Sample


[ADMINISTRATIVE AGENT Letterhead]
· [DATE]




[Applicant Name

Applicant Address]
Dear [Applicant Name]:

[Administrative Agent] has received your application to purchase an affordable unit in [name(s) of municipality(ies)/county(ies)]. We must have all required documentation or your application cannot be processed. The following information was missing from your application: 

· [List missing items/information]

When we receive the above items, we will continue the application review process.  If we do not receive this missing information by [deadline], which is approximately 30 days from today, your file will be categorized as “no longer interested.”

If you have any questions, feel free to give me a call at [phone number].

Sincerely, 

[Administrative Agent Representative]
LETTER RESPONDING TO AN INCOMPLETE APPLICATION








COAH, November 2005


