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Writing the Investigative Report (IR) Overview


This chapter presents an overview of the characteristics of a good Investigative Report (IR).  It discusses each section of the report and includes abbreviated sample documents for each section.  The chapter also discusses the problems you may encounter when writing the report and common report writing mistakes.  See sample documents in Appendix D.

Purpose of an Investigative Report (IR)

The IG Investigative Report (IR), also known as the Completion Report, is the basis for judging the investigation and its conclusions.  The purpose of the IR is to:

- Document whether or not the allegation(s) were substantiated.  

- Organize the information so that anyone can read and understand the report without reference to enclosures or other material. 

- Document the findings in an impartial and accurate manner and provide responsible authority information to assist in making a determination whether to take corrective, remedial, or disciplinary action.
Characteristics of a Good Investigative Report (IR)

Tells a Story

A well-written Investigative Report (IR) “tells a story.”  The IR should:

- Answer these questions about the case:  who, what, when, where, why, how, and how much.

- State the allegations in the proper format (who did what in violation of which regulation and when).

- State the facts clearly, accurately, and completely.

- Explain the regulations and apply them to the facts.

- Include mitigating circumstances and facts that do not support your conclusions to ensure you tell the “whole” story, not just one side.

- Persuade the reader that your conclusions are correct.
Note:   The IR is a “stand alone” document and does not include enclosures.  However, you should maintain all of the enclosures with the file and provide copies to responsible officials, if needed to assist in the decision-making process to take disciplinary action.  Refer to paragraph 1207 in the “IG Investigations Manual”. 

 Characteristics of a Good Investigative Report (IR) (continued)


Stands Alone

An Investigative Report must “stand alone.”  The IR should:

- List the interviews and documents you reviewed in the report, but not include any enclosures or attachments.  

- Provide responsible authority the information they need to reach a fair decision, without referring to exhibits or other documents.  

Forward the IR to the tasking authority when you complete it.  Retain the enclosures with the working papers and provide copies to responsible officials, if needed, to assist in the decision-making process to take disciplinary action.  Identify the location of the working papers in the first section of your report.

Complete

An Investigative Report must be complete.  The IR should:

- Address each tasked allegation and all emerging allegations developed during the investigation.

- Explain how you addressed these allegations in the report, for example, if you referred them to another command or process for resolution.

- Discuss all significant evidence, pro and con.

- Thoroughly discuss and analyze the rules and regulations and how they apply to the facts.

If an allegation is not appropriate for an IG investigation or you believe the complainant should address the issue using another process, contact the tasking authority to discuss how to proceed.  

Clear and Logical

Any reader, even someone who has no knowledge of the case, should understand how you reached your conclusions based solely on the IR.  When writing the report:

- Use direct, clear, and concise language.

- Present the information in a logical progression, from facts to conclusions, stated in precise and neutral terms. 

- Explain your reasoning.  You must convince the reader that your conclusions are supported by the facts and analysis in your report.

- Distinguish between facts, assumptions, conclusions, and opinions.
Characteristics of an Investigative Report (IR) (continued)

Proper Style and Tone

Most Investigative Reports convey some degree of bad news to someone.  It is not only what you say, but also how you say it that contributes to a “good” report.  Use the proper style and tone to explain why you did or did not substantiate an allegation so the reader can more easily accept the conclusions.

- Tone – Avoid emotional, judgmental or value-laden words to describe events.  Use active voice to let the reader know who performed the action.  

- Style – Use a simple, direct approach.  Concentrate on using the correct format, punctuation, vocabulary, and grammar.

Content of the Investigative Report (IR)

ref  SHAPE  \* MERGEFORMAT 
Generally, you collect a lot of information in interviews and from documents.  Before you begin writing the report, review the facts to determine which to include and which to eliminate from your report.  Information may be:

- Redundant – Summarize redundant evidence, e.g., “Five witnesses stated Ms. Jones left work early.”

- Irrelevant – Carefully examine the information to ensure it is relevant to proving whether or not an allegation is substantiated. 

- Relevant, but does not support your conclusion – Your report must include all the relevant evidence–even the evidence that does not support your conclusion.  Otherwise, the reader may question the veracity of the report.

