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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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Sotate of ew Fersep

DEPARTMENT OF TRAMSPORTATION
P Box 600
Tremon, New Jarsey DEG25-06(0

PHILIF B MURFHY DIANE GUTIERREZ-SCACCETTI

CFovernoe Cowmeisgiomer

SHEILA W, OLIVER
Li. Covernoe

December 5, 2018
ATTENTLON: All Email Recipients
Litigation Hoeld #1419
Fia Emuail
Subject: Motice of Claim = Nelson A, Sanchez, Jr.
Duate: Oetober 2, 2018

Location: Rougte 1 South near Wyndwood Drive (at or near MP 16.96) Sowth Brunswick,
Middlesex, MN.I.

Description: Claimant alleges he was traveling southbound when his vehicle was rear ecnded
by anoiher vehicle while he was slowing down Tor a fraffic signal, Clhimant loriher alleges
there was constroction in the area, and the NIDOT failed to exhibit warning signs inchoding
but not limited to cones, flashing lights, arrow boards and the Yike.

Grreetings Document Custodians:

Please be advised that the State of New Jersey, Department of Transportation {the “NJIMOT™) reguires your
assiztance with respect 1o preserving all souwrces of potentially relevant information with regard to the abowve-
referenced matier.

While no action against NIJIHIT has vet been filed, we have received a Motice of Claim. As a resull, we
hawve been advised by counsel that all data generated or obfained relating to this matter regardless of format,
incleding film, memorializing this reguest and the WIDOT s response thereto may be relevant w
“reasonably anticipated litigation invelving the NIDOT™ and should therefore be presesved within the
meaning of NI Policy 214, “Litigation Holds™ (OIG August 1, 20133 Therefore, a litigation hold is
hereby commenced in accordance with that policy.

This matter requires preservation of any and all paper documents and data from the NJDOT s computer
systems and removable electronic media relating to the above-described matter, This includes, but is not
limited to, e-mails and other electronic communication, word processing documents, spreadsheets,
“IMPROVIMNG LIVES BY IMPROVING TRANSPORTATIONT
Mew Jersey Is An Equal Opportunity Emplover = Printed on Recyeled and Recyclable Paper

5/1/2019
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databases, calendars, telephone logs, infemet usape files, and network secess information with regard o
this matter. This also inchedes any phvsical evidence relevamt to this matter,

MNIDOT employees must take every reasonable step o preserve all documents and data unil fierther notice
from the Division of Law. Failure to do so could result in significant penalties against the KIDOT. Please
note that this “Litigation Hold™ will continue to remain in effect as any subsequent litigation hold issued by
the Dhvision of Law does not supersede this “Litigation Hold™. This “Litigation Hold™ obligation will
continue until any action arising from this matter is concluded, and this office or the Division of Law
formally nedifies you that this litigation hold is no longer necessary.

MIDOT employees must further take every reasonable siep fo keep all date'documents/physical evidence
relating 1o the subject of this litigation hold within the work area, NIDOT network, or NIDOT facilities and
shall not be downloaded or emailed or preserved on removable hardware unless specifically insiructed by
the Custodian of Records,

Counsel hag not vet been assigned fo this matter. However, in the event that counsel is assigned, he or she
may disguss with you andfor other MIDOT employess the details of nature of this matter and any applicable
discovery obligations.

For assistance with confirming compliance of this Litigation Hold, please sce the attachment “Instructicns
— Litigation Hold Software Acknowledgment™ contained in the inftial email that you received pertairing 1o
this Litigation Hold.

If you have further questions, please do not hesitate 1o conteet me, Thank vou for vour eooperation in this
maitter,

Please contact me at 609-530-8043 if my office may be of further assiztance.
Simcerely,
A

(Dol Aehn

Amalia McShane
Custodian of Records

Enclosure
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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.

BHs 3+ ¢

“ MESSAGE  ADOBE PDF

Fri 1L/17/2017 427 PM

Barbara Bianchini <barbara.bianchini@dot.nj.gov>
9998AB

You are receiving this preservation of records request because we have identified you as an employee who is or was involved with the subject matter of this
{9998A8) and/or an employee who possesses or is responsible for maintaining records conceming the subject matter of this lawsuit, Please review the
attached letter and complete the Acknowledgment immediately upon receipt. Please see Policy & Procedure 214, Litigation Holds, for the
procedure to be followed by Department employees to preserve and maintain physical and/or electronic records subject to litigation or anticipated litigation,

NIDOT employees must take every reasonable step to preserve all data until further notice from the Custodian of Records andfor Division of
Law. Failure to do so could result in significant penalties against NJDOT.

