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	In Sheet No. column, use a 1 for General comments, X for  estimate comments, Y - pg # for Specifications, and Z - pg # for DSR, and the alpha numeric pg # of Plan sheets (use an  A  if  no Alpha is used on the plan  sheets)

In the Section column below please use your assigned Functional group identifier: Right-of-Way = RW; Traffic Design = TD; Traffic Safety = TS; Highway Design = HD; Materials = M; Bridge Design = B; Survey = SC; Internal Review = QC; Construction = C; Utilities = U; Specifications = S; Review Engineer = RE; Maintenance = M&O; Environmental = ENV; Hydrology = HY.

	Item No.
	Sheet No. / Page No.
	Section
	Comment
	Response
	Meeting Note


	1) 
	
	
	Please save this form to your computer before you make changes
	
	

	2) 
	
	
	
	
	

	3) 
	
	
	When using Alpha numeric pages use a space between the letter and the number.  A 01 not A01, when commenting on the specs that have over 99 pages, use Y 001, Y 010, Y 100 for pages 1, 10 and 100,  The sort feature will then order the comments correctly.
	
	

	4) 
	
	
	To add more comment rows, highlight the number of rows you wish to add, click on Table in the top bar above and click on insert rows.
	
	

	5) 
	
	
	To edit the header to add the project name and number, your name and section, and the date Click on view then on header & footer.
	
	

	6) 
	
	
	In order to see how this works, click on table in the menu bar and on sort in the pull down menu, chose no header and select column 2.   Please note that blank boxes will come before anything else so the sorted comments will appear at the end of the form.
	
	

	7) 
	
	
	
	
	

	8) 
	
	
	
	
	

	9) 
	
	
	
	
	

	10) 
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