[INSERT LOCAL GOVERNMENT LETTERHEAD/LOGO]

T.1.069 LDMG Sample Correspondence Register Template
<Insert Local Government Area> Local Disaster Management Group

<Insert Inwards or Outwards> Correspondence Register

For period from <Insert Date From> to <Insert Date To>
	Date
	Name and Agency From/To
	Content of Correspondence

Include type of correspondence i.e. email, letter & subject

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


Updated: <Insert Date>
Last Updated: 19 January 2018

