SAMPLE PRESERVATION NOTICE TO WARDEN OR CUSTODIAN OF RECORDS
[DATE]
Warden John Doe

or Custodian of Records at 

[insert name of prison] 



via certified mail/ 

[address]





Return receipt # [insert ret receipt number]







and regular first-class mail
Dear Warden Doe/ Sir or Madam:

I am writing regarding an incident that occurred at [name of prison] on [date].  I am writing to request that the following documents and other materials be preserved by you (both immediately and in the future), as they may constitute relevant evidence in any future legal proceedings:
1) Any and all videotape and audiotape (including back-up copies) of the area(s) [insert description of the area you think the video will show] for the period [insert the time frame that covers the relevant time of the incident];
2)  Any and all videotape and audiotape (including back-up copies) pertaining to inmate [name of inmate], to the extent that such tapes exist apart from those encompassed by requests # 1;
3) Any and all incident reports or other institutional reports pertaining to inmate [insert inmate name] for the time period [insert time period that covers the relevant incident, including the post-incident misconduct hearing or other related proceeding];
4) Any and all memoranda, post-instructions, or other internal communications among prison staff, whether in paper or electronic form, pertaining to inmate [insert inmate name] for the time period [insert time frame];
5) Any and all electronically stored information (including, but not limited to, electronic mail) pertaining to inmate [insert inmate name].
Employees and other prison officials (both inside and outside, present and past) of [name of prison] must take all reasonable and logical steps to preserve the above-listed information and materials and to refrain from overwriting or deleting any information requested above.
If any portion of this letter or any term is unclear, vague, or might be clarified in any way, please contact me for further direction.






Sincerely,







[name of inmate]
cc:  
person who will get the return receipt card; 
