Date: 
(Name)

(Address)

(Account Number)

Re: New Lease  

Dear Mr./ Ms. 
(Name):
You recently transferred from one unit to another. Section XV, Paragraph I of the Housing Authority’s Occupancy Policy states that “if a resident family transfers to a different unit, the existing Lease will be canceled and a new Lease for the new unit will be executed by each adult member of the family.”
Please come to the office by 

(date)


 to sign a new lease. If you have any questions regarding this matter, please feel free to contact the main office.

Sincerely, 










