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Best Practices Summary  

Keep in the mind the following when taking on projects that require redaction.  

 Do not forget to apply redactions! Simply marking text and graphics does 

not actually remove it.  

 Carefully review scanned documents because OCR is not a foolproof 

process. The Search and Redact feature finds text only in searchable 

documents.  

 Review all documents prior to submission. A two-person review team catches 

many more errors than a single person.  

 Know your court rules and judge’s orders regarding redaction. Ask the clerk of 

the court for clarification if you need more information.  

 Don’t skip the examine document step. Inexperienced users might only cover 

up information in electronic sources and mistakenly believe it is redacted. The 

Examine Document feature can detect and fix these issues. 


