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CHAPTER 7 

INVESTIGATION DOCUMENTATION 

1. INTRODUCTION.  Once allegation(s) of misconduct or poor performance have 
been thoroughly and impartially investigated, the investigation must be documented.  
This documentation shall consist of the specified forms and narrative formats detailed in 
this chapter.  In a case involving multiple employees, an investigative file shall be 
prepared for each involved employee.  Investigations shall be documented in the third 
person. 

2. CHP 7, INTERNAL INVESTIGATION. 

a. Description.  The CHP 7, Internal Investigation, serves as the cover page for all 
administrative investigations to include adverse actions, rejections during probation 
(RDP), self-initiated RDPs, non-punitive terminations (NPT), and miscellaneous 
investigations.  Detailed instructions to complete each section of the CHP 7 are 
located in Annex A and on the Office of Internal Affairs (OIA) intranet reference 
page. 

(1) If there are more entries than spaces available in a given section, 
additional CHP 7 forms may be used for the additional information.  Only the 
control number and the employee identification information, along with the 
information that necessitated the additional form are required on any 
subsequent pages of the CHP 7. 

3. CHP 7A, INVOLVED PARTIES. 

a. Description.  The CHP 7A, Involved Parties, lists only those individuals who 
provide evidence used in the investigation.  Definitions for the involved parties’ 
roles are: 

(1) Investigator.  An investigator is a departmental employee who has 
obtained evidence to be used in the criminal or administrative investigative file.  
The evidence may be physical or testimonial in nature. 

(a) An investigator listed on the CHP 7A is separate from the primary and 
secondary investigator(s) listed on the CHP 7.  For example, an 
investigator from the Computer Crimes Investigations Unit who assists 
with obtaining employee emails. 
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(2) Victim.  The party or parties harmed or injured as a result of the alleged 
misconduct. 

(4) Representative.  Representatives may be legal counsel obtained by the 
employee during a criminal investigation, or an individual who acts as a 
representative during the employee’s administrative interrogation. 

(3) Witness.  Any individual who provides testimonial information related to 
the investigation.  This may include complainants who are not victims and 
allied agency personnel who conducted a criminal investigation of the involved 
employee. 

b. Persons Not Required on the CHP 7A.  It is not necessary to include on the 
CHP 7A those individuals already listed on the CHP 7.  This would include the 
involved employee, the primary and/or secondary departmental administrative 
investigator(s) assigned by the Area commander, and the Area and Division 
commander whose signatures are on the CHP 7.  Detailed instructions to complete 
each section of the CHP 7A are located in Annex B and on the OIA intranet 
reference page. 

4. CHP 7B, EMPLOYEE PROFILE. 

a. Description.  The CHP 7B, Employee Profile, serves as a summary of the 
employee’s employment history, including performance evaluations, 
commendations, prior progressive discipline, and other pertinent information.  
Additionally, this section may contain employee-supplied responses to adverse 
comments entered in the employee’s personnel folder.  Detailed instructions to 
complete each section of the CHP 7B are located in Annex C and on the OIA 
intranet reference page. 

b. Employment History Timeframes.  The following time restrictions limit the 
information that can be included on the CHP 7B, and within the administrative 
investigation: 

(1) Prior Adverse Actions.  Only those adverse actions, which were served to 
the employee within five (5) years can be added to the investigative file and 
included on the CHP 7B. 

(a) If the adverse action resulted in a penalty of “Formal Written 
Reprimand” only the prior three (3) years from the date the employee was 
served can be added. 
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(2) Memorandum of Direction.  Only a Memorandum of Direction (MOD) 
received by the employee within the past three (3) years, from the date the 
employee was served the MOD, can be included in the investigative file. 

(3) CHP 2, Incident Reports.  Only a CHP 2, Incident Report, whether 
censurable or commendable, within the past three (3) years from the date the 
employee was served can be included in the investigative file. 

(4) Civilians’ Complaint.  Civilians’ complaint with a finding of Sustained or 
Unintentional Error, within the past five (5) years from the date the complaint 
was received by the Department can be included in the investigative file. 

(5) Performance Appraisals.  Employee performance appraisals within the 
past three (3) years should be included in the investigative file. 

