E-mail to: [named defendants and others we believe have information]
cc:  IT Director  

RE:  [__________ v. _________]

On [date claim/lawsuit filed], [name of claimant/plaintiff] has filed a [claim/lawsuit] captioned “[name of claim/suit]” in [Superior Court/U.S. District Court/Risk Management], [cause no./claim no.].  

It is important to retain all evidence potentially relevant to the litigation.  If any evidence/information potentially relevant to the litigation is destroyed the court may impose sanctions which could hinder defense of the case.  

In order to avoid sanctions and to assist in defense of the case you must retain any information potentially relevant to the litigation including electronically stored information, files, writings, notes, drawings, graphs, charts, photographs, sound recordings, images, and other data or data compilations – stored in any medium from which information can be obtained either directly or, if necessary, after translation into a reasonably usable form.
Please provide this e-mail and attachment to anyone else in your [department/office] that may have evidence/information potentially relevant to the litigation.

A copy of the [claim/lawsuit] is attached.  Please telephone me if you have any questions regarding this correspondence.

