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Formatting Structure

Essential 
ElementsExamples 

Tips & 
Strategies Things to Avoid 



The Investigation Report 
• Executive Summary 
• Relevant Policy Provisions 
• Information Gathered During 

the Investigation 
• An Analysis of the Information 

Gathered 
• Recommendations for Informal 

Resolution OR Conclusion 
• Investigation Timeline 
• Necessary Attachments 
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Executive Summary
• Big picture investigation information 

– Who reported the incident? 
– To whom did they report? 
– When did they report? 
– Who was assigned to investigate? 
– How was the investigation conducted? 
– What were the overall findings of the investigation? 

• Noteworthy occurrences 
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Information Gathered During The Investigation
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Narrative summaries of 
interviews NOT transcriptions 

Laid out in a logical manner
Limit witness portions to information 
relevant to analysis 

Include quotes where deemed appropriate 

Adopt one writing style Formatting 
Voice 



Information Gathered During The Investigation 

• Discuss individuals not 
interviewed and why 

• Discuss any other 
evidence gathered and 
the source even failed 
attempts 

• TIP: Schedule time after 
each interview to begin 
writing narrative summary
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Analysis 
• A synthesis and evaluation of 

the information gathered 
considering our policy 

• Remember: You’re a NEUTRAL 
fact-finder 
– Include not only corroborating 

information but also exculpatory 
information 

• Credibility Assessments 
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Weighing Evidence 

• Weighing evidence 
means assessing the 
impact of the 
information 

• The following factors 
impact the assessment: 
– Relevance
– Reliability
– Persuasiveness 
– Bias 
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Walking Through Policy Definitions

• The policy definitions are the 
roadmap for your analysis 

• Each aspect of the policy 
definition must be met in 
order to support a charge

• Make preliminary findings for 
each aspect along the way 
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Walking Through Policy Definitions
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Walking Through Policy Definitions
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Sample Analysis 
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Analysis 
cont. 



Credibility 
• What is it? 

– “The extent to which you can rely on an individual’s testimony to be 
accurate and helpful in your understanding of the case.”

• When does it become important? 
– When an individual gives you reason to question their credibility 
– One version v. Another version of a matter (w/o additional 

evidence)
• Your findings can’t be based merely on a hunch or feeling
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Recommendations for Informal Resolution/ 
Conclusion 

• Short and sweet 
• Based on the totality of the 

evidence a preponderance of 
the evidence supports/does not 
support a charge of (insert policy 
violation) 

• Remember: NOT ISSUING 

FINDINGS OF RESPONSIBILITY 

• Broad range of sanctions at play 
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Sample Language: Charges & Sanctions
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Sample Language: No Charges
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Keep in mind: Even without charges, there still may be further 
adjudication 



Additional Tips & Takeaways 
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REVIEW YOUR DRAFT OUT OF 
ORDER 

CONSISTENTLY DOUBLE CHECK 
WHAT YOU’RE INCLUDING AND 

WHY 

BE MINDFUL OF COPYING AND 
PASTING 
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