
  

Procedure for Litigation Holds: 
December 11, 2007 
 

1. Any college community member who has a reasonable expectation that some 
event, activity or personnel action may result in litigation involving the college 
shall notify the Office of the Vice President for Administration.   

2. The Vice President for Administration, or his or her designee, will formally issue 
a “litigation hold” memorandum to appropriate college community members.   

3. The Office of the Vice President for Information Services will normally be 
included in the routing of all memorandums of this type.  Information Services 
will secure digital records on college servers as possible dating from the last 
system back-up.  

4. Any destruction or modification of college documents or records relating to the 
cause for a litigation hold must be approved in advance by the Vice-President for 
Administration. 

5. Individuals who destroy or modify records when they have reasonable expectation 
that litigation is possible, or after receiving “litigation hold” notification, may 
suffer disciplinary penalties up to and including dismissal from the college.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


