
Sample accommodation letter 
[Date]

[Name and address of tenant] Dear [tenant]:

We want to support you to continue to maintain your tenancy here at [non-profit].  Based on information we [have been given] or [have observed] we believe that you may need some help to continue to live here.

On [date], it was [reported to staff] or [staff inspected your unit and found] that: [give very specific examples of what you observed or were told, for example]
· your refrigerator was empty without any food visible
· there was a lot of clutter including one room that we could not enter
· a buildup of mail was visible, including bills that remain unopened
· generally dirty conditions in the living room and hallway
· you are unable to cook for yourself and have asked your neighbours to cook your meals

We have serious concerns about:
· your own health and safety
· the risk of bed bugs finding their way into your unit; a nearby unit is infested and the clutter in your unit is a prime environment for them
· your financial well-being

We would like to set up a meeting with you so that we can help you to continue to live successfully at [non-profit]. Please call me at [telephone number] to set up an appointment to meet. Feel free to bring a friend, family member, or other support person with you to the appointment.  I would like to work with you to figure out a plan that will allow us to resolve the problem in your unit and allow you to continue to live in your home.

Sincerely,

[name of signatory] [title of signatory]


