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Instructions:

1. Document reviewer completes Section 1 prior to reviewing a document with the exception of Date Closed.  

2. During the review, as comments are generated, the Ref #, Page, Para, and Comment columns of Section 2 should be completed.  Ref # is a numerical reference for each comment, beginning with 1, i.e. 1, 2, 3, 4...  Page is the page number where the comment originated.  Para is the paragraph number or section where the comment originated.  Comment is a description of the comment. 

3. Once the review is complete, the reviewer should forward a copy of the form to the document originator.

4. Discuss the comments with the originator.  The reviewer should then complete section 3.  Ref # is the reference for the comment identified in section 2.  Result is the action to be taken.  Date is the date the result was discussed.

5. For each comment identified in section 2, verify that the result has been implemented and enter the date in the Closed column.  In most cases, this will occur once changes to the document have been completed.  If a comment is found to be invalid, the Closed date will correspond with the date the result was discussed.

6. Once all comments have been closed, complete the Date Closed block in Section 1.
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