	Holiadur dogfennau electronig
	
	Electronic documents questionnaire

	(Rheolau Trefniadaeth Sifil Cyfarwyddyd Ymarfer 31B)
	
	(Civil Procedure Rules Practice Direction 31B)

	
	
	

	RHYBUDD: Oni fydd y llys yn gwneud rhyw orchymyn arall, dim ond at ddibenion yr achos lle cyflwynir y ddogfen y gellir defnyddio’r atebion a roddir yn y ddogfen hon oni bai ei bod wedi cael ei darllen i’r llys neu gan y llys neu wedi’i chyfeirio ati mewn gwrandawiad sydd wedi cael ei gynnal yn gyhoeddus neu oni bai fod y Llys yn rhoi caniatâd neu’r parti sydd wedi cwblhau’r holiadur hwn yn cytuno.
	
	WARNING: Unless the court makes some other order, the answers given in this document may only be used for the purposes of the proceedings in which the document is produced unless it has been read to or by the court or referred to at a hearing which has been held in public or the Court gives permission or the party who has completed this questionnaire agrees.

	
	
	

	Darllenwch y nodiadau ar ddiwedd y ffurflen hon cyn llenwi’r holiadur
	
	Please read the notes at the end of this form before completing the questionnaire

	
	
	

	Rhan 1 – Eich datgeliad
	
	Part 1 – Your disclosure

	
	
	

	Cwmpas chwiliad rhesymol
	
	Extent of a reasonable search

	
	
	

	Amrediad dyddiadau a cheidwaid
	
	Date range and custodians

	
	
	

	1.
Yn eich barn chi, pa amrediad dyddiadau y dylai eich chwiliadau am Ddogfennau Electronig ei gwmpasu (‘yr amrediad dyddiadau’)?
	
	1.
What date range do you consider that your searches for Electronic Documents should cover (‘the date range’)?

	     
	
	     

	
	
	

	2.
Nodwch geidwaid neu’r rhai a greodd eich Dogfennau Electronig y dylai eu hystorfa dogfennau gael ei chwilio yn eich barn chi.


Nodyn - Dylech gynnwys enwau pawb sydd o bosibl wedi bod neu sydd yn geidwaid dogfennau datgeladwy, gan gynnwys ysgrifenyddion, cynorthwywyr personol, cyn weithwyr a/neu gyn gyfranogwyr. Efallai y byddai’n ddefnyddiol nodi dyddiadau gwahanol ar gyfer ceidwaid penodol.
	
	2.
Identify the custodians or creators of your Electronic Documents whose repositories of documents you consider should be searched.
Note - Include names of all those who may have or have had custody of disclosable documents, including secretaries, personal assistants, former employees and/or former participants. It may be helpful to identify different dates for particular custodians.

	     
	
	     


	Cyfathrebu
	
	Communication

	
	
	

	3.
Pa fathau o gyfathrebu electronig a oedd yn cael eu defnyddio yn ystod yr amrediad dyddiadau (i'r graddau y maent yn berthnasol i’r achos hwn)?
Nodyn – Colofn D- Nodwch y lleoliad daearyddol (os yw’n hysbys). Ystyriwch (o leiaf) weinyddion, cyfrifiaduron desg, gliniaduron, llyfrau nodiadau, dyfeisiau llaw, dyfeisiau PDA, storfa oddi ar safle, cyfryngau storio y gellir eu symud (er enghraifft, CD-ROMs, DVDs, gyriannau USB, cof bach) a chronfeydd data. 
Nodyn – (i) e-bost - Ystyriwch yr holl fathau o system e-bost (er enghraifft, Outlook, Lotus Notes, cyfrifon ar y we), pa un a ydynt yn cael eu storio ar gyfrifiaduron personol, dyfeisiau symudol neu mewn cyfrifon ar y we (er enghraifft, Yahoo, Hotmail, Gmail).

Nodyn – (ii) Arall - Er enghraifft, negeseua sydyn, negeseuon llais, VOIP (Protocol Llais dros y Rhyngrwyd), llinellau ffôn wedi’u recordio, negeseuon testun, ffeiliau sain, ffeiliau fideo.
	
	3. Which forms of electronic communication were in use during the date range 
(so far as is relevant to these proceedings)?

Note – Column D - State the geographical location (if known). Consider (at least) servers, desktop PCs, laptops, notebooks, handheld devices, PDA devices, off-site storage, removable storage media (for example, CD-ROMs, DVDs, USB drives, memory sticks) and databases. 
Note – (i) email - Consider all types of e-mail system (for example, Outlook, Lotus Notes, web-based accounts), whether stored on personal computers, portable devices or in web-based accounts (for example, Yahoo, Hotmail, Gmail).
Note – (ii) Other - For example, instant messaging, voicemail, VOIP (Voice Over Internet Protocol), recorded telephone lines, text messaging, audio files, video files.

