GUIDELINES FOR THE PREPARATION OF SUBMISSIONS TO THE SENATE RURAL AND REGIONAL AFFAIRS AND TRANSPORT COMMITTEE

The following advice is offered to assist those preparing written submissions to the committee:

1. There is no prescribed form for a written submission to a parliamentary committee. Submissions may be in the form of a letter, a substantial paper or a short document. Appendices and other supporting documents may be appended to submissions. Submissions may contain facts, opinions, arguments and recommendations for action.

2. The submission may cover all of the points raised in the terms of reference of the committee's inquiry or a selection of them. The terms of reference usually provide a good framework for structuring a submission.

3. Submissions can be submitted to the Secretariat in a number of ways.  The preferred method is electronically, by e-mail.  The Committee's e-mail address is rrat.sen@aph.gov.au .  The postal address and phone contact information of the sender must accompany an e-mail.

4. Please note that Parliamentary Committees do not, as a rule, pay for submissions.   Only in exceptional circumstances will a Committee commission a consultancy and there is a formal approval process prior to any work being undertaken.

5. If submitting hardcopy, submissions must conform to certain guidelines to assist in the electronic storage and retrieval of documents.  Because it is necessary for submissions to be photocopied for widespread distribution, the following style guidelines are recommended for submissions forwarded to the committee in hard copy:

5.1. Single spaced, typed on A4 paper;

5.2. Single-sided;

5.3. Italics must not be used;

5.4. No spiral binding or plastic covers;

5.5. Concise and preferably no more than 10 pages in length.

The Committee's postal address is:

Senate Rural & Regional Affairs & Transport Committee

SG-62

Parliament House

CANBERRA   ACT   2600

6. The Committee Office system is able to read all documents created on Apple Mac and IBM PCs. The preferred format is Microsoft Word 97.

7. It is recommended that submissions be kept concise and to the point.  Lengthy submissions should be accompanied by an executive summary.

8. Where typing facilities are not available, handwritten submissions are acceptable. Every effort should be made to make them legible.

9. The submission should be signed by the author either on his/her own behalf or on behalf of an organisation. Those signing submissions on behalf of an organisation should indicate what level the submission has been authorised (eg. sub-committee, executive committee, president, chair, state branch, regional group etc.).

10. There may be submissions which an author would prefer not be made public. In this case the author may request that the submission (or part of it, eg authorship) remain confidential. This should be clearly indicated in the submission. If it is desired that part only of the submission remain confidential, that part should be submitted separately if possible. The committee will then consider the request for confidentiality.

11. The protections and requirements of the Parliamentary Privileges Act 1987 are drawn to your attention. They are detailed in another brochure. Briefly, for the purpose of a committee's inquiry, unless otherwise decided, a written submission may be deemed by the committee to be the giving of evidence. Its presentation to the committee and the committee's publication and circulation of it attracts the protection of parliamentary privilege. Thus, no action of any kind may be taken against a person for making a submission and no submission may be used in courts or tribunals to question the truth, motives or credibility of any person.

12. Once a submission has been received by a committee it must not be published or disclosed to any other person in that form without the committee's authorisation. If its publication is not authorised not only is it not protected by parliamentary privilege but publication may also be a contempt of Parliament.

13. A committee may not accept a submission that is not relevant to the committee's inquiry. The committee will inform you if it decides not to accept your submission.

14. Authors of submissions can be asked to give oral evidence before a committee at a public hearing. Such questioning allows the committee to examine particular issues in greater detail, and gives to the author an opportunity to amplify points made, or to provide additional information.

15. Should you require any further information concerning the preparation of submissions, please contact the Secretary of the Rural and Regional Affairs and Transport Committee, Andrew Snedden, Phone (02) 6277 3510, Fax (02) 6277 5811 or e-mail andrew.snedden@aph.gov.au. 

Confidential submissions

16. It is generally recommended that submissions provided to the committee be developed with publication in mind.  However, if necessary and appropriate, authors of submissions can request confidentiality.  It may be sufficient for the author's identifying details to be withheld from the published submission or the submission may remain confidential in its entirety.  If you wish only your personal details to remain confidential, it is recommended that a covering letter accompany the substantive submission, which should not contain any personal details.  That will enable the submission to be published unattributed.  In any event, you should make it clear whether confidentiality in whole or in part is requested for your submission and the basis on which that request is made.
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