RFP Vendor Question Submission Document
(CalHFA‑Optimized Instructions + Template)

SECTION 1 — VENDOR INSTRUCTIONS
Thank you for your interest in this Request for Proposal (RFP). To ensure fairness and consistent processing of questions across all vendors, you must follow the instructions below exactly.
1. General Requirements
• Submit all questions in a single consolidated document.
• Use only the template provided in Section 2. Do not change field labels or formats.
• Plain text only — no tables, images, bullets, colors, comments, tracked changes, or custom styles.
• Each question must be submitted using the QUESTION ENTRY format.
• One question per entry. Do not merge multiple questions or alter the structure.
• Leave one blank line between each QUESTION ENTRY block.
• You may add as many QUESTION ENTRY blocks as needed; the document expands automatically by copy/paste.
2. Required Fields for Each Question
Every QUESTION ENTRY must contain the following fields exactly as written:
- Question Number
- RFP Page Number
- RFP Section Number
- Question Text
Questions without page and section references may be excluded from the Q&A response.
3. Adding More Questions
• Copy and paste the entire QUESTION ENTRY block in Section 2 as many times as required.
• Number entries sequentially: 1, 2, 3, 4…
• Maintain plain text formatting and spacing rules.
• Do not introduce new labels or reorder fields.
This ensures that CalHFA can accurately extract, group, merge, and categorize questions across all vendor submissions.
4. File Naming and Submission Requirements
File name must follow:
[Vendor Name] – RFP Questions – [Date]
Accepted formats:
• Word (.docx)
Submit questions according to the instructions provided in the main RFP document.
5. Prohibited Actions
• Do not use tables, grids, charts, or embedded attachments.
• Do not include questions in spreadsheets or alternative formats.
• Do not alter or rename field labels.
• Do not submit multiple documents or send supplemental question files.
6. Example of a Correct Entry (Delete before submitting)
Question Number: 1
RFP Page Number: 7
RFP Section Number: 2.4
QuestionText:
Does the Agency plan to provide historical volume data for the implementation phase?
CalHFA SME Response:
	







SECTION 2 — RFP QUESTION SUBMISSION TEMPLATE
(Copy/Paste this block for each question)
Question Number: _____
RFP Page Number: _____
RFP Section Number: _____

Question Text:
_______________________________________________
_______________________________________________
_______________________________________________

CalHFA SME Response:
	





(Add additional QUESTION ENTRY blocks by copying and pasting the entire section above. Do not modify field names.)
