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Instructions:

Make sure the email message contains the comment author’s first and last names and phone number.

Don’t write in any of the shaded columns.

ORG - Agency name/office symbol goes here (Author's name is optional)

Page - Page # goes here

Para # - Paragraph number or Figure/Table number goes here.  Preface figure numbers with the word Figure, and table numbers with the word Table

C/S/A – Rank your comment as Critical/ Substantive/Administrative

Comments – Must fill in the Rationale field, and either the Comment field or To  field.  Can fill in all four if desired. This format helps facilitate making the requested change.

