Short Investigation Report
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-reports/investigation-summary-report/

Matter details
Matter reference: [ ______________________ ]
Complainant / Respondent: [ ______________________ ]
Date received / commenced / reported: [ ______________________ ]
Investigator: [ ______________________ ]
[Reference, parties, dates received/commenced/reported]

Allegation(s)
[Numbered allegation(s), each stated as a provable factual assertion]

Scope and standard of proof
[What the investigation was asked to determine; standard applied — ordinarily the preponderance of the evidence]

Evidence considered
[Interviews with dates; documents reviewed; evidence sought but unavailable]

Findings
[Finding per allegation: substantiated / not substantiated / inconclusive, with the basis in one short paragraph]

Policy outcome
[Policy provision and whether breached on the facts found]

Signature
Investigator: [ ______________________ ]
Date: [ ______________________ ]
[Attestation, signature, 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.
