
Your reference: [delete if not used]
Our reference: [delete if not used]

[Name and address of addressee]

[Attention – delete if not used]

[Date]

Dear 

[Subject of letter, if appropriate]

[Body of letter]

If you would like to discuss any aspect of this matter, please feel free to contact me on (02) XXXX XXXX.

Yours sincerely

[Name of Councillor]
Councillor

[Name of Council]
[Postal address of Council or Councillor whichever is relevant – also dependent on use of letterhead]
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