Investigation Evidence Log & Chain of Custody
Fillable template — replace every [bracketed] prompt and delete anything you do not need.
Section-by-section guidance and a worked example: investigation.professionaldrafter.com/investigation-planning/evidence-log/

Log header
Matter reference: [ ______________________ ]
Log maintained by: [ ______________________ ]
[Matter reference, investigator, log opened date]

Evidence item (repeat per item)
Item no.: [ ______________________ ]
Description: [What it is, in enough detail to identify it uniquely]
Source / custodian: [Who provided it, and their role]
Date requested: [ ______________________ ]
Date received: [ ______________________ ]
Format: [Original / copy / export; file format and hash if applicable]
Stored where: [Location and access controls]
Relevant to allegation no.: [ ______________________ ]
[Repeat per item]

Preservation steps
[Hold notices issued, systems affected, effective dates, and retention deadlines for short-retention sources]

Evidence sought but not obtained
[Item sought, requested from whom and when, the response received, and the consequence for the findings]

Disclosure and retention
[Disclosure decisions and rationale; retention period and destruction date]

This template is a general documentation aid, not legal advice. Workplace investigation requirements vary by jurisdiction, sector and policy. Adapt it to your own setting and take advice where the matter warrants it. Delete this notice before use.
