
Internal Investigation Summary 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Insert Sender Name] 

Subject: Summary of Internal Investigation - [Insert Case/Subject Title] 

Introduction 

This document summarizes the findings of the internal investigation conducted regarding [briefly 

describe the issue/incident]. 

Background 

[Provide background information relevant to the investigation. Include dates, individuals 

involved, and context of the situation.] 

Investigation Process 

[Describe the steps taken during the investigation, including interviews, document reviews, and 

other relevant methods.] 

Findings 

[Summarize the key findings of the investigation, including any evidence collected and 

conclusions drawn.] 

Recommendations 

[Provide recommendations based on the findings, such as policy changes, disciplinary actions, or 

additional training required.] 

Conclusion 

[State the overall conclusion of the investigation and any further actions that will be taken or 

monitored moving forward.] 

Thank you for your attention to this matter. Please feel free to reach out if you have any 

questions or require further details. 



Sincerely, 

[Insert Sender Name] 

[Insert Sender Title] 

[Insert Company Name] 