- Conflicting – Address conflicting evidence.  The report should be objective and include both sides of the story.
Investigative Report Format

Report Sections

Use the format in this module to prepare the Investigative Report.  The report will have four sections if you only address one allegation, and more sections depending on how many additional allegations you investigate.

Section 1 is the administrative section where you list the investigating officials, how to contact them, and where the working papers are located.

Section 2 is the Background and Summary.  Include the hotline control numbers, a summary of the complainant’s allegations, optional information that may help the reader to understand the case, the outcome of the case, and the list of allegations.

Investigative Report Format (Continued)

Section 3 introduces the first allegation.  Present the facts, analyze and discuss the facts, and, if appropriate, make a recommendation.  State your conclusions and include the disposition to document the corrective action the responsible authority took regarding any substantiated allegations.  If additional allegations follow, address each in the same way.

Section 4 (or Last Section) lists and describes the interviewees, the documents you reviewed, and any other evidence you collected.

If you have not already done so, print a copy of the Sample Investigative Report and refer to it as you complete the rest of this module.
Investigative Report outline on the next page.  

Investigative Report (IR) Format (continued)


HOTLINE INVESTIGATIVE REPORT OUTLINE 

DOD/NAVY HOTLINE INVESTIGATIVE REPORT

(Date report completed)

Section 1.  Investigator(s) and Identifying Information and Location of Working Papers 


a.  Investigator(s) and Identifying Information. (Name, Rank/Grade, Title, Organization, Telephone # and E-mail address)


b.  Location of Working Papers. 
Section 2.  Background and Summary 

a.  Hotline control #s, Dates of Receipt and Tasking Dates.  

b.  Summary of the Complaint.  (Brief summary of allegations in the IO’s own words)


c.  Additional Information (Optional).  (This section helps the reader understand the case, i.e., outcome of previous, related investigations, results of Preliminary Inquiry, and if any allegations were referred to the command or other process for investigation).


d.  Summary of Outcome of Investigation. (Brief summary of outcome to include # of allegations, # of substantiated allegations, and disposition (for substantiated allegations, if action has been taken). 


e.  List of Allegations (Optional).  

Section 3.  First Allegation (State allegation to include criminal/regulatory violation and whether it was substantiated or unsubstantiated)


a.  Facts.  (Derived from testimony, documents and physical evidence; includes standards, i.e., rules/regulations/statutes)


b.  Analysis, Discussion, and Conclusion.  (Weigh evidence, resolve conflicts, state opinions, include mitigating factors w/explanation and explain the rationale for the conclusion.  The last paragraph in this section should state your conclusion; i.e., " Based on their testimony, we concluded that Ms. Chase did not return to the Conference on the afternoon of 3 March nor was she present on Thursday, 4 March for the entire day.") 


c.  Recommendation(s).  (General, such as administrative changes or “take appropriate action to hold subject accountable” – not specific punitive, disciplinary, adverse administrative)


d.  Disposition.  (Corrective or Administrative Action taken as a result of substantiated allegation)

Section 4.  Second Allegation (if applicable)

Section 5.  (or last Section) Interviews and Documents

Investigative Report (IR) Format (continued)
Section 1:  Administrative Information
Section 1 has two subparts:

Subpart a - List all of the investigators, not just the lead investigator.  Include the full name, rank/grade, command, position in the command, telephone number, and e-mail address. 

Subpart b – Provide the exact location of the working papers.  Include the command, office, and address, to include the room number.

	Sample Administrative Sections

Investigative Report

22 September 2003

1.  Investigator(s) and Identifying Information and Location of Working Papers


a. Investigator(s) and Identifying Information. 


(1) Ms. Jean Cook, GS-13, Investigator, Office of the Inspector General, Commander, Naval Air Systems Command (COMNAVAIRSYSCOM), Tel: (301) 758-9018 or DSN 288-9018, e-mail: jcook@navair.navy.mil.


(2) Mr. John Hays, GS-12, Investigator, Office of the Inspector General, COMNAVAIRSYSCOM, Tel: (301) 758-8912 or DSN 288-8912, e-mail: jhays@navair.navy.mil.

b.  Location of working papers.  Commander, Naval Air Systems Command, Office of the Inspector General, Attn: AIR-00G, 22145 Arnold Circle, Unit #7, Bldg 404, Suite 100, Patuxent River, MD 20670-1541




Section 2:  Background and Summary 

Section 2 has three mandatory subparts and two optional subparts:

- Subpart a – Hotline Control numbers.  DoD/Navy Hotline/Command Hotline numbers and a brief description of when each office transferred the complaint.

