[L]Regulatory—Building Application Response







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for submitting your building application to our office. Please take a moment to review the town regulations, which are included with this letter. In short, these are the key points to cover when presenting an application to our office.

Construction Documents which should include

· A description of the proposed activity, including drawings and/or illustrations and (a list of materials being used. 

· Plot Plan drawn to scale on a property survey, which is current and sealed by a licensed land surveyor who is registered by the State of [specify] 

· Proof of Workers Compensation Coverage. All applications are subject to a ninety day review period, in order to ensure compliance with applicable codes and ordinances.

If you have any questions regarding the building application process please contact our office.

Sincerely,

[Name]

[Title if applicable]

[L]Regulatory—Building Application 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Enclosed is my building application. Thank you for the copy of the town regulations, they were very helpful. 

I have also enclosed construction documents, which include

· A description of the proposed activity, including drawings and/or illustrations and a list of materials; 

· Plot Plan drawn to scale on a property survey, which is current and sealed by a licensed land surveyor who is registered by the State of [specify] 

· Proof of Workers Compensation Coverage. 

If you have any questions regarding the building application, please contact me at the number listed on this letterhead.

Sincerely,

[Name]

[Title if applicable]

[L]Code Enforcement Officer Meeting Request—Single Family Home







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I would like to request a meeting with your Code Enforcement Officer, for the purpose of a preliminary design and conceptual discussion of the single-family residential construction on site [lot location]. 

I am including a rough sketch of the map/lot and basic information on my design concept. Thank you for your assistance.

Sincerely,

[Name]

[Title if applicable]

[L]Code Enforcement Officer Meeting Request--Subdivision







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I would like to schedule a meeting with your Code Enforcement Officer, for the purpose of a preliminary design and conceptual discussion of my proposed sub-division. I understand that since [Name] works part time for several communities that a written request for appointment is currently the best way to reach [him/her].

I am including a rough sketch of the map/lot and basic information on my design concept. I believe I have created a design that meets your current regulations.Thank you for your assistance.

Sincerely,

[Name]

[Title if applicable]

[L]Code Enforcement—Complaint--Salvage







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

This is a formal request for you to conduct a visit to [address].

The owners of the above-referenced lot have turned their side yard into a graveyard for old automobiles. This unsightly, and dangerous storage of engines, fluids and heavy metals is an eyesore, as well as a health and safety hazard.

I understand that part of the town regulations pertain to “upkeep of residence” and on that basis, I request that you visit [address] and take whatever action the law allows.

Sincerely,

[Name]

[Title if applicable]

[L]Code Enforcement—Complaint--Dogs







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

This is a formal request for you to conduct a visit to [address], which is in the neighborhood where I reside.

The owners of the above-referenced lot have accumulated what appears to be dozens of dogs. The smell of dog feces is becoming overwhelming. There are young children living at the residence and it seems to be unsanitary.  

I have also contacted the animal control officer as the dogs do not seem to be getting appropriate care.

Sincerely,

[Name]

[Title if applicable]

[L]Letter of Defense—Animal Control Officer







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

In view of the recent spate of editorials regarding our animal control officer, I wanted to add my comments. The Animal Control Officer is only following town regulations. And, I might add, she does that well, given that this position is a thankless and difficult job.

Our area is fortunate to have [Name] as our Animal Control Officer. She comes with considerable experience, being a licenses veterinary technician and having raised purebred Labrador Retrievers for many years. 

If the letter writer believes the Animal Control Officer is acting inappropriately, this complaint should be brought to the town council and discussed in an open forum with the ANC there to defend her actions. 

Animal control is a major concern in all towns, and especially one such as ours where there is a transient summer population and a high incidence of wildlife/human interaction. I, and the majority of our community, am pleased with the professional work being done by our Animal Control Officer and am concerned that unfounded complaints such as this will encourage this person to quit her position, which would be a loss to us all. 

