Subject: Re: One-Shot Deal for [client] [HRA Case Number_
[bookmark: _Hlk158204339]Paragraph 1a. [If an LSNYC attorney represents in housing case]  We are writing on behalf of [client] whom Legal Services NYC is representing in housing court, index no. [xxxx]. [Client] is requesting a rental arrears grant for the amount of $______ to avoid eviction.
Paragraph 1b. [If LSNYC is not representing in housing case] We are writing on behalf of [client] who is being sued in nonpayment housing court case, index no. [xxxx]. [Client] is requesting a rental arrears grant for the amount of $______ to avoid eviction.
[bookmark: _GoBack]Paragraph 1c. [If no housing court case] We are writing on behalf of [client], who is currently at substantial risk of eviction. [Client] is requesting a rental arrears grant for the amount of $______ to avoid homelessness. 
Paragraph 2: Client is a [disabled/single parent of minor children, elderly, etc.] State reason for client falling behind in arrears, leading them to be sued by their landlord. Make it sound as sympathetic as possible. Avoid too many details about the court case itself, and avoid using legal-speak that HRA workers will not necessarily be familiar with. Use spare and direct language.
Paragraph 3: Give brief overview of the household/budget and explain how client can pay rent going forward. For example: How many kids/adults living there? How much is rent? How much is income or projected future income/subsidy? What assurances can you give that they won’t fall behind again? (Financial counseling, found stable job or source of income, PA, FHEPS, etc.)
Paragraph 4: State payment deadline. Note if this is a final judgment, or anything else extra-urgent.
Paragraph 5: If this application is approved, please note that checks should be made and sent to:
	Landlord’s Name: [insert here]
Landlord’s Address: [insert here]
If you need anything else, please contact me at [phone] or at [email].


