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 client's computer file folder for
. that matter in chronological

Computer
C:\Work\Jones\Contract\General File #1 (2/1/04 - 4/2/04)

Documents

\\ C:\Work\Jones\Contract\General File #2 (4/3/04 - )

~—

E-mail

(in&ou) L\

—

File memos¢” -

= 1 C:\Work\Jones\ContractiDocuments File (3/1/04- )
Al C:\Work\Jones\Wills\General File #1 (1/1/98 - )
C:\Work\Jones\Wills\Documents File (1/1/98 - )

7

........................................

Client's computer file folder will appear
identical to paper file folder with most
recent documents on top

.......................................

........................................

Each file will be a multi-page TIFF
: readable by Microsoft Office 2003 :
. Document Imaging or a PDF file readable
; in Adobe Acrobat :

........................................

: Each file will be OCR’d with ScanSoft -
- OmniPage Pro 14 to be searchable TIFF :
: or searchable PDF :

Symbols allowed in file names: _-. (Y#&$% @ ~,;=[1{}
Symbols not allowed: /\|:*?“<>
Maximum 40 characters in file name
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