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Insert Date




Insert Name of Emergency Service e.g. NSW Fire Service, NSW Ambulance, NSW Police
First Line Address – e.g. Street or Postal Address
Second Line Address – Suburb, State, Postcode




To Whom It May Concern

RE: Insert name of your event in Event Location on Event Date

The insert name of organisation/organising committee will be conducting insert name of event event in insert event location on insert event date/s. The event and road closures have been approved by the Local Traffic Committee and Greater Hume Shire Council.

The event will involve road closures of insert street names, boundaries and key landmarks. The road closures will take place from insert commencing time and will be cleared by insert end time.

The event organiser who will be in charge of the event site on the day will be insert event controllers name and they can be contacted on insert mobile phone number or insert landline phone number.

We look forward to your favourable reply. Yours sincerely

Insert name of writer
Insert position on event organising committee
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