
 
 
 

 

 

MEMORANDUM 
 

To  : ______________________________________________ 

   ______________________________________________ 

   ______________________________________________ 

 
From  : Br. Saiful Redza Mohamed 
   Director 
   Counselling and Career Services Centre 
 
Date  : _____________________________________________ 
 
Subject : FAILURE TO ATTEND COUNSELING SESSION 

 
May I kindly refer you to the above matter: 
 
 Name   : _______________________________________ 
 
 Matric No/Staff no. : _______________________________________ 
 
Please be informed that. The above-named student/staff was referred by your good self to 
our Centre for Counseling session. However, he/she failed to do so. 
 
Therefore, I am referring back the above named-student/staff to your kulliyyah/office for 
further action. 
 
 
Thank you. 
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