SAMPLE LETTER

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

Name

Address

Seattle, WA   Zip

Dear _________________:

This letter is to inform you that you are not in compliance with the Community Service and Self-Sufficiency Requirement (CSR) as required by the U.S. Department of Housing and Urban Development.  Our records indicate that you are not exempt from this requirement and that you were required to participate in a self-sufficiency or community service activity for eight (8) hours a month beginning in (month) of (year).  At your annual review on (date),
(
no documentation was provided showing participation in a self-sufficiency or community service activity during the months it was required.

(
the documentation provided showing your participation in a self-sufficiency or community service activity during the required months did not fulfill the number of hours required.

(
the documentation you provided of participation in either a self-sufficiency or community service activity is not sufficient  for the following reason(s):  ___________________________________________________________
Violation of the service requirement is grounds for nonrenewal of your lease at the end of the twelve month lease term.  In order to renew your lease when your current lease expires, you must be in compliance with the Community Service and Self-Sufficiency Requirement (CSR).  
If you agree with the above finding of noncompliance, you have the right to enter into a written agreement to “cure” the noncompliance. This written agreement will become part of your new lease.
This written agreement added to your new lease will include:

· The number of additional CSR hours needed to make up for the past year;

· Plus the hours required for the following year; and, if applicable;

· Assurance that all members of the family who are subject to these requirements are in compliance with the requirements, or
· Assurances that any noncompliant resident no longer resides in the unit.
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If you have new information that SHA should consider relating to your noncompliance, you may submit it in writing to your Property Manager or Senior Property Manager within 14 calendar 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 overturn the finding of noncompliance, you will be notified of your right to an informal hearing.

If you disagree with the decision above, whether you provide additional information or not, you have the right to an informal hearing to appeal this finding of noncompliance.  You also may exercise any available judicial remedy to seek timely redress of SHA’s nonrenewal of your lease because of such determination.  Your request for an informal hearing should be in writing and state briefly why you disagree with SHA’s decision.  Mail or hand-deliver your written request within 14 calendar days of the receipt of this letter to:

Cathy J. Moray, Chair

CSR Review Committee

Seattle Housing Authority

P.O. Box 19028

120 Sixth Avenue North

Seattle, WA   98109-1028

If you fail to request a hearing within 14 calendar days of the receipt of this letter, you will lose your hearing rights.  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.








Sincerely,









PM/SMP
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