SAMPLE LETTER

(on letterhead – send certified mail w/return receipt or PM hand delivers)












Date

Name

Address

Seattle, WA   Zip

Dear _________________:

This letter is to inform you that your request to be exempt from the Community Services and Self-Sufficiency Requirement (CSR) has been denied.  The reason for the denial is indicated below:
The exemption you requested does not meet the standards set forth in the 
SHA policy for CSR Exemptions.


The exemption you requested requires a third party authorization.
The third party authorization for the exemption you requested does not meet the standards set forth in the SHA policy for CSR third party authorizations.

The Exemption Request arrived after 30 days from the time of your last 
annual review.  You may submit another Exemption Request, but you are
 required to perform Community Service until an exemption is granted.
If you have additional information that SHA should consider, you may submit it in writing to your Property Manager or Senior Property Manager, within ten business days of the receipt of this letter.  Any information you submit should directly respond to the issue checked above.  If the information you submit is not sufficient to allow us to grant your exemption, you will be notified of your right to an informal hearing of our final denial.

Whether you provide additional information or not, you are entitled to an informal hearing to appeal this denial.  Your request for an informal hearing should be in writing and state briefly why SHA should have approved your Exemption Request.  Mail or hand-deliver your written request within 14 calendar days of the receipt of this letter to:

Name

Date
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Cathy J. Moray, Chair

CSR Review Committee
Seattle Housing Authority

P.O. Box 19028

120 Sixth Avenue North

Seattle, WA   98109-1028

Please keep in mind that this is a federal requirement for public housing residents, and objection to the requirement in general is not a sufficient response to this letter.  Only issues related to SHA’s policies and procedures, or interpretation and application of those policies and procedures by SHA staff, can be considered.  If you fail to request a hearing within 14 calendar days of the receipt of this letter, you will lose your hearing rights.









Sincerely,









PM/SMP









Address









Phone #
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