Investigative Report
Name - Department

Date
I. COMPLAINANT

On what date was the complaint filed? What is the Complainant’s name, job position, dates employed with the city, and any other relevant information? 
Example:

Tom Jones filed a complaint on August 15, 2014. Jones works in Building Inspection as an Inspector 1. He has worked for the City of Madison since January 1, 2010 and has held this most recent position since January 1, 2012. 
II. RESPONDENT

Name(s), dates employed with the city, and any other relevant information. If there was a Respondent listed on the complaint form that turned out not to be a Respondent, detail that here. If Respondents were added, detail that here. 
Example:

Sally Smith is the Respondent listed on the complaint form. Smith position is Building Inspector Supervisor for the Building Inspection position. She has held that position since January 1, 1999. 
III. BASIS FOR COMPLAINT/KEY ISSUES RAISED
Summarize the complaint. Then provide a list of the allegations.

Example:

[TIP: After introducing someone’s full name the first time, only utilize their last name in the remainder of the report]

Jones states Smith harassed him, yelled at him, and demeaned him in front of coworkers. The Complainant’s specific allegations are as follows:

A. Smith told Jones he didn’t like his jacket.
B. Smith yelled at Jones on August 1, 2014.

C. Smith demeaned Jones by mocking him in a meeting on August 4, 2014.

IV. INVESTIGATIVE STRATEGY

Who was appointed to investigate by whom? What was the investigative strategy that was set? Who was interviewed on what dates? What are their job positions? Then provide a list of questions the investigation should answer.
Example:
Jane Jackson, Affirmative Action Specialist was assigned to investigate the complaint with Paula Panda, Human Resources Analyst by Joe Johnson, the Department Head in Building Inspection. The investigators wanted to answer the following information by conducting their investigation:

1. Did Smith engage in discourteous and abusive behavior toward Jones?

2. Did Smith yell at Jones on August 1, 2014?
3. Did Smith demean Jones in front of coworkers on August 4, 2014?
The following individuals were interviewed on the following dates:

Made Up, Building Inspector 1 – August 16, 2014

Made Up, Unit Supervisor – August 17, 2014

Made Up, Administrative Assistant – August 18, 2014

V. INVESTIGATIVE FACT FINDINGS 
Provide answers to the specific allegations listed under “BASIS FOR COMPLAINT.”

Example:

The Investigators were able to determine answers to the following questions:

A. Did Smith tell Jones he didn’t like his jacket?

Yes/No. State how you determined this to be the case, including testimony from witnesses, etc.

4. Did Smith yell at Jones on August 1, 2014?

Yes/No. State how you determined this to be the case, including testimony from witnesses, etc.

5. Did Smith demean Jones in front of coworkers on August 4, 2014?
Yes/No. State how you determined this to be the case, including testimony from witnesses, etc.

VI. Conclusion

Answer the questions that were set in the “INVESTIGATIVE STRATEGY” and determine if there was or was not a violation of APM 2-33, or any other city policy.
Example:

Investigators were able to determine answers to the following questions:

1. Did Smith act as alleged?

Yes/No. State the reasons why.

2. Did Smith violate APM 2-33?

Yes/No. State the reasons why. State any other relevant information.
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