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[This is just a sample. Please edit the text to accurately reflect the circumstances of your case.]

[Date]

[Client Name]
[Client Mailing Address]

Dear M[r]/[s]/[x],

We assisted you with applying for a One Shot Deal on [DATE] during a pro bono clinic with Legal Services NYC. Since that time, we have not been able to reach you by phone or email regarding this matter. Please call me at [phone number] as soon as possible if you would still like assistance with this matter. If you do not contact us by [date 2-3 weeks from now], we will close your case.

If you did not timely complete your verification interview or submit the required documents, your application was likely denied. You are free to reapply in the future. If you believe your application was denied improperly, you can challenge the denial by requesting a Fair Hearing. However, for a One Shot Deal denial, it is generally faster and more effective to reapply instead of requesting a Fair Hearing.

If you need assistance in the future, please feel free to contact LSNYC’s Access Line at 917-661-4500. They are available Monday through Friday from 9:30am-4:00pm

Sincerely,



[Name]
[Title]
[Phone]
[Email]
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