May 18, 2016


Re: 	Termination from [Insert Agency] Rapid Re-Housing

Dear Ms.:

This is to notify you that [Insert Agency], intends to terminate your participation in the Rapid Re-Housing in which you are a participant.  The reason for the proposed action is as follows:

Failure to submit requested documentation for individuals names listed on property mailbox.  That are not listed on the lease.  
1. Our office completed an inspection on Thursday, January 21, 2016.
2. Our office mailed out letter to you on February 8th, 2016, with no response.

[bookmark: _GoBack] If you dispute this decision, you may request an informal hearing to try to resolve this dispute.  In order to do this you MUST contact [Insert Agency] office in writing or verbally within 30 calendar days of the date of this letter.  (See Attached RRH Grievance Policy and Procedure Client Concern Form)

If you request an informal hearing verbally, you MUST speak with staff to confirm that your request has been received.  If you contact staff by phone, you MUST leave a voicemail and include a working callback phone number. 

If you do not request an informal hearing within the thirty (30) day period and successfully dispute the termination of the participation, you will have waived your right to dispute the termination and will no longer receive housing assistance from the Agency.

The effective date for this termination is proposed for 	June 30, 2016.   If you are terminated, you will be responsible for the full contract rent as of the above date.  

Please make arrangements to remove your personal belongings from the apartment and to return the keys to the landlord.  

If you have any questions or if you need further assistance, please contact me at XXX-XXX-XXXX.

Sincerely, 



XXXXX
XXXXX
XXXXX

cc:  Dept. of Housing
