
 

Tips on Writing an Effective Submission  

A submission is a document setting out your point of view (opinion) and your 
argument that supports your point of view.  

Why should I make a submission? 

Submissions are one of the key ways that the community can engage in law-making 
processes, and may be the only way for you to have your say. Making an effective 
submission is one of the best ways to communicate your point of view, and to share 
your local knowledge and experience with decision-makers. 

What should I put in my submission? 

When writing your submission, you should keep these 3 things in mind: 

1. What do you think is good about what is being proposed?  
2. What needs to change?  
3. What do you want to see happen?  

There is no formula for writing an effective submission. The aim is to express your 
point of view as convincingly and persuasively as possible. Remember, the decision-
maker may receive many submissions so you want yours to be easy to read and well 
expressed. 

A good submission should: 

 Introduce yourself or your group. It can help if you establish why you are 
commenting on the Draft Bill and what special qualifications you have that 
make your opinion important. In this consultation the Government will be 
looking to hear particularly from Aboriginal people so it is important to state 
your status. If you have additional experience or qualifications relevant to 
Aboriginal culture and heritage, let the Government know.  
 

 Outline your key concerns and focus on these. It is not necessary to 
address the whole Draft Bill - choose the parts that are most relevant to you. 
 

 If possible, make recommendations. Governments like solutions, not 
problems. It’s fine to say what you do and don’t like about the Draft Bill, but 
you should also clearly state what you want the Government to do. For 
example: ‘the Bill should be changed to include a requirement that…’  



Use evidence, case studies or stories to support your arguments and 
recommendations.  
 

 Don’t forget to say what aspects of the Draft Bill you support. There may 
be other stakeholders who want to get rid of things that you think are positive. 
 

Structuring your written submission 

Use a clear structure and layout. Headings are helpful to break up large amounts of 
text and guide the reader through your ideas. Bullet points are great if you have 
several ideas to communicate. If your submission is very long, a summary at the 
front may be useful. 

Try not to crowd the page. Too much text can be overwhelming to look at so use 
wide margins and spacing between sections to break up the text. 

Submissions don’t need to be long and should be as short as possible. If you are 
very short on time, there is nothing wrong with a submission written in dot points. 

Don’t forget to sign the submission and include your contact details. 

Summary 

1. Introduce yourself and explain why you are interested in the Draft Bill 

2. Identify your key concerns and focus on those – keep your submission as 
short as possible 

3. Explain what aspects of the Draft Bill you don’t like and how it should be 
changed 

4. Explain what aspects of the Draft Bill you do like 

5. Use a clear structure and layout 

Making a submission 

Your submission must be submitted by 20 April 2018.  

By email to: ach.reform@environment.nsw.gov.au  

Online at: https://engage.environment.nsw.gov.au/aboriginal-cultural-heritage-survey  

By post to: NSW Office of Environment and Heritage, PO Box A290, Sydney South, 

NSW 1232 

Verbal submissions can be made by calling 131 555 (option 3) 
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