	
	
	

	A
	B
	C
	D
	E

	Cyfathrebu
	Cael ei ddefnyddio yn ystod yr amrediad dyddiadau?

(Oedd/Nac oedd)
	Ydych chi’n chwilio am ddogfennau perthnasol yn y categori hwn? 
(Ydw/Nac ydw)
	Ble ac ar ba fath o feddalwedd/ cyfarpar/cyfrwng y mae’r cyfathrebiad hwn yn cael ei storio?
	(a)
A oes copïau wrth gefn neu archifau o’r cyfathrebiad hwn ar gael; ac

(b)
os oes, ydych chi’n chwilio’r copïau wrth gefn neu’r archifau?

	Communication
	In use during the date range?

(Yes/No)
	Are you searching for relevant documents in this category? 
(Yes/No)
	Where and on what type of software/ equipment/media is this communication stored?
	(a)
Are back-ups or archives of this communication available; and

(b)
if so, are you searching the back-ups or archives?

	i)
E-bost / E-mail
	     
	     
	     
	     

	ii)
Arall
(rhowch fanylion ar gyfer pob math) /

Other 
(provide details for each type)
	     
	     
	     
	     


	Dogfennau Electronig
	
	Electronic Documents

	
	
	

	4.
Ar wahân i atodiadau i negeseuon e-bost, pa fathau o Ddogfennau Electronig a gafodd eu creu neu eu storio gennych yn ystod yr amrediad dyddiadau?

Nodyn – Colofn D - Nodwch y lleoliad daearyddol (os yw’n hysbys). Ystyriwch (o leiaf) weinyddion, cyfrifiaduron desg a gliniaduron. 
Nodyn – Delweddau electronig - Er enghraifft, .pdf, .tif, .jpg.
Nodyn – Arall - Er enghraifft, PowerPoint neu gyffelyb, dogfennau arbenigol (megis Dyluniadau CAD).
	
	4. Apart from attachments to e-mails, which forms of Electronic Documents were created or stored by you during the date range?

Note – Column D - State the geographical location (if known). Consider (at least) servers, desktops and laptops.
Note – Electronic images - For example, .pdf, .tif, .jpg.
Note – Other - For example, PowerPoint or equivalent, specialist documents (such as CAD Drawings).

	
	
	

	A
	B
	C
	D
	E

	Math o ddogfen
	Cael ei ddefnyddio yn ystod yr amrediad dyddiadau? 
(Oedd/Nac oedd)
	Ydych chi’n chwilio am ddogfennau perthnasol yn y categori hwn? 
(Ydw/Nac ydw)
	Ble ac ar ba fath o feddalwedd/ cyfarpar/cyfrwng y mae’r dogfennau hyn?
	(a)
A oes copïau wrth gefn neu archifau o’r dogfennau hyn ar gael, ac 
(b)
os oes, ydych chi’n chwilio’r copïau wrth gefn neu’r archifau?

	Document Type
	In use during the date range? 
(Yes/No)
	Are you searching for relevant documents in this category?
(Yes/No)
	Where and on what type of software/ equipment/media are these documents?
	(a)
Are back-ups or archives of these documents available, and
(b)
if so, are you searching the back-ups or archives?

	i)
Word 
(neu gyfatebol - nodwch pa un) /

(or equivalent - state which)
	     
	     
	     
	     

	ii)
Excel 
(neu gyfatebol - nodwch pa un) /

(or equivalent - state which)
	     
	     
	     
	     

	iii)
Delweddau electronig / 

Electronic Images
	     
	     
	     
	     

	iv)
Arall (nodwch beth)
Other (state which)
	     
	     
	     
	     

	Cronfeydd data o Ddogfennau Electronig
	
	Databases of Electronic Documents

	
	
	

	5.
Yn y tabl isod, nodwch systemau cronfa ddata, gan gynnwys systemau rheoli dogfennau, yr oeddech yn eu defnyddio yn ystod yr amrediad dyddiadau, ac a all gynnwys Dogfennau Electronig datgeladwy.
	
	5. In the following table identify database systems, including document management systems, used by you during the date range and which may contain disclosable Electronic Documents.

	
	
	

	
	
	

	A
	B
	C
	D
	E

	Enw
	Disgrifiad byr
	Natur y data a ddelir
	Ydych chi’n datgelu dogfennau sy’n cael eu dal yn y gronfa ddata hon? 
(Ydw/Nac ydw)
	Cynigion ar gyfer darparu dogfennau perthnasol i bartïon eraill yn yr achos cyfreitha hwn neu fynediad gan bartïon eraill i’r achos cyfreitha hwn

	Name
	Brief description
	Nature of data held
	Are you disclosing documents held in this database?