5. NARRATIVE FORMAT.  The following narrative components are utilized to 
document the various administrative investigations described in this chapter.  Each 
administrative investigation narrative shall have the following headings:  Investigative 
Summary, Findings, Chronological Summary, Exhibits, and Attestation. 

a. Investigative Summary.  The investigative summary is used to provide an 
overall description of the investigative circumstances, with sufficient detail to 
provide a basic understanding of the case.  The length of the summary will be 
proportional to the complexity of the investigation.  The investigative summary shall 
provide the following information: 

(1) A description of the basic facts from the initiating incident or problem (for 
longer term issues) which caused the investigation to be initiated.  This will 
include the date or date range of the incident(s). 

(2) How and when the Department became aware of the initiating incident or 
problem. 

(3) The rank, name, and ID number of the Division Chief who initiated the 
administrative investigation (this will be the Division Aware Date used on the 
CHP 7). 

(4) A description of any corresponding criminal investigation and disposition 
thereof. 

(5) A numerical list of each allegation investigated. 

b. Findings.  This section provides a finding of either “Founded” or “Unfounded” 
in bold for each listed allegation. 
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(1) Each allegation numerically listed will be worded as it appears in the 
investigative summary. 

(2) If an RDP is sought by the Department, or self-initiated by the employee, 
after the finding, Government Code (GC) Section 19173 shall be cited as the 
authority for the appointing power to reject the employee. 

(3) After the finding of each numerically listed allegation, a narrative which 
describes the basis for that finding shall include sufficient detail to justify how 
the investigation came to that conclusion.  The narrative will include all relevant 
evidence to support the allegation was founded or unfounded. 

(a) As evidence supporting the finding is referenced, it is recommended 
to separate the narrative into bulleted sections.  When a particular item of 
evidence is referenced, the exhibit number for that evidence shall be 
included. 

(b) If prior progressive disciplinary measures are a factor in the 
investigation, the relevant material shall be listed and discussed. 

(c) If training received by the employee was a factor in the finding, the 
relevant material shall be listed and discussed. 

c. Chronological Summary.  The chronological summary is a detailed accounting 
of all investigative steps taken and evidence obtained from the Division Aware Date 
of the alleged misconduct until the investigation was completed.  Evidence pre-
dating the Division Aware Date may also be included.  Descriptions and examples 
are located in Chapter 5, Investigative Procedures, Annex B, Chronological 
Summary Language Sample, of this manual, and located on the OIA intranet 
reference page. 

d. Exhibits.  The list of exhibits is a numerical listing of all exhibits used or 
referenced in the investigation.  It is followed by the actual exhibits, each of which 
shall be separated by a numbered tab divider.  Exhibits are not required to be in 
numerical order in the chronological summary.  The exhibits may include, but are 
not limited to, the following: 

(1) Criminal Reports.  Criminal reports and/or investigations of uniformed 
employees, or non-uniformed employees if the criminal case has been 
adjudicated. 

(2) Civilians’ Complaint Investigations.  If the administrative investigation was 
initiated by a civilian complaint, a printed copy of the CHP 240, Complaint 
Inquiry/Investigation, and all associated evidence can be documented as a 
single exhibit. 
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(3) Documentary Evidence.  Documentary evidence may include printed 
emails, memoranda including notices, performance appraisals, receipts, 
vouchers, maps, diagrams, printed copies of an employee’s Activity Tracking 
System (ATS) 415s, Daily Field Records, etc. 

(4) Digital Media.  Digital audio, video, or images shall be copied onto an 
appropriate digital storage device and securely placed in the investigative file 
as an exhibit. 

(5) Interviews and Interrogations.  A specific type of documentary evidence, 
which would include summaries of witness statements and interrogation 
transcriptions. 

(a) Both the written documentation of the interview/interrogation 
(summary or transcription) and the digital recording of the 
interview/interrogation shall be included in the investigative file as exhibits. 

(6) Policy and Law.  Copies of relevant departmental policy, which may 
include Highway Patrol Manuals (HPM), General Orders, Area Standard 
Operating Procedures, and selections of relevant statutes. 

(a) If selections of policy are highlighted for purposes of oral narration 
during an interview or interrogation, an unaltered copy of that policy or law 
must also be included in the exhibit. 

