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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.
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Date requested or Provided

Number &
A
&V
Description Document Location
1 Lorem ipzum dalor zit amet,

constctetur adipizicing clit, sed da

eiusmad tempar incididunt uk labor: ot

dolare magna aliqua

LIk cnim ad minim weniam, quiz nostrud

crercitation ullamen laboris nisi ot e
aliquip &% ¢a commada cansequat

[ =]

3 Duiz aute irure dolor in reprehenderit in
volupkate velit ezze cillim dolore w I
Fugiat nulla pariatur

Excepteur sink accaecat cupidatat nan
praident, zunt in culpa qui affizia —
dezerunt mallit anim id et laborum,”

o

Fed ub perspiciatiz unds amniz izt

natus errar sit valuptakem accusantiom

doloremaue [wdantium, tokam rem —
aperiam, eaque ipsa quas ab illa

inventore werikatis of quasi architecka

beatae vitae dicta sunt explicabo,

[tem requested E —
[tem received

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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Number

Dezcription

1 Larem ipsum daler it amet,
conzsectetur adipisicing clit, zed do
civsmed tempor incididunt ut labore ot
dolare magna aliqua

rea

Ut enim ad minim veniam, quis nostrud
crercikation ullamea labaris nizi ut
aliquip ex ¢a commodo consequat

3 Duis aute irure doder in reprehenderit in
woluptate velit ez cillum dalore cu
fugiat nulla pariatur

Excepheur sink accaccat cupidatat non
proident, zunt in culpa qui officia
dezerunt mollit anim id ezt laborum.”

o

Sied ut perspiciatiz unde amniz iste
natuz error sit volupkatem accusantium
dalaremaue laudantiom, botam rem
aperiam, caque ipsa quat abille
inventare veritatis ok quasi architecta
beatae vitae dicta sunt explicabe.

Lo

Mema chim ipsam valuptatem quia

woluptas sit azpernatur auk odit aut

fugit, sed quia consequuntur magni

dalares woz quirations voluptatem

sequi nesciunt

10 Meque porro quisquam est, qui
dalarem ipzum quia delor sit amet,
conzectetur, adipisci velit, zed quia non
numquam ciuz medi tempora incidunt ut
labare et dolare magnam aliquam
quacrat voluptatem

11 Ut enim ad minima weniam, quiz nostrum
cxercitationem ullam corpariz suzcipit
labariazam, nisiut aliquid ex ea
commadi conzequatur

17 iz aukem vel cum iure reprehenderit

qui in &3 valuptate velit esze quam nibil

molestine conzequatur, vel illum qui

dalarem cum Fugiat quo valuptas nulla

pariatur
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As documents are received, we note when and what items have been provided.
documents, a hyperlink is inserted in the document location cell so that the document can be easily

accessed.

Number

Description Cocument Location

1 Lerem ipsum delor sit amet,
consecketur adipisicing elit, zed do
ciusmad tempar incididunk ut labore ek
dalare magna aliqua

LIt znim ad minim vcniam, quis nostrud
exercitation ullames laboriz nisi ut

Ia

For electronic

Cate requested or Provided

aliquip ex ¢a commoda cansequat Vowrapps2hdataiad

3 Dwiz aute irure daleor in reprehenderit in
voluptate velik esze cillum dolore cu
fugiak nulla pariatur

Excepheur sink occascat cupidatat non
preident, zunt in culpa qui officia
deserunt mellik anim id est laborum.”

(e

Eed uk perzpiciatiz und: omniz iste
nakus errer sit voluptakem accuzantium
daloremque laudantium, kotam rem
aperiam, saque ipsa quas abillo
invenkore verikatiz o quasi architecta

bieakae vitae dicka sunt explicabo. Vowrapps2hdataiad

[Ne]

Mema znim ipzam voluptatem quia
voluptas sit aspernatur auk odit aut
fugit, zed quia conzequuntur magni
dalores eox qui ratione voluptatem
sequi hesciunt

1 Meque porro quisquam sk, qui
dalorem ipsum quia dolar =it amet,
consecketur, adipizci velit, zed quia non
numquam cins modi kempora incidunt uk
labore et dolare magnam aliquam
quacrat volupkakem

11 Ut enim wd minima veniam, quiz nestrum
exercitationem ullam carporiz suzcipit
labariozam, nizi ot aliquid ex ea
commadi conzequatur

17 Buiz aubem vel cumiure reprehenderit
qui in &3 valuptate velit czse quam nihil
molestize cansequatur, vl illum qui
dalorem cum Fugiak quo volupkaz nulla
pariztur
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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.

Mumber

| g%

(e

11

Description

Larem ipzum dalor zit amet,
conzecketur adipizicing clit, sed da
ciusmod tempoor incididunt ut labore ot
dalare magna aliqua

Ut enim ad minim weniam, quis nostrud
cxercikation ullamoa labaris nisi ut
aliquip &% «3 commaoda consequat
Dwiz auke irure dalor in reprehenderit in
waluptate welit esze cillum dolare cu
fugiak nulla pariatur

Exceplenr sink occaecat cupidatat non
praident, sunt in culpa qui officia
dezerunt mellit anim id ezt laborum.”

Zed ut perzpiciatiz unde omniz iste
nakuz error sit voluptatem accuzantiom
dalaremaque laudantium, tatam rem
aperiam, caque ipsa quac abillo
inventore yeritatiz ok quasi architecta
beatae wikas dicta zunt explicaba.

Mema cnim ipsam voluptatem quia
waluptasz ik azpernatur aut odit aut
fugit, sed quia consequuntur magni
dolores cos qui ratione voluptatem
Fequi nesciunk

Meque porro quizquam ext, qui
dalorem ipzum quiz delar zit amet,
conzecketur, adipizci velit, zed quia nan
numdquam cius modi tempora incidunk ut
labare et dalore magnam aliquam
quacrat velupkatem

Ut znim ad minima veniam, quis nostrum
exercitakionem ullam corporiz suscipit
labariczam, nizi ok aliquid ¢x &2
commodi conzequakur

iz autem vel cum iure reprehenderit
qui in 22 voluptate velit exze quam nihil
malestize consequatur, vl illum qui
dalorem cum fugiat que volupkas nulla
pariakur
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