Public Hearing Letter Template
LETTER MUST BE PLACED ON YOUR COMPANY’S LETTERHEAD  

· Mailed notice must be mailed first-class to all property owners on the certified mailing list
 

Public Hearing Notice Letter
 
  
Date: (insert date of mailing)
 
Dear Property Owner:

This is a notice that a public hearing will be held to discuss the following proposal in your neighborhood. 

Application and Meeting Information
	Public Hearing Board:
	(Insert either Planning Commission or City Council)

	Application: 
	(Insert the application type)

	Project Case Number:
	(Insert the PZ project number)

	Project Name:
	(Insert the City recognized name of the application(s))

	Meeting Date and Time:
	(Insert date and time of meeting)

	Meeting Location:
	City Council Chambers, 500 East Third Street, Loveland, Colorado

	Applicant Name:
	(Insert name of applicant)



Project Description
	Summary of Proposed Development: 
	(Provide a summary of the development, including subject matter of application)

	General Location:
	(Describe the site with respect to major cross-streets and community landmarks. Attach a vicinity map) See also the attached vicinity map

	Property Address:
	(Insert address of property)

	Existing Zoning:
	(Insert the existing zoning and proposed zoning if the application is for a zoning or rezoning)

	Legal Description:
	(Provide the legal description of the property, or if lengthy, a statement that the legal description of the property is on file with the Current Planning Division)

	Additional Information:
	Additional information on the project is available at CityofLoveland.org/CDA







All interested parties may appear and speak on the matter at the public hearing and/or file written comments with the Current Planning Division.

Include the following statement for Planning Commission hearings: The right to appeal a Planning Commission decision may be limited by Division 18.14.05, Appeals, in the Loveland Unified Development Code.  

[bookmark: _GoBack]Include the following statement for City Council hearings: Any written information that you intend to provide or present at the City Council public hearing must be provided to the City Clerk at least 1 week in advance of the hearing. This includes petitions, PowerPoint presentations, photos, letters, or other written information. Items submitted at the public hearing will not be accepted as they were not available for public review prior to the hearing. 
 
If you have any questions regarding the proposed project, please contact:  (insert your name,  phone number, and email address). If you have questions regarding the City process, please contact (insert the City project planners name, phone number, and email address). 
 
 Sincerely,
 

(Applicant or designated representative) 
(Applicant’s Title)
(Applicant’s Email Address)
(Applicant’s Firm Name)
(Applicant’s Firm Phone Number)    

