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Template letters – typed interview notes
The letter templates on the following pages can be used when sending out typed interview notes to all parties.

This material is copyright to CMP Resolutions. You are welcome to use it for your own investigations; if you intend to use it for any other purpose such as training or consultancy, please acknowledge your source on the materials. We will defend our intellectual property rights if they are breached.

Contact us for to find out how we can help you with our independent and professional:

· Fact finding investigation service

· Full investigation with findings

· Appeals and review service

· Buddying, mentoring and supervision for internal investigators

· Accredited investigation skills training

· Deciding officer training

STRICTLY PRIVATE AND CONFIDENTIAL

Dear ___,

Investigation of complaint made under {insert name of procedure}

I enclose the typed notes of your interview on [insert date of interview] with [insert name of investigator]. These notes are intended to be an accurate but not verbatim record of the interview. By signing of notes, you are confirming that you have read them and have approved the contents as an accurate record of the discussion/s, taking into account any qualifying or clarifying comments that you may wish to append.

If there are any aspects of the notes that you believe are inaccurate, please do not delete them, but make additional comments - either in the space available on the notes or in an additional note.  Please sign any separate sheets and the notes before returning them.  Any amendments will be added to our file.

Please turn these around quickly, within five working days.  If notes are not received by this time, they will be deemed as accepted and will be submitted with the report.

I would like to remind you of the sensitivity of this matter and the need for confidentiality.
CMP Resolutions : www.cmpresolutions.co.uk

T: 0844 504 8874     E: info@cmpresolutions.co.uk   F: 0844 504 8774

