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District Councill

Viewing & Commenting
on Planning Applications

Public Access
A User Guide for
Members of the Public

If you require further assistance, please contact us;

Emma Stirland

Planning Admin Team Leader
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emma.stirland@braintree.gov.uk
01376 551414 x2505
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Introduction

Public Access is a system which allows members of the public to view details about Planning
Applications as well as submitting comments.

This document describes how to use the site.



Searching

The following pages will help guide you through how to carry out searches for
planning applications. There are a variety of search methods to allow you to find the
information you are looking for.

* Simple - search quickly for planning applications and appeals according to some
entered text

* Advanced - search according to a wide combination of relevant factors

*  Weekly/monthly list - search for applications where an application is validated or
decided withina particular time period

* Property - search for a particular property to which applications may apply
* Map - search using an interactive map tool.

Please Note: The online search facility will only allow searches back to approximately 1990.
Applications prior to this date will need to be requested from the Planning Department, for
which there may be a charge for officer time. Email planning@braintree.gov.uk for more
information.

You can also save searches to either re-run when you wish or be notified by email if and
when the application is updated or a new application is received.

Information on this can also be found on the following pages.


mailto:planning@braintree.gov.uk

Simple Search

A simple search allows you to search quickly for a planning application or appeal by entering
some text that will help identify it.

1. From the Search drop down list then select Simple Search.

4, Search~ | 2. My Profile~ 4 Login | |Z Register

Planning » Simple Search

Search for Planning Applications, Appeals and Enforcements by keyword, application reference, postcode or by a single line of an address.

Simple Advanced Weekly / Monthly Lists Property Map

Search for:

® ppplications ) Appeals
Status: | All v

Enter a keyword, reference number, postcode or single line of an address.

& [own o 3] st |

2. Click to select the type of record that you want to locate.
3. Choose the appropriate option from the Status drop down list.

4. Enter some text in the Search box that will correspond to one of:
* reference number (for example, "16/01234/FUL")
* post code (for example, "CM7 9HB")
* part of an address (for example, "Causeway House", "Bocking End").

5. Click on the Search button to display the results of your search (see “Viewing
Your Search Results”).

6. If you wish to make a comment on the planning application, see “Making a
Comment”.




Advanced Search

An advanced search allows you to build a complex combination of specific criteria on which
to search for information.

1. From the Search drop down list select Advanced Search.

Search » | B My Profile> % Logout { Emma Stirland }

Planning » Applications Search & Help with this page

Search for Planning Applications, Appeals and Enforcements by matching st least one search option in the form below.

Simplz Advanced Weekly ! Monthly Lists Proparty Map

Applications  Appeals

Reference Mumbers

Applicstion Reference
Planning Portal Reference

Alternative Reference:

Application Details

Description Keyword:

Applicant Name:
Application Type: Al ﬂ
Ward: All K
Farish: Al ~
Agent:
Status: Al K|
Decision: Al |
Appeal Status Al [
Appeal Decision Al [+]
Development Type: 21 ﬂ
Address:

Dates

Enter = date range (2 start date and an end dste) for the criteria that you are interested in. The date fizlds may be entered manually using the date format ddimmiyyyy
(e.g- 21/D5/2008). Alternatively, click on the calendar button and pick 3 date

Diate Received O ote: =

Date Validated E ot e

Diate Actual Committes: i i |

Decision Date O ote: =

Appeal Decision Date: i i |
| search L

* A variety of reference numbers are associated with planning records. Enter
one or more to help identify a specific record.

* Click to select the type of record that you want to locate (either from Application
Type or Development Type)

* The details you can fill in depend on the record type selected. Enter the
details you wantto search on.

* Every planning case has a number of important dates associated with it (for
example, the date the application was validated or the date that a court decision
was issued). Use the date pickers to define an appropriate period to search
within for any dates of interest.



Click on the Search button to display the results of your search (see “Viewing
Your Search Results”).

If you wish to make a comment on the planning application, see “Making a
Comment”.



Weekly/Monthly Lists Search

The weekly or monthly lists feature allows you to search for applications according to the
week or month in which they were validated or decided, as published in the local authority’s
lists.

