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UNCLASSIFIED


STANDARDIZED COMMENT MATRIX PRIMER

Please use the matrix below as a format for submitting comments.       

The matrix on pages 4 is for use as a format for submitting comments on all joint training CJCS draft instructions and draft manuals.  

Except as noted below, an entry is required in each of the columns.       

Column  1 – ITEM


Numeric order of comments based on an original sort by page number.

Column 2 – SOURCE

EUCOM - US European Command 

CENTCOM - US Central Command 

PACOM - US Pacific Command 

JFCOM - US Joint Forces Command 

SOUTHCOM - US Southern Command 

NORTHCOM – US Northern Command

SOCOM - US Special Operations Command 

NORAD – North American Aerospace Command

TRANSCOM - US Transportation Command 

STRATCOM - US Strategic Command 

USA – US Army

USN – US Navy

USMC – US Marine Corps

USAF – US Air Force

USCG – US Coast Guard

J1 - J-1

J2 - J-2

J3 - J-3 

J4 - J-4 

J5 - J-5

J6 - J-6

J7 - J-7

J8 - J-8

JSLC – Joint Staff Office of Legal Counsel

OCJCS/RM – Assistant to the CJCS for National Guard and Reserve Matters

NGB – National Guard Bureau

Column 3 – TYPE


C – Critical 


M – Major


S – Substantive


A – Administrative

Column 4 – PAGE


Page number expressed in decimal form (Page I-2 = 1.02, Page IV-56 = 4.56, etc.) using the following convention:


0 – General Comments 

0.xx - Preface, TOC, Executive Summary  (Page i - ?) 


1.xx – Enclosure A


2.xx – Enclosure B


3.xx – Enclosure C



etc.


51.xx – Appendix A


52.xx – Appendix B


53.xx – Appendix C



etc.


99.xx – Glossary

NOTE: An entry in this column should be used when commenting on draft joint publications. 

Column 5 – PARA

Paragraph number that pertains to the comment expressed. (i.e. 4a, 6g, etc.) 

Column 6 – LINE

Line number on the designated page that pertains to the comment, expressed in decimal form (i.e., line 1=1, line 4-5 = 4.5, line 45-67 = 45.67, etc.) For figures where there is no line number, use "F" with the figure number expressed in decimal form (i.e. figure II-2 as line number F2.02). For appendices, use the "F" and the appendix letter with the figure number (i.e appendix D, figure 13 as line number FD.13; appendix C, annex A, figure 7 as line number FCA.07)

Column 7 – COMMENT


Comment text in line-in-line-out format.

Column 8 - RATIONALE


Concise explanation of the rationale for the comment.

Column 9 - DECISION


Accept (“A”), reject (“R”), or accept with modification to the comment (“M”). 


NOTE: This column is for the Joint Staff/J-7 OPR (Division Chief) or Directorate use only.

TIPS AND TRICKS OF THE TRADE

Headers and Footers

1. Publication name 

2. Classification (Unclassified/Secret/ etc.)

3. Column headings

4. Filename (insert from header/footer drop down menu)

5. As of “date” (insert from header/footer drop down menu—manually enter date when finalized for tracking purposes)

6. Page X of Y (insert from header/footer drop down menu—manually enter last page number for Y when finalized—tracks total # of pages and does not default back to actual page #)

Combining Matrixes

1. Select all and correct for font and font size (Times New Roman, #10).

2. Copy one entire matrix and paste it a few lines below the last row of another matrix.

3. Adjust column widths as necessary to match one matrix with the other (use the column headings in the document header as a guide).

4. Merge the matrices into one by deleting the lines between the two. 

Item (row) numbering (automatic numbering)

1. Highlight column number 1 from top to bottom.

2. Delete the existing number and then renumber by selecting automatic line numbering on the formatting tool bar.

Sorting


1. Select:  “Table” on top menu toolbar.

2. Select:  “Sort.”

3. Select:  “Sort by, Column 5 (Page column), Number, Ascending.”  

4. Select:  “Then by, Column 7 (Line column), Number, Ascending.”

5. Select:  “Then by, Column 4 (Type column), Text, Descending.”

Executive Summaries

Do not make comments on the executive summary until the FC.  Main body text will be copied and pasted into the executive summary reducing the amount of time spent on making the two accurate. The contractor with LA and/or JSDS input will include an executive summary in the FC released for review and comment.
	1
	CENTCOM
	A
	i
	4.
	25
	Add period to end of:  See enclosures A through D.  Capitalize Enclosures.  
	Correct grammar.
	

	2
	CENTCOM
	A
	i
	5.
	27
	Add period to end of:  See Glossary Part II. 
	Correct grammar.
	

	3
	CENTCOM
	A
	i
	6.
	29
	Add period to end of:  See Enclosure C.
	Correct grammar.
	

	4
	CENTCOM
	A
	ii
	9.
	5
	Add period to end of sentence.
	Correct grammar.
	

	5
	CENTCOM
	A
	B-2
	3.c.
	28
	Add comma after exclusively
	Grammar
	

	6
	CENTCOM
	S
	C-1
	1
	9
	Should read: Reserve Component
	Not limited to National Guard
	

	1
	J6
	S
	A-2
	3.a.
	6.8
	This paragraph implies any joint academic instructional program is covered under this policy.  With no definition of education vs training provided to assist, it is unclear how courses offered by the NDU or the JFSC fit into this policy.
	Need to clarify educational vs training requirements
	

	2
	J6
	A
	i
	Ref
	5
	Change to read “See Enclosure E F”
	Correctness  
	

	3
	J6
	A
	i
	6
	29
	Change to read:  “See Enclosure C D”


	Correctness


	

	4
	J6
	A
	A-1
	1
	16
	Change to read “…warfighting missions.  This document”
	Correctness.  Punctuation missing at the end of the sentence.
	

	5
	J6
	A
	A-1
	1
	16.18
	Delete the sentence “This document helps prepare US forces for joint, and multinational operations across the full spectrum of military operations in an interagency environment.”
	Not needed.  The document itself does little to prepare forces for operations.  Rather, the training, when conducted according to this policy, is the biggest factor in making our forces combat ready.
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