(7) CHP 36, Evidence/Property Receipt/Report.  A CHP 36 listing all booked 
physical evidence including the location the evidence is stored.  All evidence 
shall be processed in accordance with HPM 70.1, Evidence Manual. 

(a) All digital evidence included on the CHP 36 shall be included as 
exhibits in the investigative file. 

(b) Printed material, such as policy, emails, forms, etc., do not need to be 
booked into evidence or included on the CHP 36. 

e. Attestation.  At the conclusion of the investigative narrative, the primary 
investigator shall sign and date the following attestation: 

“I have used all reasonable diligence in preparing this investigation.  To the best of 
my knowledge, the information contained herein is a true and complete 
representation of my investigative efforts and includes all information.” 
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6. REQUIRED COMPONENTS OF AN INVESTIGATIVE FILE.  All administrative 
investigations shall be documented in accordance with the manner described in this 
chapter.  Components not listed for a specified investigation type are optional and may 
be included at the discretion of the commander. 

a. Adverse Action Investigation.  An adverse action investigation shall be 
prepared using the components specified below.  A sample adverse action 
investigation is located in Annex D and on the OIA intranet reference page. 

(1) CHP 7. 

(2) CHP 7A (if necessary). 

(3) CHP 7B. 

(4) Investigative Summary. 

(5) Findings. 

(6) Chronological Summary. 

(7) Exhibits. 

(8) Attestation. 

b. Rejection During Probation Investigation.  Commanders contemplating an RDP 
of an employee should closely monitor the employee’s probation hours and/or days 
required to complete probation.  Probationary periods cannot be extended to allow 
additional time for completion of the investigation.  In accordance with GC Section 
19173, a probationary employee must be served with a notice of Rejection During 
Probation 10 to 15 days prior to the last day of their probationary period.  This is to 
allow time for the employee’s predisciplinary hearing, which must take place prior to 
the last day of the employee’s probationary period. 

An RDP shall be prepared using the components specified below.  A sample RDP 
is located in Annex E and on the OIA intranet reference page. 

(1) CHP 7. 

(2) CHP 7A (if necessary). 

(3) CHP 7B (if necessary). 

(4) Investigative Summary. 

(5) Findings. 
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(6) Chronological Summary. 

(7) Exhibits. 

(8) Attestation. 

c. Self-Initiated Rejection During Probation Investigation.  A self-initiated RDP 
shall be prepared using the components specified below.  A sample self-initiated 
RDP is located in Annex F and on the OIA intranet reference page. 

(1) CHP 7. 

(2) CHP 7A (if necessary). 

(3) Investigative Summary. 

(4) Findings. 

(5) Chronological Summary. 

(6) Exhibits. 

(7) Attestation. 

d. Non-Punitive Termination Investigation.  An NPT shall be prepared using the 
components specified below.  A sample NPT is located in Annex G and on the OIA 
intranet reference page. 

(1) CHP 7. 

(2) CHP 7A (if necessary). 

(3) CHP 7B. 

(4) Investigative Summary. 

(5) Findings. 

(6) Chronological Summary. 

(7) Exhibits. 

(8) Attestation. 

e. Miscellaneous Investigation.  If, during an administrative investigation, it is 
discovered the actions of the employee do not merit adverse action or rejection 
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during probation, or, if the employee separates from the Department prior to being 
served with a notice, the internal investigation shall be converted to a 
miscellaneous investigation.  However, an employee’s separation from the 
Department prior to the completion of the internal investigation shall not impact the 
thoroughness of the investigation, other than the possible absence of an 
administrative interrogation of the involved employee.  A finding for each allegation 
is still required. 

A miscellaneous investigation shall be prepared using the components specified 
below.  A sample miscellaneous investigation is located in Annex H and on the OIA 
intranet reference page. 

(1) CHP 7. 

(2) CHP 7A (if necessary). 

(3) CHP 7B. 

(4) Investigative Summary. 

(5) Findings. 

(6) Chronological Summary.  If an employee retires or resigns while the 
subject of an administrative investigation and prior to the service of a notice, 
the date and method of retirement/resignation notification shall be an entry in 
the chronological summary. 

(7) Exhibits.  Retirement or resignation documentation from the involved 
employee shall be included as an exhibit in the investigative file. 

(8) Attestation. 

