TEMPLATE — Replace all [bracketed] text and adapt to your organization's letterhead, policy names, and voice. Delete this note and any parenthetical guidance before sending.
NOTICE OF DISMISSAL
PRIVATE & CONFIDENTIAL
To:  [Complainant Name, Title] · [Department]
Cc:  [HR / People Leader]
From:  [Investigator Name, Title]
Re:  Determination — [Case #]

Date Received:  [Date]
Source:  [Source of report / complaint]
Nature of Complaint / Report:  [Brief description of the report / complaint]

REASON FOR DISMISSAL
[Explain why the matter is being closed. Common reasons include:]
1. Even if proven true, the allegation would not implicate [Organization] policy (non-jurisdictional)
1. Insufficient factual basis to proceed
1. Outside the scope of [the People / Investigations Office]'s review
1. Complainant withdrew the complaint
1. Resolved through other appropriate means
1. Referred to [appropriate department] for handling
1. Other: [explain]
[The People / Investigations Office] reserves the right to reopen this matter should new and relevant information emerge.
[If you have a pending appeal or grievance process, contact [HR / People contact] within [ten (10)] business days from the date of this memo.]
Date Closed / Dismissed:  [Date]
__________________________________
Investigator Signature · [Name, Title]
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