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Introduction

When you own property that hosts mature trees, you may occasionally find yourself in a position where removing a 

tree becomes necessary. Whether it’s to clear space for a new structure, to address safety concerns, or to comply 

with local ordinances, the process can feel daunting. A well �crafted sample letter of request to cut treescan

streamline the entire procedure, ensuring that your request is clear, professional, and legally sound. In this guide,

we’ll walk you through the legal backdrop, essential components of an effective tree removal request, and a

ready �to �use sample letter that you can adapt to your specific situation.

Understanding Tree Removal Laws

Before sending a letter, it’s crucial to grasp the regulations that govern tree removal in your jurisdiction. Municipal

codes, county ordinances, and state forestry laws often dictate when and how trees may be cut. Typically, the

following considerations apply:

•  Tree Protection Zones: Many cities designate protected tree zones around schools, parks, and residential 

streets.

•  Permit Requirements: Certain areas require a permit from the local planning department or the Department of 

Natural Resources.

•  Species Restrictions: Native or endangered species may be protected, requiring special permissions.

•  Neighboring Property Concerns: The removal of a tree that could affect neighboring properties may 

necessitate additional notice or approval.

Failing to comply with these rules can result in fines, mandatory replanting, or legal disputes. Therefore, a

well �structured request letter is not just courteous—it’s often a legal necessity.

Why a Sample Letter Is Essential

A sample letter of request to cut trees serves several vital purposes:

1.  Clarity: It ensures that all necessary details—location, tree species, justification—are communicated in a 

concise format.

2.  Professionalism: A formal letter reflects respect for the recipient and the legal process.

3.  Documentation: The letter becomes part of the official record, protecting you from future disputes.

4.  Efficiency: A pre �written template saves time and reduces the likelihood of errors.

Key Elements of a Tree Removal Request Letter

Every effective request letter contains the following core components:

•  Sender’s Contact Information – Name, address, phone number, and email.

•  Date – The day the letter is written.

•  Recipient’s Details – Name, title (e.g., Planning Officer), and department.

•  Subject Line – A clear statement such as “Request for Tree Removal Permit.”

•  Property Description – Precise location, lot number, and any relevant maps.



•  Tree Details – Species, size, health status, and why removal is necessary.

•  Justification – Safety concerns, construction plans, disease, or storm damage.

•  Legal Compliance Statement – Acknowledgment of local ordinances and intent to comply.

•  Attachments – Photographs, survey reports, or permit applications.

•  Closing Statement – Request for review, a proposed timeline, and an invitation for questions.

•  Signature – Handwritten or typed, followed by printed name and title.

Step �by �Step Guide to Drafting Your Letter

1.  Gather Documentation: Collect property deeds, site plans, tree assessments, and any relevant photos.

2.  Check Local Ordinances: Review your city’s tree removal guidelines and note any required permits.

3.  Draft the Letter: Use the template below as a starting point.

4.  Review for Accuracy: Verify addresses, dates, and legal references.

5.  Attach Supporting Documents: Include photographs, survey reports, or a copy of the permit application.

6.  Send via Certified Mail or Email: Keep a copy for your records.

7.  Follow Up: If you don’t receive a response within two weeks, call the department to confirm receipt.

Sample Letter Template

Below is a fully formatted example of a sample letter of request to cut trees. Feel free to copy, paste, and

customize it to match your circumstances.

[Your Name]

[Street Address]

[City, State ZIP]

[Phone Number]

[Email Address]

[Date]

[Recipient Name]

[Title]

[Department]

[City or County Office]

[Street Address]

[City, State ZIP]

Subject: Request for Tree Removal Permit – [Lot Number / Property Address]

Dear [Recipient Name],

I am writing to formally request permission to remove the following tree(s) located on my property at [full address or

lot number]:

- Species: [e.g., Quercus alba (White Oak)]

- Height: [e.g., 45 feet]



- Diameter at Breast Height (DBH): [e.g., 12 inches]

- Condition: [e.g., diseased, structurally compromised, or poses a safety hazard]

The removal is necessary because [briefly explain: the tree is leaning dangerously toward a proposed new garage,

has been infected with a fungal disease, or is obstructing a planned construction site]. I have attached photographs

and a professional arborist’s assessment report for your reference.

I understand that the City of [City Name] has regulations governing tree removal, and I am committed to complying

with all applicable ordinances. I have also secured a preliminary permit application (Permit # [number]) which is

included with this letter. Should additional documentation or an inspection be required, I am ready to provide it

promptly.

Please let me know the next steps in the approval process and any further information you need. I would

appreciate your response within [e.g., 14 days] to facilitate timely planning and execution of the removal.

Thank you for your attention to this matter. I look forward to your favorable response.

Sincerely,

[Signature]

[Printed Name]

[Title, if applicable]

[Company, if applicable]

Customizing the Sample Letter

While the template above is comprehensive, you may need to tailor it to fit specific scenarios:

•  Multiple Trees: List each tree separately with its own details.

•  Neighborhood Context: Mention any neighbor’s concerns or agreements if applicable.

•  Alternative Solutions: If you’re proposing to replant or relocate the tree, add a clause outlining these plans.

•  Legal Language: Include references to specific city ordinances or state statutes for added authority.

Common Mistakes to Avoid

1.  Omitting Attachments: Failing to include photos or assessments can delay approval.

2.  Using Informal Language: A casual tone may undermine the seriousness of the request.

3.  Not Addressing Legal Requirements: Neglecting to reference local codes can result in denial.

4.  Overlooking Neighbor Concerns: Ignoring potential impact on adjacent properties can lead to disputes.

5.  Missing Deadlines: Sending the letter after the permit window closes forfeits your opportunity for approval.

Tips for a Successful Tree Removal Request

•  Be Transparent: Provide as much information as possible to demonstrate responsibility.

•  Show Professionalism: Use a typed letter on quality stationery.



•  Offer Solutions: Suggest replanting or compensation if required.

•  Stay Informed: Keep updated on any changes to tree removal regulations.

•  Maintain Records: Store copies of all correspondence and documents.

Frequently Asked Questions

What if I don’t have a permit?

Without a permit, the removal could be deemed illegal, potentially resulting in fines or a mandatory replanting order.

Always apply for a permit before cutting any tree.

Can I remove a tree without a permit?

In most jurisdictions, you cannot legally cut a protected or mature tree without a permit, especially if it’s within a

designated tree protection zone.

Do I need an arborist’s report?

While not always mandatory, an arborist’s assessment adds credibility to your request and may be required by the

permitting authority.

What if my neighbor objects?

Address concerns proactively by including a statement that you have informed neighbors and are willing to discuss

mitigation measures.

How long does the approval process take?

Processing times vary by municipality but typically range from 10 to 30 business days.

Conclusion

Requesting permission to cut trees is a routine yet critical task that demands careful preparation and adherence to 

local regulations. By using a well �structured sample letter of request to cut trees, you can present your case

clearly, demonstrate compliance, and expedite the approval process. Remember to gather all necessary

documentation, respect legal requirements, and maintain open communication with the relevant authorities. With

these steps, you’ll ensure that your tree removal project proceeds smoothly, safely, and legally.
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