Preservation of records includes all records whether on-site or in an off-site storage location, including paper documents, emails, photographs,
microfilm, and other electronic communications. This alse includes any physical evidence. Emails or records on the shared drve should be moved into an
electronic folder labeled “Litigation Holds® and indindually identified. These records cannot be deleted until further notice. Paper files should be
identified and maintained separately if possible, and labeled ~Litigation Hold - Do Not Destroy.” For necords located in off-site storage, please contact the
Records Management Unit and provide the box numbers for the records requiring a litigation hald.

This “Litigation Hold™ obligaton will continue until any action ansing from this matter is concluded, and the Records Management Unit and/or the Division of
Law formally notifies you that this litigation hold is no longer necessary.

Please notify the Records Management Unit if these records are not maintained by you or your unit and whether any other unit within the Department may
have responsive records. If you determene that thes subject matter is not under the junsdiction of NIDOT, please notify the Records Management Unit
immeed iately,

Records Liaison Officers (RLO): It is your responsibility to determine whether anyone in your unit has been involved with the subject matter of this
lawsuit and whether any employee maintains records relevant to the legal matter. Please assist the Records Management Unig by identifying all NIDOT
es in your unit with records relevant to this matter, so that the Records Management Unit may issue this litigation held to those employees.,

If you have any guestions, please contact the Legal Hold Admenistrator: Barbara Bianchini, barbara.tsanchini@dot.nj.oow
Thank you in advance for your assistance.

Please confirm your compliance on the Legal Hold Confirmation Portal. If prompted for login credentials, use your enterprise username and password to log in to
the confirmation portal.

Note: In case the above link is broken, copy and paste the following URL into your browser’s address bar.
hitp.. 3 fi i g 9-§ $00C- 20 29-0F ch

Thommbs mes

| Barbara Bianchini 90995
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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.

Bianchini, Barbara,

You are receiving this preservation of records request because we have identified you as an employee who is or was
involved with the subject matter of this (1bbb) and/or an employee who possesses or is responsible for maintaining
records concerning the subject matter of this lawsuit. Please review the attached letter and complete the
Acknowledgment immediately upon receipt. Please see Policy & Procedure 214, Litigation Holds, for the
procedure to be followed by Department employees to preserve and maintain physical and/or electronic records
subject to litigation or anticipated litigation.

NIDOT employees must take every reasonable step to preserve all data until further notice from the
Custodian of Records and/or Division of Law. Failure to do so could result in significant penalties against
NIDOT.

Preservation of records includes all records whether on-site or in an off-site storage location, including paper
documents, emails, photographs, microfilm, and other electronic communications. This also includes any physical
evidence. Emails or records on the shared drive should be moved into an electronic folder labeled “Litigation Holds”
and individually identified. These records cannot be deleted until further notice. Paper files should be identified
and maintained separately if possible, and labeled “Litigation Hold - Do Not Destroy.” For records located in off-site

storage, please contact the Records Management Unit and provide the box numbers for the records requiring a
litigation hold.

This "Litigation Hold” obligation will continue until any action arising from this matter is concluded, and the Records
Management Unit and/or the Division of Law formally notifies you that this litigation hold is no longer necessary.

Please notify the Records Management Unit if these records are not maintained by you or your unit and whether any
other unit within the Department may have responsive records. If you determine that this subject matter is not
under the jurisdiction of NJDOT, please notify the Records Management Unit immediately.

Records Liaison Officers (RLO): It is your responsibility to determine whether anyone in your unit has been
involved with the subject matter of this lawsuit and whether any employee maintains records relevant to the legal
matter. Please assist the Records Management Unit by identifying all NJDOT employees in your unit with records
relevant to this matter, so that the Records Management Unit may issue this litigation hold to those employees.

If you have any questions, please contact the Legal Hold Administrator: , tort.litigation-dot@dot.nj

Thank iou in advance for your assistance.

+ Survey Questions (3)

~11, Bianchini, Barbara, acknowledge that I have received this litigation hold and attached letter advising me of my
obligation to conduct a reasonable search for any records, including documents, whether stored in hard copy or
:ctronically, electronically stored information, and physical evidence, that may be relevant to the above litigation and
0 take reasonable steps to ensure the preservation of those records. I understand the instructions contained in the
attached letter.
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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.

litigation holbd.

