	OFFICIAL: Sensitive

	[image: ACTGov_JaCS_inline_black]
	Drafting instructions—Bills
Parliamentary Counsel’s Office



	OFFICIAL: Sensitive

	[image: ACTGov_JaCS_inline_black]
	Drafting instructions
Parliamentary Counsel’s Office



	PCO DRAFTING INSTRUCTIONS—REQUIRED INFORMATION
Please send instructions to pco@act.gov.au



	Date
	Click or tap to enter a date.
	Subject
	Insert subject heading from Cabinet Submission or brief description.
	Minister
	Insert sponsoring Minister.
	Directorate
	Insert Directorate
	Authority to draft - bill
	Two pass                    ☐ 
	Cabinet decision number: Click or tap here to enter text.
Date of Cabinet decision: Click or tap to enter a date.

	
	Combined pass         ☐
	Date of Chief Minister’s authority to draft: Click or tap to enter a date.

	Authority to draft - regulation
	Minister’s approval 
	Date: Click or tap to enter a date.

	
	Other (eg Cabinet approval or approval as part of bill)
	Type: Click or tap here to enter text.
Date: Click or tap to enter a date.

	If you do not have authority to draft, contact PCO before providing instructions. For information about the approval process, see Assembly Process Handbook.

	Contact officers
	Primary
	Insert name, email and phone number.

	
	Alternative
	Insert name, email and phone number.

	Complexity
	Choose an item.
	For guidance on assessing the complexity of a bill, see Estimating drafting time/ bill timeline or discuss with PCO.

	Time allocated for drafting
	Click or tap here to enter text.
	Average drafting times by complexity: low—3 months; medium—3 to 6 months; high—6 months +
If the allocated time is less than the average, contact PCO before providing instructions.

	If the allocated time is less than the average, contact PCO before providing instructions.

	

	Important dates
	Final draft
	Click or tap to enter a date.
	
	Cabinet date for approval to present (bills)
	Click or tap to enter a date.
	
	Presentation copy (bills)
	Click or tap to enter a date.



INSTRUCTIONS
This is a suggested format for instructions, and can be used for bills or regualtions. All information identified should be included in your instructions. For further information, see Developing Legislation and Working with PCO.
Overview
Click or tap here to enter text.
Provide an overview of the legislative proposal, including: 
the purpose of the proposal and policy objectives to be achieved 
the issues or problems the legislation is intended to address 
why legislation, rather than an administrative arrangement, is sought 
when the proposed scheme/amendments are to commence and whether there is a reason for a particular commencement date.
Related advice
Click or tap here to enter text.
Provide details of the following: 
any legal advice related to the proposal, including a copy of the advice 
if your proposal engages human rights, whether you have consulted with the Human Rights and Social Policy team within JACS Legislation, Policy and Programs (LPP) or the Human Rights Commission, and the advice you have received 
if your proposal includes offences, whether you have consulted with the JACS Criminal Law Group in LPP, and the advice you have received 
any other relevant advice.
Other background
Click or tap here to enter text.
Provide any other relevant background information and material, including: 
whether PCO has previously been consulted on the proposal, and if so, who was consulted and when
any political or other sensitivities relating to the proposal 
any similar legislative schemes in this or other jurisdictions that you have considered in preparing the proposal 
any relevant court decisions 
any other legislative proposals that may affect the proposed legislation 
any unresolved policy issues.
Instructions
Click or tap here to enter text.
Set out each issue to be addressed by the legislation, including: 
the current legal framework 
the issues/problems to be addressed 
the intended policy outcome.


CHECKLIST
	[bookmark: Check1]|_|
	Details of two contact officers provided

	[bookmark: Check2]|_|
	Details of authority to draft provided

	[bookmark: Check3]|_|
	Copies of legal advice attached

	[bookmark: Check4]|_|
	Copies of any other documents referred to in the instructions attached

	[bookmark: Check5]|_|
	Copies of additional relevant background information attached

	[bookmark: Check6]|_|
	Important dates identified
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