Sincerely,

[Name]

[Title if applicable]

[L]Letter of Defense—Code Enforcement Officer









[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

In view of the recent spate of editorials regarding our local code enforcement personnel, I feel compelled to write.  I am referring to the letter published on [date] where the author feels that the Code Enforcement Officer acting unfairly. It is important to note that the Code Enforcement Office does not create regulations. Instead, its function is to enforce the regulations that have been mandated by town vote.

We have the finest code enforcement officer in the person of [Name] for our area. Other enforcement officers would do well to emulate his/her professionalism. If the letter writer believes an ordinance is needed to correct a situation, then he should contact his appropriate county commissioner instead of blaming someone who is not a regulator. 

Without the efforts of code enforcement officers, our property values would plummet significantly in a short period of time. I, and the majority of our community, am proud of the professional work being done by our code officer. 

Sincerely,

[Name]

[Title if applicable]

[L]Letter of Defense—Code Enforcement Officer









[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

In view of the recent spate of editorials regarding our local code enforcement personnel, I feel compelled to write.  I am referring to the letter published on [date] where the author feels that the Code Enforcement Officer acting unfairly. It is important to note that the Code Enforcement Office does not create regulations. Instead, its function is to enforce the regulations that have been mandated by town vote.

We have the finest code enforcement officer in the person of [Name] for our area. Other enforcement officers would do well to emulate his/her professionalism. If the letter writer believes an ordinance is needed to correct a situation, then he should contact his appropriate county commissioner instead of blaming someone who is not a regulator. 

Without the efforts of code enforcement officers, our property values would plummet significantly in a short period of time. I, and the majority of our community, am proud of the professional work being done by our code officer. 

Sincerely,

[Name]

[Title if applicable]

[L]Code Enforcement—Interior Renovations







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for contacting the Code Enforcement Department with your questions. A copy of the Town Regulations and Ordinances is available online, and we recommend that you down load this file and familiarize yourself with the regulations for interior renovations. Briefly, interior renovations require code enforcement inspection and approval if they pertain to the following:

Interior Renovations

· Changing dimensions or removing of any existing window or door

· Opening of any new window or door

· Construction or reconstruction of any wall or staircase

· Removal or relocation of any existing wall or staircase

· Installation and/or replacement of HVAC units

· Any plumbing activities (permit issued by [Name] County)

· All electrical work requires an inspection by an approved agency

Please contact our office when you are ready for inspection, or if you have any questions during your project. 

Sincerely,

[Name]

[Title if applicable]

[L]Code Enforcement—Exterior Regulations 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for your call regarding your interest in renovating the exterior of your home. A copy of the Town Regulations and Ordinances is available online, and we recommend that you download this file and familiarize yourself with the regulations for exterior renovations. Briefly, exterior renovations require code enforcement inspection and approval if they pertain to the following:

· Changing dimensions or removing of any existing window or door

· Opening of any new window or door

· All electrical work requires an inspection by an approved agency

· [others]

Please contact our office when you are ready for inspection, or if you have any questions during your project. 

Sincerely,

[Name]

[Title if applicable]

[L]Shoreland Application Permit--Request







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Please send me a Shoreland Application Permit. The waterfront of my property was damaged during the recent floods and I understand that I need a permit in order to begin any repairs. 

I assume the permit application includes any additional information you need such as drawings, photographs, or a site visit. 

Please contact me if you need more information or would like me to appear before the Planning Board to answer any questions.

Sincerely,

[Name]

[Title if applicable]

[L]Regulatory—Shoreland Application Permit







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Enclosed you will find my Shoreland Application Permit, offered for the purpose of repairing waterfront damage from the recent floods.

I believe you will find the application to be complete in all respects. I have included pictures “before and after” the flood. My request is to repair the marked retaining wall to its previous condition. I have also included a letter from my sole abutter, who has no objection to these repairs.

Please contact me if you need more information or would like me to appear before the Planning Board to answer any questions.