(Yes/No)
	Proposals for provision of relevant documents to or access by other parties to this litigation

	1.      
	     
	     
	     
	     

	2.      
	     
	     
	     
	     

	
	
	

	
	
	

	Dull chwilio
	
	Method of search

	
	
	

	Geiriau allweddol
	
	Key words

	
	
	

	Nodyn - Os cynhelir Chwiliad Geiriau Allweddol  er mwyn canfod dogfennau amherthnasol sydd i’w heithrio o’r datgeliad (er enghraifft enw cyfrinachol cleient neu gwsmer), gellir rhoi disgrifiad cyffredinol o’r math o chwiliad.
	
	Note - Where Keyword Searches are used in order to identify irrelevant documents which are to be excluded from disclosure (for example a confidential name of a client or customer), a general description of the type of search may be given

	
	
	

	6.
Ydych chi’n ystyried y dylid defnyddio Chwiliadau gan ddefnyddio Geiriau Allweddol fel rhan o’r broses o bennu pa Ddogfennau Electronig y dylech eu datgelu?
	
	6. Do you consider that Keyword Searches should be used as part of the process of determining which Electronic Documents you should disclose?

	
	
	

	 FORMCHECKBOX 
  Ydw
	 FORMCHECKBOX 
  Nac ydw
	
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	
	
	


	Os ydych chi, rhowch fanylion –
	
	If Yes, please provide details of –

	
	
	

	(1)
y geiriau allweddol a ddefnyddiwyd neu a fydd yn cael eu defnyddio (drwy gyfeirio, os yw’n berthnasol, at geidwaid unigol, crewyr, ystorfeydd, mathau ffeil a/neu amrediadau dyddiadau); a
	
	(1)
the keywords used or to be used (by reference, if applicable, to individual custodians, creators, repositories, file types and/or date ranges); and

	     
	
	     

	
	
	

	(2)
y graddau y mae’r Chwiliadau Geiriau Allweddol wedi cael eu hategu neu y byddant yn cael eu hategu drwy adolygu dogfennau unigol.
	
	(2)
the extent to which the Keyword Searches have been or will be supplemented by a review of individual documents.

	     
	
	     

	
	
	

	
	
	

	Mathau eraill o chwiliadau awtomedig
	
	Other types of automated searches

	
	
	

	7.
Ydych chi’n ystyried y dylid defnyddio chwiliadau awtomedig neu dechnegau awtomedig heblaw Chwiliadau Geiriau Allweddol (er enghraifft, glystyru neu chwiliadau cysyniad) fel rhan o’r broses o bennu pa Ddogfennau Electronig y dylech eu datgelu?
	
	7. Do you consider that automated searches or automated techniques other than Keyword Searches (for example, concept searches or clustering) should be used as part of the process of determining which Electronic Documents you should disclose?

	
	
	

	 FORMCHECKBOX 
  Ydw
	 FORMCHECKBOX 
  Nac ydw
	
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	
	
	

	Os ydych chi, rhowch fanylion –
	
	If Yes, please provide details of –

	
	
	

	(1)
y broses neu’r prosesau a ddefnyddiwyd neu a fydd yn cael eu defnyddio (drwy gyfeirio, os yw’n berthnasol, at geidwaid unigol, crewyr, ystorfeydd, mathau ffeil a/neu amrediadau dyddiadau);
	
	(1)
the process(es) used or to be used (by reference, if applicable, to individual custodians, creators, repositories, file types and/or date ranges);

	     
	
	     

	
	
	


	(2)
y graddau y mae’r prosesau wedi cael eu hategu neu y byddant yn cael eu hategu drwy adolygu dogfennau unigol; a
	
	(2)
the extent to which the processes have been or will be supplemented by a review of individual documents; and

	     
	
	     

	
	
	

	(3)
sut y bydd methodoleg chwiliadau awtomedig yn cael ei ddarparu er mwyn i bartïon eraill eu hystyried.
	
	(2)
how the methodology of automated searches will be made available for consideration by other parties.

	     
	
	     

	
	
	

	8.
Os ‘Ydw’ yw’r ateb i Gwestiwn 6 neu 7, nodwch a fydd (a) atodiadau i negeseuon e-bost (b) ffeiliau cywasgedig (c) ffeiliau planedig a (d) testun delwedd yn ymateb i’ch Chwiliadau Geiriau Allweddol neu chwiliad awtomedig arall.
	
	8. If the answer to Question 6 or 7 is ‘Yes’, state whether (a) attachments to e-mails (b) compressed files (c) embedded files and (d) imaged text will respond to your Keyword Searches or other automated search.

