Company Logo

Company Name

Company Address / Details

[Date]
Dear Resident / Occupier

RE: 
(Description of works) – (Street Name) – (Suburb)

In order to [purpose of work], [company name] will be undertaking [type of work] in your street.

Work will commence on [date] from [time] and finish at [time]. These works will occur for approximately [number of days].

[Details of impacts of noise, dust, road or footpath closures, parking, public transport and steps taken to reduce the impacts on the community].

To assist us in completing the work and minimising any inconvenience to residents, we would appreciate that vehicles are not parked in the street during the above times and are clear of the work area. Vehicular access to your driveway may be restricted for a short time. Resident and emergency vehicle access will be maintained at all times. 

For further information, please contact [supervisor name] on [contact number].

Thank you for your patience and understanding during these works.

We appreciate your cooperation throughout this time and will endeavour to make all stages of the construction process as smooth as possible for everyone involved.  

Yours sincerely

[Contract manager’s name and title]

Attached: [TMP / site map / scope of works]

