ADDENDUM C

SAMPLE LITIGATION HOLD LETTER

RE: The name of the litigation matter here.

TO:  All persons who may have any documents of any kind.

FROM: Office of General Counsel or Human resources

DATE:

Document Retention and Preservation for Pending Litigation:  The name of litigation matter here.

ATTORNEY CLIENT PRIVILEGED COMMUNICATION AND ATTORNEY WORK PRODUCT 

A litigation hold must be implemented as a result of a lawsuit filed by the” Plaintiff name here” against the Defendant “generally the company name here”. 

You must retain and preserve any documents and information which may be relevant to this litigation. This would include at a minimum all documents and information, in any form, that relate to any aspect of “the subject matter of the litigation here” . 

Please forward this Notice to all persons reporting to you who may have documents covered by this Notice. If you are aware of another person who did not receive this Notice and may have materials covered by it, please let me know. 

