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DEFINITIONS 
 
Litigation Hold - A directive to preserve any sources of information, whether maintained 
in hard copy or electronically, that may be relevant to litigation or litigation that can be 
reasonably anticipated. 
Litigation Hold Coordinator - one of several NJDOT employees that are responsible for 
ensuring that relevant Document Custodians within a specific division or office are aware 
of a duty to preserve and maintain certain electronic and physical documents subject to 
a litigation hold. 
Document Custodian - any NJDOT employee that possesses or maintains custody of 
relevant electronic and physical documents subject to a litigation hold, and is familiar with 
the subject matter of the litigation hold. 
 
PROCEDURE 
 
Past litigation hold process was a manual process where an e-mail was sent to an 
employee to review, sign and return the Acknowledgment Receipt via mail or e-mail.  The 
new process is an electronic process utilizing Veritas Litigation Hold Software as follows:  
 
When a litigation hold is established, the Litigation Hold Coordinator will notify relevant 
Document Custodians (See Attachment “A”) via e-mail to acknowledge receipt of the 
litigation hold.  If a Document Custodian receives a litigation hold letter via e-mail, confirm 
compliance with the litigation hold by clicking on the link Legal Hold Confirmation Portal 
at the bottom of the e-mail (See Attachment “B”).  Read the litigation hold letter and 
answer the mandatory survey questions, by clicking the drop down arrow next to “Survey 
Questions” at the bottom of the letter.  Sign the Acknowledgement Receipt by checking 
the box and click the “Confirm Compliance” button.  There will be a confirmation 
displayed.  
 
Anyone identified as a potential record holder must sign the Acknowledgment Receipt.   
By signing the Acknowledgement Receipt, you are confirming that you will search for 
records and preserve any relevant records. Your confirmation does not state that you 
have records.  
 
Document Custodians will receive automatic reminders every three months until the 
Litigation Hold Coordinator releases the hold.  If you already signed the Acknowledgment 
Receipt, there is no need to sign it again once you receive a reminder. However, if you 
never signed the Acknowledgment Receipt, then you must sign it.   All records will remain 
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under litigation hold until the litigation hold is released, and this include any records 
related to the litigation that you create, maintain, or receive after receipt of the litigation 
hold. 
 
The Document Custodians must follow instruction in the Ligation Hold Notice letter (See 
Attachment “A”) and DOT Policy and Procedure #214. Records include emails, text 
messages and other electronic documents. 
 
Do not box for storage any records identified for a litigation hold. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://njdotintranet.njdot.lan/policy/policies/pdf/214.pdf
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           ATTACHMENT “A” 
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           ATTACHMENT “A” 
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           ATTACHMENT “B” 
 
 

 LITIGATION HOLD SOFTWARE INSTRUCTIONS  
 
Please follow the instructions below to acknowledge receipt of the litigation hold.  
 
1. Review email and attachments. To confirm compliance with the litigation hold, 
click on the link Legal Hold Confirmation Portal which may be found towards the 
bottom of the email. 
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ATTACHMENT “B” 
 
2. Read litigation hold letter and answer mandatory survey questions. To answer 
question, scroll to bottom of letter, and click on the Drop 
Down Arrow next to Survey Questions. 
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ATTACHMENT “B” 
 
 
3. Answer the Survey Questions accordingly. If the Survey Questions are not 
answered, you will not be able to confirm acknowledgement of the litigation hold 
and you will not be compliant. 
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           ATTACHMENT “B” 
 
4. “Sign” the Acknowledgment Receipt by checking the box and click on “Confirm 
Compliance” button. 
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            ATTACHMENT “B” 
 
5. Receive confirmation of acknowledgment. Your screen will display the Litigation 
Hold you have just acknowledged. 
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ATTACHMENT “B” 

 
6. As you receive future Litigation Holds, your screen will track and display all 
Litigation Holds that you have previously received. 
 
 

 
 
 
 
 
 
 
 
 
 


