Insert Date
1
Subject or name of addressee






Insert date here
Insert Name
Insert Job Title
Insert Company Name
Insert Street Address
Insert City, Province, Postal Code
Dear Insert Name:

Re:
Refusal of Offer 
You were offered unit # (insert unit number and address) on (insert date). You refused the unit on (insert date).
You stated the reason for your refusal is as follows: insert reason. This is your insert # of refusals.
The rules for social housing state that if you refuse three offers of rent-geared-to-income housing while either on the internal transfer list or the centralized wait list you will no longer be eligible for rent-geared-to-income assistance. 

Should you have any questions, please contact the office.

Sincerely,

Insert author's name
Insert author's title
