Hotline Investigative Report Outline

DoD/NAVY HOTLINE INVESTIGATIVE REPORT

(Date report completed)

1.  Administrative Information 

a.  Investigator(s) and Identifying Information. (Name, Rank/Grade, Title, Organization, 

Telephone # and E-mail address)


b.  Location of Working Papers. 
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).  

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/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)

4.  Second Allegation/Issue (if applicable)

5.  (or last Section) Interviews and Documents
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