This “Litigation Hold” obligation will continue until any action arising from this matter ks concluded, and the Records
Management Unit and/or the Division of Law formally notifies you that this litigation hold is no longer necessary.

Please notify the Records Management Uinit if these records are not maintained by vou or your unit and whether any
other unit within the Department may have responsive records, If vou determine that this subject matter is not
under the jurisdiction of MIDOT, pleasa natify the Records Management Unit immediately.

Records Liaison Officers (RLO): It is vour responsibility to determine whether anyone in your unit has been
involved with the subject matter of this lawsuit and whather any employee maintains records refevant to the legal
matter. Pleass assist the Records Management Unit by identifying all NJDOT employees in your unit with records
refevant bo this matter, so that the Records Management Linit may issue this |itigation hold to those employees,

If you hawe any guestions, please contact the Legal Hold Administrator: , tortlitigation-dot@dot. nj

Thank you in advance for your assistanca.

a | Survey Questions (3)

W TS
INo
1 other John Smith, Mary Jones, Betty White

= Pleass sdertify any physscal ewdence related to this hold and its location.

o fes, [ am aware of physical evidence. (pleasa epter what and where in comment field)
"~ | Mo, There is no physical evidence that I am aware of at this time.

o other TOOO0O currently bocated at Yard In Bordentown, 300 ft. of
puiderail located at Yard in Bordenkown

= Do youw have records in storage with DocuSafe related to this hald?

o Yes (plaase identify box numbers in comments field.

)]

F other  |Boxes #5566, 5567, 5568 ot
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4. “Sign” the Acknowledgment Receipt by checking the box and click on “Confirm
Compliance” button.

~ | Survey Questions (3)

[ Yes (please identify employee name in comment field)

]
[INo
other Mary Jones, James Smith
* Please identify any physical evidence related te this hold and its location.
[+] ves, I am aware of physical evidence. (please enter what and where in comment field)
[[] Mo, There is no physical evidence that I am aware of at this time.
other 300 ft. Guiderail, TDOD0QD
* Do you have records in storage with DocuSafe related to this hold?
|+ ¥es (please identify box numbers in comment field)
[ 1No
other Box #00055, 0056, 00057 v

hd

E]], Bianchini, Barbara, acknowledge that I have received this litigation hold and attached letter advising me of my
obligation to conduct a reasonable search for any records, including documents, whether stored in hard copy ar
electronically, electronically stored information, and physical evidence, that may be relevant to the above litigation and
to take reascnable steps to ensure the preservation of those records. I understand the instructions contained in the

attached letter.

Confirm Compliance Save As Draft
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5. Receive confirmation of acknowledgment. Your screen will display the Litigation
Hold you have just acknowledged.

B &Y http:/ 101824157 feca/publlichaldConfirmyspTrid=18d5b058-8%cb-d dec @ Ciearwell | Hold Confir_

] Eﬁmgle Maps [ Sugoested Sites = | Sugoested Sites & ] Wb Slice Gallery = $ Capitai Project Delivery, 5..

Veritas™ eDiscovery Platform

& In cese of large number of legal hatds or sursey questions, try usmg F retox o Chrome for better performance,

Pending and Active Holde = Releszed

Pending Holds

L) Active Helds

GOUBAR: Custodian Motice 1

Administrator: forbar

Confirmation Date: 11/24/2017
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6. As you receive future Litigation Holds, your screen will track and display all
Litigation Holds that you have previously received.

LOIB 4] 57 e v & Cleanwall | Bold Confir

5 ¥ Google Msps [3 1 = [ suppesied Siter & W ey [ Capital Project Delivery, 5.

@Uﬁrll‘ng".-l secvary Plath

@ be Zsax of larpe numter of logel helts & jurvey qUeatSe, By Uing Firmiox oF Chroma for Better perisrmancs.

Pending snd Artive ks

Famding phsids
) Achive Hslds
FOAGERR | Carshifeae Falrie |

e imistrator;
Confinmation Date: 11245017

WEN A Cuwledian Matics §

e imlstranor

Coanflrwmathon Date: 11740017

Ldigation Hedd 31194 Custodan Notice I

Admimisiravor:

Conflrmation hake: 1035007

LR Castodian Bolc L

dclmimiztrator;
Conllmmation Date: 11/1377017



