
Examples of Documents With and Without Metadata
The 4 documents on this CD are accessed by clicking the links in this chart.  They demonstrate the difference between documents in their native format—which contain user-created metadata—and the same documents in static PDF format that lack any user-created metadata.

	Samples of Word Documents
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	Document 1.  A scanned PDF version of a letter created in Microsoft Word;

Document 2.  A native-format electronic version of the same letter created in Word.
	To open Document 1, double click on the link above.  The letter will open in Adobe Acrobat.  You will see that this is a static document that cannot be modified and that does not contain any user-created metadata.  Such scanned PDF or TIFF documents are essentially electronic photocopies.  Although they can bear metadata, in most cases they do not but rather are entirely frozen, static documents lacking any meaningful metadata.
	To open Document 2, double click on the link above.  The letter will open in Microsoft Word, that is, in its “native format.”  This is a live document as it existed on the “agency’s” computers and it contains the metadata associated with the document.  When you initially open the document, you will see that it displays tracked changes to the text that do not appear in the PDF in Document 1.  For example, the date of the letter was altered, and the text of the letter was altered. However, if you move your cursor to the drop-down box in the task bar that contains the word “Final Showing Markup”, click on the down arrow to the right of that box, and select “Final” from the drop-down menu, the changes made to the document will disappear and the text will match the PDF in Document 1.
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	Samples of Excel Documents
	
[image: image4.emf]PDF Spreadsheet


	
[image: image5.emf]MS Excel  Spreadsheet



	Document 3.  A scanned PDF version of a spreadsheet created in Microsoft Excel; and

Document 4.  A native-format electronic version of the same spreadsheet created in Excel.
	To open Document 3, double click on the link above.  The spreadsheet will open in Adobe Acrobat.  Again, this is a static document that cannot be modified and does not contain any user-created metadata.
	To open Document 4, double click on the link above.  The spreadsheet will open in Microsoft Excel, its native format.  This is a live document as it existed on the “agency’s” computers and contains the associated metadata.  When you initially open the document, you will see that it appears to be identical to Document 3.  However, the spreadsheet contains hidden metadata.  In the native-format version there is a red triangle in the upper-right corner of the cell at the third row and third column.  
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Hover your cursor over the triangle, and the hidden comment will appear.  There are also hidden columns in the electronic document.  Select the entire sheet by pressing CTRL and A.  Next, push and hold CTRL, Shift, Left Parenthesis, and Right Parenthesis in that order.  The hidden columns (columns D and E) will appear.

[image: image7.png]In executive session prior to the public mesting,
Council Mermber Jones stated that Council Member
Srmith should recuse himself from the variance vote
based on his brothers ownership of a parcel adjoining
the property for which the variance was sought
Council Mernber Smith stated there was no confict
and declined to recuse himself.
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_1309149595.pdf
Government Agency
555 West Bureaucracy Road
Phoenix, Arizona

May 18, 2009

John Doe, Esq.

Local Law Firm LLP
555 North Local Avenue
Phoenix, Arizona

Re: Governmental Agency Action
Dear Mr. Doe:

We received your letter dated May 4, 2009 regarding the denial of the variance
requested by your client XYZ Corporation. This letter is the agency response required to
be provided within 14 day pursuant to A.R.S. § . After further review, the Council
confirms its vote denying the requested variance. The circumstances you refer to
regarding Council Member Smith do not constitute an interest that required Council
Member Smith to recuse himself from voting on the variance.

Sincerely,

Agency Employee

AE/sa
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Government Agency


555 West Bureaucracy Road


Phoenix, Arizona




Samuel T. Hirzel, Esq.


June 5, 2009May 18, 2009
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May 18, 2009 

John Doe, Esq.


Local Law Firm LLP


555 North Local Avenue


Phoenix, Arizona 


Re:
Governmental Agency Action


Dear Mr. Doe:


We received your letter dated May 4, 2009 regarding the denial of the variance requested by your client XYZ Corporation.  This letter is the agency response required to be provided within 14 day pursuant to A.R.S. § ___.  After further review, the Council confirms its vote denying the requested variance.  The circumstances you refer to regarding Council Member Smith do not constitute an interest that required Council Member Smith to recuse himself from voting on the variance.

Sincerely,


Agency Employee


AE/sa
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_1309156566.xls
Sheet1

		Variance		Meeting/Vote Date		Disposition		Member Votes		Notes

		Variance 1		1/6/09		Approved		Smith: yes,               Jones: yes,             Thomas: yes

		Variance 2		2/18/09		Approved		Smith: yes,               Jones: yes,             Thomas: yes

		Variance 3		3/16/09		Approved		Smith: yes,               Jones: abstained,             Thomas: yes

		Variance 4		4/20/09		Denied		Smith: no,               Jones: yes,             Thomas: no		In executive session prior to the public meeting, Council Member Jones stated that Council Member Smith should recuse himself from the variance vote based on his brother's ownership of a parcel adjoining the property for which the variance was sought.  Council Member Smith stated there was no conflict and declined to recuse himself.

		Variance 5		5/12/09		Approved		Smith: yes,               Jones: yes,             Thomas: yes
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No Name:
Mr. Jones recused himself from the variance vote due to a percieved conflict.
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_1307953026.pdf
ANNUAL VARIANCE REQUESTS AND DISPOSITIONS

Variance Meeting/Vote Date Disposition
Variance 1 1/6/2009 Approved
Variance 2 2/18/2009 Approved
Variance 3 3/16/2009 Approved
Variance 4 4/20/2009 Denied
Variance 5 5/12/2009 Approved







