[Date]

Re: Request to transfer to accessible unit

Dear [Name of Building Manager/Landlord/Housing Authority]: 

[bookmark: _GoBack]I live at [your address]. I am writing to request a reasonable accommodation as a person with a disability as defined by the Fair Housing Act and the Virginia Fair Housing Law. I am requesting to transfer from [current address] to [list specific apartment if one is unoccupied that meets your needs – otherwise, list general descriptions, such as “the next available ground floor apartment”]. 

Request for Reasonable Accommodation:

I am requesting the following accommodations:  

1. Transfer to an accessible apartment;
2. First priority over people on waiting list; and
3. No transfer fees or financial penalties.

Reason for Request:

I have a disability which causes the following limitations: [list limitations] 

Due to my disability, I require an apartment which has the following features: [list features]

Verification

If the disability-related need for my request is not readily apparent, I have attached verification from my healthcare provider explaining how this accommodation will assist me with my disability. If my disability and the disability-related need for my request is readily apparent, I am not required to provide verification.

Please reply to my request in writing within the next ten (10) business days. If you have any questions about my request, please do not hesitate to contact me at [your phone number and/or email address]. Thank you for your consideration. 


Sincerely, 

