Comment Review Methods

	Method
	Materials Needed
	Time Estimate
	Steps
	Pros/Cons

	Walk the wall
	Walls or easels

Flipcharts (one per item)

Printed copies of comments

Supplies for making notes on comments
	
	1. Finalize all comments

2. Print copies of comments

3. Post copies on flipchart paper (one flipchart per item) attached to conference room walls or on easels

4. Team members move around the room, review comments, indicate needed changes on the copies, initial flipcharts to indicate consensus
	· Requires access to printer and supplies

· Requires time to print and set up

· Requires wall space

· Requires sufficient space in conference room to accommodate team member traffic

· Several team members can review the same Item comments simultaneously

	Electronic walk the wall
	Laptops (one per Category Owner)

Notepads and pens (one set per laptop)
	
	1. Finalize all comments

2. Open comment documents on laptops

3. Team members move around the room, review comments on screen, indicate needed changed on notepads, initial file or notepad to indicate consensus
	· Requires laptops

· Requires table space

· Minimal time to set up

· Several team members can review the same Item comments simultaneously

	Review paper copies
	Printed copies of comments

Supplies for making notes on comments
	
	1. Finalize all comments

2. Print copies of comments

3. Team members pass printed copies around, review comments, indicate needed changes on copies, initial to indicate consensus
	· Only one or two team members can review an item at a time

· Moves quickly

· Doesn’t require large amounts of room

· Requires time/ability to print comments

	Project comments on wall
	Projector

Laptop

Comment files
	Infinite
	1. Finalize all comments

2. Set up laptop and projector

3. Open comment files on projector laptop

4. Team reviews comments en masse, agrees on changes (which are captured either on screen or on paper by Category Owner), initials file to indicate consensus 
	· Requires projector

· Requires wall space for projection

· Requires setup

· Ties up entire team

· Danger of committing group editing
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