
To RFA Applicants: 
Before accessing the upload system, please review the following instructions and 

click the link (Acknowledgment and System Access) at the bottom to confirm 

acknowledgment of this information. 

Important Upload Guidelines – Please Review Carefully 

• File Format: Only PDF documents will be accepted. 

• Document Consolidation: All required materials must be combined into a 

single PDF file. 

• File Naming Convention: The file name should include the RFA number and 

the applicant’s business entity name as listed on Sunbiz.  

o (e.g., RFA_00_001_Elimination Inc.) 

• Submission Limit: Only one (1) application upload is permitted per applicant. 

Important: Submissions that do not meet these guidelines will be 

automatically disqualified from the application process. By clicking 

Acknowledgment and System Access (at bottom), you agree to comply with these 

guidelines. 

 

  



Follow these instructions for uploading files, receiving confirmation, and saving the Security Key provided on the 

successful upload confirmation screen. 

1. Select the applicable group from the options in the drop-down menu. 

   

 



2. The submission deadline will appear at the top of the screen. 

 

3. Click Choose file to upload the desired document. Note: Only PDF files are accepted. Please ensure all documents are 

combined into a single PDF before uploading.  

 

  



 

4. Select document for uploading. Note: The file name should include the RFA number and the applicant’s business entity name 

as listed on Sunbiz (e.g., RFA_00_001_Elimination Inc.) 

 

 

5. The document file location will populate the Choose file box.  

 

6. A checkbox acknowledging that the required guidelines have been met must be selected before submission. Note: Only 

one (1) application upload is permitted per applicant. 

 

  



 

7. After Checking the acknowledgement box, click the Upload button. Note: The Upload button will only appear once the 

acknowledgement box has been selected. 

 
 

8. A confirmation screen should appear, requesting that the Session Key be maintained as proof of submission. Enter an 

email address to receive the Session Key for confirmation that the file has been successfully uploaded. Click Send Email.    

 

  



9. Upon sending the email, the screen will return to the main upload page.  

 

 
 

10. The confirmation email with Session Key should be received at the email address provided by the applicant. The 

Session Key must be saved by the applicant/person uploading documentation, as proof of submission. The 

Contract Administration and Oversight Section will also receive the confirmation email as a notification that a file has 

been uploaded. The email is received at RequestforApplication@flhealth.gov. 

 

 

Click on the link below to acknowledge your reading and understanding of the above information and access the 

Automated Upload System. 

 

Acknowledgment and System Access 

mailto:RequestforApplication@flhealth.gov
https://requestforapplications.floridahealth.gov/File/Uploader

