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<Insert Sender Address>
Tel: <Insert sender Tel>
Fax: <Insert sender Fax> 
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<Insert date in dd/mmm/yyyy format>
Dear 

Re:<Insert Study Title> 
RRK Reference:
Ethics Reference Code: 

This letter is to inform you that the above named study, for which <insert Organisation name> is Sponsor, has completed all study related procedures including follow up. 

<Include any details relevant to closure>
Yours sincerely

<Insert Address of Recipient>
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