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HOW-TO: RESPOND TO AN RFI

FOR: Applicants
DESCRIPTION: Responding to a Request for Information (RFI)
PREREQUISITES:

e You must have an account in the Accreditation Portal.

PROCESS:

1. The applicant receives an email notification with a Request for Information (RFI).

FACT Compliance HCT Application requires more information — New Organization Test for Prod

p
FACT Portal <portal-test@factglobal.org> © Reply | € ReplyAll | > Foward | | G
To @ eric@forbinaconsulting.com; © joseph@forbinaconsulting.com;  david @forbinaconsulting.com; @ Alisa Forsythe; Mon 1/30/2023 3:21 PM
© Allison Miller; ® Nancy Schulte
Cc ©Gino Liu

(@) click here to download pictures. To help protect your privacy, Outlock prevented automatic download of some pictures in this message,
Request for Information
We are reviewing your submission and require additional information. For details, access your application within the accreditation portal.

Organization: New Organization Test for Prod
RFI Due Date: 01/31/2023

Access your application: Application

Instructions: By default your application will only display questions that require additional information. Use the Quick View or List View tabs to work through the information requests. Select a
standard number to display questions that require additional information. Select “Reply” below the comment to add a response and use the “+ Attach Document” function if needed.

After responding to all RFis, return to the site checklist and select “Submit to FACT" in the application header.

Feel free to contact me if 1 can provide guidance.

Sincerely,

Gino Liu, MS
Accreditation Coordinator

=]

Foundation for the Accreditation of Cellular Therapy
6901 Dodge St. Suite.201.| Omaha. NE 68132

phene 402.920.7015 | fax 402.920.7002
ginoliu@factglobal.org

This email was g by the FACT Accreditation Portal

Request for Information Email Notification
2. Navigate to your application by selecting the Application link provided. The Accreditation Portal may prompt

you to log in.

Standard
3. The Site Checklist displays
Contains v
in QUiCk VieW, Wlth the Question Statuses Comment Types Documents
filters set to RFI and RFI O completed ORFI O bocument Uploads
O New O select All O comment Attachments
CompIEte' RFI Complete O select All
i . RFI
4. The questions with RFI S
comments have a red
status indicator. 8= Checklist 888 Quick View [ List View i, Tasks

Eligibility Application

1Type of Accreditation

4 @

Site Checklist Collapsed
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5. Selecting a red standard will bring

;E Checklist EggQuwck View Eg)]ﬂsks . .
you to List View.

Eligibility “ u Select the Questions link on the right to begin entering your
Application - " application responses. 6. Questions with an RFI comment

are editable. Update your

pe of organization

application response if needed.
Additional questions may display
or hide as your response changes.
All questions must have a
response prior to submitting the

application.

7. To complete the RFI, select the
Reply button.

8. The comment hierarchy displays
m = ! the original RFI comment and
updated applicant responses.

9. Review all details.

10. Enter your RFI Response in the
field provided.

11. To attach a file to the RFI

B | response, select + Attach
Y RFI Created By Miller, Allisor 072872022 0317 PM
a Document(s).

12. Select Save.
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@ B o + o 13. Scroll down as needed to address
10 other RFI Comments within the
application.

RFI Response Window

IT.GDE.8.023, How-To: Respond to an RFI, R1, 30/January/2023 Page 2 of 3



C fact
ACCRED|TAT|ON

PORTAL
14. The RFI status indicator changes to light green (RFI Complete) when the RFl Response is complete.

Test Organization 01 . RFl In Progress
Eligibility Application ,

M
(=]

SUBMITTED RFIDUE C ACCRED. ACCRED.

DATE EXP 15
08/30/2022 08/06/2022 i
N/A NSA Coordinator 07, Test tsoul?:C]:I;
testCoordinator0l@testorg
1
In Progress
¥ Filters Reset Filters
§= 828 To B Tosks RFI Complete Checklist
Fligibility Application +
Eligibility Application:
14 ) »  RAcemplete 1 Type of Accreditation
> (JESEEE))  CORD BLOOD BANK
15. Select Submit to RFIs
FACT.
Complete all RFl questions for a given date in order to submit.
16. Select the RFI Set _
. . RFI Due Date Questions
you wish to submit.
6 ® 1/04/2022 e 11-1
17. Select Submit
Selected RFls.
18. A success
notification

appears in the top right-hand corner of the page.

19. The application status indicator changes to RFI Submitted. v Success

RFls submitted!

Application Application

Test Organization 01 \

Eligibility Application, 2.0

RFI Submitted

SUBMITTED ACCRED. DATE ACCRED. EXP.

08/30/2022 N/A N/A Coordinator 01, Test
testCoordinatarOl@testorg

Application Header Tile
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