	     
	
	     

	
	
	

	9.
Ydych chi’n defnyddio neu’n bwriadu defnyddio meddalwedd gyfrifiadurol at ddibenion eraill yng nghyswllt datgelu?
	
	9. Are you using or intending to use computer software for other purposes in relation to disclosure?

	
	
	

	 FORMCHECKBOX 
  Ydw
	 FORMCHECKBOX 
  Nac ydw
	
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	
	
	

	Os ydych chi, rhowch fanylion y feddalwedd, y prosesau a’r dulliau i’w defnyddio.
	
	If Yes, please provide details of the software, processes and methods to be used.

	     
	
	     

	
	
	

	
	
	


	Problemau posibl gyda chwmpas y chwiliad a chael gafael ar Ddogfennau Electronig
	
	Potential problems with the extent of search and accessibility of Electronic Documents

	
	
	

	Nodyn - Gweler Cyfarwyddyd Ymarfer 31B, sy’n cyfeirio at y materion canlynol a all fod yn berthnasol: (a) nifer y dogfennau sy’n gysylltiedig; (b) natur a chymhlethdod yr achos; (c) hwylustod a chost adalw unrhyw ddogfen benodol; (d)  cael gafael ar ddogfennau neu gynnwys dogfennau oddi wrth ffynonellau eraill; ac (e) arwyddocâd unrhyw ddogfen sy’n debygol o gael ei ganfod yn ystod y chwiliad.
	
	Note - See Practice Direction 31B, which refers to the following matters which may be relevant: (a) the number of documents involved; (b) the nature and complexity of the proceedings; (c) the ease and expense of retrieval of any particular document; (d) the availability of documents or contents of documents from other sources; and (e) the significance of any document which is likely to be located during the search.

	
	
	

	10.
A oes unrhyw rai o’r ffynonellau a/neu ddogfennau a bennir yn yr Holiadur Dogfennau Electronig hwn yn codi cwestiynau am resymolrwydd y chwiliad y dylid eu hystyried?
	
	10. Do any of the sources and/or documents identified in this Electronic Documents Questionnaire raise questions about the reasonableness of the search which ought to be taken into account?

	
	
	

	 FORMCHECKBOX 
  Oes
	 FORMCHECKBOX 
  Nac oes
	
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	
	
	

	Os oes, rhowch fanylion.
	
	If Yes, please give details.

	     
	
	     

	
	
	

	11.
A oes unrhyw ddogfennau datgeladwy wedi’u hamgryptio, eu diogelu â chyfrinair neu’n anodd cael mynediad iddynt am resymau eraill, neu a oes gennych unrhyw reswm dros gredu y gallent fod?
	
	11. Are any documents which may be disclosable encrypted, password-protected or for other reasons difficult to access, or do you have any reason to believe that they may be?

	
	
	

	 FORMCHECKBOX 
  Oes
	 FORMCHECKBOX 
  Nac oes
	
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	
	
	

	Os Oes, nodwch pa rai o’r categorïau sydd wedi’u pennu yng Nghwestiynau 3, 4 a 5 uchod y mae hyn yn effeithio arnynt, a’ch cynigion ar gyfer eu gwneud yn hygyrch.

	
	If Yes, please state which of the categories identified at Questions 3, 4 and 5 above are affected, and your proposals for making them accessible.

	
	
	

	Nodyn - Er enghraifft, copïau wrth gefn, archifau, dogfennau sy’n cael eu storio oddi ar y safle neu’n allanol, dogfennau a grëwyd gan gyn-weithwyr, dogfennau a storir mewn awdurdodaethau eraill, dogfennau mewn ieithoedd tramor.
	
	Note - For example, back-ups, archives, off-site or outsourced document storage, documents created by former employees, documents stored in other jurisdictions, documents in foreign languages.

	     
	
	     

	
	
	


	12.
Ydych chi’n ymwybodol o unrhyw bwyntiau eraill yng nghyswllt datgelu’ch Dogfennau Electronig y mae angen i’r partïon eu trafod gyda’i gilydd?
	
	12. Are you aware of any other points in relation to disclosure of your Electronic Documents which require discussion between the parties?

	
	
	

	 FORMCHECKBOX 
  Ydw
	 FORMCHECKBOX 
  Nac ydw
	
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	
	
	

	Os ydych chi, rhowch fanylion.
	
	If Yes, please give details.

	     
	
	     

	
	
	

	
	
	

	Cadw Dogfennau Electronig
	
	Preservation of Electronic Documents

	
	
	

	13.
Oes gennych chi bolisi cadw dogfennau?
	
	13. Do you have a document retention policy?

	
	
	

	 FORMCHECKBOX 
  Oes
	 FORMCHECKBOX 
  Nac oes
	
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	
	
	

	Os oes, rhowch fanylion
	
	If Yes, please give details.

