Dear Sir/Madam

Food Hygiene (England) Regulations 2006

EC Regulation 852/2004 Hygiene of Foodstuffs

(Event/Date)

I am writing to offer support and advice at the planning stage of what we hope will be a very successful event. Your name has been passed to us as the initial contact. Any provision of food and refreshments at the event will need to be carried out with compliance with the above mentioned regulations and will be subject to inspection by environmental health officers from this Council’s Food Safety Team.

In order for us to offer appropriate advice in advance on food and health and safety requirements for food traders and plan our inspection workload, please provide the following information BY (state date)
· Contact name and telephone numbers (including mobile) for catering co-ordinator/manager

· Type  and scale of catering proposed e.g. hot food mobile units, temporary kitchens within marquees, barbecues, tea/cake stalls, sale of alcoholic refreshments, ice-cream kiosks

· Contact name and address for all caterers/traders

· Site map showing location of catering units and services referred to below

· Details of water supply – permanent/temporary mains, number and location of water points 

· Details of waste water disposal facilities/drainage points 

· Details of trade waste disposal facilities

· Details/arrangements for disposal and collection of waste oil

· Details of LPG gas provision for caterers 

· Details of electricity provision for caterers e.g. mains, diesel generators, individual petrol generators (for emergency use only)

· Details of any contingency for interruption of supply of water, power, etc

If you are unable to provide this information yourself, please redirect this letter as a matter of urgency to the appropriate person.

I look forward to your co-operation in this respect. If you have any queries please do not hesitate to contact me or any of my colleagues in the Food Safety Team on (contact number).

Yours faithfully

(contact details, email, etc)
