[LETTERHEAD]








	[Date]








[Inside Address]





Re: 	Data Preservation


	[Case Name]





Dear [Opposing Counsel]:





Please be advised that [Plaintiffs / Defendants / Third Party] believe electronically stored information to be an important and irreplaceable source of discovery and/or evidence in the above-referenced matter.  The discovery requests to served in this matter will seek information from [Plaintiffs' / Defendants'] computer systems, removable electronic media and other locations.  This includes, but is not limited to, e-mail and other electronic communication, word processing documents, spreadsheets, databases, calendars, telephone logs, contact manager information, Internet usage files, and network access information.





The laws and rules prohibiting destruction of evidence apply to electronically stored information in the same manner that they apply to other evidence.  Due to its format, electronic information is easily deleted, modified or corrupted.  Accordingly, [Plaintiffs / Defendants / Third Party] must take every reasonable step to preserve this information until the final resolution of this matter.  This includes, but is not limited to, an obligation to discontinue all data destruction and backup tape recycling policies.





If this correspondence is in any respect unclear, please do not hesitate to call me.





Very truly yours,


