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CAUTION! 
These materials 
may be subject 
to one or more 
of the following 
privileges: 
Attorney-Client, 
Work Product, 
Law Enforcement.

P O L I C I E S  A N D  P R O C E D U R E S  M A N U A L

Last Revision: 5/5/2017

PART 1  |   OFFICE POLICIES

I N V E S T I G A T I V E  P O L I C I E S

information that a covered person may have committed or may commit a violation of 

the research matter phase, the investigation stage, or at the stage when the Bureau is 

The decision to conduct either a research matter or an investigation must be carefully 
considered in light of its impact on: 

•

•

•

•

•

•

This policy is designed to promote vigorous enforcement while effectively monitoring 

This policy also addresses how to handle the opening of matters that come to 

While not necessary in every instance, conducting a research matter prior to 
deciding whether to open an investigation permits Staff to gather basic information 
and preliminarily evaluate the potential for successful enforcement of suspected 

While not necessary in every instance, conducting a research matter prior to 
deciding whether to open an investigation permits Staff to gather basic information
and preliminarily evaluate the potential for successful enforcement of suspected
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Research matters should be opened primarily to evaluate nascent ideas for 

should be completed fairly quickly after determining whether further investigation is 

The primary purpose of a research matter is to collect and analyze easily obtainable 
information in order to:

• Determine whether the relevant conduct likely violates federal consumer

• Determine whether non-Bureau law enforcement partners are investigating

• Evaluate whether an investigation is in the best interest of the Bureau and

•

• Identify and prepare to address issues that may be raised during the

•

OPENING A RESEARCH MAT TER

the following process:

When a team member has an idea for a research matter, she should prepare a 
Recommendation for Assignment of a Matter 1 RAMs should be one page in 

•

•

Research matters should be opened primarily to evaluate nascent ideas for

should be completed fairly quickly after determining whether further investigation is 

The primary purpose of a research matter is to collect and analyze easily obtainable
information in order to:

• Determine whether the relevant conduct likely violates federal consumer
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•

•

The RAM should be shared with the appropriate Enforcement Issue Team who may be 

Staff is responsible for ensuring that the conduct in question is not currently being 

RAM will go to the Enforcement Director, Principal Deputy, and Chief of Staff (the 

The team member who presented the RAM may be assigned to the opened research 

Within one week of opening the research matter, the ALD supervising a research 
matter will notify the Chief of Staff and ask the Legal Assistant assigned to enter the 

Research matters should generally be open for no longer than two months, during 
which period Staff should spend a limited amount of time determining whether the 

After two months, a determination will be made whether the research matter should 

Issue Teams should monitor closed research matters to determine whether they merit 

Research matters should generally be open for no longer than two months, during
which period Staff should spend a limited amount of time determining whether the

After two months, a determination will be made whether the research matter should

Issue Teams should monitor closed research matters to determine whether they merit
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LIMITING EXTERNAL CONTAC T

During research matters, Staff should avoid any direct interaction with potential 
investigation subjects, their known agents, or third party witnesses (other than 

Staff should ask consumers that they contact during research matters to keep their 

Pursuant to the EAP, the Enforcement Director must approve the opening of any 

 � The Bureau is authorized to investigate merely on suspicion that any 

a means to gather facts to assist in the determination of whether further 
action by the Bureau has the potential to address conduct that violates 

to have evidence that a law has in fact been violated before opening an 

An investigation should generally be opened when initial research provides 

• A plausible set of facts that, if proven, would amount to a violation of one or 

• 

• 

During research matters, Staff should avoid any direct interaction with potential
investigation subjects, their known agents, or third party witnesses (other than 

A plausible set of facts that, if proven, would amount to a violation of one or
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• 

• That the devotion of those Enforcement resources is consistent with the 

Prior to proposing the opening of an investigation, Staff should consider a number of 
factors, including the following:

• 

• 

• 

• 

• Whether the conduct involves a possibly widespread and/or emerging 

• 

• 

• 

• 

• 

• 

• Whether it might be more appropriate for other Bureau components to 

• Whether other authorities, including federal or state agencies or regulators, 
are already investigating the conduct and/or might be better suited to do so 

• Whether the matter presents a good opportunity to cooperate with other civil 
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• Whether the matter gives the Bureau an opportunity to be visible in a 
community that might not otherwise be familiar with the Bureau or the 

• Whether opening an investigation would be an appropriate use of Bureau 

• Whether opening an investigation would advance the goals articulated in the 

Before drafting an Opening Investigation Memorandum (Opening Memo), Staff 

Staff should draft Opening Memos using the Opening Memo template 2 The following 
information should be included in every Opening Memo:

• 

• The Examination number, if applicable

• 

• The origin or source(s) of the investigation

• A brief description of the background facts

• 

• The potential legal violations

• Potential violator(s)

• Other relevant parties

• Counsel of potential violators or other relevant parties (if known)

• Complying with 
)

Staff should draft Opening Memos using the Opening Memo templatep g p  The following2

information should be included in every Opening Memo:

The potential legal violations

Potential violator(s)
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•

The Opening Memo should be shared with the appropriate Issue Team for Issue 

Opening Memo, provide the case team with feedback about whether they believe the 

oral and informal, but should also include a short written recommendation to the 

That written recommendation should be no more than one page long, and should be 

Staff should incorporate Issue Team and PST management feedback, if appropriate, 

the Opening Memo and, if advancing, send it to the Litigation Review Inbox 
( ), copying the Enforcement Senior Team, for 

either approve the opening of the investigation or request that the LD discuss it at her 

Staff are responsible for ensuring that the Enforcement MMS (LawBase) and OMB Max 

SEFL Staff Memoranda  describe the ARC process and associated responsibilities 

oral and informal, but should also include a short written recommendation to the

That written recommendation should be no more than one page long, and should be
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