	[image: ]
	


 
Subject: Notice of Investigation – Case #[Case Number]


Date: [Date]
To: [Respondent Name], [Title/Dept]
Dear [Respondent Name],
This is to inform you that a complaint has been received alleging [general nature of allegation] in potential violation of [policy]. A neutral investigation has been opened.
You will have an opportunity to be interviewed and to provide information, documents, and witness names. Retaliation against any participant is prohibited.
Please preserve all potentially relevant information, including emails, messages, documents, and device data. Do not discuss this matter outside those who need to know.
Sincerely,
[Investigator Name] | [Title] | [Contact]
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