
Policy Type: General Government 
 Communication Policy 
Policy Number: 100-02 

 

Authority:  
Council Resolution #  62/21 

 
1. Communication must be received in writing preferably on prescribed “Form A” 

attached to this policy. 
2. All written communications shall be reviewed by the administrator. 
3. Once a written communication has been reviewed, the Administrator shall forward 

copies to: 
a. Maintenance Foreman if regarding repair and maintenance of roadways 
b. Mayor if communication is regarding council, office staff, maintenance staff or 

Village policy and procedures 
4. Investigation if required shall be done on all written communications in a timely 

manner. 
5. All written communications and applicable investigation reports shall be presented to 

council at their next regular meeting. 
6. Council may postpone discussion if required to facilitate the assembly of additional 

information from legal counsel, staff or any other organization or individual it deems 
necessary. 

7. Upon review and resolution of council, the administrator shall reply to all written 
communications in writing within 5 business days of the council meeting. 

8. Effective Date/Repeal 
This policy will come into effect on April 7, 2021 unless otherwise specified and shall be 
implemented as outlined in this policy.  This policy repeals and replaces all resolutions 
and any policies pertaining to communication and replaces all past practices. This policy 
may only be amended or repealed by resolution of Council. 
 

 

 

 

 



Village of Loon Lake 
100-02 General Government Communication Policy 

COMMUNICATION FORM “A” 
 

NAME: ____________________________________________________________ 

ADDRESS: __________________________________________________________ 

TELEPHONE: ________________________________________________________ 

 

COMMUNICATION DETAILS Please include relevant dates, times etc. if applicable. 
Use additional pages if required. 

___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________ 

 

 

______________________________   _____________________________ 

SIGNATURE       DATE 

 FOR OFFICIAL USE ONLY 

Date Received: ____________________ 

Received By: ______________________ 

Council Meeting Date: ______________ 

Date of Responds: _________________ 

 


