

	Sample Denial Letter

(Template)

	PURPOSE AND USE OF THIS TEMPLATE

This is a sample Denial 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:  Denial for Assistance from the [insert HTF program name] Program
We regret to inform you that your household has been determined ineligible to participate in the [insert HTF program name] Program for the following reason(s):

[list reasons below]

If you feel that we made this decision in error, you may appeal this decision by [insert your complaint process as listed in your agency’s policies and procedures].  
If you have any questions or comments, please contact me at [insert contact number].
Sincerely,

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

