Suspension Pending Investigation & Interim Measures Memo
Fillable template — replace every [bracketed] prompt and delete anything you do not need.
Section-by-section guidance and a worked example: investigation.professionaldrafter.com/notices-and-letters/interim-measures-memo/

Memo details
Matter reference: [ ______________________ ]
Date of decision: [ ______________________ ]
Decision-maker: [Name and title — should not be the investigator]
[Matter reference, date, decision-maker, affected individuals]

Risk being addressed
[The specific, articulable risk the measure addresses]

Measure adopted
[The measure, effective date, and an express statement of what is unaffected: pay, grade, benefits, status]

Why this measure and not another
[Alternatives considered and the reason each was rejected; if the complainant is affected, the specific justification]

Non-punitive statement
[Statement that the measure is precautionary, implies no finding, and is not disciplinary]

Review date and end conditions
Review date: [ ______________________ ]
Reviewed by: [ ______________________ ]
[Review date, who reviews, and the conditions under which the measure ends]

Communication record
[Who was informed, when, how, and what explanation was given]

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.