1. From the Search drop down list select Weekly/Monthly Lists.

2. Click on Weekly List or Monthly List to select which list you want to search.

i Search - & My Profile v -] Logout { Emma Stirland )
Planning » Weekly List
Search Planning Applications either validated or decided in a given waek.

Simple Advanced Weekly | Monthly Lists Property Map

Weekly List  Monthly List

Parish: Braintree & Bocking vl
Ward: All ﬂ
Week beginning: 23 Jan 2017 ﬂ
Show applications: ® validated in this week

O Decided in this week

N

3. You can narrow your search to a particular area by selecting from the Parish or
Ward drop down lists.

4. Specify the Week or Month by selecting from the drop down list.
5. Under Show applications, select which records to display.

6. Click on the Search button to display the results of your search (see “Viewing
Your Search Results”).

7. If you wish to make a comment on the planning application, see “Making a
Comment”.



Property Search

The property search feature allows you to search for a specific property in the gazetteer.
There are two property search options:

* Address - search for applications at a specified address
* Ato Z Street - search for applications on a specified street chosen from an
alphabetical list.

Address Search

1. From the Search drop down list select Property Search.

4 Search ~ & My Profile v ‘] Logout ( Emma Stirland )

Address Search

Search for current or historical cases relating to a property by selecting af least one of the address fields in the form below.
Simple Advanced Weekly / Monthly Lists Property Map

Address Search A to Z Street Search

UPRN:

Property Name / Number:

Street Mame: Bocking End
Locality:

Town: Braintree
Postcode:

2. To search for a specific property by its address, select the Address Search tab.

3. Enter as many details as you know in the appropriate fields, then press the
Search button to display the results of your search (see “Viewing Your Search
Results”).

4. If you need to clear the fields and start again, press the Reset button.

5. Click on the Search button to display the results of your search (see “Viewing
Your Search Results”).

6. If you wish to make a comment on the planning application, see “Making a
Comment”.



A to Z Street Search

1. From the Search drop down list select Property Search.

2. To search for a street alphabetically, select A to Z Street Search.

3. Click on the initial letter of the street you are interested in to display all the

streets that begin with that letter.

Ssarch» & My Profiev + Logedt { Emena Sttand )

CiCK on 3 letter Delow 20 gat 8 lict of streels Deginning with 113t letter. Clicking on 3 streat will cisplay a3 #51 of propertes on that particws

Simple Apvaried Waakly 1 Monanly Lists Property Map

Address Search A to Z Street Search

AlBIIC/D E F G H ) |J KIiL M N O
Resumparpage 10 v
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4. Select a street from the list to display the addresses on that street, then choose an

address to discover whether any planning records exist for that address.

5. Togo back and chose a different street, click on the Refine Search button.



Map Search

The Map Search allows you to identify properties that are the subjects of planning
applications using an interactive map. The map allows you to zoom in and examine each
property to locate the records of interest to you. You can filter the display by adding or
removing record types and by changing the time period.

Alternatively, if you are interested in applications relevant to a specific geographical area,
such as close to your home, you can search for records limited either to the currently
displayed map extent or to a specified radius from the map’s centre. These searches can
be saved to your Saved Searches (see “Viewing Your Saved Searches”).

1. From the Search menu, choose the select Map Search.
Please Note: The initial view shows applications submitted within the last six

months.
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2. Tozoom in on a specific location, click on a point on the map and click on the +
button. Tozoom out, click on the - button.
Alternatively you can zoom in and out by scrolling the mouse wheel.

3. Topan the image around, click on the map and, keeping the mouse button
depressed, drag in the direction you want to pan.



4. Torefine the display, click on Enable Filter. This will allow you to change the time
period from the drop down list.
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Map Search
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Most records can be displayed in two ways:
* Records from 2006 to current day will be displayed as a red polygon
* Records from approximately 1990 to 2005 will be displayed as a red triangle

Please Note: The online search facility will only allow searches back to approximately 1990.
Applications prior to this date will need to be requested from the Planning Department, for
which there may be a charge for officer time. Email planning@braintree.gov.uk for more

information.
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5. Once you have identified a record of interest, click on the triangle point or polygon to
display a summary of the information about the record.

