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Investigation Summary Letters 
Sample Letter to Complainant

To: 
From: 

Date: 

RE: Conclusion of Investigation

We met on __________________ to discuss your concerns pertaining to ___________________.  XYZ Company takes such concerns seriously and promptly devoted the appropriate time and attention to fully investigate and review your concerns. This investigation included speaking with you and other employees who you named in your complaint, as well as others within the organization who may have had information relevant to your complaint. Measures have been taken to maintain confidentiality to the extent possible.

Please be advised that XYZ Company has concluded this investigation and has taken appropriate steps to address your concerns, based on the results of our investigation.   [Insert any additional details about the investigation here.]
Employees who report concerns or who participate in the investigation of a complaint will not be subject to retaliation or reprisals of any kind. Any employee who engages in retaliation against another employee because of a complaint under this policy will be subject to disciplinary action, up to and including discharge. While I do not anticipate any concerns, if you believe you are subject to any forms of retaliatory behavior, you are expected to immediately report these concerns to your supervisor or a human resources representative.

I thank you for coming forward with your concerns and helping XYZ Company maintain a comfortable work environment.

____________________________________________________
_________________________

Employee signature






Date

_____________________________________________________
__________________________

Witness signature






Date

Sample Letter to Alleged Harasser
To: 

From: _____________, Human Resources Representative

Date: 

RE: Conclusion of Investigation

We met on _________________________ to discuss concerns pertaining to allegations made by a co-worker that you had engaged in (i.e. unprofessional behavior/behavior perceived as harassment).  XYZ Company takes such concerns seriously and promptly devoted the appropriate time and attention to fully investigate and review these concerns. This investigation included speaking with you and other employees who were named in the complaint, as well as others within the organization who may have had information relevant to the complaint. Measures have been taken to maintain confidentiality to the extent possible.

Please be advised that XYZ Company has concluded this investigation and our findings: (INCLUDE ONE OF THE FOLLOWING)
1. Indicate while your conduct did not rise to the level of unlawful harassment, your behavior and conduct was unprofessional and unacceptable for the workplace. Through the investigation, our findings indicate that you engaged in unprofessional behavior, specifically (Making comments, remarks, gestures, etc.). As a result, you are receiving this warning as documentation of our concerns and expectations for immediate improvement. Please be advised that further incidents of unprofessional behavior may result in further corrective action up to and including termination from employment; OR
2. Indicate your conduct was unprofessional and in violation of XYZ Company‘s anti-harassment and non-discrimination policies.  Through the investigation, our findings indicate that you engaged in unprofessional behavior, specifically (Making comments, remarks, gestures, etc.). As a result, you (insert action here…are receiving this warning) as documentation of our concerns and expectations for immediate improvement. Please be advised that further incidents of unprofessional behavior will result in further corrective action up to and including termination from employment.  I will be in touch with you within the upcoming week to schedule mandatory Anti-Harassment and Non-Discrimination training; OR
3. Indicate your conduct was unprofessional and in violation of XYZ Company‘s anti-harassment and non-discrimination policies.  Through the investigation, our findings indicate that you engaged in unprofessional behavior, specifically (Making comments, remarks, gestures, etc.). As a result of our findings and the severity of your behavior, your employment with XYZ Company is terminated effective immediately. OR
4. Are inconclusive. While the results of the investigation are inconclusive, I am taking this opportunity to review with all parties XYZ Company‘s anti-harassment and non-discrimination policies as a preventative measure. I will be in touch with you within the upcoming week to schedule this mandatory training. 

Employees who report concerns or who participate in the investigation of a complaint will not be subject to retaliation or reprisals of any kind. Any employee who engages in retaliation against another employee because of a complaint under this policy will be subject to disciplinary action, up to and including discharge. While I do not anticipate any concerns, if employees believe they are subject to any forms of retaliatory behavior, they are expected to immediately report these concerns to a supervisor or human resources representative.

____________________________________________________
_________________________

Employee signature






Date

_____________________________________________________
__________________________

Witness signature






Date
This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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