Insert relevant logo/s

Date

Research Governance Officer
Level 7 Building 2
William McCormack Place
5b Sheridan Street, Cairns QLD 4870

Dear RGO,

[bookmark: _Hlk126660840]HREC Reference: insert HREC reference number)
HHHS SSA Review Reference: insert SSA Review reference number
Site Principal Investigator: insert Principal Investigator’s Name

The progress/final report/s listed below, and this cover letter have been uploaded into ERM for the above referenced study for review.

The site in the CHHHS is insert site name.

If the local site details aren’t included on the report itself, these details must be included in the cover letter (Eg. Local recruitment numbers).

Please find enclosed: Add more rows if required.

	
	Document Name
	Version
	Date

	1. 
	HREC acknowledgement letter or email 
	N/A
	Insert date

	2. 
	HREC acknowledgement letter or email
	N/A
	Insert date

	
	Progress/Final Reports
	
	

	3. 
	Progress report (reporting period xx/xx/xx – xx/xx/xx)
	N/A
	Insert date

	4. 
	Progress report (reporting period xx/xx/xx – xx/xx/xx)
	N/A
	Insert date



If you have any queries, please contact insert contact person’s name here.

Yours faithfully,


Insert name
Insert position
On behalf of PI insert PI’s name and affilliation

Include contact details.
	«AddressBlock»

	
	Telephone +61 xxxxxxx
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