
The eDiscovery project lifecycle
Understanding the lifecycle of a successful eDiscovery project ensures completion under budget and within timelines. The chart below outlines each phase 
of the eDiscovery process and how Ricoh can help with a strategic, comprehensive, and cost effective approach.

1. Plan and scope
Our team of experts works with you to determine 
the scope of the project – what’s required, what 
format the data is in, and expected costs and 
timelines.

2. Collect
Collect all documents and data relating to the 
matter. It’s better to over-collect at the beginning 
rather than miss critical assets.

3. Cull and process
Cull data by keywords, duplicates, date ranges, 
folder structure, and exclude material that falls 
outside your matter’s scope. Our team will make 
the documents searchable, assign numbering, 
image the documents and extract metadata fields.  

4. Unitize
PDFs and scanned images can be split into separate 
documents using our highly efficient and accurate 
unitizing service.

5. Code
We will enhance your document metadata to 
produce consistent fields. We offer intelligent, 
manual coding using highly qualified, Canadian 
and international vendors. 

6. Load files
We can create or convert load files to your unique 
specifications, as well as deploy standard Relativity, 
Eclipse, Summation, and other review platforms to 
load the files.  

7. Host to web
We’ll import/export your documents from secure 
web-based review platforms such as Relativity and 
Venio and run analytics to make review as efficient 
as possible. 

8. Review 
Our experienced review lawyers are here to help! 
We offer traditional linear review, or for urgent or 
large cases, we utilize Active Learning analytics.

9. Production
Once review is completed, we export producible documents and deliver 
them to your attention or directly to the opposing counsel. If a production 
protocol has been agreed upon between parties, we can review and tailor 
the production to your required specifications.

10. Archive 
Ricoh offers archiving options for when a project is winding down: 

• If a matter falls dormant but may be needed again soon, we can put the  
   database in 'cold storage' until it can be brought back online

• If a matter ends but a copy of the database is required in the event it 
   may be needed in the future, we’ll export an archived version of the  
   database, put it on a hard drive and send it to you for safekeeping

• We also offer options for secure and complete data destruction
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Review in your language
Ability to conduct reviews in over 
15 different languages.

Diverse skills
Obtained degrees in over 20 different 
disciplines in addition to their law degrees.

Global expertise 
Our team has been called to the bar in 
more than 10 geographic areas.

In-depth legal knowledge
Each has past and/or current legal practice 
experience in 20 different areas of law.

Industry experience
Our team has an average of over ten years 
of legal experience across diverse industries.

Extensive project experience
One-third have each completed over 
50 projects — and counting!

Get innovative legal solutions that deliver 
more powerful insight and control. Ricoh’s 
Intelligent eDiscovery services and solutions 
help legal and corporate departments make 
more informed business decisions, discover 
critical information sooner, proactively 
manage costs and mitigate risk. 

Learn more here

https://www.ricoh.ca/en/industries/legal

