United States Government	Department of Energy
	Consolidated Business Center
Memorandum                                                                

	    DATE:		              					                                 	

	REPLY TO:	
	ATTN OF:	EMCBC:  NAME 			                                                                 	

	SUBJECT:	REMINDER NOTICE OF LITIGATION HOLD – [NAME OF CASE]	

	TO:	Name, Title, Organization 
										
This Notice is a reminder of your obligation to retain documents and materials that may be relevant to the litigation referenced above, including electronically stored information (ESI).  The initial Notice of Litigation Hold issued to you on [date], remains in effect until an official Notice of Termination is issued by the Office of Chief Counsel (OCC).  
ESI is an important and irreplaceable source of discovery and/or evidence in this matter.  You must preserve this information 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 could expose you to criminal sanctions.
Please sign and date a copy of this Notice in the space provided below and acknowledge that you have received, read, and agree to continue to comply with the preservation instructions contained in the initial Notice of Litigation Hold, 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 Reminder Notice of Litigation Hold dated _____________in the matter of [Case Title] and I agree to continue to preserve the documents and ESI as instructed.
Signature ___________________________
Printed Name ________________________
Title ________________________________
[bookmark: _GoBack]Date ________________________________
