
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Planning and Zoning Commission Name]  

[Office Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I am writing to formally submit my application for [specific project or 

zoning request] that is currently under consideration by the Planning and 

Zoning Commission. I believe this proposal aligns with the community's 

goals for [mention relevant town/community goals or planning objectives] 

and will benefit our neighborhood by [briefly outline the benefits of 

your proposal].  

Enclosed with this letter, you will find the completed application form, 

all required documentation, and supporting materials, including [list any 

relevant documents such as site plans, photographs, surveys, etc.]. I 

have also included a summary of my project that highlights its key 

features and anticipated positive impact on the community.  

I would appreciate the opportunity to present my case in detail during 

the upcoming commission meeting on [mention date], and I am more than 

willing to answer any questions or provide additional information as 

needed.  

Thank you for your time and consideration of my application. I look 

forward to your positive response.  

Sincerely,  

[Your Name]  

[Your Position, if applicable]  

[Your Organization, if applicable] 


