3. Setting up the Data Room
3.1  Overview
David Thornton (Manager – Sell-side) is now responsible for responding to the RFIs assigned to him. Alternatively, he can re-assign the RFIs to another team member(s) which may include an internal team member or an external advisor (e.g. legal or tax/financial advisor).
Assuming David is responsible, there are 2 ways he can respond to a RFI:
1. Provide documents that contain the response (see Step 4.2)
1. Provide a formal written response or select from a list of response options (see Step 4.3)

3.2  Responding to Requests for Information (RFIs) by providing documents that contain the response
(a) How to import a template folder structure to the Project Workspace 
Optional step (depending on the project)
(i) Why import a template folder structure?
By using a template folder structure, it helps ensure the documents are uploaded into the correct folders in the Project Workspace’s Data Room, helping users find the documents they are looking for.

(ii) How to import a template folder structure to the Data Room
Rather than creating folders one by one, Due lets you import a standard folder structure.
1. From within the Project Workspace, navigate to the “Data Room” tab.
1. Download the template index (click here) in .xlsx format.
1. Click Import from Index button, then upload your template folder structure (.xlsx format). Follow the prompts.

	💡  Supplementary User Guide
If you want to customise the template folder structure, refer to the supplementary user guide “How to Customise a Template Folder Structure”.



(b)  Upload documents to the Data Room
1. Use the RFIs as a checklist of what documents to upload. The RFIs should also specify where to upload the documents.
1. Open the relevant folder to upload your files (e.g. 01. Corporate Documents). The relevant folders were created in Step 2.3.
1. Drag and drop files (or folders) from your desktop into the folder, or click Upload documents button and select Upload document or Upload folder (as applicable) to browse your computer.

	💡  Tip — Naming Conventions for Documents
• Use consistent, descriptive file names: e.g. 'Apex_Financial_Statements_FY2023.pdf' not 'Final v3 (2).pdf'
• Include the year or date in financial document names to avoid confusion.
• Avoid spaces in file names — use underscores or hyphens.
• Upload final, signed versions only. Draft documents should not be in the data room.



(c)  Attach document to a RFI
There are 2 ways to attach a document(s) to a RFI after uploading the document in Step 4.2(a):
1. Locate the document, and click on the settings option (3 vertical dots). Select Attach to RFI from the list and follow the prompts.
1. In the RFI tab, locate the RFI and click the RFI to open it. Select the document you uploaded as a Related Document(s) from the drop-down list. You must upload your document(s) to the Data Room first before they appear in the drop-down list.
