Sample Letter Requesting Certification of Consistency with the City of Seattle’s Consolidated Plan [Homeownership/Land Trust Projects]
[Date]

Attn: Amy Gray
Office of Housing

PO Box 94725
Seattle, WA  98124-4725
Dear Amy:

First Paragraph: Identify your organization.  The [name of organization], located at [address, including zip code], will be submitting an application for funding to the [identify public agency].  The funding application deadline is [date].

Second Paragraph: State your request.  [Name of organization] is requesting certification from the City of Seattle demonstrating that activities for which the funding application identified above is being made are consistent with the City of Seattle’s Consolidated Plan for Housing and Community Development.

Third Paragraph: Describe your application/proposal, include the amount of funding being requested, the location of the facility or site where the funding will be used, the purpose for which the funds will be used, the number of households who will be served, and a time line indicating when the project will be completed.

Fourth Paragraph: Describe how the application/proposal coincides with the jurisdiction’s priorities, resource allocations, implementation plans, and site selection policies.

Fifth Paragraph: Provide contact information. Thank you for your consideration.  The [name of organization] looks forward to receiving a response from the City of Seattle to this request for a certification of consistency with the City of Seattle’s Consolidated Plan.  If you have any questions, please contact [staff name and title] at [phone number and email].

Sincerely,

[Name, title]

