Investigation and project management planning 
File number:





Date complaint received:
Complainant/s:




Public authority/ies:
Brief description of scope and purpose of investigation: 
Key issues: 
Risks to be managed: 

Key contacts in agency:
Overview of how communication with agency will be managed: 

Checklist about communicating with an agency during investigations
Our officers involved in investigation:

Resources: 

Possible public report:  Y/N
	Investigation plan


	Issue to be investigated 
	Proof/facts in issue
	Avenue of inquiry 
	How inquiry will be  communicated to agency

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Project management planning

	Activity plan including: 

Phase 1: planning

Phase 2: information gathering

Phase 3: analysis 

Phase 4: report writing 

	Time plan including: 

Phase 1: planning

Phase 2: information gathering

Phase 3: analysis 

Phase 4: report writing

	Project management milestone meeting dates: 

[Investigation officer to arrange meetings with Deputy Ombudsman and Manager Projects and Major Investigations at these milestones as a minimum. Additional project management meetings to be arranged as necessary]. 

Settling of section 16 and s18 notices: to finalise scope of investigation and request for information.

After initial analysis of response to s18 notice: to confirm all required information has been provided, agree strategies to obtain any information not provided and discuss resources needed to carry out analysis. 

At conclusion of analysis of s18 information: to agree next steps in evidence gathering phase of investigation. 
At conclusion of any significant evidence gathering activities: to agree any further evidence gathering required, timeframes and resources needed. 

At end of evidence gathering phase: to agree structure for provisional findings and recommendations document. 

Once PF&R finalised: to agree who receives copies of the PF&R/extracts of the PF&R. 

On receipt of comments on the PF&R; to agree next steps. 

On finalisation of draft report: to confirm all project management steps completed. 
Evaluation: review investigation for learning purposes 




