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Develop	
  a	
  workflow	
  for	
  processing	
  cases

• Read	
  the	
  case	
  and	
  highlight	
  notable	
  sentences
• Also	
  highlight	
  the	
  headings–those	
  are	
  useful	
  guideposts

• When	
  you	
  are	
  done,	
  go	
  back	
  and	
  remove	
  all	
  non-­‐essenGal	
  highlights

• Copy	
  the	
  essenGal	
  highlights	
  into	
  a	
  plaintext	
  file	
  (“case	
  file”).	
  The	
  case	
  file	
  has	
  two	
  secGons:	
  
excerpts	
  and	
  commentary.

• Separate	
  excerpts	
  from	
  commentary
• The	
  excerpt	
  secGon	
  contains	
  nothing	
  but	
  verbaGm	
  quotes	
  with	
  page	
  numbers.	
  Those	
  can	
  be	
  

pasted	
  into	
  briefs,	
  memos,	
  etc.	
  without	
  having	
  to	
  re-­‐read	
  the	
  case

• AJach	
  your	
  comments	
  aXer	
  the	
  excerpt	
  secGon

• Treat	
  the	
  case	
  file	
  as	
  a	
  living	
  document
• As	
  you	
  work	
  with	
  the	
  case	
  or	
  re-­‐read	
  it	
  later	
  in	
  different	
  contexts,	
  add	
  (or	
  remove)	
  entries	
  in	
  

the	
  excerpts	
  secGon

• As	
  your	
  understanding	
  of	
  the	
  case	
  deepens	
  (someGmes	
  over	
  a	
  period	
  of	
  years)	
  expand	
  the	
  
commentary	
  secGon
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