Sincerely,

[Name]

[Title if applicable]

[L]Planning Board Meeting Request—Subdivision Revisions







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for the opportunity to present my conceptual design for a subdivision to the [date] Planning Board meeting. I appreciate the time and attention of the board members to review my concept, and point out areas where I may be in conflict with existing regulations.

I have included a copy of the revised plans, with changes that the board suggested. I would like to schedule a meeting with the Planning Board, at your earliest opportunity, so that I can move toward a noticed hearing to abutters.

I look forward to your comments.

Sincerely,

[Name]

[Title if applicable]

[L]Planning Board—Subdivision Meeting Request







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I would like to schedule a time to meet with the planning board to review my subdivision concept, and point out areas where I may be in conflict with existing regulations.

I have included a copy of my plans. I would like to meet with the planning board as soon as possible so that I can move toward a noticed hearing to abutters. The purpose of this meeting will be to assure that I am within regulations in all aspects of my plan.

I look forward to your comments.

Sincerely,

[Name]

[Title if applicable]

[L]Planning Board—Subdivision Review Date







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for your letter, which was received at the Town Hall during the [timeframe]. We have scheduled it for review during the [Date] Planning Board Meeting. 

The project does seem complicated, including the complexity of the road situation. Although I am confident we can figure out how to move ahead and will do so as expeditiously as possible, I want to forewarn you that the Planning Board will probably require some follow-up materials and information. We will probably also schedule a site visit prior to the meeting. 

We look forward to meeting with you so that we can begin this application process with you. 

Sincerely,

[Name]

[Title if applicable]

[L]Planning Board—Results of Subdivision Review







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for your letter received at the Town Hall during the [timeframe] and reviewed during the [Date] Planning Board Meeting. As you may recall from our discussion during the [Date] Planning Board meeting, to begin the process you need to present the board with a formal subdivision application (attached). Since your lots are in non-vested subdivision, we will then consider the application using today’s subdivision standards.

The history of the road that you provided is certainly helpful and a good start. In any case, you’re clearly anxious to get the process moving. If you would like to be on the [date] agenda to informally discuss the application, and the process, please let the board know. If you would like to present your application and have this a noticed meeting, you should have your application, fee’s abutter listing, addressed envelopes for abutters, registered letter notice and return cards presented to the board no less than 20 calendar days prior to the [date] meeting, as required by law.

We look forward to hearing from you so that we can begin this application process with you. Please contact the clerk of the board, [contact information]

Sincerely,

[Name]

[Title if applicable]

[L]Town Regulations--Booklets







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for your inquiry. The Town Offices have the Regulations, subdivision, zoning, etc. for sale in 3 booklets, each book is $10.00. The current requirements are in those books as well as the applications that pertain to each type of property “change.”

 

As you know, our community is currently mandated by a growth ordinance, which limits subdivisions to single lot subdivisions.  This means that your client could divide her 21.8 acres into 2 parcels, but cannot do a "multi lot" subdivision at this time. You can view a copy of the IGO at the town hall, or, if you order the Regulation booklets, let me know and I will include a copy of that also.

 

The Planning Board meets the [date and time]. Once your client looks over the current zoning and subdivision regulations, if the decision is to continue this process, the next step should be a call to our Code Enforcement Officer, [Name], to discuss what the intent of this project, and get any input from him. The next step should be a "conceptual discussion" with the board, which is an informal meeting to discuss the concept at large, and get any feedback concerning additional information, any concerns, (wetlands etc) from Board Members.

 

If you wish to be on the agenda, please let us know, and provide the map/lot number information prior to the meeting, so that the board can have the appropriate tax maps available.

 

Please let me know if you have any questions.

Sincerely,

[Name]

[Title if applicable]

[L]Planning Board—Review Results--Commercial







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

During a recent Planning Board meeting the board reviewed the proposal brought by [Name], owner of [Business], operating on [address], as directed by 

Code Enforcement Officer [Name].

