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Referral memo 
 
 
 

To: Language and Learning – Centre for the Advancement of Learning and 
Teaching (CALT) 

Date:   

From:   

Telephone:   

Department/ 
Faculty Campus: 

 

 
 
 
 
This memo introduces____________________________________________________________________ 
 
who is enrolled in ________________________  __________________________________ 
   (Course code eg B.Com)  (Course name) 
 
   ________________________  __________________________________ 
   (Subject code eg ACC1030)  (Subject name) 
 
Please: 

 interview for assessment 
 develop program 

assist with written work 
assist with spoken English 
other (please specify) _____________________________________________________ 

  
Comments: ____________________________________________________________________________ 
 
______________________________________________________________________________________ 
 
______________________________________________________________________________________ 
 
______________________________________________________________________________________ 
 
______________________________________________________________________________________ 
 
NOTE TO REFERRING STAFF MEMBER: 
A Language and Learning Support staff member may contact you later in the semester for feedback and review. 
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