- Subpart b – Summary of Complaint.  A brief summary of the complaint in the Investigating Officer’s (IO) words, not the complainant’s.

- Subpart c – Optional.  Additional information to help the reader understand the case, i.e., outcome of previous or related investigations, results of Preliminary Inquiry, and if any allegations were referred to the command or other process for investigation.
Investigative Report (IR) Format (continued)


- Subpart d – Summary of the Outcome of the Investigation.  A brief summary to include the number of allegations, number of substantiated allegations, and disposition for substantiated allegations, if action has been taken.

- Subpart e – Optional.  A List of Allegations.  
	Sample Background and summary

2.  Background and Summary

a.  Hotline Control #s, Dates of Receipt, and Tasking Dates

(1) DoD Hotline # 72033 – DoD received the complaint on 10 May 2003 and tasked NAVINSGEN on 30 May 2003 

(2) NAVINSGEN # 20030435 – NAVINSGEN received DoD complaint # 72033 on 4 June 2003 and tasked COMNAVAIRSYSCOM on 8 June 2003

(3) NAVAIRSYSCOM Case # H02-034 – NAVAIRSYSCOM received the NAVINSGEN tasking letter and complaint on 12 June 2003 and tasked to the IO on 20 June 2003


b.  Summary of Complaint.  The complainant alleged three COMNAVAIRSYSCOM employees, Ms. Sylvia Chase, Ms. Paula Collins and Ms. Marie Powell, were on temporary duty (TDY) from 1-5 March 2003 while attending a conference in San Diego, California.  The complainant alleged that Ms. Chase did not attend the afternoon conference session on 3 March 2003 and did not return to the conference on 4 March 2003.  The caller also alleged that Ms. Chase returned to Reagan-National Airport, Washington, D.C., vice Dulles Airport, as scheduled, and did not pay the additional costs for the flight change.


c.  Additional Information (Optional).  The COMNAVAIRSYSCOM database did not reveal any previous substantiated allegations against Ms. Chase.


d.  Summary of the outcome of investigation.  Our review of the complaint determined two of the allegations warranted investigation.  We substantiated one allegation against Ms. Sylvia Chase.  Based on the evidence, we concluded Ms. Chase did not attend the afternoon session of the C4I Conference on 3 March and did not attend the conference on 4 March.  We are forwarding the investigation recommending the chain of command take appropriate action to hold Ms. Chase accountable for misusing her official time in violation of Joint Ethics Regulation (JER) § 2635.705 while at the conference.


e.  List of allegations (Optional). 

(1) That Ms. Sylvia Chase improperly abused her official time by not attending a working group she was required to attend on the afternoon of 3 March 2003, and an all day working group on 4 March 2003, in violation of DoD Instruction 5500.7-R, Joint Ethics Regulation (JER), Chapter 2 § 2635.705, Use of Official Time.

(2) That Ms. Sylvia Chase returned from San Diego to Reagan-National Airport vice Dulles Airport and incurred an additional cost for the flight change and fare increase at government expense, for which she improperly claimed reimbursement on her travel voucher dated 7 March 2003, in violation of the Joint Travel Regulations (JTR), Chapter 2, § C2001A, (full title of reg.)


Investigative Report Format (continued)


Section 3:  First Allegation
Section 3 is the “meat of your IR,” and your Investigative Plan is the blueprint for the report.  In the Plan, you have documented all of the information you will need to discuss each allegation, to include the applicable rules and regulations.

When preparing the report, place the allegations in the order you intend to discuss them.  The order depends on a number of factors.  Consider organizing and discussing the allegations in one of these ways:

- In chronological order, if the timeline of events is essential to the overall understanding and flow of the report

- Conceptually linked or that share common facts

- Beginning with substantiated allegations and then unsubstantiated allegations

- More serious to less serious or sensitive subject matter
You are now prepared to introduce the first allegation and discuss it:

- State the first allegation in the proper format, to include the criminal/regulatory violation, and whether it was substantiated or unsubstantiated.

