INTRODUCTION
1. Thank you for the opportunity to comment on […..]

2. Statement about you/organisation and who you represent.  
3. Statement about why this matters to you/how it involves you 
4. General statement(s) about the proposed law change
5. A clear statement about whether you believe changes need to be made or not.
6. Key points/recommendations 
DISCUSSION

1. General statement, position and any relevant contributing factors. This is a good place for you to include any unintended consequences you think the proposals don’t take into consideration.
RESPONSES TO PROPOSED CHANGES
PROPOSED CHANGE
2. Start a new paragraph for each proposed change (with a new number for each paragraph. In that paragraph state the proposed change, whether you agree with it or not, and why/why not.
CONCLUSION

3. General summary CLEARLY STATING the points that you oppose and/or support.
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