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Note: You are not required to use this template. The template includes all the information you are required to provide the Councilmember.  If you do not use this template, please make sure you provide all required information in your written notice. 

Regardless of how you notify the Council Office, make sure you notify the appropriate Council Member BEFORE completing any community outreach or public engagement.  

[Date]
[Councilmember/ Commissioner’s Name]
[Address]
[City, State, ZIP]

Dear [Councilmember/ Commissioner’s Name],
[Applicant Name] intends to submit an application for [Name all TDHCA Programs for which Applicant is applying] to the Texas Department of Housing and Community Affairs for [Development name, address, city, and county]. This [New Construction/Reconstruction/Adaptive Reuse/Rehabilitation] is a(n) [apartment/single family/townhome/high rise/duplex] community [if applicable, on # sites], and composed of approximately [#] units of which [#] will be for residents with an income not to exceed 30% of the area median income (AMI); approximately [#] units of which [#] will be for residents with an income not to exceed 50% of the AMI; approximately [#] units of which [#] will be for residents with an income not to exceed 60% of the AMI. The development site is currently zoned as [Zone Code] 
As part of the application [Applicant Name] will submit to TDHCA, a Resolution of Support or a Resolution of No Objection is required from the local municipality. [Applicant Name] is seeking a Resolution of [Support or No Objection] for [Development Name].
Per San Antonio’s Low Income Housing Tax Credit Resolution Policy, developers seeking a Resolution of Support or a Resolution of No Objection must notify the Councilmember whose district the proposed project is located in of their intention to seek Housing Tax Credits. If the proposed development is in San Antonio’s Extra Territorial Jurisdiction, the applicant must notify the Councilmember for the closest Council District and the appropriate County Commissioner. This letter satisfies the notification requirements of San Antonio’s Low Income Housing Tax Credit Resolution Policy.
We are early in the development process and have not applied for state funding yet. We plan to submit our application to TDHCA in [Month and Year]. We will likely know if we are awarded tax credits in [Month and Year]. This means we anticipate breaking ground [Month and Year].
This letter only represents formal notification of our intention to apply for [Name all TDHCA Programs for which Applicant is applying]. A copy of this notification and evidence/acknowledgement of your receipt of this letter will be provided to Neighborhood and Housing Services Department staff as part of our application requesting a Resolution of [Support or No Objection]. Please note, your acknowledgement of receipt does not imply support or opposition to the proposed project. 
Please let me know if you have any questions about the proposed project.
Sincerely,

Representative of [the Applicant Name]
[Title]
[Name, Address, email, and telephone number if not on letterhead]
