sample letter to surrounding property owners


Dear Neighbor, 
[bookmark: _GoBack]The purpose of this letter is to notify you that on (MONTH) (DAY), (YEAR), at (TIME) in the White Plains City Hall Common Council Chambers at 255 Main Street, the (APPROVAL AGENCY) will hold a public hearing regarding a proposed (SUBDIVISION / SITE PLAN / CONSERVATION DEVELOPMENT / SPECIAL PERMIT / ENVIRONMENTALLY SENSITIVE SITE / AREA VARIANCE / USE VARIANCE / OTHER) for property located at (ADDRESS). 
The provisions of the City ordinance covering the review of this application require that all property owners within 200 feet of the subject site receive a certified notice of the public hearing. The property is designated on the City of White Plains Tax Assessment Map as (SECTION-BLOCK-LOT(S)) which is located in the (ZONING DISTRICT) district. The property is owned by (OWNERS NAME OR AUTHORIZED AGENT). 
The application involves (BRIEF DESCRIPTION OF THE WHAT IS BEING PROPOSED). If you have any further questions about the details of this application, you can reach me at (YOUR TELEPHONE NUMBER). 

Sincerely, 
_________________________________________ 
Name of property owner, contract vendee, engineer, architect, attorney, or other representative