(9) Closing Documentation.  Closing documentation to the involved employee 
shall be drafted when an internal investigation is converted to a miscellaneous 
investigation.  Appropriate closing documentation will be one of the following 
and shall be included as the final exhibit in the investigative file: 

(a) Memorandum of Finding. 

(b) Censurable CHP 2, Incident Report. 

(c) Memorandum of Direction. 
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NOTE:  Proposed closing documentation shall not be served to the employee 
prior to approval of the administrative investigation’s recommended penalty by 
the Commissioner or their designee. 

(10) Government Code Section 3306 Response.  Should an employee submit 
a written response within the appropriate timeframe to closing documentation, 
per GC Section 3306, the written response shall be attached to the closing 
documentation in the investigative file.  See Chapter 3, Progressive Discipline, 
of this manual, for written response timeframes. 

7. SENSITIVE INFORMATION.  Sensitive information contained within an 
investigative file shall be redacted prior to being routed to OIA for analysis.  Redaction is 
required on the original investigative file and the digital copy.  The following is 
considered sensitive information, and shall be redacted: 

a. Social Security numbers. 

b. Financial account numbers. 

c. Dates of birth. 

d. Driver’s license numbers. 

e. Medical record numbers. 

f. Other personal identifying information. 

g. Addresses and telephone numbers of uninvolved witnesses. 

(1) Uninvolved witnesses are individuals who are not directly involved with the 
investigation and are not listed on the CHP 7A. 

(2) Addresses and telephone numbers for involved witnesses (those 
individuals listed on the CHP 7A) should not be redacted.  However, in cases 
involving sensitive matters, i.e., sexual assault, minors, and confidential 
informants, the Office of Legal Affairs may determine redactions are necessary 
to protect the witnesses. 

(3) Areas and Divisions should contact OIA for clarification, if needed, for 
case-specific questions related to redactions. 
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ANNEX A 
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Instructions 

1. Select the type of internal investigation.  If the internal investigation is an RDP, a 
choice of “Department Initiated” or “Self-Initiated” will become available. 

2. The control number will be assigned by the appropriate Division. 

3. Enter the date or dates of the alleged incident(s) being investigated.  If multiple 
incidents are alleged, a range can be indicated (e.g., October 9, 2022 - January 18, 
2023). 

4. Enter the date the Division Chief initiated the internal investigation.  This date will 
start the one (1) year timeframe pursuant to GC Section 3304. 

5. Enter the date notification was made to OIA utilizing the CHP 7G. 

6. Enter the recommended closing action for a miscellaneous investigation.  If the 
employee resigns or retires during the investigation, the “Other” box shall be selected 
with “Resigned” or “Retired” typed adjacent. 

7. If the allegation(s) are “Serious Misconduct” as defined in PC Section 13510.8, the 
box shall be checked.  Refer to HPM 10.2, Chapter 1, for definitions of serious 
misconduct.  If the incident resulted in the completion of a CHP 268, the box shall be 
checked. 

8. If the investigation is an RDP, indicate the probation end date of the employee. 

9. Enter the date the investigative file was routed. 

10. Enter the three (3) digit location code of the command initiating the internal 
investigation. 

11. If the employee was not placed on ATO, check the “No” box.  If the employee was 
placed on ATO, enter the start date of the ATO. 

12. Enter the employee’s name, ID number, rank or classification, gender, years 
employed, and location code of current assignment.  The age of the employee will be 
based upon the Division Aware Date. 

13. Enter the name, ID number, rank or classification, location code of current 
assignment, and business number or the primary and secondary (if applicable) 
departmental investigators. 
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14. Check the “Non-criminal” box if a criminal investigation was not completed as part 
of the internal investigation. 

15. Check the “Allied Agency conducting” box and provide the name of the allied 
agency if an allied agency conducted a criminal investigation of the alleged incident(s). 

16. If the Department conducted the criminal investigation, check the “CHP conducting” 
box.  This box is not required to be checked in instances where the Department 
conducts follow up to an allied agency’s criminal investigation. 

17. This box is a reminder the Commissioner’s Office is required to be notified 
immediately for all criminal investigations conducted on departmental employees. 

18. Check if the criminal investigation was submitted to the prosecuting authority. 

19. Check if a CHP 216, Arrest Investigation Report, or CHP 202, Driving Under the 
Influence Arrest-Investigation Report, was completed. 

