LETTER HEADED PAPER
 including full postal address and office number
DATE
Dear Residents of NAME OF ROAD,
Re: Filming at PROPERTY
I am writing to inform you that we will be filming NAME/TYPE PRODUCTION at PROPERTY on DATE from TIMES.  PLEASE STATE CLEAR DETAILS OF ANY EARLY STARTS, LATE FINISHES, NIGHT SHOOTS, STUNTS, DRESSING PLANS, LIGHTING PLANS AND STREET/EXTERIOR FILMING.
We will have approx CREW MEMBERS on site and would like to park our essential technical vehicles on NUMBER AND LOCATION OF RESIDENT BAYS and/or NUMBER AND LOCATION OF PAY AND DISPLAY BAYS.  The majority of our vehicles will be parked on private land at LOCATION.

We appreciate we are guests to the area so will endeavour to keep any disruption to an absolute minimum.  We shall be sending in our own parking staff on the MORNING OF THE FILMING/EVENING BEFORE THE FILMING to place cones on the street so that our vehicles can arrive on set and park immediately; this avoids the possibility of us causing an obstruction. If this will cause you particular inconvenience do please get in touch and we will do everything we can to help. (DELETE IF NOT APPLICABLE).  
If you have any questions or concerns, please feel free to call me NAME OF LOCATION MANAGER on MOBILE TELEPHONE NUMBER.  Alternatively, you can call Louise McKenna at Brent Council’s Events and Marketing Team on 020 8937 1076 or email filming@brent.gov.uk. 
I would like to take this opportunity to thank you in advance for your cooperation.  

Yours faithfully,

LOCATION MANAGER
TELEPHONE NUMBER
PRODUCTION COMPANY
