	
	Read the complaint thoroughly.



	
	Consult subject matter experts for advice regarding complainant’s issues.



	
	Consult your legal officer for advice regarding complainant’s issues.



	
	Research the standards (rules/regulations).



	
	Interview the complainant (if available).  Ask W, W, W., W, H questions.



	
	Draft the allegations in the proper format.



	
	Prepare an Investigative Plan – not all of these elements of the Plan are necessary as some can be combined into one (update as necessary and date each version).



	
	· Interview Sequence Plan (Develop an Interview Plan for each interviewee.)



	
	· Interview List



	
	· Contact List



	
	· Notification List



	
	· Document List



	
	· Allegations List



	
	· Chronology of Events



	
	· Logistical Plan



	
	· Background Information



	
	· Outline of Proof



	
	Gather documents



	
	Notify Senior Management of investigation (remind them not to discuss case).
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