
Investigation Report
Template
Use our investigation report template as a starting 
point to customize yours to fit your business.



The Investigation Report Template is designed to facilitate a thorough and systematic approach
to investigating a wide range of incidents or issues.

This template is adaptable to various contexts, providing a structured format for compiling
comprehensive information, analyzing facts, and drawing conclusions.

It is an essential tool for ensuring transparency, accountability, and effective problem-solving
within any organization or institution.

Proper utilization of this template can aid in identifying root causes, implementing corrective
actions, and preventing future occurrences of similar issues.

Investigation Report Template
Report Title: ___________
Incident Date: ___________
Report Date: ___________
Location: ___________
Investigator(s) Name(s): ___________

1. Executive Summary:
● Brief overview of the incident and key findings:

2. Background Information:
● Context and circumstances leading up to the incident:

3. Incident Description:
● Detailed account of the incident, including timeline of events:

4. Methodology:
● Description of the investigation process (e.g., interviews, evidence collection):

5. Findings:
● Summary of key findings, based on evidence and interviews:
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6. Analysis:
● In-depth analysis of the findings, identifying contributing factors and possible causes:

7. Conclusions:
● Drawn conclusions based on the analysis of findings:

8. Recommendations:
● Proposed actions or changes to prevent future occurrences:

● Any recommendations for policy, training, or procedural adjustments:

9. Appendices (if applicable):
● Supporting documents, photos, interview transcripts, etc.:

10. Approval and Signatures:
● Investigator’s Signature: ___________ Date: ___________
● Supervisor/Manager’s Signature (if required): ___________ Date: ___________

This Investigation Report Template is an indispensable asset for conducting objective and
comprehensive investigations. It ensures that all relevant aspects of an incident are explored
and documented.

This structured approach not only aids in reaching well-informed conclusions but also in crafting
effective strategies for remediation and future prevention.

The adaptability of the template makes it suitable for a wide range of scenarios, from workplace
safety incidents to academic integrity investigations, ensuring that the investigative process is
thorough, transparent, and fair.

Choose Connecteam, the #1 Choice for Safety Management
Streamline your medical practice’s daily operations and unleash unparalleled efficiency with
Connecteam!

Take charge with our Forms and Checklists feature, effortlessly running your daily tasks and
delivering the highest standards. But that's just the beginning!
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Easily create perfect employee schedules with our Employee Scheduler, enabling seamless
staff organization and maximizing productivity. Keep a tight grip on employee work times using
our Time Clock feature, making precise payroll a breeze and freeing you from mundane
administrative tasks.

Stay ahead of the game with Connecteam’s built-in employee Chat, fostering real-time
collaboration and empowering your team to deliver extraordinary results.

And don't forget, continuous growth and skill development are at your fingertips with
Connecteam's comprehensive Training & Onboarding features.

Get started with Connecteam for free today and unlock the true potential of your business!
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