	     
	
	     

	
	
	

	14.
Ydych chi wedi rhoi cyfarwyddyd i gadw Dogfennau Electronig?
	
	14. Have you given an instruction to preserve Electronic Documents?

	
	
	

	 FORMCHECKBOX 
  Ydw
	 FORMCHECKBOX 
  Nac ydw
	
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	
	
	

	Os ydych chi, pryd wnaethoch chi hynny?
	
	If Yes, when did you do so?

	     
	
	     

	
	
	

	
	
	

	ArolyguFORMTEXT
	
	Inspection

	
	
	

	15.
Yn amodol ar ailystyried ar ôl derbyn ymatebion partïon eraill i’r Holiadur Dogfennau Electronig hwn, (a) ym mha fformat a (b) ar ba gyfrwng ydych chi’n bwriadu darparu copïau o ddogfennau wedi’u datgelu i bartïon eraill sydd ar gael neu a fydd ar gael ar ffurf electronig?
	
	15. Subject to re-consideration after receiving the responses of other parties to this Electronic Documents Questionnaire, (a) in what format and (b) on what media do you intend to provide to other parties copies of disclosed documents which are or will be available in electronic form?

	     
	
	     

	
	
	

	16.
Yn amodol ar ailystyried ar ôl derbyn ymatebion partïon eraill i’r Holiadur Dogfennau Electronig hwn, ydych chi’n bwriadu darparu Data Datgelu i bartïon eraill yn electronig?
	
	16. Subject to re-consideration after receiving the responses of other parties to this Electronic Documents Questionnaire, do you intend to provide other parties with Disclosure Data electronically?

	
	
	

	 FORMCHECKBOX 
  Ydw
	 FORMCHECKBOX 
  Nac ydw
	
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	
	
	

	Os ydych chi, ym mha fformat ac ar ba gyfrwng?
	
	If Yes, in what format and on what media?

	     
	
	     

	
	
	

	17.
I’r graddau bod gennych neu y bydd gennych fersiynau OCR y gellir eu chwilio o Ddogfennau Electronig, ydych chi’n bwriadu darparu’r fersiwn OCR y gellir ei chwilio i bartïon eraill?
	
	17. Insofar as you have available or will have available searchable OCR versions of Electronic Documents, do you intend to provide the searchable OCR version to other parties?

	
	
	

	 FORMCHECKBOX 
  Ydw
	 FORMCHECKBOX 
  Nac ydw
	
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	
	
	

	Nodyn - Does dim rheidrwydd arnoch i gael fersiynau OCR o ddogfennau, ac mae’r cwestiwn hwn yn berthnasol dim ond i fersiynau OCR sydd gennych neu yr ydych yn disgwyl y byddant gennych. Os byddwch yn darparu fersiynau OCR i barti arall, byddant yn cael eu darparu gennych chi ar sail ‘fel y mae’, heb unrhyw sicrwydd i’r parti arall fod y fersiynau OCR yn gyflawn neu’n gywir. Efallai y byddwch am beidio â darparu fersiynau OCR o ddogfennau sydd wedi cael eu golygu.
	
	Note - There is no requirement that you should obtain OCR versions of documents, and this question is directed only to OCR versions which you have available or expect to have available to you. If you do provide OCR versions to another party, they will be provided by you on an ‘as is’ basis, with no assurance to the other party that the OCR versions are complete or accurate. You may wish to exclude provision of OCR versions of documents which have been redacted.

	
	
	

	Os nad ydych, pam ddim?
	
	If No, why not?

	     
	
	     

	
	
	

	
	
	


	Rhan 2 - Datgeliad partïon eraill
	
	Part 2 - The disclosure of other parties

	
	
	

	Cwmpas a chynnwys eu chwiliad
	
	The extent and content of their search

	
	
	

	18.
Oes gennych chi ar y cam hwn unrhyw gynigion am yr amrediadau dyddiadau a ddylai gael eu chwilio gan y partïon eraill i’r achos?
	
	18. Do you at this stage have any proposals about the date ranges which should be searched by other parties to the proceedings?

	
	
	

	 FORMCHECKBOX 
  Oes
	 FORMCHECKBOX 
  Nac oes
	
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	
	
	

	Os Oes, rhowch fanylion os gwelwch yn dda.
	
	If Yes, please provide details.

	     
	
	     

	
	
	

	19.
Oes gennych chi ar y cam hwn unrhyw gynigion ynghylch y ceidwaid neu’r crewyr y dylid chwilio eu hystorfeydd dogfennau ar gyfer dogfennau datgeladwy gan bartïon eraill i’r achos?
	
	19. Do you at this stage have any proposals about the custodians or creators whose repositories of documents should be searched for disclosable documents by other parties to the proceedings?

