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Sample Inquiry Report Template
(September 2025, v. 1)

DISCLAIMER: This template is only one example of how to format an inquiry report. Some institutions choose to have defined sections for each required report element while others use a narrative approach. We encourage institutions to be mindful of the potential varied audiences (involved parties, institutional leadership, federal sponsors, etc.) that will ultimately view the report.  The footnotes set forth titles of fictional documents from the “University of Ario,” however, the types of documents referenced are those that may be attached to an inquiry report.   
Color Code:
Basic Sections of Report
Example Text

Consider Adding
ORI Recommended
Required on Request
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DRAFT/FINAL REPORT OF THE RESEARCH MISCONDUCT INQUIRY COMMITTEE AT THE UNIVERSITY OF ARIO

JANUARY 1, 2026 (DIO #9999)
Respondent 




Complainant
Name






Name 

Professional title




Professional title
Position





Position






Executive Summary
This summary is not required or recommended by ORI but institutions should consider adding a very high-level summary to assist institutional leadership in understanding the main allegations (number of allegations and a general description of the misconduct) and inquiry outcome without having to read the entire report. 




Background  Describe the allegations received and examined by the institution, including the complainant’s comments and the date the institution received the allegations. Consider adding the assessment summary report, if applicable, as an exhibit.

Institutional Policies and Procedure  Reference the institutional policies that were followed during the inquiry and attach them as an exhibit.
 Include as a separate section or incorporate elsewhere.
Allegation Summary
List the specific allegations. Consider a numbered approach if there is more than a single allegation. If there are numerous allegations in multiple papers, it is helpful to include the sponsor support (PHS/NSF/etc), including grant numbers, grant applications, contracts, and publications listing the support for each allegation. 
Subsequent Use Summary
If applicable, describe the policy and procedures used to assess subsequent use of allegations. Include all allegations that were assessed for subsequent use and the outcome.

Notification to the Respondent
Date and format of respondent notification can be added in text and correspondence attached as an exhibit
, or add it to a timeline/activity table, mentioned below.


Sequestration
Inventory of sequestered research records and other evidence and description of how sequestration was conducted.  If your institution has a specific SOP for sequestration, attach it as an exhibit.

Committee of Inquiry Composition
List the names, positions, and subject matter expertise of the individuals that conducted the inquiry if a committee was used. A statement on the affirmation that committee members are free of any COI can be included here. CV’s can be added as exhibits.

Charge to the Committee
If a committee conducted the inquiry, summarize the high-level charge that was given and include the written document as an exhibit.
 The date that the charge was given to the committee can be included in the summary and/or added to a timeline/activity table.
Interviews 

Add information on who was interviewed during the inquiry and when interviews were conducted. Attach transcripts of any transcribed interviews as an exhibit.
, 
 Although not required or recommended by ORI, consider adding a summary of each interview in this section. Footnotes can be used to cite specific sections of the interview transcript.
Additional Allegations

If additional allegations are discovered or reported during the inquiry, ORI recommends that they be added to the report.
Inquiry Timeline/Procedural History Table
List the dates/descriptions of notification to the Respondent, committee meetings, interviews, any relevant correspondence, etc. 


Table X. Sample Timeline of Inquiry Activities.

	Date
	Activity
	Attachment

	1/1/2026
	Inquiry Committee Meeting - deliver charge
	Committee Charge


	1/1/2026
	Respondent Interview
	Respondent Interview Transcript



Inquiry Analysis
For each allegation, describe the assessment of all relevant information and conclusions. Include any scientific or forensic analyses conducted. 
  This section covers the ORI requirement to provide the “basis for recommending that the allegation(s) warrant an investigation.” Provide the basis on which any allegation(s) do not merit an investigation. Also, note if there is potential evidence of honest error or difference of opinion. For example, describe the basis for concluding that the allegation falls withing the definition of research misconduct and how the preliminary information-gathering and preliminary fact-finding does or does not indicate that the allegation may have substance. The format below is an example of what could be included for each allegation. Some institutions chose to include the section headers while others use a narrative approach to include those concepts. 
Allegation #X in Publication #X
Finding of Fact for Allegation #X: List/describe the facts relevant to the allegation. Include factual forensic analysis if relevant. Include if the figure/paper has already been corrected, etc.

Respondent’s/Complainant’s/Witness’s Responses for Allegation #X: What have the individuals said about the allegation. Do they agree with it? Do they say that it is an honest error? 
The conclusions for this allegation are based in the following facts and observations: What high level points did the committee used to make their determination? Include committee’s belief on accuracy/credibility of R’s responses (e.g., what facts led the committee to believe this, or not.)
Conclusion for Allegation #X: The inquiry committee finds that Allegation #X of research misconduct against Respondent does/does not have substance to warrant investigation under [Policy Name]. 

Response to the Preliminary Inquiry Report 
Attach the comments received from Respondent or Complainant to the reports as an exhibit. The date comments were received may be included in the timeline/activity table.
Institutional Actions 
Describe any actions taken by your institution during, or as a result of, the inquiry, including communications with journals or funding agencies.
Institutional Decision
Include the written decision from the responsible institutional official with the determination to initiate (or not initiate) an investigation.  The date of the decision may be included in the timeline/activity table with the written document as an exhibit.
Notice of Findings
Notice to the respondent (and if applicable, the complainant) of the institutional decision.
Research Records and Evidence 
ORI can request research records and other evidence reviewed and copies of all relevant documents.  Accordingly, some institutions prefer to attach them to the report as exhibits.

Justification for Length of Inquiry

If it takes more than 90 days to complete the inquiry, document the reasons for exceeding the 90-day period. Attach any correspondence with ORI for extensions as exhibits.

Additional Correspondence 
Although not required or recommended by ORI, some institutions include all relevant email correspondence from complainant/respondent as exhibits. 

Contributors 
Although not required or recommended by ORI, consider adding other individuals involved in the inquiry (RIOs, Institutional Legal Counsel, etc.).

Legal Representation 

Add the contact information for the Respondent’s and/or Complainant’s legal counsel if applicable.

Signatures

Although not required or recommended by ORI, some universities have each committee member sign the report.
Insert institution’s letterhead/logo here.








� Ex. 1- ARIO Assessment Summary Report


� Ex. 2 - ARIO Research Misconduct Policy and Procedures


� Ex. 3 - 20210528 -Notification letter to Respondent


� Ex. 4 - Sequestration SOP


� Ex. 8 – CV_ Cooper


� Ex. 21 – Inquiry Committee Charge


� Ex. 23 – 20210528 -Respondent interview transcript


� Ex. 45 – 20210528 -Complainant interview transcript


� Ex. 21 – Inquiry Committee Charge


� Ex. 23 – 20210528 -Respondent interview transcript


� Ex. 78 – Forensic Analysis


� Ex. 98 – 20210528 -EMAIL RIO to ORI RE_ extension request


� Ex. 46 – 20210528 -EMAIL Respondent to RIO RE_ request from journal editor
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