4. How to respond to Requests for Information (RFIs) 
4.1  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)

4.2  Select from a List of Response Options or Provide a Formal Written Response
David can provide an official response to the RFI by selecting from the drop-down list or if there is no suitable response, then leave a comment and "Approve" the comment (so it's an approved response).
1. Click RFI tab.
1. Click a suitable RFI response by selecting an option from the drop-down list. Click Save to save your response.
1. If there is no suitable response, click to open the RFI and leave a comment. A comment can be "approved" so it becomes the seller's official response to this RFI.
1. After responding to the RFI, change the status to Completed or Approved. If the RFI requires further input from the sell-side, assign the RFI to another team member (provided the team member is already part of the project).
