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INSTRUCTIONS FOR USING THE COMMENT FORM FOR

AMERICAN NATIONAL STANDARD DOCUMENTS

Here are some guidelines for using the Comment Form to its full advantage.  Please print this page and save it for future reference.

1) Use WORD to enter your comments on the form along with your recommendations for resolution of the comments.

2) Please do not change any element of the form (with the exception of adding additional ROWS [not columns]).  Your form will be merged with others so it is essential that the column widths remain unchanged!  When all sets of comments have been merged into one master set of comments on a document, the total set of comments can be easily sorted in numerical comment order by highlighting the clause and subclause column and using the sort command available for tables created by Microsoft WORD. If you modify the column widths, it will cause a great deal of extra work for someone else. 
3) Use a separate row for each comment no matter how long or short it is.  If you have several comments on the same clause, use several rows.  

4) Put your initials in the second column – in every row you use.  

5) Enter the Clause or Subclause number in the next column.  Only use a number here except in the case of an Annex (see below)  Do not enter the title of the clause, page number, paragraph number, or anything else.  In the event that the standard has more than 9 clauses, it would be helpful if you number them 01, 02, 03, etc. This way, they will sort properly.  

If your comment is on the Introduction or Foreword, use 0 as the Clause number and enter the word Introduction or Foreword in the next column.

If your comment is on an Annex, use the letter of the Annex i.e. for Annex A Clause 2, enter "A2"; for Annex D, enter "D".  For Bibliography, enter "Z".

6) Cite the Paragraph, Figure, or Table number in the next column.

7) Identify each comment as General (ge), Technical (te), or Editorial (ed).  

8) The form will allow you to enter as long a Comment as you like.  If one comment fills a page or more, that's OK.  Just make sure it is one comment.  Try to be specific and concise.

9) Use the Proposed Change column to explain what would resolve your concern. (Use the Comment column to identify the problem; use the Proposed Change column to identify a solution.)

10) Don't fill anything in the last column.  This will be used by the Working Group Chair to indicate if this comment was accepted and incorporated into the revision.  If it is not accepted, they will indicate why not. 