- Present the Facts related to the allegation.

- Analyze and discuss the Facts.

- Conclude whether the allegation was substantiated or not.

- Make Recommendation(s) (when appropriate).

- State the Disposition (corrective or administrative action taken as a result of a substantiated allegation).

Investigative Report Format (continued)


Section 3:  First Allegation

       a.   Facts
Present the evidence in this section.  State the facts you gathered from interviews, documents, and the applicable regulations and statutes. Organization and content of the facts are critical to a good report.  Logically organized facts promote easy understanding.  Do not include your opinion in this section.

	Sample Facts

a.  Facts. 


(1) Mr. Taylor Rutkowski, Ms. Chase’s supervisor, authorized Temporary Duty orders for her to travel on 1 March 2003 and attend the Space and Naval Warfare Systems Command (SPAWAR), Command Communication, Control, Capture and Intelligence (C4I) conference in San Diego, California, held from 2-4 March, and to return to her residence on 5 March 2003.


(2) The Conference Schedule of Events and Presentations listed Ms. Chase as a panel participant for the C4I Network Users’ Working Group at 1300 on 3 March 2003.  She was also scheduled to be a member of the Network Users’ Working Group all day on 4 March 2003.

(3) Mr. Randall Lopez, the Conference Chairperson and Panel Moderator for the C4I Network Users Working Group, stated Ms. Chase was scheduled to be a panelist on his working group on 3 March 2003 beginning at 1300.  He stated she was not seated on the panel during the entire afternoon session, as scheduled.  Mr. Lopez stated Ms. Chase called him Wednesday evening to let him know she was ill and apologized for not attending the working group.  Mr. Lopez stated Ms. Chase also told him she would not be attending the Thursday working group due to illness.


(4) Ms. Collins stated that around 1200 on Wednesday, 3 March 2003, Ms. Sylvia Chase drove her to Rio Grande, a nearby restaurant, for lunch where they met Ms. Chase’s friend, Mr. Roy Martin.  She recalled that she, Ms. Chase, and Mr. Martin ordered margaritas and that Ms. Chase and Mr. Martin ordered a second round of margaritas.  She stated that she saw Mr. Toti Papas and Ms. Armandina Sanchez, at the restaurant and asked if she could ride back with them so she could make some phone calls before the afternoon session began.  She stated Ms. Chase did not sit on the working group panel on the afternoon of 3 March.  She stated she became concerned about her so she called her Wednesday evening, but she did not answer the telephone.  Ms. Collins stated she and Ms. Chase were in the same working group on 4 March, but she did not see her there either.


(5) Ms. Joyce Cranston, a conference participant, stated she sat next to the door during the C4I Network Users Working Group on the afternoon of 3 March 2003.  She was quite certain that Ms. Chase was not seated on the panel.  She stated she did not see her enter the room at any time during the afternoon session on 3 March.  Ms. Cranston also stated Ms. Chase did not attend the working group on Thursday, 4 March.


(6) Mr. Toti Papas, a conference attendee, stated he attended the Wednesday, 

3 March and the 4 March, Network Users’ Working Group and that Ms. Chase was not present at either.


(7) Ms. Powell stated she was not a member of the Network Users’ Group so she did not know whether or not Ms. Chase attended either the 3 March or the 4 March sessions.  Ms. Powell recollected Ms. Collins asked her on Wednesday evening at dinner whether or not she had seen Ms. Chase and that she seemed concerned about her.


(8) Ms. Armandina Sanchez stated she went to lunch with Mr. Toti Papas at the Rio Grande on 3 March 2003 around noon.  She stated she noticed Ms. Chase having lunch with a man and Ms. Collins and that Ms. Chase was talking loudly.  Ms. Sanchez stated she saw the waitress bring margaritas to Ms. Chase’s table.  Ms. Sanchez recalled Ms. Collins asking for a ride to the conference.  She stated Ms. Collins rode back with them.  Ms. Sanchez remembers that Ms. Chase was still seated at her table when she, Mr. Papas, and Ms. Collins left the restaurant.  Ms. Sanchez stated she was in a different working group located in a different area of the Center on 3 March and 4 March and that she did not see Ms. Chase on either day at the Conference.


