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CONTRACTOR SUBMITTAL COMMENT RESPONSE INSTRUCTIONS

	
Block Instruction:
Title Block – Enter Contractor’s Name.

Blocks 1-12 (skip 6) to be completed by the MSA BTR.  Enter NA for unused blocks.

1. Enter the contract/release number.
2. Enter the contract title.
3. Enter the submittal register number listed on the submittal register.
4. Enter the submittal version number.
5. Enter the submittal title.
6. Enter the Reviewer name here.  No signature/date required if form is emailed.
7. Enter the Approver designated as responsible for the submittal.  No signature/date required if form is emailed.
8. Enter the BTR designated as responsible for the submittal.  No signature/date required if form is emailed.
9. Enter the location in the submittal the comment pertains to.
10. Enter the applicable SOW section and/or subsection reference.
11. Enter comments that require a response from the Contractor to resolve MSA Reviewer/Approver comments/recommendations.  
12. Enter the recommendation for resolution.
Blocks 13-14 to be completed by Contractor.
13. Enter a response to each comment/discrepancy and recommended document change.
14. Enter a signature and date after completing these blocks.  No signature required if form is emailed.
Block 15 to be completed by the Approver/Reviewer/Originator of Comments, or Manager of the Originator.
15. Approver/Reviewer may indicate:
· FULL CONCURRENCE:  Document acceptance of the discrepancies as resolved per Contractor Response.
· FINAL COMMENT DISPOSITION:  Indicated this issue has been resolved without accepting the comment, either by elevation of the issued to management for resolution, or through contract negotiations, or the comment has been superseded/withdrawn by the originator of the comment(s).  Provide an explanation and attach to the Contractor Submittal Comment Response Form.
· RE-SUBMITTAL REQUIRED:  Comment does not resolve the discrepancies.  Initiate a new comment sheet and explain the reasoning, and elevate issue to BTR/CO to assist in getting the parties together to resolve the issue. 1
NOTE 1:  BTR documents any new actions required by the Contractor on the MSA Contractor Document Submittal Form, and coordinates with the Contract Officer to obtain resolution of the issue.
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