From [Name of Council]

Your reference: 

Our reference: 

To:

[name of recipient

position title

unit, if appropriate

organisation

e-mail address]

Dear

[text of message]

Yours sincerely

[Name of Councillor]

Councillor

[Name of Council]

[Council's postal address or Councillor's address whichever is relevant]

Phone: [Councillor's telephone number]

Fax: [Councillor's fax number]

World wide web address for Council: [Council's web address]