(9) Ms. Chase, stated she had lunch on 3 March 2003 with Ms. Collins and with Mr. Martin, a friend, who lived in the local area.  She stated she became extremely ill after lunch and Mr. Martin took her to the emergency room.  Ms. Chase stated she had gotten food poisoning from something she ate at the Rio Grande.  She stated she was so sick that she could not attend the afternoon session on 3 March.  She stated she called Mr. Lopez to explain why she did not come on Wednesday and told him she would not be at the session on Thursday.  She stated she forgot to call her supervisor in Washington DC to let him know that she was sick and unable to attend either working group.  She stated that she forgot to submit a “Request for Leave” for the sick leave she took while she was in San Diego at the conference.


(10) Mr. Taylor Rutkowski, Ms. Chase’s supervisor, stated that he directed her to be a panelist for the C4I Network User’s Working Group during the afternoon session on 3 March 2003 at 1300.  Mr. Rutkowski stated Ms. Chase did not inform him when she returned from the conference that she did not sit on the panel, attend the Network Users’ Working Group on 3 March, or attend the working group on 4 March 2003.  Mr. Rutkowski did not recall Ms. Chase submitting a leave slip for her absence on those days.


(11) The COMNAVAIRSYSCOM time and attendance records do not show that Ms. Chase submitted a “Request for Leave” for 3 March or 4 March 2003. 


(12) Mr. Roy Martin, a civilian (non-government) friend, had lunch with Ms. Chase and Ms. Collins on 3 March 2003.  He declined to be interviewed.


(13) JER § 2635.705 states that an employee shall use official time in an honest effort to perform official duties.  




Investigative Report Format (continued)


Section 3:  First Allegation
b.   Analysis, Discussion, and conclusion
In this subpart you:

-  Analyze how the standards apply to the testimony and documents.

-  Explain and discuss the weight you assign to the evidence and how it substantiates or refutes the allegation.

-  Resolve conflicting evidence.

-  Explain your rationale for the conclusions.

-  End with your opinion based on the analysis of the evidence. 

-  Never include new facts, nor restate facts set forth in the findings.

If the facts conflict, reconcile them.  If you cannot reconcile them, explain why one version of the facts may be more credible than the other.  Never leave conflicting facts out of the report!  Where there is substantial disagreement over the facts, it may be helpful to present the complainant’s story, followed by the subject’s version.  Facts provided by neutral parties should follow, ending with a discussion that reconciles or selects between conflicting facts.  

Your explanation may consist of identifying two groups of witnesses, then taking the majority accounting of an event.  

Remember:

-  You are more persuasive when there is a logical flow between the facts and the conclusions.

-  Generally, you must address questions of perception, bias, competence and veracity, as it is the quality of the evidence, not the quantity, that resolves disputed issues.

-  As you sift through the facts, you may find some facts are irrelevant and some conflict.  Always disregard those that are irrelevant (or immaterial) and explain those that conflict.

SAMPLE  Analysis, Discussion, and Conclusion on the next page.

Investigative Report Format (continued)

Section 3:  First Allegation
         b.  Analysis, Discussion, and Conclusion (continued)
	Sample Analysis, Discussion, and conclusion

    b.  Analysis, Discussion, and Conclusion.

         (1) Ms. Chase was on official government orders to attend the C4I Conference from 1 to 5 March 2003 and her supervisor had directed her to participate in the working groups on 3 and 4 March.  

         (2) Mr. Lopez, Ms. Collins, Mr. Papas, and Ms. Cranston testified Ms. Chase was not seated on the panel during the Network Users’ working group on the afternoon of 3 March.

         (3) Mr. Lopez, Ms. Collins, Mr. Papas and Ms. Cranston testified Ms. Chase did not attend the Network Users’ Working Group on 4 March.  

         (4) According to Ms. Chase, she got sick during lunch at the Rio Grande restaurant on Wednesday, 3 March, and was unable to return to the conference on Wednesday afternoon and Thursday.  Although she called Mr. Lopez, the Conference Chairperson, to let him know why she was not at the working group and to tell him she would not attend the Thursday session, she did not tell her supervisor, Mr. Rutkowski, or submit a leave request for those days.  

         (5) Ms. Chase did not use her official time in accordance with JER § 2635.705.  Based on this evidence, we substantiated the allegation.



