
[Date] 

[Recipient Name] 

[Recipient Address] 

[City, State, Zip Code]  

RE: Notice of Proposed Zoning Change - [Project Name/Case Number] 

Dear Neighbor, 

We are writing to inform you of a proposed zoning change for the property located at [Address 

of Property]. 

Current Zoning: [Current Zoning Classification] 

Proposed Zoning: [Proposed Zoning Classification] 

Purpose of the Change: 

The intent of this application is to allow for [briefly describe the project, e.g., the construction of 

a three-story residential building, a new community garden, or a small commercial storefront]. 

Upcoming Public Meeting: 

A public hearing has been scheduled to discuss this proposal. You are invited to attend and 

provide feedback: 

• Date: [Date] 

• Time: [Time] 

• Location: [Location Name/Address or Online Link] 

Contact Information: 

If you have questions prior to the meeting or cannot attend but wish to submit comments, please 

contact: 

[Name of Applicant/Representative] 

[Phone Number] 

[Email Address]  

Sincerely, 

[Your Name/Organization Name] 

[Your Title]  


