


Developing a Comprehensive Employee Ethics and
Compliance Reporting Program

THE HOSPITALITY LAW CONFERENCE: SERIES 2.0 - HOUSTON
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General Information
Item

Nature of investigation/issue
type

Source of allegation

Date and results of last property
or process audit

Investigation Information
Allegation (s)
Potential loss/impact

Potential liability/risk
Level of complexity

Level of Legal/IA/HR
involvement

Data preservation/eDiscovery.
needs, if applicable

Expected location of
investigation

Comments/Instructions
e.g., theft, fraud, corruption

If hotline is the source, include
case number and identify related
cases, if applicable

Or other historical information

Is this a complicated issue
requiring SME?

Consider privilege

Requests for data
preservation/imaging must be
approved by Privacy Office

Determine location of onsite
fieldwork and/or desktop analysis

&=

3-8

3-9

4-1

)

4-4

5-6

Resource Information
Identify appropriate

resources

Budget needed

Investigation expenses

Notifications /
Confidentiality / Privilege

Discussed with
Compliance/Legal contact

Local law enforcement
notified, if applicable

Insurance provider notified,
if applicable

Reporting

Status updates, if required

Prepare recommendations
for further investigation, if
any.

Prepare findings report

Determine who will be responsible for the investigation and
whether they are available, or if third-party assistance is warranted

Determine the amount of expenses that may be incurred.
Determine number of hours expected from each resource involved
in the investigation

Discuss allocation of expenses (if any) with relevant directors

Determine extent of confidentiality/privilege

Discuss with Compliance/Legal if notificationis required

Discuss with Risk Management

For reference only
Determine timing, content and distribution of updates
Consider resources and expenses involved with additional

investigative steps and the benefit of completing the additional
work