Investigative Report Format (continued)

Section 3.  First Allegation
     c.  Recommendations
Make general recommendations in your Investigative Report.  If you substantiate an allegation against an individual subject, do not recommend specific punitive, disciplinary, adverse, or administrative actions.  Your recommendations should be general in nature.  Instead, recommend the higher authority take “appropriate action to hold the subject accountable.”  

You may, however, recommend the command take specific measures to address systemic problems, e.g., rewrite an instruction; take remedial action, e.g., correct an evaluation; or, take a specific administrative action, e.g. reimburse the government.

	Sample Recommendation

(4) Recommendation.  Take appropriate administrative action to hold Ms. Chase accountable.



     d.  Disposition
The Disposition is the report of action taken by responsible authority when an allegation is substantiated.  Three ways to report the Disposition are:

- No substantiated allegation(s) – State: “No further action recommended.”

- Substantiated allegation(s) when corrective action has been taken – State the action taken, to include who took what action and when.  For example: CAPT John Miller, the Executive Officer, counseled LT Jones on 7 July 2004.

- Substantiated allegation(s) when corrective action has not been taken – State: “Forwarded to higher authority for appropriate administrative and/or corrective action.”   The immediate tasking authority must then report subsequent action via an endorsement or follow-on correspondence.

NOTE:  NAVINSGEN will close a case after all corrective or administrative action is complete.  See Appendix D for sample letters forwarding the IR and reporting the disposition.


Investigative Report Format (continued)

Section 4 or 5:  Interviews and Documents (Last Section)
The number of Sections varies according to how many allegations you address in your report.  If you only have one allegation, the Interviews and Documents list will be Section 4.  

List and describe the interviewees, the pertinent documents, and any other relevant evidence you collected.

The Interviewee List includes the full name of the interviewee, his/her position or subject matter expertise, and the grade/rank of each employee.  The list reflects whether you conducted the interviews by telephone or in person.  

The Document List includes all the information the reader would need to locate the exact document, to include the title, number and section of the statute or regulation, description of the document, and the dates and times (e-mail).


Partially Substantiated Allegation


NOTE:  Allegations cannot be partially substantiated.  You must break out each issue into separate allegations.  You should have only one subject and one wrongdoing.
	For this example, we have combined allegations #1 and #2 into one allegation. 

PARTIALLY SUBSTANTIATED ALLEGATION:

(1) That Ms. Sylvia Chase improperly abused her official time by not attending a working group she was required to attend on the afternoon of 3 March 2003, and an all day working group on 4 March 2003, in violation of DoD Instruction 5500.7-R, Joint Ethics Regulation (JER), Chapter 2 § 2635.705, Use of Official Time, and she returned from San Diego to Reagan-National Airport vice Dulles Airport incurring additional costs for the flight change and fare increase, for which she improperly claimed reimbursement on her 7 March 2003, Travel Claim, in violation of the JTR § C2001A.

Analysis, Discussion, and Conclusion:  (Last paragraph)  Based on the evidence, this allegation was partially substantiated.  Ms. Chase did not attend either working group session on 3 March or 4 March, but she did pay for the extra charges associated with her travel to Reagan-National Airport on 4 March 2004.  

NEW ALLEGATIONS:

     (1) That Ms. Sylvia Chase improperly abused her official time by not attending a working group she was required to attend on the afternoon of 3 March 2003, and an all day working group on 4 March 2003, in violation of DoD Instruction 5500.7-R, Joint Ethics Regulation (JER), Chapter 2 § 2635.705, Use of Official Time.

     (2) That Ms. Sylvia Chase returned from San Diego to Reagan-National Airport vice Dulles Airport and incurred an additional cost for the flight change and fare increase at government expense, for which she improperly claimed reimbursement on her travel voucher dated 7 March 2003, in violation of the Joint Travel Regulations (JTR), Chapter 2, § C2001A, Transportation Modes, Accommodations, Transportation Requests, Baggage and Mileage




Progress report (PR) 


When you cannot complete an investigation or disposition within the required timeframe, you must submit a Progress or Interim Report to request an extension of the due date.  

The Progress Report provides the status of the investigation and identifies any problems encountered, particularly those that may delay the investigation or require the attention of higher authority.

