[DATE]

[NAME] [ADDRESS] [ADDRESS]

Re:
[CAPTION OF LAWSUIT OR INVESTIGATION] Dear [NAME OR IDENTIFY GROUP OF EMPLOYEES]:

Please be advised that the [OFFICE OF GENERAL COUNSEL / LAW DEPARTMENT] requires your assistance in preserving corporate information in the above-referenced matter.

Electronically-stored data may become an important and irreplaceable source of discovery and/or evidence in this matter. The lawsuit requires preservation of all information from [COMPANY'S] computer systems, removable electronic media, and any other locations relating to [DESCRIPTION OF SUBJECT MATTER AND RELEVANT TIME PERIODS].

You must immediately suspend deletion, overwriting, or any other possible destruction of electronic information. This includes, but is not limited to: email and other electronic communications; word processing documents; spreadsheets; databases; calendars; cell phone data, voice mail and telephone logs; contact manager information; Internet usage files; offline storage or information stored on removable media; information contained on laptops or other portable devices; and network access information.

Employees must take every reasonable step to preserve this information until further written notice from the [OFFICE OF GENERAL COUNSEL / LAW DEPARTMENT].

Failure to abide by this request could result in extreme penalties against [COMPANY] and could form the basis of legal claims for spoliation.

If this correspondence is in any way unclear, please contact [DESIGNATED CONTACT] at [TELEPHONE NUMBER] immediately.

Sincerely,

[NAME]

[LAW FIRM AND/OR TITLE OF IN-HOUSE ATTORNEY]
