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This article describes one way to set up a document production control sheet in Excel which can serve 
many different purposes. While this is written from the perspective of a litigation engagement, the same 
principles could be used in a business valuation engagement. 

It is important to maintain control over the numerous document requests. In our litigation 
engagements, we are continuously requesting additional documents.  Having one schedule allows us to 
(1) easily communicate with the attorney regarding production status; (2) follow up on what has/has not 
been provided; (3) locate the documents in our files; and (4) provide an exhibit for use in court of 
production problems that have limited the scope of the work we were able to perform and report on. 

We utilize a production template when the engagement begins to make a list of documents that are 
need for our work. As the work progresses, we add to this list new information as needed. The initial 
worksheet below illustrates this first phase. 

http://www.webster-rogers.com/�


NACVA Ambassadors’ QuickRead—March 2009 
 

 

This illustrates the first five items that we requested and indicates by the “---------->” the date that the 
request was sent out. As more items are requested we continue to update the control sheet. 
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As documents are received, we note when and what items have been provided.  For electronic 
documents, a hyperlink is inserted in the document location cell so that the document can be easily 
accessed. 
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If an exhibit is needed for a hearing on failure to produce documents, your control sheet becomes the 
source for that exhibit. This is easily accomplished by hiding the column that contains the hyperlinks to 
where the electronic copy of the document is stored. The worksheet now becomes a good visual exhibit 
to communicate with the judge the numerous times you have requested documents and the lack of 
production that has been provided. 
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