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Responding to a Government Subpoena or Other
Document Demand: Six Helpful Hints

1. Designate an employee responsible for ensuring the collection of all relevant and
responsive materials and have a protocol to ensure his/her prompt receipt of the
document demand.

2. Contact an attorney.

3. Institute a “document hold” or a non-destruction policy and disseminate to relevant
custodians.

4. Don’t forget to notify IT personnel to suspend auto-deletion of electronic records.
5. Keep track of the documents.

6. Be prepared to produce all documents not covered by a legal privilege. Don’t obstruct.
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This publication contains only a general overview of the matters discussed herein and
should not be construed as providing legal advice.
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