Template

This is a template.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Correspondence with Complainant – 
Start of Investigation 
Thank you for making me aware of the potential policy compliance issues at [Company Name].  The Company takes these types of concerns very seriously and does not retaliate against employees for raising concerns under any Company policy.
I want to assure you that I am presently coordinating an investigation into your concerns.  It is likely that a third party will be asked to conduct investigatory interviews.  Your input and cooperation is essential.  You will be contacted in the next few days to participate in the investigation process.

Please contact me if you feel that you are being treated differently or retaliated against in any way.  I am also available to answer any questions you may have regarding the investigation process.

Again, thank you for giving the Company the opportunity to address your concerns.
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