Litigation Hold Checklist
You recently received a “Litigation Hold Request” because you may be in possession of documents, (hard copies or electronic) related to an actual or potential litigation in connection with your duties at the University.  This does not mean that you are a party to the actual litigation, only that you have an obligation to 1) locate relevant documents and 2) preserve relevant documents.  This checklist is designed to assist you in that task.  Please read, answer and return this form to the Office of the General Counsel. 

Checklist
Questions Response
[bookmark: _GoBack]1. Did you receive the preservation directive? ____________
2. Do you have any questions about the Litigation Hold Request?_________________ _____________________________________________________________________
3. Have you located any hard copy documents
covered by the Litigation Hold Directive?________________________________
a. If yes, can you describe those documents?____________________________________________________
______________________________________________________________
b. How many?_____________________________________________________
c. Are they separated from your other files? _____________________________
d. Do you continue to receive similar documents?_________________________
e. Where do you look for documents?
• Desk drawers
• Onsite files
• Other shared files
• Stored files
		• Other areas________________________________________________
4. Have you located any electronic or computer files?___________________________
a. Email?
• Inbox_____________________________________________________
• Calendar__________________________________________________
• Sent items_________________________________________________
• Deleted items_______________________________________________
• Personal folders_____________________________________________
• Journal ___________________________________________________
• Archive folders _____________________________________________
• Public folders ______________________________________________
b. Hand-held devices (Blackberry, Palm Pilot, etc.)________________________
c. MS Office?
• Word files_________________________________________________
• Excel spreadsheets_________________________________________
• PowerPoint presentations____________________________________
d. Other applications?______________________________________________
e. Hard drive (including network and local hard drives)_____________________
f. Diskettes, CD-ROM, DVD, or other external storage device________________
5. Do you save files to the institution’s network?________________________________
6. Do you create backups of your electronic records or files? 
a. Diskettes?______________________________________________________
b. CDs or DVDs?__________________________________________________
c. Any other location? ______________________________________________
7. Can you think of any other location to look for documents 
responsive to the Litigation Hold Request?____________________________________
8. Do you know anyone else who may have relevant
documents but did not receive the Litigation Hold Request?_______________________ ______________________________________________________________________
9. Do you have any questions? ____________________________________________
10. As a final reminder, it is your responsibility to
ensure that your relevant data and documents are
not deleted. You will be advised by the DAG, General Counsel and or IT with further instructions. ________________________________________________________
