Sample


[ADMINISTRATIVE AGENT Letterhead]
[DATE]
[Applicant Name

Applicant Address]
Dear [Applicant Name]:

I am in the process of updating the applicant pool at [development name or Administrative Agency] and need to know the following information:


Are you still interested in being in the applicant pool? 




________Yes                ________ No

Have any of your circumstances changed since you



applied; i.e., household composition or income?



________________________________________________



________________________________________________



________________________________________________


________________________________________________
Please mail this postcard back to [Administrative Agent] within the next thirty (30) days.  Your name will be removed from our applicant pool if we do not hear back from you within the next month.

If you have any questions, please call us at [phone number].

Sincerely,
[Administrative Agent Representative]
LETTER ANNUALLY UPDATING THE APPLICANT POOL 








COAH, November 2005


