obtain a broad picture of what the case
involves

Know what the expectation is
Protective Orders/Retainers
Obtain information on the technology

Get training on the database or document
review platform




FUNDAMENTALS OF DOCUMENT REVIEW (2)

What will the case involve?
What type of case is it?
Who are the parties in the lawsuit?
What is the timeline?
Who are your key contacts?

FUNDAMENTALS OF DOCUMENT REVIEW (3)

What is the expectation?
Where will the document review take place?
Will the review be conducted as a team?

How many hours will you be expected to work per
day/week?

How will you get support?

FUNDAMENTALS OF DOCUMENT REVIEW (4)

Protective Orders
Retainers
Agreements

Conflicts check




PROTECTIVE ORDERS

[t p————

SPLLATE PROTEC T e

RETAINERS/AGREEMENTS

FUNDAMENTALS OF DOCUMENT REVIEW (5)

Obtain information on the technology
Reference material
Technical advice
Taking notes
Meetings
Search engines




FUNDAMENTALS OF DOCUMENT REVIEW (6)

Get training on the database or document
review platform
IT staff, helpdesk
Foreign language support (fonts)
Creating/searching folders
Cheat sheets

EXAMPLE OF A CHEAT SHEET

CHEAT SHEET
Cheat sheet for [Name of person that will use the cheat sheet]

The case s [Name of the case taken from the Protecive Order]

‘The technalogy In queation k:

THE LINGUISTS ROLE IN LEGAL DOCUMENT REVIEW

Bridge between cultures
Educate the client
Communicate with your client

Create glossaries/cheat sheets/conversion
charts

Always be neutral




BRIDGE BETWEEN CULTURES

Cultural specific information
Tendencies
Norms/standards
Behavior

EDUCATE THE CLIENT/COMMUNICATION

Realistic schedules
Meetings

Follow-up

Corporate/law firm culture
Contact person/backup
Machine translation

CREATING GLOSSARIES/CHEAT
SHEETS/CONVERSION CHARTS
Terminology glossaries
Acronyms
Names
Key word sheets
Conversions




EXAMPLE OF AN ACRONYM GLOSSARY

GLOSSARY OF ACROKYMS

FEEE

o

CEEFEET
EELRE

E%&;*E_;:g_}:

d

ALWAYS BE NEUTRAL

Only quote what is on the paper, nothing more
and nothing less

FINDING THE EVIDENCE

Bates Numbers

Summary format

Start broad and narrow down
Document types

Consider the source

Look for patterns

Create a timeline




AUDIENCE QUESTION

What types of obstacles or challenges do you face
when reviewing documents?
Language specific (word order, lack of subject, gender,
acronym usage, plural vs. singular, colloquialisms, slang)
Communication with client or contact person
Deadlines (time restraints) or client expectations

Document-related problems (illegible text, poorly written
document, poor quality copy)

Lack of knowledge in the subject matter

OVERCOMING HURDLES IN DOCUMENT REVIEW

Volume and time
Communication
Language-related
Document-related
Technology

FINDING THE EVIDENCE, CON'T

Be patient and tenacious




THE SMOKING GUNS

Hidden pages/omitted pages/redactions
Handwritten text

E-mails

Patents

Preformatted documents

Perspective

REDACTIONS

HANDWRITTEN TEXT




E-MAILS

PATENTS

PATENT HANDBOOK

JAPANESH
PATENT

TRANSLATION

HANDE




PATENT BLOG

www.patenttranslations.wordpress.com

QUALIFIERS

“The Plural form of Foreign Borrowed Words (‘katakana)
ENGLISH JAPANESE

File - Files

Program - Programs

# (fuku) = duplicate
H (suu) = number

The Plural form of Nouns/Pronouns

Asuffix such as & (ra) or 7= & (tachi) is added.

W8 (Ryo-shin) = Parents
i (ryo) = Both / # (shin or oya) = parent

EXAMPLE OF A PREFORMATTED DOCUMENT

File Number

ABC Company

WA /LR
Research Repory Business Trip Report

e
Reportwriten by

i
Pupose




SUMMARY

Be inquisitive
Know the red flags
Remain neutral and be persistent




