Template letter 1 – Acknowledge receipt of Application
Author  
File/ref number 
Phone 
[Insert date]
[Insert name of applicant] 
[Insert address or PO Box of applicant]
[Insert rest of address details]

Dear [insert name of applicant]
Application for [insert application type]
On behalf of the [insert name of council] Shire Council I acknowledge receipt of your expression of interest (EOI) dated [insert application date] for the grant of a lease.
Your EOI will be examined by the council as trustee of the land and you will be contacted in due course.
If you wish to discuss this matter please contact [insert name of officer] on [insert phone number] or [insert email address] and quote reference number [insert reference number].
Yours sincerely
[Delegate's name]
[Delegate's title] 
[Insert postal address]
