Vessel Sanitation Program (VSP) Construction Guidelines and Operations Manual Revision 

Please follow the instructions below to request changes to the 
2011 VSP Construction Guidelines and Operations Manual.
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	Comment No.:
	






Guidance for Submitting a Change Request
Intent: Any interested person or group may submit a change request or multiple requests.   
[bookmark: _GoBack]Change Requests: Change requests must be completed in accordance with the directions outlined on this form and based on the 2011 versions of the VSP Construction Guidelines, Operations Manual, and the Clarifications documents, available on VSP’s website: www.cdc.gov/nceh/vsp. 
Collective Request: If submitting a change request on behalf of a group or organization, indicate the point of contact in the “Name” line and the group in the “Organization” line.
Form and Content of Change Requests: Please use a separate form for each change request. Submit completed form as a document (“.DOC” or “.DOCX”) attachment to an e-mail. Attach supporting information as PDF or DOC/DOCX attachments to the same e-mail as the associated change request form. Please send only one change request form with supporting information per e-mail.  
Where to Send Change Requests: Send completed change requests and substantiating resources to: vsp@cdc.gov. Include the phrase “CHANGE REQUEST” in the subject line.

Withdrawal of a Proposal or Comment: Withdraw a change request at any time by sending an email stating so to vsp@cdc.gov. Include the phrase “CHANGE REQUEST WITHDRAWL” in the subject line.










Guidance for Completing Change Request Form
Provide a Change Subject: Include details in less than 10 words of the main subject.
Provide the Section Number: Indicate whether the section number is for the Construction Guidelines or Operations Manual (including Clarifications). If it applies to both, include the corresponding section numbers from each document.  
Provide the Change for VSP to Consider and the Recommended Solution: Propose NEW or REVISED or DELETED text. Provide the text of the change request with the specific wording desired, including deletions and additions. Strikethrough text to be deleted. Underline text to be added. Ensure the request is complete and specific to eliminate misinterpretation.
Provide the Public Health Significance for the Reason and Benefit of the Suggested Change: Justify why the requested change is necessary to improve the current versions of the Construction Guidelines and/or Operations Manual. If requesting to add or delete a requirement then support the request with a clear explanation that: 
1) Demonstrates why the current section is inadequate, and 
2) Explains how the change request will improve the current documents.

Substantiate Request with Supporting Information:  Substantiate the proposed change based on technical information, published scientific studies, evidence of experience, other references or editorial in nature. The responsibility of providing supporting material lies with the submitter of the change request.

List all references used within the substantiation section of the change request form by first author and article title. Attach PDF or DOC/DOCX copies of the references cited to the change request email.
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