Letter of Explanation for Municipal
Ordinance Violation

Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]

Municipal Office
[Address of Municipal Office]
[City, State, Zip Code]

Dear [Municipal Officer's Name or Title],

| am writing to formally address the violation notice | received for [specific violation, e.g.,
"failure to maintain lawn as per local ordinance"] on [date of violation].

First and foremost, | sincerely apologize for this oversight. [Brief explanation of circumstances
that led to the violation, such as unforeseen circumstances, personal hardship, etc.]. | take this
matter seriously and am committed to rectifying the situation promptly.

To comply with the municipal ordinance, I have taken the following actions: [List specific
actions taken, e.g., "I have hired a landscaping service to restore my lawn," or "l have cleared the
debris as requested”]. My intent is to ensure adherence to local regulations moving forward.

| kindly request your understanding regarding this matter and appreciate your consideration of
my circumstances. If there are any additional steps required on my part or if a meeting is
necessary to discuss this further, please do not hesitate to contact me at [your phone number] or
[your email address].

Thank you for your attention to this matter. | look forward to resolving this issue amicably.

Sincerely,

[Your Name]



