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Litigation Hold Notice


To: [Recipients/IT/Managers]
Subject: Immediate Preservation of Potentially Relevant Records – Case #[Case Number]
Effective immediately, suspend routine deletion of records potentially relevant to this matter, including emails, messages, documents, and device data. Coordinate with IT to implement holds on mailboxes and shared drives. This notice remains in effect until lifted by [Legal/HR].
Covered Timeframe: [Dates] | Covered Subjects: [Keywords/Topics]
Acknowledge receipt and compliance by [Date].
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