BY-THE-BOOK WORKPLACE INVESTIGATIONS
Precision in Process. Integrity in Practice.

Due Diligence Inquiry
Preliminary factual review — before you route
	TEMPLATE  Replace all [bracketed] text and adapt to your organization’s letterhead, policy names, and voice. Delete this note and any guidance before filing.


PRIVATE & CONFIDENTIAL
Run this inquiry at the onset of every concern. It tests whether the facts hold before you commit to a formal investigation. Due diligence earns the right to formalize.
MATTER IDENTIFICATION
	Case / reference #
	[Case #]

	Date reported
	[Date]

	Reported via
	[NAVEX / other]

	Intake by
	[Name, title]

	Complainant
	[Name]

	Respondent(s)
	[Name(s)]


THE CLAIM, AS CAPTURED
State the claim exactly as the complainant framed it. Be precise: “I applied and wasn’t selected” is a different claim than “less-qualified people got the jobs.” The precision here decides the analysis later.
What is alleged — the specific conduct:  [Describe the conduct alleged, in the complainant’s terms]
When and where:  [Dates, timeframe, location]
Who is involved:  [Parties and anyone else named]
The complainant’s stated reason — their ‘why’:  [Why do they believe they were treated this way?]
CHARACTERIZE — GATE 1
Is this a protected-class matter or an employee-relations matter?  [Protected class / Employee relations]
If protected class — which characteristic:  [e.g., age, sex, race, disability]
☐  Federal (the floor)      ☐  NY State      ☐  NYC — flag for legal      ☐  Internal (your policy)
PARAMOUNT QUESTION — GATE 2
“If proven true, exactly as described, would it violate our policy?”
☐  Yes — it clears the gate      ☐  No — non-jurisdictional; document and close
Policy at issue:  [Name the specific policy or standard]
A ‘Yes’ clears the gate — it does not mean ‘formal.’ Run the inquiry below before you decide.
THE INQUIRY
List what you must verify to test whether the facts hold. Pull the documents, check with the people, review the records — before you formalize.
	ITEM TO VERIFY
	SOURCE (DOCUMENT / PERSON)
	WHAT IT WOULD SHOW
	RESULT

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


FINDINGS
Do the facts hold? Summarize what the inquiry showed:  [Your findings from the inquiry]
REBUTTAL LOOP
If the inquiry contradicts the complaint, give the complainant a chance to respond before you close.
Contradiction identified:  [What the inquiry found that conflicts with the complaint]
Complainant’s response:  [What they said when given the chance to respond]
Outcome:  [Does the response resolve the contradiction?]
ROUTING RECOMMENDATION
Based on the inquiry, this matter should be:
☐  Formal investigation      ☐  Informal resolution      ☐  Closed
If closed — reason:  [Non-jurisdictional / credibility / legitimate documented reason / other]
Rationale:  [Tie the recommendation to what the inquiry showed]
PREPARED BY
	
Prepared by (name, title)
	
Date
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