INSTRUCTIONS TO PREPARE AND FILL OUT A REQUEST FOR AN INFORMAL REVIEW HEARING WITH THE PUBLIC HOUSING AUTHORITY

Purpose

This letter is used to request an informal hearing with a public housing authority if your application for public housing has been rejected or you do not like the treatment that your application received. Customize it by the underlined text..
What You Have To Do

Print two copies of this letter. Sign both copies, and take them to your local county housing authority. Have an officer in the housing office sign and date the bottom portion of both copies of the letter.  

File one copy of the letter and keep the other copy for you records. This is to prove that you delivered the letter on the date that you claim and that the housing office received it. You might also want to bring a witness with you to see that your request was signed and dated. 

If you are submitting any letters or other documents in support of your position, be sure to keep copies of those for yourself, too.

If you cannot file the letter in person, you can send the letter certified mail with a return receipt requested (the post office will explain how to do this). Keep a copy of the letter for your records along with any mailing receipts from the post office that you receive.

Letter Request for an Informal Review Hearing with Housing Authority
Date
Attn: Housing Authority Director

Housing Authority
Housing authority address
Housing Authority City, State and Zip


Dear Housing Authority Director:

This is to inform you that I wish to exercise my right to an informal review hearing.  On July 6, 2012 I received a letter from the housing authority denying my application for public housing.  I believe this denial was in error.

State the reasons you think your application should not have been denied.
Enclosed are the following documents which support my position:

1. List any documents you’re including, one number for each document.
2. List any documents you’re including, one number for each document.
Finally, please provide me with a copy of my housing authority file, as well as a copy of the criminal record used to deny my request.

____________________________

Your name
Your street address


 

This Request was received on the ____ day of _________________, 20___, by ___________________________________.
Housing Authority Employee