	
	
	

	 FORMCHECKBOX 
  Oes
	 FORMCHECKBOX 
  Nac oes
	
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	
	
	

	Os Oes, rhowch fanylion os gwelwch yn dda.
	
	If Yes, please provide details.

	
	
	

	Nodyn - Dylech gynnwys enwau pawb sydd o bosibl wedi bod neu sydd yn geidwaid dogfennau datgeladwy, gan gynnwys ysgrifenyddion, cynorthwywyr personol, cyn-weithwyr a/neu gyn-gyfranogwyr. Efallai y byddai’n ddefnyddiol nodi dyddiadau gwahanol ar gyfer ceidwaid penodol.
	
	Note - Include names of all those who may have or have had custody of disclosable documents, including secretaries, personal assistants, former employees and/or former participants. It may be helpful to identify different dates for particular custodians.

	     
	
	     

	
	
	

	20.
Ydych chi’n ystyried y dylai’r parti (partïon) eraill ddatgelu’r Metadata i gyd sydd ynghlwm wrth unrhyw ddogfennau?
	
	20. Do you consider that the other party(ies) should disclose all available Metadata attaching to any documents?

	
	
	

	 FORMCHECKBOX 
  Ydw
	 FORMCHECKBOX 
  Nac ydw
	
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	
	
	

	Os ydych chi, rhowch fanylion y dogfennau neu’r categorïau o ddogfennau.
	
	If Yes, please provide details of the documents or categories of documents.

	
	
	

	Nodyn - Gwybodaeth yw ‘Metadata’ am y ddogfen neu’r ffeil sy’n cael ei chofnodi yn y cyfrifiadur, megis dyddiad ac amser creu neu addasu ffeil wedi’i gairbrosesu, neu awdur a dyddiad ac amser anfon e-bost. Mae’r cwestiwn wedi’i gyfeirio at y Metadata helaethach a all fod yn berthnasol lle mae dilysrwydd, er enghraifft, yn cael ei amau. 
	
	Note - ‘Metadata’ is information about the document or file which is recorded in the computer, such as the date and time of creation or modification of a word-processing file, or the author and the date and time of sending of an e-mail. The question is directed to the more extensive Metadata which may be relevant where for example authenticity is disputed.

	     
	
	     

	
	
	

	
	
	

	Cynigion ar gyfer y dull i’w fabwysiadu ar gyfer eu chwiliadau
	
	Proposals for the method to be adopted for their searches

	
	
	

	21.
Oes gennych chi ar y cam hwn unrhyw gynigion am y Chwiliadau Geiriau Allweddol, neu chwiliadau awtomedig eraill, y dylai’r partïon eraill eu defnyddio gyda’u setiau dogfennau?
	
	21. Do you at this stage have any proposals about the Keyword Searches, or other automated searches, which should be applied by other parties to their document sets?

	
	
	

	 FORMCHECKBOX 
  Oes
	 FORMCHECKBOX 
  Nac oes
	
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	
	
	

	Os Oes, rhowch fanylion os gwelwch yn dda.
	
	If Yes, please provide details

	     
	
	     

	
	
	

	Arolygu
	
	Inspection

	
	
	

	22.
Yn amodol ar ailystyried ar ôl derbyn ymatebion partïon eraill i’r Holiadur Dogfennau Electronig hwn, (a) ym mha fformat a (b) ar ba gyfrwng ydych chi’n dymuno derbyn copïau o ddogfennau wedi’u datgelu sydd ar gael neu a fydd ar gael ar ffurf electronig?
	
	22. Subject to re-consideration after receiving the responses of other parties to this Electronic Documents Questionnaire, (a) in what format and (b) on what media do you wish to receive copies of disclosed documents which are or will be available in electronic form?

	     
	
	     

	
	
	


	23.
Yn amodol ar ailystyried ar ôl derbyn ymatebion partïon eraill i’r Holiadur Dogfennau Electronig hwn, ydych chi’n dymuno derbyn Data Datgelu yn electronig?
	
	23. Subject to re-consideration after receiving the responses of other parties to this Electronic Documents Questionnaire, do you wish to receive Disclosure Data electronically?

	
	
	

	 FORMCHECKBOX 
  Ydw
	 FORMCHECKBOX 
  Nac ydw
	
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	
	
	

	Os ydych chi, ym mha fformat ac ar ba gyfrwng?
	
	If Yes, in what format and on what media?

	     
	
	     

	
	
	

	
	
	

	DATGANIAD GWIRIONEDD
	
	STATEMENT OF TRUTH

	
	
	

	*[Rwy'n credu] [Mae'r [hawlydd][diffynnydd] yn credu] bod y ffeithiau a nodir yn yr atebion i’r Holiadur Dogfennau Electronig hwn yn wir
	
	*[I believe] [The [claimant] [defendant] believes] that the facts stated in the answers to this Electronic Documents Questionnaire are true.