!' i'.“ Apphication

Congragational Chueh
Dockng £m
Evaantiow

If there is more than one record associated with the property, you can click on the
navigation arrows to page through the record summaries.

To view the full record details click on the Application Details link at the bottom of
the window.



Saving Map Searches
You can add a map search to your Saved Searches list in one of two formats:

* Rectangular Search - saves all of the records of the selected record type that
apply to the area currently shown on the map

* Circular Search - saves all of the records of the selected record type that
apply to the area within a specified radius of the map centre.

Rectangular search

The rectangular search allows you to display occurrences of a record type over the
geographical area currently displayed on the map. By re-running the search, you can
monitor new occurrences. For example, if you have zoomed the map to display your
town centre and filtered the legend to display planning applications in the last month you
can save an extents search that allows you to monitor new applications arising in the
town centre on a monthly basis.

1. Zoom and pan the map to display the geographical area of interest.
2. Select the required time period.
3. Click on Save arectangular search.

Map Search & e Wih e Qe

Use Ihe Mg 500 10 HEtD yOu 200M N OF 0ull Or CCK B0 Crag 10 Dan Hound the map, 10 I0C0e P Setred Case Of Droperty. CHChing On 8 case Of pruperty On the map wil Saplay
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4. On the Saved Search Options page you may change the default search title if you
wish.

My Profile » Save Search

Saved Search Options

Search Title (editable) Planning Applications Near My House| *

Notify me via email about new () vas @ No
search results

Last Run Date
Search not run yet.

S [T

5. If you want to be notified by email of any new records matching your search
criteria, select Yes. These notifications are displayed in your Notified Applications
tab (see “Viewing Your Notified applications”).

6. Click Save to save the search to your list of Saved Searches (see “Viewing
Your Saved searches”).




Circular Search

The circular map search allows you to display occurrences of a record type over the
geographical area currently displayed within a specified proximity of the centre of the map.
By re-running the search, you can monitor new occurrences. For example, if you have
zoomed the map to display your home and filtered the legend to display planning
applications submitted in the last year you can save a proximity search that allows you to
monitor new planning applications arising within a specified distance of your home on a
yearly basis.

1.

2.

5.

Map Searth @ ey

U e map 5000 10 P 20U 2000 1 i ol OF Sk and (000 1 pan MUt e M 1 0cale T Seared Caee of gropeity O

Zoom and pan the map, placing the geographical point of interest at the centre.
Select the required time period.

Select the distance for which to search for records.

Check the Show on map box to display the proximity as a circle around the centre.
You can pan the map to make adjustments if required.

Click on Save a circular search.
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6. Onthe Saved Search Options page you may change the default search title if you
wish.

My Profile » Save Search

Saved Search Options

Search Title (editable) Planning Apps 100m radius from the office| *®

Notify me via email about new  (ves @ No
search results

Last Run Date
Search not run yet.

[ Seve [T

7. If you want to be notified by email of any new records matching your search
criteria, select Yes. These notifications are displayed in your Notified
Applications tab (see “Viewing Your Notified applications”).

8. Click Save to save the search to your list of Saved Searches (see “Viewing
Your Saved searches”).




Viewing your Search Results

Once you have run a search, a list of records matching the search criteria is displayed.

Planning » Resuits for Aj 3UoN Seal

Sortby Dote Received v!| Disction Descending|v| Resuts perpage 10 | v

B2 456 Nt

Notice of mtent o carry out works (o tree i o Cooservabon Area - Tree s located i the
courtyard which |s central 10 and surrounded Lﬁ-uus 1-11 Brdge Meadow - Section

foll Mapie tree to ground kevel and gring stump)

1 Bridge Meadow Feernng Essex COS5 9ND

Applicaticn for approval of details resarved by condition nos. J and 4 of appeoved
apphicaton 16:00555F U1

End Cottage School Road Fentow Essex CO1D 7UP

Notice of mlent 10 carnty out works 10 tees i o Conservabon Area - All Dehind
1,3.5 & 7 Adams Mallings reguire a crown redoction of approx ) metres)

5 Adams Maltngs Tnnity Street Maktead Essex COS 16D

o approved apphcation

4 of approved spplication

Rafns Search I Save Search &e Prot

Showng 1-10 of 56

Map Information

The rasuls on s page are shown on

on the left. Salect She L
arQe map’ 1o see & mode cetaled man
view of your search results

Show results on large map

Please Note: A speech bubble icon attached to a record indicates that comments may be

made about that record at this time

1. You can manipulate how the search results are displayed to help you find

applications of particular interest:

* Sort By - re-order the results according to a selected criterion
* Direction - choose whether the results are displayed in ascending or

descending order

* Results per page - choose how many results should be displayed on the
page at once. When you have made your display selections, click on the Go

button.

