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[bookmark: _GoBack]INVESTIGATION PLAN FOR CASE NUMBER XXX-201X
Note: The Investigation Plan is intended to be used in conjunction with the Terms of Reference for the Investigation. Whilst the Terms of Reference are a static document to be agreed by the Investigation Panel, the Investigation Plan is a dynamic document that can be adapted and updated by the Lead Investigator and team as the investigation develops.  

1. Summary of allegations received/evidence to date 
(Extract from Terms of Reference)




2. Scope of Investigation
(Extract from Terms of Reference – ensure that the tasks included below are within this scope)




3. Objectives of Investigation
(Extract from Terms of Reference – ensure that the tasks below are in line with these objectives)



4. Investigation Plan
(To be completed with the tasks required for the specific investigation – the table below includes an example of suggested activities)

	Date to be carried out
	Task
	Task assigned to
	Resources required

	[Date]
	E.g. Risk assessment 
	Investigation Panel Members in conjunction with Lead Investigator
	Confidential room

	[Date]
	E.g. Gather relevant original documentation and make copies/scan 
	Investigator 1
	Scanner

	[Date]
	E.g. Compare documentation to policies and procedures in place
	Investigator 2
	Secure location to review documentation

	[Date]
	E.g. Visit third party vendors to confirm existence
	Investigators 1 and 2
	Vehicle, safety and security information

	[Date]
	E.g. Interview witnesses
	Investigators 1 and 2
	Confidential secure location 

	[Date]
	E.g. Interview subject of investigation
	Investigators 1 and 2
	Confidential secure location

	[Date]
	E.g. Analysis of evidence
	Investigators 1 and 2
	Secure location to review documentation

	[Date]
	E.g. Draft final report
	Investigators 1 and 2
	Secure location to review documentation
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