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Notices for Newbies

Cover letter
Notice #1 Conditional Acceptance

Public Statement



Hit list. 

• Collect all the names and job titles of people 
that have made demands or had  dealings 
with you as part of a demand, whether 
through paperwork, face to face, or over the 
phone, then source a physical address of their 
work place.

• Create a hit list file and add in above details 
for each recipient



Example of Hit list Names and 
physical addresses 

• Convert your list into the format below on a separate document that you 
will use to cut and paste into the conditional acceptance and the following 
four notices to speed up the process. Example below 

• 1. – To: Charlie Brown Doing Business as: Charlie Brown Principle Of 
THOMAS MORENO HIGH SCHOOL 478 Bayonets Street, Bright NSW 2238 

• 2. – To: Anthony Marley Doing Business as: Anthony Marley EXECUTIVE 
DIRECTOR OF BRIGHT PUBLIC SCHOOL. 27 Rick Street, Bright NSW 2040 

• 3. To: Sacha McDonald, Doing Business as: The Hon. Sacha McDonald 
Minister for Education and Early Learning. 52 Martin Place, SYDNEY NSW 
2000 

• 4. To: Brian Lawrence Doing Business as: Brian Lawrence Local Court Bright 
Court. Services NSW Department of Justice. 117-275 Florence St Bright 
2238 



Check List 

• After compiling your list with details specified 
above make sure you have plenty of ink, a 
ream of copy paper and your printer is 
working. 



Create a master folder 

• Create a master folder (labeled ‘Notices blanks’) and keep all your 
original self instructing source documents in this folder. 

• Save notices and other template letters ie cover letter, rebuttals, 
public notice etc to the master file

• Tip - Never edit the docs in this folder. Docs in this folder are for 
making copies then editing the copies once pasted into subfolders. 

• Create another Master folder labeled ‘Notices’

• Create subfolders within the ‘Notices’ folder 

• e.g. - Courts 

- Council

- Police

- School



Setting up the ‘Notices’ subfolder with first 
edit to notices

• Paste a copy of each of the 5 notices in your ‘notices’ sub folder
• Edit the ‘from’ field in all 5 notices by placing your name and street address in the 

bracketed area. See below

Before edit
From: [Your Name]

[Street Address]
[Suburb/Town State Postcode]

After edit
From: Linus Bloodley

17/33 Masteron Street
Bright, New South Wales 2238

• Avoid abbreviating your state and type in its entirety e.g. New South Wales not 
NSW

• Make the same edit in the cover letter



Some key tips

• Now within each subfolder create folders with 
individual names of the people you will be placing on 
notice. See below:

• E.g. within ‘police’ folder create sub folders with each 
persons name for 

• Cnst Joe Bloggs
• Sen SGT Brian Loath 
• Cnst Jackoda Links 
• Copy 5 edited notices and cover letter into all 

subfolders of the people that have made demands on 
you



Next step 

• Make copies of edited notices #1 - #5 and cover 
letter then paste into each of the subfolders with 
the names of the individuals making demands 
that you are putting on notice which will now 
become the working documents for your 
remaining edits. 

• All your notices copied to the subfolders will be 
uniform meaning the ‘from’ field is pre-
completed.



Chose a recipient sub folder then open cover 
letter. See example below



Edit the ‘to’ field by inserting 
recipients contact details



Make the remaining edits in the 
highlighted section. see below



Remove yellow highlights



Print and sign



Next step

• Make a photocopy of the cover letter. Keep 
original and set aside.

• Make a photocopy of the demand letters/docs 
from agents/officers making demands on you.

• Place photocopy of cover letter on top of   
demand doc photocopy then staple together 
and set aside.



Formatting Notice document 

• Open up your hit list folder with all your names 
and physical addresses in it 

• And copy and paste the 1st recipients name doing 
business as; edit the address of the 
#1 Conditional Acceptance for Charlie Brown 

• To: Charlie Brown Doing Business as: Charlie 
Brown Principle Of THOMAS MORENO SCHOOL 
478 Bayonets Street, Bright NSW 2238 



Repeat the ‘To’ field edit in the remaining 
notices. 

Screen Shot before edit
To: [Recipients Name] doing business as; [Job Title] [Recipients Name]

of [Business/gov dept]

[Street Address]

[Suburb/Town State Postcode]

Screen shot after edit
To: Charlie Brown doing business as; Principle Charlie Brown

of Thomas Moreno Primary School

470 Bayonets Street

Bright NSW 2238

• Ok to abbreviate the state in the ‘To’ field



This is what the first page of your doc now looks 
like before remaining edits 



Second page before edits



Completion of edited document after edits 
have been completed Pg1



Completion of edited document after 
edits have been made Pg2



Proof read and check all highlighted sections are 
completed correctly then remove highlights P1



Proof read and check all highlighted sections are completed 
correctly then remove highlights P2

signature and witnesses still highlighted



Option 1. If your intention is to have your witnesses sign & date with  wet ink 
signatures, then YOU must delete all highlighted text after signature date and 

witnesses on the lines corresponding with 1. 2. 3. 



Completed wet ink signature example



Option 2. If you’re unable to get wet ink signatures, the deletion process is the same 
as above. Only difference is hand write your witnesses names (permission granted) in 

title case placing P.P. before their names then dates



Photocopy Pg 1&2

• Photocopy Pg 1&2 Plus scan a copy for your own 
digital records (and file scans into same 
individuals folder) and then staple original hard 
copies of Pg1&2 together. File in a secure place.

• Add photocopies of pages 1&2 to the remaining 
printed pages of your conditional acceptance 
then attach a copy of your oath of allegiance with 
a photocopy of original send receipt stapled to 
the copy of your oath. Staple together



Open the public statement and make edits as 
instructed and remove yellow highlights



Next step

• Print public statement and staple together

• Add copy of cover letter and demand doc to 
conditional acceptance to the public 
statement, fold together and place in 
registered/express post envelope.



Posting Notice #1 via registered/express post envelopes. Fill 
out details as per prompts see example



Important: once you have all the field create a document in 
recipients folder to record tracking number + name of recipient + 

Notice Number + Date sent ect. 

• Recheck check contents and recipient of envelope 
and seal in envelope 

• Now your ready to post IN PERSON at your local 
post office

• (Do not drop in a express postal box on street or 
in post office wall) as you need the certified 
receipt from postal worker verifying that Postal 
service has received and entered your registered 
postal envelope into the system.


