[Inception letter for individual place.]

[Council letterhead]
[date]

To the Owner

[mail merge address of place (& owner’s name?)]

Dear Owner

[insert heritage study name]

[insert name] Council, is preparing the [insert heritage study name] (the Study). [insert heritage consultant name] has been appointed to undertake the Study.
Your property is one of [XX] local heritage places (this includes xx precinct areas and [XX] individual places located in [insert names of town or districts or ‘throughout the Shire’], which are currently included in the heritage overlay (HO). 
However, these local heritage places and precincts do not have:
supporting documentation that explains what, how and why they are of heritage significance
the supporting documentation does not meet current standards and/or is out of date 
there are errors with some heritage controls such as incorrect address details.
[Note: choose the option that is relevant or retain them all, as required] 
The purpose of the Study is to assess each of the local heritage places and prepare up-to-date place citations and amend or update heritage controls [and local policy and guidelines - amend or delete, as required] to assist Council and property owners and managers to protect, manage and develop them.
The assessment will include historic research, a site inspection and analysis using standard heritage criteria. Inspections will be done from the public realm (that is, looking from the road or street) and will not require access to your property. You do not need to be present at the time of the inspection.
However, if you have information about the history of your property that you would be willing to share, please contact the person below and we can arrange for the heritage consultant to contact you. Alternatively, please email or mail a copy of the information or leave a hard copy at your local Customer Service Centre. Please include your contact details and mark to the attention of the person listed below.  
Once assessment of all the places has been completed, we will send you the draft heritage citation for your property to review. At this stage, it is anticipated that draft precinct heritage citation will be completed by [insert approximate date, e.g, month, year].

An information sheet, which provides additional details about the Study is attached to this letter [see FAQ leaflet]. If you have any further questions, please contact [insert name and contact details]
  
Yours faithfully


[Name, title]

