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The Privacy Team's
Discovery Playbook

Turning data subject requests, erasure, and regulator
demands into a workflow you can run every time.
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Recurring jobs hiding inside every Workflow steps from intake to Typical GDPR response window
privacy request defensible closeout before extensions



The Request on Your Desk Is a Discovery Job in Disguise

A data subject access request lands. Or a right-to-erasure demand. Or a regulator asks for every

communication touching a transaction. The instinct is to treat each one as its own kind of problem and route
it to privacy, legal, or IT accordingly.

Strip away the label, though, and it is the same underlying job every time: find specific information across
messy data, decide what is actually in scope, protect what is sensitive, hand over the rest, and prove you did it
defensibly.

<¥ CORE IDEA

Privacy requests are not one-off fire drills. They are recurring discovery workflows triggered by a
compliance obligation instead of a lawsuit.

The teams that handle privacy well are not the ones with the most lawyers on call. They are the ones that

stopped reinventing the process for every request and built a workflow they can run every time.
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The Five Jobs Hiding Inside Every Privacy Request

Under GDPR and other privacy regimes, the labels differ, but the mechanics collapse into five recurring jobs.

Once you map the obligations to the work, the pattern becomes obvious.

JOB WHAT IT MEANS IN PRACTICE TRIGGERED BY

Find Locate every piece of personal data about one person across Access, portability, regulator
email, files, chat, and connected systems. inquiries

Review Decide what is genuinely responsive and in scope and what is Every request
not.

Protect Redact third-party personal data, privileged material, and Access requests and regulator
confidential content before anything leaves the building. productions

Produce Deliver responsive data in a usable, consistent, portable format  Access and portability
ontime.

Defensibly Delete Find every copy, remove it, and document that you did. Right to erasure

The Clock You're Working Against

What makes these jobs hard is not just complexity. The deadline is fixed while the data volume is not. Under
GDPR, you generally must respond within one month, extendable only where requests are complex or

numerous.

(®© TIMING RISK

U.S. state privacy laws add their own timelines and definitions. The exact response window varies by
jurisdiction, which makes a repeatable intake and tracking workflow even more important.

Every month you cannot search your own data efficiently is a month closer to a missed deadline. Missed

deadlines are exactly what regulators notice.
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Where It Breaks

Most teams do not fail privacy obligations because they do not care. They fail because the way they run the

work does not scale. Four failure modes show up again and again.

/\ MANUAL SEARCH /\ THE IT QUEUE

Keyword-grepping inboxes and shared drives Every request becomes a ticket. Privacy waits
by hand misses data in systems you did not for another department to pull data on their
think to check, cannot be reproduced, and timeline while the clock keeps running on
leaves no audit trail when a regulator asks how yours.

you arrived at your answer.

/\ OUTSOURCING THE WHOLE THING /\ NO REPEATABILITY

Sending every request to outside counsel or a Each request reinvents the wheel. Nothing is
vendor is expensive, slow, and often means standardized, nothing is documented, and
handing your most sensitive internal data to a nothing is easier to defend the next time.

third party on a recurring basis.

O COMMON THREAD

The work is recurring, but the process is treated as one-off. A defensible workflow fixes that.
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The Workflow That Fixes It

A defensible privacy response is a sequence, not a scramble. The same steps run for an access request, an

erasure demand, or a regulator inquiry. Only the endpoint changes.

Intake and verify
Log the request, verify the requestor's identity, and start the clock the moment it arrives.

A single intake record with owner, date received, and due date.

Scope

Define the data subject, date range, systems in play, and exactly what is being asked for.
Tight scoping is the single biggest lever on cost and time.

A written scope statement everyone can work from.

Identify and preserve

Pin down where the relevant data lives and make sure nothing is altered or auto-deleted while
you work.

A preservation note for systems, custodians, and auto-delete settings.

Collect
Pull from every relevant source, including email, files, chat, and cloud apps, into one place.

A centralized working set instead of fragmented exports.

Search and cull

OHROIEN OO

Filter the collection down to what is actually responsive, fast, regardless of how large it
started.

A narrowed review set you can defend.
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Review
Confirm responsiveness and apply exemptions before anything leaves your control.

A decision log for responsive, exempt, and non-responsive items.

Redact

SinG

Remove third-party personal data, privileged content, and other confidential information
before production.

A final redacted set, not a manual cleanup exercise.

Produce or delete

Deliver responsive data in a consistent portable format or, for erasure, locate every copy,
remove it, and confirm the action.

A production package or deletion confirmation with evidence.

Document

SHEnG

Maintain an end-to-end record of who searched, what was found, and what was produced or
deleted. This is what makes the whole thing defensible.

An audit trail that stands up to a regulator or internal review.
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What To Look For In a Platform

When the work is recurring, the tooling decision is really a question of whether each repetition gets easier or

more painful.

Q  Unified Search

One place to search across all your sources, so
arequestis not a scavenger hunt across

systems.

4)  Built-In Redaction

Protect third-party data and privileged content
inside the workflow instead of bolting it on

later as a manual chore.

&  Predictable Cost

Recurring privacy work should not become
more expensive every time the team uses the
platform.

(»  Performance at Scale

The workflow should hold whether the request
touches one custodian or hundreds of
gigabytes.
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® Deadline-Speed Culling

Search and culling fast enough to beat the

deadline at any volume.

B  Audit Trail

A complete record of who searched, what was
reviewed, and what was produced or deleted
when the response is questioned.

& Deployment Control

Keep sensitive work in the cloud, on-premises,
or fully air-gapped based on the matter and
the risk profile.

E  Cross-System Coverage

Modern privacy work has to account for email,
files, chat, cloud apps, and connected
systems without breaking the chain of work.
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The Readiness Checklist

Print this. If you cannot check every box, you have a workflow gap, and the next request will find it.

©® A single intake log that timestamps every ® Adefined, documented scoping process.
request and tracks the deadline.

© The ability to search across all data sources ® Search and culling fast enough to meet the
inone place. deadline at any volume.
& Built-in redaction for third-party personal (® A consistent, portable production format.

data and privileged content.

© Anerasure process that finds all copies and ® Anend-to-end audit trail for defensibility.

documents the deletion.

® Predictable cost regardless of how often (® Control over where your most sensitive
requests come in. datais stored.

Turn Privacy Requests Into a
Repeatable Process

Privacy requests aren't slowing down, and regulators expect faster, more
defensible responses. Venio helps privacy and compliance teams find, review,
redact, produce, and defensibly delete data from a single platform so every

request follows a repeatable workflow instead of becoming a new fire drill.

Book a Demo
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https://www.veniosystems.com/

About Venio Systems

At Venio Systems, we are dedicated to working with our trusted partners to bring the latest
legal technology innovations to law firms, agencies, and corporations. We combine advanced
technology with practical design to deliver smarter eDiscovery. Our all-in-one platform helps
organizations streamline workflows, reduce costs, and maintain defensibility at every stage of
the EDRM.

Why Venio is Different

Traditional Tools Venio Systems

Multiple tools, fragmented workflows Unified end-to-end platform
Error-prone manual processes Automated, Al-driven workflows
Limited reporting visibility Real-time dashboards and analytics
High per-user licensing costs Flexible, cost-efficient pricing
Difficult to scale with modern data types Scalable, future-ready architecture
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Book a Demo Today!
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