	
	
	

	*Awdurdodir fi yn briodol gan yr [hawlydd] [diffynnydd] i lofnodi'r datganiad hwn.
	
	*I am duly authorised by the [claimant] [defendant] to sign this statement.

	
	
	

	Enw llawn
	
	Full name

	     
	
	     

	
	
	

	Enw cwmni’r cynrychiolydd cyfreithiol
	
	Name of legal representative’s firm

	     
	
	     

	
	
	

	Llofnod
	
	Signed

	     
	
	     

	
	
	

	Safle neu swydd a ddelir 
(os ydych yn llofnodi ar ran ffyrm neu gwmni)
	
	Position or office held 
(if signing on behalf of firm or company)

	     
	
	     

	
	
	

	Dyddiad
	
	Date

	     
	
	     

	
	
	

	* dileer fel sy’n briodol
	
	*delete as appropriate

	
	
	

	
	
	


	Nodiadau Canllaw:
	
	Guidance Notes:

	
	
	

	1.
Yr ymadroddion technegol fel y’u diffinnir yn y Rheolau Trefniadaeth Sifil, Cyfarwyddyd Ymarfer 31B yw:
	
	1.
Technical expressions as defined in Civil Procedure Rules, Practice Direction 31B are:

	
	
	

	(a)
Ystyr “Samplu Data” yw’r broses o archwilio data drwy ddynodi ac archwilio dogfennau unigol cynrychiadol;
	
	(a)
“Data sampling” means the process of checking data by identifying and checking representative individual documents;

	
	
	

	(b)
Mae “Data Datgelu” yn golygu data sy’n gysylltiedig â dogfennau a ddatgelir gan gynnwys, er enghraifft, y math o ddogfen, dyddiad y ddogfen, enwau’r awdur neu’r anfonwr a’r derbynnydd, a’r parti sy’n datgelu’r ddogfen;
	
	(b)
“Disclosure Data” means data relating to disclosed documents, including for example the type of document, the date of the document, the names of the author or sender and the recipient, and the party disclosing the document;

	
	
	

	(c)
Mae “Dogfen Electronig” yn golygu unrhyw ddogfen sy’n cael ei dal ar ffurf electronig. Mae’n cynnwys, er enghraifft, e-bost a chyfathrebiadau electronig eraill megis negeseuon testun a negeseuon llais, cronfeydd data a dogfennau wedi’u gairbrosesu, a dogfennau sy’n cael eu storio ar ddyfeisiau cludadwy megis cof bach a ffonau symudol. Yn ogystal â dogfennau sy’n hawdd cael atynt ar systemau cyfrifiadurol a chyfryngau a dyfeisiau electronig eraill, mae’n cynnwys dogfennau sy’n cael eu storio ar weinyddion a systemau wrth gefn a dogfennau sydd wedi cael eu dileu. Mae hefyd yn cynnwys Metadata a data planedig arall na ellir ei weld fel arfer ar sgrin neu ar allbrint;
	
	(c)
“Electronic Document” means any document held in electronic form. It includes, for example, e-mail and other electronic communications such as text messages and voicemail, word-processed documents and databases, and documents stored on portable devices such as memory sticks and mobile phones. In addition to documents that are readily accessible from computer systems and other electronic devices and media, it includes documents that are stored on servers and back-up systems and documents that have been deleted. It also includes Metadata and other embedded data which is not typically visible on screen or a print out;

	
	
	

	(d)
Ystyr “Delwedd Electronig” yw cynrychiolaeth electronig o ddogfen bapur;
	
	(d)
“Electronic Image” means an electronic representation of a paper document;

	
	
	

	(e)
Ystyr “Holiadur Dogfennau Electronig” yw’r holiadur yn yr Atodlen i’r Cyfarwyddyd Ymarfer hwn;
	
	(e)
“Electronic Documents Questionnaire” means the questionnaire in the Schedule to this Practice Direction;

	
	
	

	(f)
Ystyr “Chwiliad Geiriau Allweddol” yw chwiliad gyda chymorth meddalwedd am eiriau ar draws testun Dogfen Electronig;
	
	(f)
“Keyword Search” means a software-aided search for words across the text of an Electronic Document;

	
	
	

	(g)
“Metadata” yw data am ddata. Yn achos Dogfen Electronig, gwybodaeth blanedig fel arfer yw Metadata am y ddogfen nad yw ar gael yn hwylus unwaith y mae’r Ddogfen Electronig Wreiddiol wedi’i thrawsnewid yn Ddelwedd Electronig neu ddogfen bapur. Gall gynnwys (er enghraifft) ddyddiad ac amser creu neu addasu ffeil wedi’i gairbrosesu, neu awdur a dyddiad ac amser anfon e-bost. Gall Metadata gael ei greu’n awtomatig gan system gyfrifiadurol neu â llaw gan ddefnyddiwr;
	
