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[ADMINISTRATIVE AGENCY Letterhead]

[DATE]
[Applicant Name

Applicant Address]
Dear [Applicant Name]:

You submitted an application for affordable housing in [name(s) of municipality(ies)/county(ies)].  Based on the information currently in our files, you appear to be eligible for residency.  We conducted a lottery to establish placement in our applicant pool.  Your name was pulled at that time and given #[NUMBER] which is your number on our list.  We further categorize our list according to renters and buyers, range of affordability, and number of required bedrooms.  According to the information you provided on your application, we have placed you in the following categories:
· Tenure: [Rental/For-Sale/Both]

· Range of Affordability: [Very Low-Income, Low-Income, Moderate-Income]
· Number of Bedrooms: [1, 2, 3, etc.]
If this is incorrect, please contact us as soon as possible so that we may place you in the correct category.

When a unit is available, it will be necessary to update the information we receive.  Please be advised that as a result of this update we could reject your application.

You should notify us immediately if one of the following events occurs:

· You move to a new address

· You get a new telephone number

· You are no longer interested in residing at our development

You will periodically receive a verification letter with a confirmation card.  To stay in our applicant pool, you must return the confirmation card or contact our office to confirm your continuing interest.
If we do not hear from you within 30 days, we must assume that you are no longer interested in residency here, and we will remove your name from our applicant pool.  

You may contact us at [phone number] or stop by our main office at the above address.  

Sincerely,

[Administrative Agency Representative]
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