
INTEROFFICE MEMORANDUM
            TO:  
*.* (Employee)
      FROM: 
*.*(Appointing Authority)
SUBJECT:
Notice of Investigation

       DATE:  
*.* (Date)
This is to notify you that we are initiating an investigation into an incident involving you in a matter which occurred on *.* (Date).  Specifically, 


*.*(Describe Incident from Critical Incident Form)

This investigation is an opportunity to fully explore what happened, and to determine if any departmental policies were violated.  It is also our intent to give everyone, including you, an opportunity to be heard.  In many cases, employees are fully exonerated once we have all the facts, but state law requires us to provide you with this notice prior to discussing the situation with you if there is a possibility that disciplinary action could result.

The person conducting this investigation will be      *.*    (Who?).  I have enclosed a copy of the *.* Law Enforcement Officers(/ Fire Service Bill of Rights (Select one) for your review.  Our target is to complete this investigation no later than 60 days from today(s date.  If we feel necessary, we will ask the *.* fire and police civil service board/governing authority (Select one - CSB for Police / GA for Fire.) to extend this time for an additional 60 days, or we may see if a voluntary agreement to extend the time is of benefit to both you and the department.  You will be advised of our findings as soon as they become available.  At any time we question you regarding this investigation, you may be represented by counsel or any other representative of your choice. *.* If you wish to exercise this right, you have up to 30 days within which to secure such representation.  However, if you are ready to discuss the events to provide your side of the situation prior to the expiration of 30 days,  please let us know so that we might conclude the investigation as soon as possible.  Otherwise, we will schedule a time at the end of 30 days to discuss your views about what happened.  (Exclude these previous statements if for Fire.)  During the time that you are securing representation, we may be talking to other individuals who may have information about this situation.  If we have occasion to speak with you regarding this situation at any time during the course of the investigation, our conversations will be recorded.  You have an opportunity to obtain a copy of these recordings simply by making a written request.  Should we determine that disciplinary action may be warranted, you will be advised of a pre-disciplinary hearing prior to the expiration of the investigation period. It is our desire to protect your rights while we determine whether or not any inappropriate actions may have occurred that may compromise the integrity or impact the efficiency of the *.* Police/Fire (Select one) Department.
