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IX-4-A Preservation of Records Litigation Hold Requirements 

 
NORTHWESTERN STATE UNIVERSITY 

Preservation of Records 
Litigation Hold Requirements 

 
I. Purpose and Scope: To issue policy statement to comply with Litigation Hold Requirements   
 
II. Reference:    University of Louisiana Policy 
 
III. Responsible area:   Academic Affairs - Litigation Hold Officer 
 
IV. Procedure: 
 

A. General 
 

There are circumstances when records that are involved in litigation, or which can be reasonably 
anticipated to relate to foreseeable actions must be preserved until the resolution of such litigation. A 
litigation hold requires the retention of relevant paper and electronic records for an indefinite period of 
time due to pending litigation. Any and all records which might provide insight into the litigation must be 
maintained until the completion of the issue. 

 
There are severe and potentially costly penalties under federal law for not retaining such documents. 
Accordingly, in conjunction with their records retention policy, each institution shall develop and include 
an internal process for placing legal holds on records that may be involved in state or federal 
investigations or litigation. 

 
B. Authorized Personnel and Responsibilities 

 
1. UL System Office 

 
The General Counsel shall be responsible for providing all institutional oversight, guidance and 
assistance. 

 
2. UL System Institutions 

 
The Litigation Hold Officer shall be responsible for coordinating with the UL System Office and 
institutional personnel. 

 
C. Notification Process 

 
1. Any University personnel who become aware of litigation, threat of litigation, other legal action or 

investigation by any administrative, civil or criminal authority shall immediately notify the 
Litigation Hold Officer. 

 
2. Employees who have received notice of pending or potential claims or action against the 

University must submit such notice to the designated individual/office within two (2) business 
days of receipt of such notice. 

 
3. The designated individual/office shall notify the Litigation Hold Officer within three (3) business 

days of receipt of such notice. In addition, the General Counsel for the UL System shall be 
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notified of any legal action or investigation no later than three (3) business days subsequent to the 
designee's receipt of such notice. 

 
D. Litigation Hold Process 

 
1. The University has a legal obligation to preserve evidence and records, including electronically 

stored information (ESI), that may be relevant to pending or potential legal actions, such as 
lawsuits, government audits and administrative hearings. Federal law requires the institution to 
take action in the form of a litigation hold to preserve all paper and ESI information that may be 
relevant to the claim. 

 
2. The Litigation Hold Officer will issue an official Litigation Hold Notice (Attachment A) regarding 

the matter to the appropriate individuals, including the institution's Information Technology 
Services/Office within three (3) business days of receipt of notification of pending litigation. 

 
3. The notice shall provide the categories of electronic and paper documents, including ESI that must 

be retained and preserved in their original format. 
 

4. All employees who receive a litigation hold notice must acknowledge receipt, understanding and 
compliance with the notice by returning a signed copy of the notice to the Litigation Hold Officer. 

 
5. All employees who receive the litigation hold notice must compile paper and electronic documents 

and data as instructed in the notice letter. 
 

6. Retention shall extend to any new electronic information generated after the hold has been put into 
place which may be relevant to the subject of the notice. 

 
7. It shall be the responsibility of the Litigation Hold Officer to retain all records responsive to the 

notice until receipt of written notification that the litigation hold has been removed. 
 

8. Electronic records must be retained in the original format (saved to a disk/CD and/or saved in a 
secure folder on the system service that is not subject to automatic or unannounced deletions.) 

 
9. If affected personnel use home computers for institutional related business (including e-mail on 

institutional accounts) they must preserve the data on those computers. 
 

10. Such retention efforts could actually predate any official notification. Records relating to any 
complaints, grievances or controversies which could potentially rise to the level of a lawsuit shall 
be retained. 
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