Checklist for Changes to a Document due to Comments Made from a Ballot and in Readiness for a Subsequent Ballot

	QUESTION
	RESPONSE
(Y/N)
	COMMENTS

	GENERAL
	
	

	Is there a significant change to the Rationale and/or the Scope? 
	
	If there is a significant change to the Rationale and/or the Scope as a result of the comments received on the document,  then the project is to go back to the A-6 Panel and the Steering Council for their affirmation, or not.

	Have all the comments been resolved between the commentator and the sponsor?
	
	This is required prior to ballot of next draft.

	If all the comments cannot be resolved between the commentator and the sponsor, has the issue been resolved by a vote by the Panel and the Committee?
	
	Any unresolved issue must have the panel resolution documented in the panel minutes. This resolution is binding as the panel position on the issue. All panel disallowed non-approvals must have the Committee A-6 resolution documented in the committee minutes. The resolution is binding as a committee position on the issue.
If the issue is not resolved by Panel and Committee votes, then the project is cancelled.

	Is there a document that records the disposition of the comments?

NOTE:  This should be sent to the SAE as a supplementary document at the same time as sending the revised document for the ballot.
	
	This assists the reviewers of the next draft.

	Have all the changes to the document been clearly identified on the new draft?
	
	For example, has “Track Changes” been used or the text is highlighted in Yellow, or a red font has been used?

	Has a document been provided that details the changes and the reasons for the changes?
NOTE:  This should be sent to the SAE as a supplementary document at the same time as sending the revised document for the ballot.
	
	When the draft is balloted, it will assist the reviewer to assess the changes between the previous and the new draft.

NOTE: Sometimes the changes are not that obvious, for example when a section of text has been deleted.

	Prior to submission for ballot, has the document been robustly reviewed by a peer?
	
	

	
	
	

	FRONT PAGE
	
	

	Is the draft date provided?
	
	Note – this should be in the header for the remaining pages of the document.
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