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1. Background
(Use this section to explain the context of the investigation, for example the business area, the country office, how the potential fraud case was discovered, any other relevant information)  



2. Summary of allegations received/evidence to date
(Use this section to explain the allegations received and any evidence that has been collected to date)




3. Scope of investigation
(Use this section to outline the scope of the investigation, for example to investigate the allegations outlined at section 2, across the time period from X to Y. It is important to also consider what is not to be included in the scope of the investigation.  If the scope of the investigation needs to be changed during the investigation, this needs to be agreed with the investigation panel)



4. Objectives of investigation
(These objectives provide a detailed focus for the investigation. Some examples are included below as guidance)

	1.
	e.g. Determine whether process and procedures were followed in office X in relation to this transaction

	2.
	e.g. Determine whether documentation was altered in support of these transactions

	3.
	e.g. To determine whether this issue occurred more broadly during the time period included in the scope

	4.
	e.g. Provide recommendations for improvements to controls to avoid reoccurrence




5. Limitations and Risks
(Use this section to outline any identified limitations to the investigation e.g. time constraints, key staff to interview out of office and any risks to the successful completion of the investigation e.g. destruction of key documentation, inability of staff to access remote locations, only have a week to conduct investigation)  




6. Investigation Panel Members 
(Outline here those staff overseeing the investigation in a decision making capacity, not those carrying out the investigation – some examples are included below. Please note that the seniority of these staff members will depend on the severity of the case)

I. Regional Finance Director
II. Head of Counter Fraud Management
III. Country Director
IV. Head of Business Area
 	
Or for a lower level case:
		
I. Country HR Director
II. Branch Manager
III. Country Business Unit Head

7. Investigation Team Members
(Individuals appointed to carry out the investigation. The investigation team should comprise at least two investigators and also identify who will be the lead investigator from these staff)

I. ….
II. ….
III. ….


8. Key Deliverables
(Identify the key outputs from the investigation: this should include an investigation report as a minimum which also identifies recommendations for improvements to systems and controls required to mitigate against recurrence of similar frauds)




9. Timelines and Resources
(Outline timeline for completion of the investigation and delivery of the report. Also provide details of any addition resources needed such as transport or additional staff required to interpret for example)
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