
Guidelines for Reporting Suspected Fraud 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Reporting Suspected Fraud 

Dear [Recipient's Name], 

In light of our commitment to uphold the integrity and ethics of our organization, we have 

established a set of guidelines for reporting suspected fraud. It is essential that all employees are 

aware of the proper procedures to follow in such situations. 

Guidelines for Reporting 

1. Identify Suspicious Activity: Be vigilant and note any irregularities or suspicious 

behaviors. 

2. Document Evidence: Keep detailed records of what you observed, including dates, 

times, and any relevant communications. 

3. Report Confidentially: Use the designated hotline or email address [insert contact 

information] to report suspected fraud anonymously. 

4. Do Not Confront: Avoid discussing your suspicions or confronting the individual 

involved directly. 

5. Follow Up: Ensure that you receive acknowledgment of your report and understand the 

next steps in the investigation process. 

It is important to remember that all reports will be handled confidentially, and any retaliation 

against individuals reporting suspected fraud is strictly prohibited. 

Please feel free to reach out if you have any questions about these guidelines. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Contact Information] 


