United States Government	Department of Energy
	Consolidated Business Center
Memorandum                                                                

	    DATE:		              					                                 	

	REPLY TO:	
	ATTN OF:	EMCBC: NAME 			                                                                 	

	SUBJECT:	NOTICE OF LITIGATION HOLD – [CASE NAME]	

	TO:	Name, Title, Organization
										
Please be advised that the Environmental Management Consolidated Business Center (EMCBC) Office of Chief Counsel (OCC) requires your assistance with respect to preserving Agency information in the above referenced lawsuit.
In connection with this lawsuit, I am writing to advise you of the Department of Energy’s- (DOE) legal obligation to preserve documents and data relevant to the lawsuit and to enlist your assistance in this regard.  The DOE is required by law to preserve all documents and data relating to [description of events, issues, claims; brief description of litigation] from all sources of potential evidence.
“Documents and data” as used herein means not only paper copies of documents, but Electronically Stored Information (ESI), to include email, audio recordings, videotape, instant messages, word processing files, spreadsheets, databases, calendars, telephone logs, contact manager information, Internet usage files, and all other electronically stored information maintained, created and/or received by DOE or any of its employees and/or agents.  “Sources” include all paper documents, computer hard drives and other electronic storage media (e.g. CDs/DVDs, thumb drives, etc.), laptop computers, PDAs, Blackberry devices, and any other location where paper documents or electronic data is stored.  Sources of potentially relevant information may also include personal computers or personal email accounts you use or have access to at home, or anywhere else.  Also, relevant electronic data may be located on inaccessible storage media, such as backup tapes, which must be preserved as well, if an identical copy is not found elsewhere. 
In order to comply with its legal obligations, DOE must immediately preserve all existing documents and data relevant to the [claim/investigation/litigation] described above and suspend deletion, overwriting, or any other possible destruction of unique, potentially relevant information.  Effective immediately, all routine destruction efforts under the EMCBC’s existing document management and email policies are suspended for all information relevant to this lawsuit.  
ESI is an important and irreplaceable source of discovery and/or evidence in this matter.  You must not destroy any of the ESI in your possession, custody and control as outlined above, until further notice from OCC.  Failure to do so could result in severe penalties against DOE.  Intentional destruction or deletion of any document or data relevant to the lawsuit will not be tolerated by DOE and could expose you to criminal sanctions.
You will be contacted by OCC in the near future for an update on your preservation efforts and to answer any questions you may have.  In the interim, if this Notice is unclear, please contact OCC immediately for any assistance you may require.
Please sign and date a copy of this Notice in the space provided below and acknowledge that you have received, read, and agree to comply with the preservation instructions contained in this Notice, and return it to OCC no later than [date].

Please contact me at (513) 246-XXXX, if further information on this matter is needed.



											Name
											
											Office of Chief Counsel


I acknowledge that I have received and read the Notice of Litigation Hold dated _____________in the matter of [Case Title] and I agree to preserve the documents and ESI as instructed in the Notice.

Signature ___________________________
Printed Name ________________________
Title ________________________________
Date ________________________________
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