TEMPLATE — Replace all [bracketed] text and adapt to your organization's letterhead, policy names, and voice. Delete this note and any guidance before sending.
PRELIMINARY INVESTIGATION REPORT
PRIVATE & CONFIDENTIAL
Date:  [Date]
To:  [Party Name, Title]
From:  [Investigator Name, Title]
Re:  [Case #] — [Policy / issue under investigation]
Dear [Party Name]:
This report summarizes the investigation conducted by [the People / Investigations Office] in response to a complaint received on [date], which alleged [brief description of the alleged conduct].
SUMMARY OF INVESTIGATION
The investigation involved interviews with [the complainant, the respondent, and [number] witnesses] and a review of relevant documents and other evidence, including [e.g., emails, records, personnel files]. The investigation applied the preponderance of the evidence standard — whether it is more likely than not that the alleged conduct occurred, and if so, whether it violated policy.
PRELIMINARY FINDINGS
Allegation 1: [State the specific allegation.]
1. Findings: [Summary of key evidence, witness statements, and documents reviewed.]
1. Conclusion: [Substantiated / Unsubstantiated]
Allegation 2: [State the specific allegation.]
1. Findings: [Summary of key evidence, witness statements, and documents reviewed.]
1. Conclusion: [Substantiated / Unsubstantiated]
(Include additional allegations as necessary.)
PRELIMINARY DETERMINATION
Based on the preponderance of the available evidence, there is [sufficient / insufficient] evidence to conclude that [Respondent] [insert allegation, e.g., discriminated against the complainant based on age]. [Respondent] [was / was not] found to have violated [applicable policy/policies].
RESPONSE PERIOD
This Preliminary Investigation Report is being provided to all parties. You have [ten (10)] days from receipt of this report to submit written comments, corrections, or clarifications to [Investigator Email] no later than 5:00 PM on [Response Due Date].
Guidelines for your response:
1. You may submit corrections to factual inaccuracies in the report.
1. You may not introduce new information that could reasonably have been provided during the investigation. Such information may be noted in the Final Report but may be given less weight than information provided during the investigation.
All submissions will be reviewed and considered in preparing the Final Investigation Report.
Retaliation against any person who participated in this investigation is strictly prohibited. All information in this report is confidential and should not be shared with anyone who does not have a legitimate need to know.
Sincerely,
[Name, Title] · [Organization]
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