2. The number of results displayed (out of the total number of results) is shown. If
there are more results than fit on to one page you can navigate between the results
pages eitherby clicking on Next to view the next page or Previous to view the

previous one, or by clicking directly on the page number.

3. A map of the relevant area is displayed. Click on Show results on Large map to see
the locations of the search results in greater detail (see “Map Search”).

4. If there are too many results, or if the results do not contain the applications you are
looking for, you can go back and amend your search criteria. Press the Refine

Search button.



5. Todisplay the current page of search results in a printable format, click on the Print
button. Click on Print again in the new window to send the page to your local
printer. Press Close when you are finished with this window.

6. Toview an individual record in detail, click on its title (application description).



Saving a Search

You may find that you use a particular search regularly. For example, carrying out a
simple search based on your post code or an advanced search showing all applications
within your parish boundary. As a registered user you can save these searches to be
run again from your Saved Searches page (see “Viewing Your Saved searches”).
Additionally, when new records corresponding to a saved search arrive, news of these
will automatically appear on your Notified Applications page (see “Viewing Your
Notified applications”).

1. Tosave a search, click on the Save Search button.
2. Change the default search title if you wish.

3. If you want to be notified by email of any new records matching your search criteria,
select Yes.

4. Click on Save to save the search.

Tracking Applications

Any application can be tracked so that you can keep up to date with its progress without
having to search for it again. These cases are listed in your Tracked Applications page
(see “Viewing Your Tracked Applications”).

1. If you want to add a case to your Tracked Applications page click on the Track
button.

2. Tofind this case again, select Tracked Applications under My Profile.
3. Tostop tracking an application, return to the application details and click the Stop

Tracking button at the top of the page. Alternatively click the Stop Tracking button
next to theapplication in the Tracked Applications page.



Viewing Saved Searches

Searches that will be performed frequently can be saved so that they may be repeated
easily as often as you like (see “Searching”).

Any changes to the status of applications previously found by your search criteria or any
new applications which match the criteria of a saved search will trigger a notification.
Notifications are listed in the Notified Applications page.

1. Toview your saved searches, select Saved Searches from the My Profile drop down
list.

¢ Your search has been saved. You can re-fun and edit your search on this page at any time

ansules In Tray Prafiie Details Saved Searches Notifiod Applicatons Tracked Apgications

Run Ean Decats
= Planning Applications Near My House Agpicatior
- Ptanning Apps Y00m radius from the offce Appication

consideraton - Black Nofley Fangh ADpication

-

2. You can sort the list by clicking on the appropriate column headings:

e Search Title - sort the list alphabetically by search title
e Search Type - sort the list alphabetically by search type.

w

To perform a saved search now, click on the Run button for that search.
Please Note: Circular map searches cannot be run from the Saved Searches page.

»

To modify the search criteria, click on the Edit button for that search. This
returns you to the appropriate search form and allows you to change the details
of the search.

5. Toremove a search from the list, click on the Delete button for that search.



Viewing Tracked applications

After locating an application of interest by searching, you can choose to keep a watch on
what happens to it by tracking it. Applications are displayed on the Tracked Applications
page. When applications that you are tracking are modified a notification will appear on the
Notified Applications page and you will be sent a notification email.

1. Toview these applications, select Tracked Applications from the My Profile drop
down list.

Consutes In Tray Profis Detals Saved Searches Notted Agpications Tracked Applications

South Of Stonepath Derve Hatfiskd Paversl Essen Applcation  Panding Consicaration

oMT7 58JQ Applcation  Penaing Congoscation

Littie Park A7 5J4Q Applcation  Pen

ocking Brantrae Essen Appication  Pending Co

2. You can sort the list by clicking on the appropriate column headings:

* Reference - sort the list alphanumerically by reference

* Address - sort the list alphanumerically by the address that is the subject
of the application

* Type - sort the list alphabetically by the application type

e Status - sort the list alphabetically by the status of the application.

