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PRIVATE AND CONFIDENTIAL

Dear [insert name]
Ref: 12345X
I refer to my letter dated [insert date] and advise that the investigation into the allegation made against you by [insert complainant’s name] has now been completed.  

[Before finalising my report, I considered carefully any comments received in response to the draft report, including those in your letter of [insert date]. I have amended the report, where I have considered it appropriate to do so.]

I enclose a copy of my final report. The report is marked ‘confidential’.  While my finding may be disclosed, please note that the disclosure of information from parts of the report may be an offence under Section 63 of the Local Government Act 2000. 

Section 63 prohibits the disclosure of information gathered during an investigation. However, information can be disclosed to your solicitor or other adviser and in any of the following circumstances:

· The disclosure will enable the standards committee, an ethical standards officer, the Ombudsman, the Audit Commission (and Welsh equivalent), the Electoral Commission or the Adjudication Panel for England to perform their statutory functions.

· The disclosure will assist the monitoring officer to perform his or her statutory functions.

· You have permission from the person to whom the information relates to disclose it.

· The information has already lawfully been made public.

· The disclosure is made for the purposes of criminal proceedings in the UK.

· You are required to do so by a court or similar body. 

You may wish to seek your own advice if you are unsure if you can legally disclose information from the report.
[Insert any appropriate information about publication of summary of report by your authority and its availability]. A copy of this summary will be forwarded in due course and may be disclosed.

I am required by the Act to inform [insert complainant’s name] of the outcome of the investigation and am therefore sending them a copy of my report. [I am also informing the clerk of my finding[s].]
Yours sincerely

[insert investigator name]

