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How to Make an Effective Submission
Introduction
This guide is designed to support community and voluntary groups in developing effective submissions to public consultations. Submissions are a way for your group to share expertise, influence planning and policymaking, and ensure your voice is heard by policymakers and local decision-makers. This document provides a step-by-step guide and a practical template to help your group work together to write submissions.
Why Submissions Matter
· Submissions give your group a voice in decisions that affect your community.
· They are a simple but powerful tool for advocacy and change.
· They can influence policies, services, and plans at both local and national levels.
· They highlight the value of lived experience, local knowledge, and grassroots organising.
Steps to Writing an Effective Submission

1. Understand the Consultation
· Read the consultation notice carefully.
· Make sure you know what’s being asked, who’s asking, and when the deadline is.
· Look for any guidance documents, questions, or formats provided.
· Look for examples of past submissions made by other groups (these are sometimes available online or from the PPN). 
· You can also submit a short or informal submission—it doesn't need to be perfect to be valuable.
2. Identify What’s Relevant
· Talk about how the consultation connects with your group’s goals, experiences, or concerns.
· Focus only on the sections that matter most to your group—you don’t need to cover everything.
3. Talk It Through Together
· Meet with your group to discuss key messages, shared concerns, and examples.
· Decide together what points you want to make and which stories or data best support them.
· Meet with your group to agree on what you want to say in the submission. Everyone brings valuable insight, so make space for different voices and perspectives.
· Here’s a process that can help structure your group’s input:
🧠 Brainstorm
· Start by making a list of all the issues your group thinks are important.
This could happen during a group discussion, a workshop, or even through an anonymous survey. Encourage everyone to take part—different people will notice different things.
🗂️ Categorise
Group the issues under broad headings like:
· Social issues
· Environmental concerns
· Economic challenges
· Community development
(Or whatever categories make sense to your group.)
🔍 Prioritise
After categorizing the issues, ask the group to prioritize the categories based on their importance to the group. This can be done through a voting process or a discussion.
📊 Rank
· Within each category, identify which specific issues are the top priorities.
Again, voting, open discussion, or consensus can help your group decide what points to focus on
· 
4. Structure Your Submission Clearly
· Use a simple structure: Introduction → Key Points → Evidence → Conclusion.
· Write in clear, direct language.
· Use persuasive arguments backed by real examples, research, or local knowledge.
· Content and readability are more important than format. 
· Always keep as concise as possible. Imagine that the people reading may be reading hundreds of submissions
· 
5. Submit and Save
· Double check the deadline and how to submit (email, portal, etc.).
· Keep a copy for your group’s records—your work might help with future submissions too.
6. Follow Up -
· If possible, ask what happened with the submissions—were they acknowledged, summarised or used in decision-making? 
Consider attending follow-up meetings or public sessions related to the issue. –
· Share your submission with your wider group or community—it helps keep people informed and engaged

7. Reflect and Record
·  Make a note of what worked well in the process and what was challenging. –
·  Save your draft—you might adapt it for future consultations. – 
· Think about what resources or support would make it easier next time. 
· Create a template that can be used across multiple submissions to use, particularly when time is tight. 
· Create a shared folder of submissions, templates, relevant research, statistics and media to access for your submission process. Meeting minutes that approve group positions can be included here too. 


Submission Template for Group Use
Use this template to help structure your group’s submission when no form or format is provided.
Title of Submission
Example: Submission to Dublin City Council on the Climate Action Plan 2025
Submitted By 
Name of group, contact person, and relevant contact details – optional if anonymity is needed
Introduction to Your Group
Who you are, what you do, why this issue matters to your group.
What makes your groups insight on this topic important. 
Why your group is responding to this consultation.
Key Issues Identified
What parts of the consultation are most relevant? Why?
Include short explanations on why these are important
Group’s Priority Recommendations
List your key points and recommendations. 
Be specific, keep it direct and actionable and refer back to the consultation goals if possible.
Supporting Evidence or Experience
Include local experience, real-life examples, or supporting policy references. 
You can reference CSO data here, share photographs, or reference previous work or research. 
Conclusion
Summarise your key message and thank the body for the opportunity to contribute.
Thank the consultation team for the opportunity to contribute
Offer to engage further if appropriate
Optional Attachments
(Photos, research, supporting documents, etc.)
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