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Instructions:

· Type RFP number in the table header.

· Type RFP page number in the Page Number column.

· Type appropriate section number in the Section Number column.

· Type question in Questions & Answers column.

· If additional rows are needed, insert a row by the one of the following methods:
· With cursor in the row where you want to a add a new row,
either right click on the mouse and select Insert, or
· Select the Table Tools / Layout tab as shown below.
In the Rows & Columns section, click Insert Above or Insert Below.
(These instructions are shown using Word 2007.)

· Do not adjust Question Number column.  This column will renumber automatically.
· Email completed form to the procurement officer listed in the RFP.
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