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Staff Symbol: CG-XX
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[Date]



MEMORANDUM

From:
[Convening Authority] 

To:

[Name]


Investigating Officer 

Subj:
INVESTIGATION INTO [STATE SPECIFIC BASIS: ALLEGED HARASSMENT AND/OR HOSTILE WORK ENVIRONMENT or BULLYING] 
Ref: 
(a) Administrative Investigations Manual, COMDTINST M5830.1 (series)

(b) CG Civil Rights Manual, COMDTINST M5350.4 (series) [or Discipline and Conduct, CIM1600.2]
1. Scope of Investigation.  In accordance with the references, you shall conduct a single-officer standard investigation into all the circumstances surrounding a complaint made by [the individual(s)].  Your report should include the complainant’s name, contact information, location, and participation group based on the basis alleged [(for example, if the allegation is race, then identify the complainant’s race and do the same for each individual interviewed) and date of report].  The report must include the details giving rise to the complaint, person(s) accused of engaging in harassing behavior, as well as any known witnesses, and indicate their participation (complainant, witness, and accused).  
2. You are neither required to nor authorized to conduct a hearing. You will find the definition of harassment and other important terms in reference (b), and your investigation should inquire into the elements of prohibited harassment as defined in the Anti-harassment and Hate Incident section of reference (b).  
3. Confidentiality.  You shall at all times respect the confidentiality of the complainant(s), the individual(s) accused of harassing behavior, and all witnesses. While it may be impossible not to share the name of the complainant with witnesses during the course of your investigation, you shall ensure that information regarding the allegations is limited to only those with a need to know. You shall arrange to conduct interviews in a location that protects the confidentiality of the witnesses. At the conclusion of each interview, you shall instruct the witness not to further discuss the matter with any person except yourself in your capacity as investigating officer and the assigned legal counsel, until the conclusion of the investigative process. 

4. Conflicts of Interest.  If, at any time during the course of your investigation, you discover that you have personal or professional associations with the complainant or alleged offender such that a reasonable member of the public, with knowledge of all the facts and circumstances, would question your impartiality, you shall immediate notify me in writing, as well as notify your legal counsel. After notification, you shall cease conducting witness interviews or otherwise working on the investigation until you receive further direction from me. 

5. Legal Counsel.  You must consult with legal counsel before commencement of the investigation.  Your legal counsel is [name and contact information].  Legal counsel is available to you throughout this investigation, and you must consult with legal counsel prior to commencing your investigation and at any time during the investigation when you need assistance. Additionally, you shall consult with legal counsel to determine whether you shall obtain written and/or sworn statements from the witnesses that you interview during the course of the investigation.  You shall also consult with legal counsel regarding any requirement to issue a standard rights advisement to anyone you intend to interview.

6. During the course of this investigation, if you require Civilian Personnel Assistance on any civilian matters, you may consult with the Coast Guard Headquarters Workforce Labor Relations Division. Your Labor Relations POC is [name and contact information].  If a witness is covered by the bargaining agreement, you have to inform them of their right to have a representative at investigatory meeting.  You are also reminded to not make specific recommendations regarding disciplinary actions for civilian employees, either supervisory or non-supervisory. 
7. Evidence of New Matters.  If, at any time during the course of the investigation, you discover evidence of additional allegations or other misconduct that fall outside the scope of this convening order, you shall notify me in writing and also consult with your legal counsel. This includes allegations that a third party, not previously named as an alleged perpetrator, committed misconduct. I will advise you on whether I will enlarge or modify the scope to investigate the new allegations, or handle them in another manner. 

8. Investigative Report.  You shall submit an investigative report format per Article 5-B of reference (a).  See also, Exhibit (5-A) to reference (a), except that you shall not make opinions and recommendations, including whether harassment occurred.  Your report should address each factual allegation made by [complainant] and make findings of fact that relate to each allegation, as supported by the evidence.  Your report will include notes you take from interviews.
9. Due Date and Requests for Extensions.  The investigation should be initiated on the date that this memorandum is signed, or as soon thereafter as practicable, and shall be completed within 21 days. If you are unable to complete this investigation within 21 days of this Convening Order, [insert date here] you shall contact me before the 21st day expires to request an extension. In writing, provide a brief explanation as to why more time is necessary. I will only grant one 10-day extension at a time. If you are unable to complete the investigation by [original date] and I grant additional time, you must include an explanation of the delay in the investigative report, in the preliminary statement. Your report shall be routed “Thru”, and approved by, legal counsel. In the preliminary statement, include the date that the report was approved by legal counsel. The legal office will have five days to review and get the report back to you.  When that time has expired, please check back with the legal reviewer on the status.  You shall prioritize this investigation above all other non-critical duties. 
10. Rights Warnings.  You shall comply with Article 31, UCMJ, with regard to anyone who is suspected of violating any Article of the Uniform Code of Military Justice (UCMJ).  See Article 4-E-4 and use Exhibit (4-B) of reference (a). You shall also comply with the Privacy Act of 1974.  See, Articles 1-H and 10-H and Exhibit 4-C of reference (a).
11. After consulting with [your designated legal counsel], you may contact me, in writing, with unresolved issues or recommendations that you may have. 

# 

Copy:
[Servicing Legal Office]
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