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Appendix

NOTICE REGARDING A LITIGATION HOLD
CONCERNING PAPER AND ELECTRONIC DOCUMENTS

This memorandum places a “litigation hold” on all documents, both paper and electronically
stored information, concerning [identify the matter that is subject to the litigation hold].
Materials that fall under this litigation hold include, but are not limited to, e-mail, word
processing documents, spreadsheets, databases, calendars, voice mail, internet usage files and
network access information [the school district can be more specific in the identification of
documents if that information is available]. All District employees are to immediately
suspend any and all document destruction, including any scheduled document destruction or
electronic information deletion programs, for any materials that might fall within the parameters
of this memorandum. If you have questions as to what materials are subject to the litigation
hold, you are to contact the Records Custodians [insert name and contact information].

If in possession of materials subject to this litigation hold you shall take steps to preserve and
store these materials. Paper documents are to be copied and segregated in a separate hard copy
file. Electronic information is to be stored in computer folders and saved on the network drive
and/or saved to a removable disk which is to be clearly marked and stored in a safe and
appropriate location [the school district can develop its own set of storage guidelines for
identified materials]. Under no circumstances are you to destroy or delete materials, documents
or electronic information that might be subject to this litigation hold without the written
permission of the Records Custodian.

You must give prompt attention to the issues addressed in this memorandum, specifically the
responsibility to identify and preserve documents and electronic information concerning [the
matter that is subject to the litigation hold]. Serious consequences may result from the failure
of District employees to take immediate and reasonable precautions to properly preserve
information.  Therefore, you must acknowledge your receipt and understanding of this
memorandum in writing or via e-mail.

The restrictions put into place by this memorandum are ongoing until you receive notice in a
memorandum from the Records Custodian that the litigation hold is no longer in effect. You are
encouraged to direct any questions concerning this memorandum to the Records Custodian.



