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[[Your Company’s Name]]
[[Your Company’s Address]]
[[City, State, ZIP Code]]


To: [[Recipient's Full Name]]
Department: [[Recipient's Department]]
Email: [[Recipient's Email Address]]


Subject: Litigation Hold Notice 
- Please Preserve All Relevant Documents

Dear [[Recipient’s Name]],

As part of a legal action that has recently emerged surrounding [[brief description of the legal matter, e.g., "the pending litigation with ABC Corporation regarding breach of contract"]], it is critical that we undertake necessary steps to preserve all relevant documents and electronic information.

This Litigation Hold Notice is a formal request requiring the immediate suspension of routine document destruction policies. This holds particularly to all documents, both in physical and electronic formats, that may relate in any way to the following matter: [[Specific Lawsuit or Case Name]].
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[bookmark: _s2vw14dq7go0]Immediate Actions Required:

1. Preservation of Documents:

· Retain all paper and electronic documents that may pertain to this litigation. This includes emails, letters, invoices, contracts, and any handwritten notes.
· Use the following categories to identify relevant materials to preserve:
· Communications regarding [[Specific Subject or Topic]]
· Documents relating to [[Detailed Description]]
· Records of [[Specific Dates/Timeline]]

2. Electronic Data:

· Ensure that the following devices are included in your preservation efforts: desktops, laptops, tablets, and mobile phones.
· Backup and preserve digital communications, such as emails, text messages, and attachments, that may contain relevant information.

3. Stop Routine Destruction:

· Cease any form of routine destruction of documents until further notice. This includes manual deletions from e-mail systems, shredding of documents, and clearing of recycle bins or trash folders.

4. Reporting:

· Report compliance status regularly to [[Recipient of Reports/Maintained By]] to ensure that all potential evidence is secure and intact.




[bookmark: _dc11egbq0z4t]Assistance:
If you require assistance in preserving documents or have any questions regarding this Litigation Hold Notice, please contact [[Contact Person’s Name]], [[Contact Person’s Position]], at [[Contact Person’s Email]] or [[Contact Person’s Phone Number]].

Please acknowledge receipt of this notice by signing and returning a copy to [[Acknowledgment Return E-mail Address]].

Thank you for your immediate attention to this matter.

Sincerely,
[[Your Name]], [[Your Position]], [Contact Information]]



Acknowledgement of Receipt:

I, [[Recipient’s Name]], acknowledge that I have received and understood the Litigation Hold Notice and will comply with the instructions contained herein for preserving relevant documents and electronic evidence.


Signature: ________________________________________________________________________________
Date: [[Date of Acknowledgment]], Title: [[Recipient’s Title]]



[[Company's Logo (if any)]]


Please note: Failure to comply with this notice may result in legal consequences for both you and the company.
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