20. Enter the criminal code section, whether the code is a misdemeanor or felony, and 
brief description of the code section (e.g., “23152(b)VC – Misdemeanor – BAC of 0.08% 
or greater”). 

21. Enter the prosecution status prior to the submission of the investigative file to OIA.  
Prosecution status will be one of the following: 

a. Pending – if the criminal charge has not been filed with the prosecuting 
authority. 

b. Filed/Pending – if the criminal charge has been filed and is waiting adjudication. 

c. Declined – if the criminal charge has been declined by the prosecuting 
authority. 

d. Adjudicated – if the criminal charge has been settled through the court system. 

22. Enter the name of the allied agency and/or departmental resource that assisted 
either with the criminal or administrative investigation, i.e., Pinehurst PD, Computer 
Crimes Unit, Valley Division MAIT, etc.  Include the Division, Area, or Section if a 
departmental resource was used. 
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23. Enter the name of the person at the allied agency or departmental resource that 
assisted in the internal investigation.  Include the business address and phone number 
for that person. 

24. Provide a description of the basic facts from the initiating incident or problem (for 
longer term issues) which caused the investigation to be initiated, and how and when 
the Department became aware of the incident or problem. 

25. Enter the starting page number from the investigative file for the corresponding 
investigative sections to create a Table of Contents.  If the investigation does not 
include an involved parties section or employee profile section, enter “N/A” in the table 
of contents for that section. 

26. Upon completion of the investigative draft, the commander shall print their name, 
electronically sign, and date the CHP 7. 

27. After Division review, the appropriate Division Chief, or their designee, shall print 
their name, electronically sign, and date the CHP 7. 
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ANNEX B 

CHP 7A, INVOLVED PARTIES 

 



ANNEX B 

CHP 7A, INVOLVED PARTIES (continued) 
 

HPM 10.2 7-18 

Instructions 

1. Enter the name of the involved party. 

2. Select with the drop down, whether the involved party was an investigator, victim, 
witness, or representative.  See paragraph 3. of this chapter for definitions for each role. 

3. If the involved party was a departmental employee, or allied agency investigator, 
enter their ID number. 

4. Enter the address and phone number of the involved party.  If the involved party 
was a departmental employee, allied agency employee, or other sensitive group (e.g., 
district attorney, politician), enter the business address.  If a post office box is provided 
by the involved party to receive correspondence, a residential address is required, so 
that physical contact can be made with the involved party if necessary. 

5. If the involved party provided testimonial evidence that was summarized in a 
CHP 51, Memorandum, select the “Summary memorandum” box, and enter the exhibit 
number of the memorandum. 

6. An involved party interview that yields no testimonial evidence may be summarized 
in a chronological summary entry, without the need for a memorandum.  In this event, 
select the “Synopsis in Chronological Summary” box and enter the number of the 
chronologic entry which contains the interview summary. 

7. If the involved party’s interview or interrogation was transcribed, select the 
“Transcribed” box and enter the exhibit number of the transcription. 
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ANNEX C 

CHP 7B, EMPLOYEE PROFILE 
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Instructions 

1. If a performance evaluation, enter the date range covered by the evaluation (e.g., 
June 1, 2022 - May 31, 2023).  For commendations or prior progressive discipline, enter 
the date the employee was served with the CHP 2, Commendable; MOD; or Notice of 
Adverse Action. 

2. Enter the type of employee profile documentation. 

3. Enter the exhibit number of the documentation. 

4. Briefly summarize the performance evaluation, commendation, or prior progressive 
discipline. 
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ANNEX D 

SAMPLE ADVERSE ACTION INVESTIGATION 
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SAMPLE ADVERSE ACTION INVESTIGATION (continued) 
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SAMPLE ADVERSE ACTION INVESTIGATION (continued) 
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ANNEX E 

SAMPLE REJECTION DURING PROBATION INVESTIGATION 
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ANNEX F 

SAMPLE SELF-INITIATED REJECTION INVESTIGATION 
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ANNEX G 

SAMPLE NON-PUNITIVE TERMINATION INVESTIGATION 
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ANNEX H 

SAMPLE MISCELLANEOUS INVESTIGATION 
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