3. Toview a tracked application, click on the View button for that application.

4. Toremove an application from the tracked applications list, click on the Stop
Tracking button for that application.



Viewing Notified applications

When applications that are the subject of a saved search or those in your Tracked
Applications list are modified, a list of those applications will appear in the Notified
Applications page. You will also be sent a notification email.

910 4 9 Y3 @ |4, |+ Saved search results and Tracked Applications have been updated M E % N
] Message IDOX McAfee E-mail Scan Adobe PDF o 0
& == '7‘! { i_ f (2 Forwarding Plan... 53 B~ =% Mark Unread a‘ # ©
x _é _.3 3 34 Planning Portal ... '~ _J ‘j - b ‘%~ A
&- Delete = Reply sz{ly Forward ?i) - £ Forward = Meve B- B Categorize ~ Tranvslate s - Zoom
Delete Respond Quick Steps T Move Tags . Editing Zoom
From: publicaccess@braintree.gov.uk Sent: Thu16/02/2017 09:51
To: Stirland, Emma
Ca
Subject Saved seardvresults snd Tracked Auplicibonshove bieet tiaduted
The following results have been updated recently: &
||
Tracked Applications
Application to vary Condition 4 of approved application 14/00205/FUL - There shall be
no more than three competitive events held at the venue in any single week. - The Oast
House Codham Little Park Drive Wethersfield Braintree Essex CM7 5JO
Ref. No: 17/00102/VAR | Status: PCO | Case Type: Planning Application
Application to vary Condition S of approved application 14/00205/FUL - The
competitive events shall not start before 09:00 hours not continue bevond 18:00 hours -
The Oast House Codham Little Park Drive Wethersfield Braintree Essex CM7 SJOQ
Ref. No: 17/00103/VAR | Status: PCO | Case Type: Planning Application
|
A — A

1. Toview your notifications, select Notified Applications from the My Profile drop
down list.

My Profile » Notified Applications 6 Help with thes page

Consutee in Tray Profile Detads Saved Searches Notified Applications Tracusd Appications

Updated Tracked Applications

View Oscard Notficason Oate  Tescription

19 Fed 2017 Application to vary Condtion 4 of approved appication 1400205FUL - Thare shall be no more than three compelitve events heid 3t the
VaNnue In any 5ngie week

'

Updated Results For Saved Search: Searching apainst Peacock Close

Ceac a0 34 resuits hom s search

View Track Dwscam Natrficaton Oate Oescrption
(=] 17 Feb 2017 Erection of raar consenvanory
= 17 Feb 2017 Erection of consarvatory
(- 17 Feb 2017 Proposed erechon of side extension over garage and conversion of garage to Arang room
Q 17 Feo 2017 Erection of first foor and sngle sloney CuUlDudng
(-] 17 Feb 2007 Conversion of existng detached single garage 1o 3 doulie and extend garags 3t raar
o 17 Feb 2017 Eruchion of rear porch



The tracked applications that have been modified are listed at the top of the
screen. These are followed by the modified applications that are subject to your
saved searches.

Toview an application, click on the View button for that application.

To remove an application from the notifications list, click on the Discard button for
that application. To delete all of the notified results for a particular search, click on
Discard All Results From This Search.

Additionally, you can select saved search applications from the notifications list and
track these. Click on the Track icon for the applications of interest. These will now be
added to your Tracked Applications page.



Making a Comment

Anyone can use the Public Access site but to take advantage of the advanced profile
features and submit comments, you must first register a user account. To register go to
www.braintree.gov.uk/pa and click on the “Register here” link.

Registration

i, Search - og Wy Profile - f, Login L,j Register

Registration

Cnce registered the following additicnal functionality will be available:

= Tracking applications
= Saving Searches
»  Email notifications about tracked applications and new search results.

Fields marked with a * must be completed.

Title * |

First Mame * |

Surmame * |

FPhone Number |

A confirmation email will be sent to the email address you provide below.

