Ref No:

[Insert Date]
Hon Richard Wynne MP

Minister for Planning

[Insert name of Regional Office or Planning Services] 

[Insert Regional Office or Planning Services address]

[Insert Suburb / City]  VIC  [POSTCODE] 

Dear Minister

[INSERT PLANNING SCHEME] PLANNING SCHEME

AMENDMENT NO C[INSERT AMENDMENT NUMBER]
NOTICE OF PREPARATION OF AN AMENDMENT

Council has prepared Amendment C[insert amendment number] to the [insert Planning Scheme name] Planning Scheme.

The Amendment affects land [insert description of the land].
The Amendment proposes to [insert description of amendment].
Under Section 17 of the Planning and Environment Act 1987 I attach an electronic copy of the above Amendment and Explanatory Report.  Under Section 18 of the Act you are required to make these documents available for inspection by any person free of charge, during office hours until the Amendment is approved or lapses.

A notice of the preparation of the Amendment will appear in the Government Gazette on [insert the date the notice will appear in the Government Gazette]. 
Notice will be sent to individuals and authorities affected on [insert date notice is to be sent].

Notice will also appear in [insert name of newspaper(s)] on [insert date(s)].
If you have any queries regarding this matter please contact [insert Council Planner name] from the [insert Council name] by e-mail [insert e-mail address] or telephone (03) [insert phone number].
Yours sincerely

[Insert Name] 

[Insert Title]

