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Recorded Delivery

Private and Confidential

Name
Address line 1
Address line 2
City
County
Postcode
Date

Dear Name 
Outcome of Investigation

I write to inform you that further to my investigations into the following allegation(s), (insert alligations) there is no case to answer.  

Option 1

If suspended or relocated use the following: 

Your suspension will be lifted with immediate effect and you should return to work on (e.g. following Monday).
I acknowledge that this has been a stressful experience for you and your family and I/nominee have arranged to meet with you on/at (day of return) in order to discuss and support you in your return to the workplace. 

Option 2

If not suspended: 

I acknowledge that this has been a stressful experience for you and your family and I/nominee have arranged to meet with you on/at to discuss any support you may require.
Yours sincerely 

(Signature)
Name Surname
Job title
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