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ORGANIZATION NAME:  (insert org. name here)
POINT of CONTACT INFORMATION: (insert POC name, phone number, and email address here)
DATE : mm-dd-2016    

How to populate the Comment Matrix:
Please use this template to provide comments and suggestions on improving the FedRAMP Readiness Assessment Report. 

1. First, double-click on the header on p. 2 and provide the following information: 

a. Date – provide numeric month, day, and year.
b. Provide your organization’s name.
c. Provide the name, email address, and phone number for a point of contact (POC) if we have any questions on the comments.
2. First column provides the comment line number; it is greyed out as it is automatically generated by Microsoft Word.
3. Second column identifies the comment author. 
4. The third column identifies the location in the document on which you want to comment.  Enter the line number of the document text to be commented on.  
5. For the fourth column, identify the type of comment. The responses are: 
	Code
	Change Type
	Example

	E
	Editorial
	Typos, grammar, format

	G
	General
	Structure, cohesion, accuracy, consistency, clarity

	T
	Technical
	The third check in Configuration Management should be XYZ.


6. The fifth column identifies the document contents that you believe should be updated and the reason for this change, e.g., review time period is not correct. 
7. The sixth column, Proposed Change, documents the way you would like to see the document information changed, e.g., review the document every six hours. 

8. The seventh column, FedRAMP Comment Resolution, is for internal FedRAMP use and should not be filled in.  

To add rows to the table, hit Tab on the last row/cell of the table.

Please email any questions regarding completion of this template to info@fedramp.com.
	ID #
	Author of Comment
	Line #
	Type of Comment(E-G-T)
	Comment (Justification for Change)
	Proposed Change
	FedRAMP Comment Resolution

	1. 1
	
	
	
	
	
	

	2. 1
	
	
	
	
	
	

	3. 1
	
	
	
	
	
	

	4. 
	
	
	
	
	
	

	5. 
	
	
	
	
	
	

	6. 
	
	
	
	
	
	

	7. 
	
	
	
	
	
	

	8. 
	
	
	
	
	
	

	9. 
	
	
	
	
	
	

	10. 
	
	
	
	
	
	

	11. 
	
	
	
	
	
	

	12. 
	
	
	
	
	
	

	13. 
	
	
	
	
	
	

	14. 
	
	
	
	
	
	

	15. 
	
	
	
	
	
	

	16. 
	
	
	
	
	
	

	17. 
	
	
	
	
	
	


`
Page 1 of 2
Page 2 of 2

