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 INVESTIGATION
PRIVATE & CONFIDENTIAL
Date:  [Date]
To:  [Complainant Name, Title]
From:  [Investigator Name, Title]
Subject:  Notice of Investigation — [Case #]
Dear [Complainant Name]:
This letter is to notify you that [Organization] has initiated a formal investigation in response to the concerns you reported, in accordance with [applicable policy/policies].
ALLEGATIONS UNDER INVESTIGATION
1. [Describe the first allegation, including the approximate date and nature of the alleged conduct.]
1. [Describe additional allegations as needed.]
ALLEGATIONS NOT PROCEEDING TO INVESTIGATION  [optional — remove if not needed]
1. [State the allegation not being investigated.]  Reason: [Brief explanation.]
INVESTIGATION PROCESS
The investigation may include interviews with you, the respondent, and relevant witnesses; collection and review of documents and other evidence; and follow-up as needed.
STANDARD OF PROOF
The respondent is presumed not to have violated policy unless the investigation shows otherwise. The evidence will be evaluated under the preponderance of the evidence standard — whether it is more likely than not that a policy violation occurred.
RETALIATION IS PROHIBITED
You are protected from retaliation for reporting your concerns and participating in this investigation. Retaliation includes intimidation, threats, harassment, or any adverse action that would discourage a reasonable person from participating. If you experience what you believe to be retaliation, report it to the assigned investigator immediately.
CONFIDENTIALITY
To protect the integrity of the investigation, maintain confidentiality about this matter and discuss it only with those who have a legitimate need to know. This does not prevent you from exercising any legal rights you may have.
RIGHT TO WITHDRAW
You may withdraw your complaint at any time before the investigation concludes. [Organization] may continue the investigation if appropriate given the nature of the allegations and the available evidence.
ASSIGNED INVESTIGATOR
[Name, Title]
[Phone] · [Email]
NEXT STEPS
The investigator may contact you to schedule an interview. You may prepare by reviewing relevant records, identifying potential witnesses, and gathering supporting documentation. If you have questions about this notice or the process, contact the assigned investigator.
Sincerely,
[Name, Title] · [Organization]
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