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SAMPLE

HOTLINE COMPLETION REPORT

AS OF  (       )

1.  Name of Officials Conducting the Audit, Inspection, or Investigation
2.  Grade or Rate of Officials
3.  Duty Position and Contact Telephone Number of Officials
4.  Organization of Officials
5.  Hotline Control Number                       
6.  Scope of Examination, Conclusions, and Recommendations
     a.  Identify the allegations, applicable organization and location, person or persons against whom the allegation was made, and dollar significance of actual or estimated loss or waste of resources.

     b.  Indicate the scope, nature, and manner of the investigation conducted (documents reviewed, witnesses interviewed, evidence collected, and persons interrogated).  The report must reflect whether inquiries or interviews were conducted by telephone or in person.  The identity of the interviewee need not be reflected in the report; however, this information must be documented in the official’s field file of the examining agency.  If individuals cited in the allegation are interviewed, the fact must be reflected in the report.  The specific identity and location of pertinent documents reviewed, during the course of the investigation must be reflected in the report.  Procurement history data must be reflected in those complaints of spare parts excessive price increases.

     c.  Report findings and conclusions of the investigating official.  This paragraph may include program reviews made, comments as to the adequacy of existing policy or regulation, system weaknesses noted, and similar comments.
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7.  Criminal or Regulatory Violations Substantiated
8.  Disposition.  For investigations involving economies and efficiencies, report management actions taken in the final report.  For investigations involving criminal or other unlawful acts, provide the results of criminal prosecutions including details of all charges and sentences imposed.  Include the results of administrative sanctions, reprimands, value of property or money recovered, or other such actions taken to preclude recurrence.

9.  Security Classification of Information.  Each investigating organization must determine and state, when applicable, the security classification or information included in the report that might jeopardize national defense or otherwise compromise security if the contents were disclosed to unauthorized sources.

10.  Location of Field Working Papers and Files
11.  Cost of Conducting the Hotline Investigation

 Manhours (officer, enlisted, secretarial)


 Dollar Cost (travel, per diem, etc.)


 Salaries



(military – use NAVCOMPTNOTE 7041 of 2 May 1988)



(civilian – actual hourly rate)
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