Email Address * |

Confirm Email Address * |

Your password must be at least 3 characters long and be a mix of lefters and numbers.

Password * |

Confirm Password * |

Please Note: Passwords must be eight characters or longer, must contain a mixture of
letters and numbers and must not contain spaces.



http://www.braintree.gov.uk/pa

An email will be sent to the address you entered. This provides final confirmation that you want to
create a Public Access account. When the email arrives, click on the link to be returned to the
Public Access site.

Subject: Registration Confirmation Request

To confirm your registration please click the following link:

http://DEVCORE103/online-applications/registrationConfirm.do?
action=createUser8key=83ff6b85ebe336d5d6e984bet1146f8e

If required you can also copy the link to the address field of your browser.

Please Logon with the username and password you originally selected.



Login
Enter your email address and password and click Login

Forgotten password

e |f you forget your password, click on the Forgotten password? link

o Enter your email address and then enter a new password twice. Click the Change
Password button.

e A confirmation email will be sent to your email address. When it arrives, click on the
confirmation link. You will now be able to log in with your new password.

Make a Comment

1. Once you have found the application for which you wish to comment on, click
on the Make a Comment button.

Pianning » Application Summa
nstatahan of rew exiemal cold-roomes, Instalaton of new plant equipment. external changes 10 forecourt Mciuding cemaltion of car wash 10 prowide acahional
parking | Co-0p Texaco Service Stanon Beaintres Bypase Branyee Easax CM77 8GG
1 Save Search Retne Search Track Mok » Cormmrant G Pt
Detalls omments Documants ) Selatec Cases (7 Map
Summary  Further Information Contacts Important Dates
Re‘erance 1700225F
Anemalive Refaence Not Avaiatie
Appicaton Recewvec Wed 08 Fab 2017
Apgicabon Valdatec Mon 13 Feb 2017
Address Co-op Texaco Service Staticn Braintree Sypass Brantree Essex CMT7 860
Progoss instatabon of new extermal coldooms. instaliation of new plant equipment, wdemal changes 1 forecourt INciuang camolion of car

wash 10 crovioe aadibional parking

Status Pending Consideraton
Appeal Status Unknown
Appeal Decision Not Avalatie

There ane € 0 Wenls ass0Ciated with this aDpkcation

There are 0 cades ass0ciabed with this applcabion

There are 4 hes associated with thes appicaton

2. Your personal details will already be completed. (If they are incorrect, you
can click to “update my personal details” to make changes.)

3. From the Commentor Type drop-down, select from a number of options.
4. Select your Stance (Object, Support, Neutral).

5. Use the Your Comment to type your comments.
Please Note:
e You will not be able to upload additional information or photographs.

This will need to be sent in the post or dropped in at our reception
instead.



e Please also be aware that the website might time you out after an hour
so bear this in mind if your comments are lengthy.

e If your comments do exceed 2000 characters, you will see a warning
suggesting that the comments have been truncated. This is not the
case and your comments will be published in full.

6. Tick the box Send me an email confirming my comments to receive a
receipt and copy of your comments.

7. When happy to submit, click the Submit button.

Detaits Comments Documents (& Rsiated Cases (2) Map

Make a Comment

You may make a comment supporting or obiectng 0 this appication Your comments wil be submtied and made avatabie oniing In due course 'We wil not crsplay your
perseny Cata onine howeve! your adaress will b2 displayed

Appication Refsrance 1700225 LA
ASIess Co-op Texaco Service Station Braintres Bypass Srarses Essax CM77 8GG
Proposat INSLARALoN of New exXIema COII-00MS, INSEAIENoN Of New DNt eguIpMEent. xtemal than)es 16 TorscouTt INCLAng G=moltion of car wash
10 provide acdnonal parking
Case Offcer Mrs Sancra Green
ATE yOUr DENsonal Cetals Cormect™ CRCk 10 update my personal detaks
Your Titke *

Your First Name: *

Your Sumame *

Your Address *

Your Tel No

Your Email Adcress *

Commenter Type * Selact vl

Stance: * Otject Support Neutra

Your Comment

| Seng me an emad contyming my commants

[ submit I



