[Project update letter advising change to individual HO listing.]
[Council letterhead]
[date]

To the Owner

[Insert owner name and address]


Dear Owner

[insert study name] – [insert name of heritage place and HO number]
[insert name] Council, is preparing the [insert heritage study name] (the Study). [insert heritage consultant name] has been appointed to undertake the Study.
Attached is an information sheet, which explains the purpose of the Study and why it is being carried out. [Note: this information sheet will be the same as used for the inception letter, with dates updated as required]
I wrote to you earlier this year to advise the Study was underway. The purpose of this letter is to inform you of the draft findings of the Study in relation to your property, as follows:
The assessment by the heritage consultant confirms that your property is of local heritage significance. The draft heritage citation, which explains how and why your property is significant and what buildings and features are important is attached.
· The following changes are recommended to ensure the Heritage Overlay (HO) controls that apply are correct:
[Insert description of HO schedule changes such as Name and address, application or removal of specific controls (e.g. external paint, internal alteration, trees, solar energy systems etc.)].
[insert description of HO map changes].
In addition, draft heritage guidelines have been prepared to assist owners and managers to care for heritage places. Please note, these guidelines are not mandatory and have been prepared for information purposes only. [Note: delete or amend this paragraph, as required]
The purpose of this consultation is to provide you with an opportunity to provide feedback or seek further information on any of the above. Feedback can be provided in the following ways:
· By email to [insert email]
· By mail to [insert address]
· Or by leaving a hard copy at your local Customer Service Centre.  
Please include your contact details and mark this information ‘[insert heritage study name]’ to the attention of [insert contact name].  (bolded)
The closing date for submissions is [insert date].

Once comments have been received, changes will be made, as required and the Study is scheduled to be completed by [insert date]. At this stage, it is anticipated that the Study will be presented to Council for consideration at the meeting to be held in [insert date or dates].
If you have any further questions, please contact [insert name and contact details].
Yours faithfully


[Name, title]