After discussion with [Name] and review of the current ordinances, it is the opinion of the Planning Board that [Name] will require a Special Exception and Variance from the ZBA. It is the consensus of the board that this project qualifies as a store, therefore a Special Exception would be required as per [Regulation], and a variance would be required to locate on a private road that is neither a collector nor arterial street. 

The Planning Board offers no opposition to the concept as presented, providing the special exception and variances are granted. Should that occur, we will then review the site plan as stipulated in the ordinance. We have referred [Name] to you at this time.

Please contact the Board if you have any questions.

Sincerely,

[Name]

[Title if applicable]

[L]Planning Board—Referral to ZBA






[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

During a recent Planning Board meeting the board reviewed the proposal brought by [Name], owner of [Business], operating on [address], as directed by 

Code Enforcement Officer [Name].

After discussion with [Name] and review of the current ordinances, it is the opinion of the Planning Board that [Name] will require a Special Exception and Variance from the ZBA. It is the consensus of the board that this project qualifies as a commercial business in a rural residential zone, therefore a Special Exception would be required as per [Regulation], as well as a variance. 

The Planning Board has no opinion on the concept, it will need to go through the ZBA process first. The name of the person you should contact is [name and number].

Please contact the Board if you have any questions.

Sincerely,

[Name]

[Title if applicable]

[L]RFI—Town Ordinances—Homebased Business







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I would like to receive a copy of the Town regulations as they pertain to homebased businesses. Recently I spoke with the Town Secretary who informed me that I must give you a written request for these documents.

It is my understanding that the Right to Know Law requires that any ordinances or other regulations adopted by a Town for its citizens must be made available to any member of the public, on request. 

Please advise me if my interpretation of the law is incorrect. Otherwise, I would appreciate any assistance you can provide so that I may obtain a copy of your Town Regulations. If there are copy charges, or other fees associated with the creation of this book, please let me know.

Sincerely,

[Name]

[Title if applicable]

[L]RFI—Town Ordinances—Commercial/Light Industrial







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am interested in learning more about the Town regulations as they pertain to operation of commercial and light industrial facilities. Recently I spoke with the Town Secretary who informed me that I must give you a written request for these documents.

It is my understanding that the Right to Know Law requires that any ordinances or other regulations adopted by a Town for its citizens must be made available to any member of the public, on request.

Please advise me if my interpretation of the law is incorrect. Otherwise, I would appreciate any assistance you can provide so that I may obtain a copy of your Town Regulations.

Sincerely,

[Name]

[Title if applicable]

[L]RFI--Water Quality 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am writing to request information on the water quality tests that are routinely performed on our wells, located at {location] which serves as the primary source of drinking water for our manufacturing and office facilities.

Please provide these test results at your earliest opportunity.

Sincerely,

[Name]

[Title if applicable]

[L]Request Results—Radon Testing







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am writing to request information on the results of radon tests performed in your town. Do you have any information or do you know where I might go to learn of the results of testing done on homes in [town]? 

Thank you for your time.

Sincerely,

[Name]

[Title if applicable]

[L]RFP—Intent to Bid







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

This letter is to confirm my intent to participate in your RFP [title]. I have received the complete Bid Specifications. Please be sure to send me any amendments as they are posted. My email address is [address]. 

I look forward to providing you with a qualified bid for the services you require.

Sincerely,

[Name]

[Title if applicable]

[L]RFP Bid Specifications Request







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Please send me the Bid Specifications and any amendments as they are posted for the RFP [title] which has been posted in [publication name].

I look forward to providing you with a qualified bid for the services you require.

Sincerely,

[Name]

[Title if applicable]

[L]Thank You Letter—Unsuccessful RFP Bid







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for acknowledging my participation in your bid opportunity [Title]. Although I was not successful in winning this bid, I would like to remain on your bid list for any future projects of this nature.

So that I may be more successful in future bid opportunities, please provide me with any published data regarding the winning bid, so that I can compare the services of the company who were awarded this project with my own.

Thank you in advance for your assistance.

