Cover letter example to go with formal council notice – adapt as required
[INSERT YOUR ADDRESS AND CONTACT DETAILS]


[INSERT DATE]
Dear Neighbour,
You might remember I have been consulting on the idea of starting a play street here. 

After chatting to many of you and holding a meeting [USE AS APPROPRIATE], there seems to be lots of enthusiasm for the idea and I am now moving forward with the application.

Please see overleaf the formal notice that I am now applying to Hackney Council to run regular sessions at the following time: [EG FIRST SUNDAY AFTERNOON OF THE MONTH, 2-5PM]. It is likely to take a few months for the Council to process the application. 

If our play street gets the go-ahead – I just want to reassure you that you can still have vehicle access to the street at those times. Through traffic would be diverted, but any residents wanting to park here or exit the street would be asked to drive in and out at walking speed, escorted by a volunteer steward. Deliveries or visitors will have stewarded access too. Finally please note, at play streets parents/carers remain responsible for their children as on any other day.
If you have any concerns then please get in touch, or you can contact the Council – details overleaf. I will keep you updated on how things progress.
Best wishes,

[INSERT YOUR NAME]

