
Quick RFA Step-by-Step Guide 
 

1. Click the link or scan the QR code 

https://forms.monday.com/forms/accf1f0c963af316d14c761be05bfc7e?r=use1 

 

2. Wait for the form to load. Once the form displays, review and click “Begin Here.” 

 

 

3. Next, The form will now open for you to complete the RFA. Complete the questions on 

the page. When you are ready to continue, select “Next” for the following page to 

display. NOTE: Any question marked with a red asterisk ( * ) is mandatory and must 

be completed before you can move forward. 
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4. As you complete the form, you can select “Save as Draft.” 
NOTE: When you save the form as a draft, you will receive a unique link. Make sure to 

save or bookmark this link so you can return to the form later and continue working on it. 

 

 

5. Continue completing the form until you reach the pages where document uploads are 

required. Carefully review the title of each upload section to confirm which specific 

document is needed. You may upload multiple relevant files if needed. 

Note: If you need to delete a file, click on the garbage can icon  

Once your documents are uploaded successfully, you can continue to the next page. 
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6. Ensure you complete the “Signature” section at the end of the form. Once all required 

fields are filled out, click “Submit.” 

After submitting, the next screen will display a confirmation page. 
Important: Copy and save the submission link shown on this page. 

This link allows you to return to your application if you need to make any edits or add 

additional information later. 

 
 

 

 

 

 

 

 

 

 

 

 

 

7.  If you need to make any edits after submitting, go to the “Submission Link” you saved 

earlier. Click on “Edit Submission.” The application will reopen, and you will be 

able to make any necessary changes or updates. 
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1. Q: Can I edit an existing application? 

A: Yes. Review Steps 20–22 for detailed instructions on how to edit an existing 

application. 

 

2. Q: Can I save a draft? 

A: Yes. Go to Step 8–10 for instructions on how to “Save as Draft.” 

 

3. Q: If I edit any information and resubmit, does it replace the previous 

information I entered? 

A: Yes. The form will always save and display the most current, updated 

information. 

 

4. Q: If I want to go back to a previous page, can I? 

A: Yes. Just click the “Back” button, and the form will return you to the previous 

page. 

  


