Memory Aid Template Email 
(Please copy, paste, and adjust accordingly & include SAS advisor in the email)
To: (Instructor)
CC: (Your SAS Advisor)
Subject: Memory Aid Accommodation Request for Meeting (Course Code Section)

Hello (Prof. Name),
My name is (name) and my student number is (student number). I am in your (course, number, section/ex. BIOL 2210 FA) class. As per my accommodation letter emailed to you by Student Accessibility Services (SAS) I have the accommodation of Use of a Memory Aid. Please see my Accommodation Letter for the specific wording of my accommodation which indicates the parameters of the memory aid.
As per the Guidelines for the use of this accommodation set by Student Accessibility Services, I am contacting you to organize a meeting to review how this accommodation may be supported with the understanding that the creation of a memory aid will require significant collaboration with you.
· In the meeting I would like to discuss what type of content you will allow on a memory aid as it relates to my accommodation.
· I understand that it is my responsibility to work with you to create an agreeable memory aid and provide you with the finished memory aid for your approval 10 days prior to the assessment date (test/exam/quiz). 
Should you have any questions or concerns regarding Memory Aids SAS has provided a Faculty webpage on Memory Aids for you to utilize. Please do not hesitate to contact my SAS Advisor, cc’d on this email.
I look forward to hearing from you with a time that we can meet.
Thank you, 
(Student Name)

