Witness Statement
Fillable template — replace every [bracketed] prompt and delete anything you do not need.
Section-by-section guidance and a worked example: investigation.professionaldrafter.com/interviews-and-statements/witness-statement/

Statement header
Full name: [ ______________________ ]
Job title / department: [ ______________________ ]
Matter reference: [ ______________________ ]
Date of statement: [ ______________________ ]
[Full name, role, matter reference, and statement date]

Introduction and basis of knowledge
[Role and tenure; relationship to the parties; a statement that the contents are within their own knowledge except where identified as otherwise]

Numbered account
[Numbered paragraphs in the witness's own words: what they observed, when, where, who was present, and what followed]
1. [1. On or about [date], I was [where]...]
1. [2. I heard [X] say, in words to the effect of, '...']
1. [3. Present at the time were ...]

Documents referred to
[Documents referred to, with evidence log references]

Matters not within knowledge
[What the witness does not know or cannot recall]

Declaration and signature
Prepared by: [Witness / transcribed by investigator and adopted]
Witness signature: [ ______________________ ]
Date: [ ______________________ ]
[Declaration that the contents are true to the best of their knowledge and belief; how the statement was prepared; signature and 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.
