FAA SEM Commenting Guide


Introduction

This document outlines the FAA System Engineering Council’s (SEC) preferred approach to generating comments on the System Engineering Manual. 

The process of correlating all comments in a manner that all comments are fully considered requires a structured approach so that the comments can be evaluated with a minimum time devoted to administration.  It is important that an easy to correlate format be used for feedback to allow the limited time of the developers be put to optimum use. Large numbers of submitted comments mean that even simple analysis tasks become extremely time consuming. The use of a template greatly accelerates the initial processing of comments, allowing more time to review and analyze the comments prior to comment disposition.

Suggested Basic Steps in Your Review

1. Open and become familiar with the SEM commenting template file (“SEM Comments Tracker Template.xls”).

2. Carefully read this Commenting Guide. Time spent reading this guide will ensure that your comments can be more effectively used.

3. Read the document under review.

4. Rename the appropriate commenting template file to [yyyymmdd_doc-id_reviewer’s-id.xls], where:

yyyymmdd = date comments submitted

doc-id = SEM

reviewer’s id = three letter initials of the reviewer or reviewer’s organization

5. Enter information into your file observing the instructions in this guide.

6. Provide your completed file to the designated point of contact for processing.

Overview

· Use the Excel spreadsheet comment template.  Please do not modify the template except as permitted by this Guide.

· Provide a clear and complete description of the problem and the rationale for the proposed change.

· Provide proposed text or graphics to help understanding and to facilitate acceptance and implementation of the comment (comments that define a problem but that provide no proposed solution will be treated as having "insufficient information for implementation of a solution" and will be largely ignored in the document development process. 

· Use the “Editorial” (E) category only for grammar, spelling, punctuation and readability problems.

· Avoid using the “General” (G) comment category if possible.

If “General” comments must be submitted, then provide the full proposed text or graphics for the updated document.

· List comments strictly by section and line # (if available) or section/subsection/figure/table and associated paragraph/sentence/bullet/item.

· Comments that affect more than one part of the document should be cross-referenced in full (e.g., reference section 4.1 line #123 vice "see next comment").

· Do not use any non-character highlighting (e.g., strike through, bolding, italics, color, type face or point size). Characters such as " (double quote) or  ' (single quote) may be used.

Commenting template

Following the points below will facilitate management and manipulation of the comments.

	· 
	The spreadsheet file should be named as specified above to facilitate tracking.

	· 
	Large amounts of text and figures should be provided individually as a separate attachment for each comment. They should be identified so that they can be easily traced to the source comment (e.g., for comment ABC-1 use ABC-1_Figure_1.ppt or ABC-1_additional_text.doc where “ABC” would represent the submitter’s initials or organizational code).

	· 
	The spreadsheet footer should not be changed as it:

· Identifies the soft copy filename so hard copy and soft copy can be easily matched

· Identifies how many pages of comments exist.


Categories

Where comments are not accurately categorized, they may not be accorded the level of attention intended by the commenter.

	CATEGORY
	ABBREVIATION
	CATEGORY DEFINITION

	Editorial
	E
	Covers spelling, grammar, punctuation and readability problems. These are matters that should be able to be resolved offline by the Project Editor.

	General
	G
	Avoid use of this category if at all possible.

If the comment is Editorial, it will greatly assist the technical editor if each occurrence is identified. If it is Technical, then it will be important for every contributing item to be addressed (by individual comments).

	Technical
	T
	Problems of content.


Fields

These fields are required to facilitate tracking and so that comments may be imported into a database, if necessary.

	Reviewed Document
	This field contains a restricted value which cannot be changed by the submitter.

	Submitter’s Name
	Enter appropriate first name and last name of the submitter.



	Type of Submission
	Select from the dropdown list either “Individual” or “Group.”  

Please note that it is requested that comments be consolidated and submitted by a single organizational entity (internal or external to the FAA) vice submissions by multiple individuals within a single organization, if appropriate.  This note is not intended to preclude individual comment submissions where the submitter is not associated with an organization or is not speaking from a given organization’s perspective.

	Submitter’s Organization
	Enter appropriate organization name and code, if applicable.

	Submitter’s Telephone #
	Enter a telephone at which the submitter may be contacted to clarify any comments.

	Submitter’s Comment #
	Starting from “1” enter a unique sequential number to number the comments. This can be done using the Microsoft Excel "Edit, Fill, Series" command after the comments have been finalized.

	SEM Section
	Enter the section of the SEM to which the comment applies (e.g., 4.1, 4.2, Chaps 1-3).  A dropdown list of possible sections is available in the spreadsheet.

	SEM Section Version #
	Enter the version number of the section to which the comment applies (e.g., 1.0).  The section version number is contained in the header of the particular SEM section file.

	Category
	Classify the comment as:

T
Technical

E
Editorial

G
General (Note: If possible, avoid using this category especially for mature documents. General comments should be covered instead by multiple specific comments to ensure that each and every instance is addressed.)

	Sub-section, Figure, Table, or Line #
	If the comment is in reference to a Figure or Table, then enter the Figure or Table #.

Otherwise, enter a line #, if available.

If a line # is not embedded in the document, then enter a sub-section # (e.g., 4.1.2.3).

	Paragraph, Sentence, Bullet, or Item #
	Only enter a paragraph (e.g., 2nd paragraph), sentence (e.g., 3rd sentence), bullet (e.g., 1st bullet), or item # (e.g., enumerate item # 4) reference if there is no line # contained in the document to reference. 

	Comment and rationale
	State the details of the comment and the rationale (why it exists). The rationale may be important in assisting understanding during comment disposition.

	Proposed new text and/or graphics
	Provide new/alternative text, exactly as it is intended to appear in the revised document. This helps to convey good understanding of the intent of the comment and facilitates easier implementation of the changes.

If proposed new text is missing, much unproductive time can be spent in trying to understand and resolve what was intended. Because of time constraints comments may be rejected or not actioned solely on the basis that new/alternative text is missing.


Additional Guidance

To facilitate effective implementation of comments as intended, please note these points:

· Each comment should be self-contained, i.e., it should not make broad reference to previous or other documents. Instead, include the exact proposal for alternative text.

· It is preferable to repeat text, rather than to cross reference sets of related comments, as the disposition may vary because of other related comments. During the disposition process, comments will be sorted into other sequences, thus rendering follow-on comments incomprehensible.

· If it is necessary to cross reference to another comment in the same set, do this with an absolute cross-reference (after the full set has been uniquely numbered, if necessary).

· State comments objectively and succinctly.

· Do not 'Hide' rows to remove them.

· De-personalize all comments – never refer to “you”, “they”, etc., but rather, use terms such as “the standard”, “the clause”, “the concept”, etc., unless referring to relevant historical fact.

· Ensure that any blank rows are deleted. 
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