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PRIVATE AND CONFIDENTIAL

Dear [insert name]
Ref: 12345X
I write further to our [interview/telephone interview] of [insert date] and enclose [as agreed] two copies of the record/transcript taken from the interview.

Record:

I would be grateful if you could review the record and make any alterations you consider necessary from your recollection of the interview. Please then sign and date the declaration at the end of the interview record and initial the bottom of each page, returning one copy to me to the above address by [insert date]. Should you not sign and return a copy of the interview record by this date I will assume that you accept and agree with its content.

Transcript:

I would be grateful if you could review the transcript and make any alterations if you think there are any errors with the transcript. Please then sign and date the declaration at the end of the interview transcript and return one copy to me to the above address by [insert date]. If I do not hear from you by that date I will assume you accept the transcript as an accurate record of the interview.

The copy of the interview record/transcript has been provided to you solely to enable you to confirm the accuracy of the interview. It should not be disclosed or used for any other purpose. You are, however, able to disclose these documents to your solicitor, should you choose to appoint one, or other representative, for the purpose of seeking advice in relation to this investigation.

If, on reading the interview record/transcript, you have any additional comments that you feel are relevant to the investigation, please address these to me in writing in a separate document and send it to the above address, or by sending an email to [insert email address]. Alternatively you can telephone me directly [insert contact number]. Should you wish to write would you please quote the reference number on all documentation.
Yours sincerely

[insert investigator name]
