Letter Reference No:

<Date>

<Name> 

<Address >

Dear < Name >

Return of Incomplete <Resource Consent/Certificate of Compliance/Change or Cancellation of Condition> Application

Thank you for your application for <insert type of approval applied for> to <insert details of proposed activity, location>.  You lodged your application on <insert date of receipt>.  

We have undertaken an initial check of your application to ensure we have all the information we require to receive the application pursuant to section 88(3) of the Resource Management Act 1991.  

Unfortunately we are unable to accept your application in its current form for formal receipt purposes.  This is because the application does not contain the following information:

<insert list of information that is still to be provided here>

Your application is enclosed for your review and amendment.  Also enclosed is a helpful checklist that may assist you in providing the necessary information.

You are entitled to formally object to the return of this application pursuant to Section 357 of the Resource Management Act 1991.  If you wish to object then the objection must be made in writing and served on the Council within 15 working days of the receipt of this letter.  The objection must state the reasons for objecting.

Please do not hesitate to contact the writer if you have any queries in relation to the above information or information that needs to be supplied as part of your application.

Yours faithfully

<insert Officer Name>

<insert job title>

