MEMORANDUM

To:		[Accused Name]
FROM:	[Name of Human Resources, General Manager, etc]
DATE:		[Date]
RE:  		Notice of Workplace Investigation  

[District Name] is in receipt of an employee notification of potential discrimination, harassment and retaliation, which calls for a prompt workplace investigation.  You are the subject of the employee complain/notification.
As you have been already informed verbally by [Name of person who notified accused] on [Date] has asked [Name of Investigator] to conduct an investigation of the allegations and concerns raised.  [Name of Investigator] will contact you to set up a time for an interview.  You are required to respond to the investigator’s questions in a complete and truthful matter.  You are also required to keep confidential the subject matter and content of the questions and the investigation.
Please note that retaliation against anyone connected with this complaint and/or this investigation is strictly prohibited.  Any retaliation will lead to personnel action or discipline up to and including termination of employment.       