Even if you submit a Progress or Interim Report, you must write a stand-alone, final Investigative Report.

SAMPLE Progress Report on the next page.
Progress Report (PR) (continued)


	Sample Dod/Navy

Hotline Progress Report

10 SEPTEMBER 2003

1.  Applicable DOD Component:  Department of the Navy

2.  Hotline Control Number(s):
DoD Hotline # 72033

Navy Hotline # 20030435

NAVAIR Case # H03-034

3.  Date Referral Initially Received:  16 June 2003

4.  Status:

a. Name of organization conducting investigation:

Commander, Naval Air Systems Command

b. Type of investigation being conducted:  

DOD Hotline

c. Results of investigation to date (summary):

We have investigated the four allegations submitted by the complainant; three of the allegations are unsubstantiated and the fourth is under review.  Moreover, we have developed two emerging allegations; both are ongoing.

d. Reason for delay in completing investigation:

Delay in receipt of tasking and developed two additional allegations during investigation.

e. Request extension to 30 October 2003.

5.  Expected Date of Completion:  25 October 2003

6.   6.  Action Agency Point of Contact (POC) and Organization:

Ms. Jean Cook, GS-13, Investigations Specialist, tel: (301) 758-9018 or DSN 288-9018, e-mail: jcook@navair.navy.mil, Office of the Inspector General, Commander, Naval Air Systems Command (COMNAVAIRSYSCOM)



NOTE:  When a DoD investigation is not complete and a due date is approaching, submit the above form to report the status of the investigation and to request an extension.  We prefer you send the PR by e-mail or fax; you do not need to include a forwarding/endorsement letter.

 For Navy Hotline extensions, typically NAVINSGEN grants 1 due date extension by telephone, facsimile, or e-mail.

Common Report Writing Mistakes


Investigators often make mistakes in report writing because they are over familiar with the case.  A good practice for investigators is to ask someone who is authorized to read the report to review it before forwarding it to higher authority, preferably someone who has no knowledge of the case.  Another set of eyes often catches mistakes you have overlooked.

Some common report writing mistakes are failure to:

- Address all relevant information based on over familiarity with the case, reluctance to include evidence that does not support, or that contradicts your conclusions.

- Cite applicable standards, policy, or regulations.

- Clearly explain and resolve conflicting information.  Weighing the evidence may not be sufficient.  Examine the quality of the evidence and include any information in the analysis that helps the reader understand how you came to your conclusion.

Forwarding the Investigative Report (IR)
SAMPLE letters forwarding the IR, requesting an extension, and reporting the disposition are in Appendix D.
In Summary…


-  Include all relevant evidence, whether it supports or contradicts your conclusions.  Provide your reasoning for discounting facts that contradict your conclusions.

-  Reconcile conflicts.  If you cannot reconcile them, explain why one version of the facts may be more credible than the other.

-  Focus on the quality of evidence, not the quantity to resolve disputed issues.

-  Cite and discuss all the standards.

Sample Interviews and Documents





5.  Interviews and Documents (abbreviated version of actual list)





	a.  Interviews conducted.  (All interviews conducted in person unless otherwise noted.)





	(1) Ms. Sylvia Chase (subject), COMNAVAIRSYSCOM Deputy Program Manager, PMA 277, GS-14





	(2) Ms. Paula Collins (witness), COMNAVAIRSYSCOM Level II Team Leader, PMA 277, GS-13





	(3) Ms. Marie Powell (witness) COMNAVAIRSYSCOM Program Analyst, PMA 277, GS-11





	(4) Mr. Taylor Rutkowski (witness), COMNAVAIRSYSCOM Program Manager, PMA 277


	


b.  Documents reviewed.





	(1) Joint Travel Regulations, Volume 2 (2 JTR) §§ C2001A





	(2) Joint Ethics Regulation (JER), Chapter 2 § 2635.705





	(3) Ms. Sylvia Chase’s travel order (#67895) dated 23 February 2003 and related travel voucher dated 7 March 2003, receipts/attachments and Defense Finance and Accounting System (DFAS) Travel Voucher Summary





	(4) COMNAVAIRSYSCOM March 2003 time and attendance 





Sample Disposition


DISPOSITION:    Forwarded to higher authority for appropriate administrative and/or corrective action.












