

	Sample Approval Letter

(Template)

	PURPOSE AND USE OF THIS TEMPLATE

This is a sample Approval letter.  Administrators are encouraged to customize it to meet the needs of their particular programs. Please print on your letterhead.


[insert Date] 
[insert Applicant Name] 
[insert Street address] 
[insert City, State, Zip] 

Re:  Approval for Assistance from the [insert HTF program name] Program
We are pleased to inform you that your household is eligible to participate in the [insert HTF program name] Program.  As an eligible participant, your household may be able to received housing assistance in the form of [insert brief description of program assistance].  We will contact you shortly to discuss your rights and responsibilities as a participant in the program, as well as cover next steps.
Please be prepared to gather the following items for our follow-up meeting:

[list documents here, such as pay stubs, award letters, bank statements, etc.]

If you have any questions or comments, please contact me at [insert contact number].
Sincerely,

[signature]
[name]
[organization/agency]
cc: Project File

