Investigation Outcome Letter
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/investigation-outcome-letter/

Letter header and recipient
Version: [Complainant / Respondent — confirm before sending]
To: [ ______________________ ]
Date: [ ______________________ ]
[Recipient, date, matter reference, and which version this is]

Confirmation the investigation is complete
[Confirmation of completion, who investigated, and the dates covered]

Outcome on each allegation
[Each allegation with its outcome in the report's wording, and a short plain-language explanation of inconclusive outcomes]

What happens next (complainant version)
[Confirmation that action has been taken where substantiated, without disciplinary specifics; non-retaliation reminder and reporting route]

What happens next (respondent version)
[Findings, the separate disciplinary process if any and its rights, and expectations going forward]

Appeal or review rights
[Review or appeal route, deadline, and how to request it]

Support and closing
Signed: [ ______________________ ]
Title: [ ______________________ ]
[Support available; named contact; closing]

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.
