SAVMPLE COWMVAND | NVESTI GATI ON CONVENI NG ORDER

Ser Info
Dat e

From Commanding OFficer, Headquarters Battalion, Mrine Corps Base, Canp
Pendl et on, CA

To: Captain , USMC
Subj: COWAND | NVESTI GATI ON OF THE FI RE THAT OCCURRED AT _ ON
__AUGUST 19

Ref : (a) JAG Manual

1. This appoints you, per chapter Il of reference (a), to inquire into the
facts and circunstances surrounding the fire that occurred at on
August 19 .

2. Investigate the cause of the fire, resulting injuries and danages, and any

fault, neglect, or responsibility therefor, and recommend appropriate
adm ni strative or disciplinary action. Report your findings of fact,

opi nions, and recomendations in letter formby __ Septenber 19 , unless an
extension of tinme is granted. |If you have not previously done so, read
chapter Il of reference (a) inits entirety before beginning your

i nvestigation.

3. You may seek | egal advice from during the course of your
i nvestigation.

4. By copy of this appointing order, Conmanding O ficer, Headquarters
Conmpany, is directed to furnish necessary clerical assistance.

Col onel, U S. Marine Corps

Copy to:
CG MCB CanPen, CA
CO, HQCo, HMBn, MCB, CanPen, CA
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SAMPLE COWVAND | NVESTI GATI ON REPORT

Ser Info
Dat e
From Captain , USMC
To: Commandi ng O ficer, Headquarters Battalion, Marine Corps Base, Canp
Pendl et on, CA
Subj: SAME AS SUBJECT ON CONVENI NG ORDER
Encl: (1) Appointing order and nodifications thereto (if any were issued)
(2) Summary (or verbatin) of sworn (or unsworn) testinony of (a
W t ness)
(3) Summary (or verbatin) of sworn (or unsworn) testinony of (a
W t ness)
(4) Statenent of _, signed by witness
(5) Description of (evi dence found at
scene of the accident)
(6) Phot ograph of depi cti ng

NOTE: Testinony of each witness, observations of the investigator,
phot ogr aphs, di agranms, and suitable reproductions of tangible evidence should
be listed and attached as encl osures to the investigative report. The

| ocation of all original evidence, such as logs, charts, tangible itens, and
so forth, and the name and phone nunber of the official responsible for its
saf ekeepi ng must be stated in the report, either on each enclosure or in the
prelimnary statenent.

Prelimnary Statenent

1. Paragraph 1 of an investigative report nmust contain information in the
formof a "prelimnary statement.” Contents may require continuation in one
or nore additional paragraphs. |In general, see section 0217(c) for required
contents. \Where applicable, an investigating officer should indicate the nane
and organi zati on of any judge advocate consulted. Extensions of tine to
conplete the report should be noted here. Al so state in appropriate cases
that the matter was first referred to NCI'S and NCI S expressed no objection to
proceeding with the investigation.

Fi ndi ngs of Fact

1. [encls (), ()]
2. [encls (), ()]
3. [encl ( )]

Note: Findings of fact constitute an investigating officer's description of
details of events based on evidence. Findings nmust be as specific as possible
about time, places, and persons involved. Each fact may be nmade a separate
finding. An investigating officer may determ ne the nost effective
presentation for a particular case. Each fact nust be supported by testinony
of a witness, statenment of the investigating officer, docunmentary evidence, or
tangi ble (real) evidence attached to the investigative report as an encl osure.
Each finding of fact should reference each encl osure that supports it.
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pi ni ons

1. [FF ()]
2. [FF ()]
3. [FF ()]

Note: An opinion is a reasonable evaluation, reference, or conclusion based
on facts found. Each opinion nust be supported by findings of fact.
Determ nation of line of duty and misconduct is properly stated as an opinion

Recomrendat i ons

3.

Note: If an investigating officer reconmends trial by court-martial, a charge
sheet drafted by the investigating officer may be prepared and submtted to
the convening authority with the investigative report. See RC M 307, MM
1984. The charge sheet should not be signed; i.e., charges should not be
preferred since preferral starts the "speedy trial clock” running. Before
preferring charges, the |local |egal service office or staff judge advocate
shoul d be consulted. Unless specifically directed by proper authority, an

i nvestigating officer nmust not notify an accused of charges. Notification is
the responsibility of the commandi ng officer of an accused. See RC M 308
and 707, MCM 1984. If a punitive letter of reprimand or adnonition is
recomended, a draft of the recommended |etter nust be prepared and forwarded
with the investigative report. Proposed nonpunitive letters of caution nust
not be forwarded with the report. See section 0218.

(STGNATURE OF TNVESTI GATITNG OFFT CER)
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