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--- INITIAL INTAKE AND INCIDENT IDENTIFICATION ---
[ ] Date of Incident Discovery
[ ] Incident Reporter Name
[ ] Incident Severity Level (Low, Medium, High, Critical)
[ ] Compliance Area Affected (Anti-Bribery/Corruption, Data Privacy, Financial Reporting, Labor and Employment, Health and Safety)
[ ] Description of the Reported Incident
[ ] Supporting Documentation or Initial Evidence

--- INVESTIGATION PLANNING AND RESOURCE ALLOCATION ---
[ ] Lead Investigator Name
[ ] Investigation Priority Level (Low, Medium, High, Critical)
[ ] Investigation Start Date
[ ] Target Completion Date
[ ] Required Resources (Legal Counsel, Internal Audit Team, IT/Forensics Specialist, External Consultants, HR Representative)
[ ] Scope of Investigation Definition
[ ] Investigation Charter/Plan Document

--- EVIDENCE COLLECTION AND DOCUMENTATION ---
[ ] Date of Evidence Discovery
[ ] Evidence Description
[ ] Upload Digital Evidence (Logs, Emails, or Documents)
[ ] Evidence Type (Email/Communication, Financial Record, System Log, Physical Document, Surveillance/Photo)
[ ] Chain of Custody Notes
[ ] Investigator Custody Acknowledgment

--- REGULATORY AND LEGAL REQUIREMENT REVIEW ---
[ ] Review Date
[ ] Applicable Regulatory Framework (GDPR/Data Privacy, SOX Compliance, HIPAA, Anti-Money Laundering (AML), Internal Policy Violation, Other)
[ ] Compliance Violations Identified (Financial Misconduct, Data Breach, Conflict of Interest, Ethical Breach, Reporting Failure)
[ ] Legal Implications Summary
[ ] Regulatory Reference Documents

--- INTERVIEW AND FACT-FINDING EXECUTION ---
[ ] Interview Date
[ ] Interviewee Name
[ ] Interview Type (In-Person, Video Conference, Telephone)
[ ] Interview Summary and Key Findings
[ ] Evidence Reviewed During Interview (Email Correspondence, System Logs, Financial Statements, Training Records, Physical Documents)
[ ] Interview Transcript or Recording
[ ] Investigator Attestation

--- RISK ASSESSMENT AND IMPACT ANALYSIS ---
[ ] Incident Severity Level (Low, Medium, High, Critical)
[ ] Impacted Business Areas (Financial, Reputational, Legal/Regulatory, Operational, Data Privacy)
[ ] Estimated Financial Exposure (USD)
[ ] Detailed Impact Description
[ ] Risk Assessment Completion Date
[ ] Supporting Risk Evidence

--- CORRECTIVE ACTION AND REMEDIATION PLANNING ---
[ ] Primary Remediation Action Item
[ ] Root Cause Analysis Summary
[ ] Remediation Deadline
[ ] Action Priority Level (Low, Medium, High, Critical)
[ ] Affected Departments (Legal, Finance, Human Resources, IT/Security, Operations)
[ ] Supporting Evidence or Updated Policy Document
[ ] Compliance Officer Approval

--- STAKEHOLDER NOTIFICATION AND REPORTING ---
[ ] Notification Date
[ ] Stakeholders Notified (Legal Department, Compliance Officer, Board of Directors, Regulatory Authorities, Internal Audit, Human Resources)
[ ] Notification Reference Number
[ ] Summary of Communication Sent
[ ] Proof of Notification (Email/Letter)
[ ] Compliance Officer Acknowledgment

--- CASE CLOSURE AND FINAL REPORTING ---
[ ] Case Closure Date
[ ] Final Resolution Summary
[ ] Root Cause Analysis Summary
[ ] Final Case Status (Resolved - No Violation Found, Resolved - Violation Identified, Resolved - Referred to Legal/Regulatory Body, Closed - Pending Further Investigation)
[ ] Final Investigation Report PDF
[ ] Compliance Officer Sign-off

--- POST-INCIDENT AUDIT AND PREVENTION REVIEW ---
[ ] Audit Completion Date
[ ] Root Cause Analysis Summary
[ ] Preventative Measures Implemented (Policy Update, Employee Training, Software/System Update, Internal Audit Triggered, Disciplinary Action)
[ ] Final Audit Report Document
[ ] Compliance Officer Approval

--- END OF TEMPLATE ---
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