

COMMENT RESPONSE MATRIX 

	No.
	Document / Drawing Ref.
	Section / Page / Detail No.
	Reviewer’s Comment
	Date Received
	Response / Action Taken
	Responsible Person
	Status (Open / Closed / Pending)
	Date Closed

	1
	DRG-001
	Sheet 2 – Detail A
	Relocate drainage pipe to avoid existing cable route
	05-Aug-2025
	Pipe alignment adjusted and updated in Rev-02 drawing
	Design Engineer
	Closed
	07-Aug-2025

	2
	REP-03
	Page 15
	Clarify material specification for retaining wall
	06-Aug-2025
	Added specification to Section 4.2 of report
	Civil Engineer
	Closed
	08-Aug-2025

	3
	DRG-005
	Sheet 1 – Cross Section
	Increase shoulder width to 2.5m
	06-Aug-2025
	Under review – will confirm in next design meeting
	Highway Engineer
	Pending
	—







Purpose
A Comment Response Matrix is used to:
· Record all review comments received on project documents, drawings, or reports.
· Provide structured responses from the project team.
· Track the implementation or resolution status of each comment.
· Maintain a transparent record for approvals.
Recommended Use
· Assign unique comment numbers for traceability.
· Keep document reference and detail number precise so the comment is easy to locate.
· Status should be regularly updated until all comments are closed.
· Maintain a master version in Excel or a database so sorting/filtering by status, responsible person, or document is easy.
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