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NOT TO BE SENT UNTIL APPROVED BY POLICY AND PROGRAMS COMMITTEE 

Teach-out letter to all current students
< insert date >

< insert name of student >

< insert student address>

Dear <insert name of student>

I am writing to inform you of the discontinuation of <<Insert old program code and title>>.  

Effective from <<insert year>>, <<Insert old program code and title>> will be closed for any new intake. The program will be formally discontinued at the end of <<insert year>>.

If you are currently enrolled in <<Insert old program code and title>> you will be able to enrol until the last day to add courses in March/August <<insert year>> (for Semester 1/2 <<insert year>>) and you will have until the end of Semester 1/2 <<insert year>> to complete your studies successfully and exit with <<Insert old program code and title>> 
Academic advice will also be available to you about alternative programs at RMIT or elsewhere. 

Optional closing lines:
If you have queries or concerns regarding the changes, please do not hesitate to contact the program manager, <<Insert name>>, by email at XXXXXXX@rmit.edu.au.   

OR

If you have any queries about the above, please contact <school name and location> by email at <email address> or by telephone on <telephone number>.

I look forward to working with you as you progress towards the successful completion of your studies.

Yours sincerely
<Program Director’s name>
Program Director

<School name>
College of <<insert relevant college>>
RMIT University
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