	(g)
“Metadata” is data about data. In the case of an Electronic Document, Metadata is typically embedded information about the document which is not readily accessible once the Native Electronic Document has been converted into an Electronic Image or paper document. It may include (for example) the date and time of creation or modification of a word-processing file, or the author and the date and time of sending an e-mail. Metadata may be created automatically by a computer system or manually by a user;

	
	
	

	(h)
Ystyr “Dogfen Electronig Wreiddiol” neu “Fformat Gwreiddiol” yw Dogfen Electronig sy’n cael ei storio yn y ffurf wreiddiol y’i crëwyd gan raglen feddalwedd gyfrifiadurol; a
	
	(h)
“Native Electronic Document” or “Native Format” means an Electronic Document stored in the original form in which it was created by a computer software program; and

	
	
	

	(i)
Ystyr “Adnabod Nodau Gweledol (OCR)” yw’r gallu i adnabod nodau testun ysgrifenedig neu brintiedig gyda chymorth cyfrifiadur mewn Delwedd Electronig lle nad oes modd chwilio cynnwys testun yn electronig.
	
	(i)
“Optical Character Recognition (OCR)” means the computer-facilitated recognition of printed or written text characters in an Electronic Image in which the text-based contents cannot be searched electronically.

	
	
	

	2.
Nid bwriad y cwestiynau yn yr Holiadur Dogfennau Electronig yw awgrymu sut y dylai datgeliad gael ei wneud neu sut na ddylai gael ei wneud. Dim ond darparu gwybodaeth i bartïon eraill ac i’r llys yw eu bwriad.
	
	2.
The questions in the Electronic Documents Questionnaire are not intended to give rise to any implication about how disclosure should or should not be carried out. They are intended only to provide information to other parties and to the court.

	
	
	

	3.
Efallai y daw rhagor o ffeithiau a materion i sylw partïon yn ystod yr achos sy’n effeithio ar yr atebion i’r Holiadur Dogfennau Electronig. Pan nad oes gwybodaeth fanwl ar gael adeg llenwi'r Holiadur Dogfennau Electronig am y tro cyntaf, dylai'r partïon roi’r wybodaeth sydd ganddynt ac ategu neu newid eu hatebion pan fydd rhagor o wybodaeth ar gael. Dylai’r atebion gael eu diweddaru drwy hysbysu’r partïon eraill a'r llys heb ormod o oedi ac yn sicr cyn pob cynhadledd rheoli achos lle mae datgeliad yn debygol o gael ei ystyried.
	
	3.
Further facts and matters may come to parties’ attention over the course of the proceedings which affect the answers to the Electronic Documents Questionnaire. Where detailed information is not yet available at the time the Electronic Documents Questionnaire is first answered, parties should give such information as they can, and supplement or amend their answers when further information is available. Answers should be updated by notifying other parties and the court without undue delay, and in any event before each case management conference at which disclosure is likely to be considered.

	
	
	

	4.
Dim ond ateb byr y mae rhai o’r cwestiynau yn yr Holiadur Dogfennau Electronig ei angen ac efallai y bydd angen manylu arnynt ar ôl cyfnewid yr Holiaduron Dogfennau Electronig. Pwrpas cwestiynau o'r fath yw helpu'r partïon i nodi’r pwyntiau y bydd angen ymhelaethu arnynt o bosibl er mwyn iddynt gael trafodaethau ystyrlon.
	
	4.
Some of the questions in the Electronic Documents Questionnaire require only a brief answer which may need to be elaborated after Electronic Documents Questionnaires have been exchanged. The purpose of such questions is to assist the parties in identifying the points which may require elaboration in order for meaningful discussions to take place between them.

	
	
	

	5.
Gellir ateb cwestiynau sy’n cyfeirio at ffynonellau Dogfennau Electronig nad ydynt yn cael eu hystyried yn berthnasol gyda datganiad i’r perwyl hwnnw.
	
	5.
Questions which refer to sources of Electronic Documents that are not considered to be relevant may be answered with a statement to that effect.

	
	
	

	6.
Mae cwestiynau am eich dogfennau 'chi' ac am feddalwedd, caledwedd neu systemau a ddefnyddir gennych 'chi' yn cael eu cyfeirio, yn achos twrneiod, at ddogfennau cleient lleyg y twrnai neu at ddogfennau a baratoir ar ran cleient lleyg.
	
	6.
Questions about ‘your’ documents and about software, hardware or systems used by ‘you’ are directed, in the case of solicitors, to the solicitor’s lay client’s documents or to documents prepared on the lay client's behalf.
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