AndiGrid

Template for Reporting Violation
To: Whistle Blower Officer
Subject: Complaint on [insert purpose]
Content of the Complaint:
Describe the issue(s) you are reporting
Please provide name, designation and department of the person(s) involved?

Name Department Designation
Individual 1
Individual 2
Individual 3
Individual 4

When did the incident occur? (Please provide tentative date if you do not know the exact date)
Please confirm the location of the incident.
How did you find out about this incident?

How long has this been occurring for?
[] Less than a month

[ 1-6 months

[] 6-12 months

[ Greater than 12 months

Please provide a detailed description of the incident. Please provide specific information. Where possible, please
include names, location, date, time etc.

Please provide any evidence in support of your allegations.

Is anyone else aware of this incident?
[1Yes
[1 No

Is there any additional information that would facilitate the investigation of this matter?
[1Yes
[1 No

Have you reported this incident to anyone in the company?
[l Yes
[1 No

Date:

Location:

Name of the Person reporting (optional):
Contact Information (including email optional):