Sincerely,

[Name]

[Title if applicable]

[L]Request for RFP Bidding Information 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for acknowledging my participation in your bid opportunity [Title]. 

So that I may be more successful in future bid opportunities, I was wondering if you are aware of any seminars in the general area that I might learn more about writing proposals for government and municipal bids.

Although I was not successful in winning this bid, I would like to remain on your bid list for any future projects of this nature.

Thank you in advance for your assistance.

Sincerely,

[Name]

[Title if applicable]

[L]RFI—Bid Information--Services







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Our company [Name] is a worldwide provider of [service]. We would like to become members of your bid supplier notification network, so that we may quote our services for any appropriate projects, as they occur.

If there are applications or other documents that we should provide as part of this program, please let us know so that we can provide you with all information.

Sincerely,

[Name]

[Title if applicable]

[L]RFI—Bid Information--Products







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Our company [Name] is a worldwide supplier of [product]. We are interested in learning how to become part of your bid supplier notification network, so that we have the opportunity to quote on supplying any appropriate projects, as they occur.

If there are applications or other documents that we should provide as part of this program, please let us know so that we can provide you with all information.

Sincerely,

[Name]

[Title if applicable]

[L]RFP—Bid Submission--Services







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for providing us with the opportunity to quote our services in response to your RFP, titled [Title].

You will find included with this cover letter the completed bid document, with all attachments regarding pricing.

We thank you for your interest in our services, and look forward to your favorable response.

Sincerely,

[Name]

[Title if applicable]

[L]RFP—Bid Submission--Products







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for providing us with the opportunity to quote our products in response to your RFP, [Title].

You will find included with this cover letter the completed bid document, with all attachments regarding pricing and delivery. 

We thank you for your interest in our products, and look forward to your favorable response.

Sincerely,

[Name]

[Title if applicable]

[L]RFP—No Bid--Services







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We are in receipt of your bid request, titled [Description] and have carefully reviewed all the components you have requested.

At this time, we will be entering a “NO BID” and are returning all documents to you, as requested.  We find that the requested services are not within our scope of business, and therefore will not be participating in this project.

We do wish to remain on your bid list, however, and will evaluate all opportunities as they are presented to us.

We thank you for your interest in our capabilities and wish you success with your project.

Sincerely,

[Name]

[Title if applicable]

[L]RFP—No Bid—Products







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We are in receipt of your bid request, titled [Description] and have carefully reviewed all the components you have requested.

At this time, we will be entering a “NO BID” and are returning all documents to you. We find that the requested products are not within our scope of business, and therefore do not feel we are the best resource for a project of this nature.

We do wish to remain on your bid list, however, and will evaluate all opportunities as they are presented to us.

We thank you for your interest in our capabilities and wish you success with your project.

Sincerely,

[Name]

[Title if applicable]

[L]Zoning Board—Complaint—Request for Waiver Hearing







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I’d like to thank the Zoning Board for the time they took to discuss my concerns with me last week. 

I would like to request a hearing for the purpose of being granted a waiver. I believe that the passing of the Interim Growth Ordinance resolution happened literally minutes before I arrived with my subdivision request. Since the board was aware they would be voting on this ordinance, I believe they had a responsibility to put my application on the agenda prior to the vote that evening.

Please let me know how soon it would be convenient for a noticed hearing on this matter. I look forward to hearing from you.

Sincerely,

[Name]

[Title if applicable]

[L]Planning Board—Request for Waiver Hearing--Response







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

The Planning Board is in receipt of your notice concerning the hearing for the above-referenced waiver. It is the opinion of the Planning Board, that since [name] was meeting with the board informally, for a conceptual discussion, no notice of other items on the agenda was warranted.

Since no application had been presented, the board was not obligated to consider the subdivision request. It is also important to note that the subdivision request, in it’s current conceptual view, does not fall within the existing sub-division regulations, which came into law well before the Interim Growth Ordinance.

We will attend the hearing and will answer any questions you have at that time.

Sincerely,

[Name]

[Title if applicable]

