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PRIVATE AND CONFIDENTIAL

Dear [insert name]
Ref: 12345X
I write further to enquiries that have been made into [insert complainant’s name] FILLIN "Name of Complainant" ’s allegation, that you may have failed to comply with [insert authority name] FILLIN "Authority Name" ’s Code of Conduct, which was referred to me for investigation.  

I am writing to you and to [insert complainant’s name]  FILLIN "Title and Surname of Complainant" 

 FILLIN "Authority Name of MO" to let you know my draft finding[s] and the reasons why I have reached [it/them].

If you choose to make comments on the draft report, it would be most constructive to focus only on matters that I have relied upon to reach my findings. 

Please note that the disclosure of information from parts of the report [and some of the documents in the schedule of evidence] 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 their 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. Additionally, this is a draft report and does not necessarily contain my final findings.

If you wish to comment on the draft report and findings, please let me have your comments in writing to the above address or fax number by 12 noon on [insert date 10 working days from date of letter] FILLIN "11 Working Day Deadline" . If I have not heard from you by that date, I shall proceed to issue the final report. 

Should you require any clarification on the points raised in this letter, please contact me FILLIN "Investigator Name" 

 FILLIN "Investigator Name"  on [insert telephone number] or send an email to [insert email address]. 
Yours sincerely

[insert investigator name]

