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» Collect the documents you will need

= Review the form instructions and
certifications

= Check your entries for accuracy and
consistency

* File and certify online
» Understand service certifications
* Track your payments from USAC
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Collect Documents
= Funding Commitment Decision Letter

" [tem 21 Attachment

» Form 486 Notification Letter

= Customer bllls (bills from service providers
to customers/applicants)

= Approvals/denials from USAC on change
requests (e.g., SPIN change, service
substitution)
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* Funding Commitment Decision Letter
— Billed Entity / Service Provider information
— Form 471 Application Number
— Funding Request Number (FRN)
— Approved discount percentage
— Total amount of approved funding request

— Explanation of funding decision (for
reductions)
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= [tem 21 Attachment

— Products and services invoiced should match
products and services approved on the
attachment

— Recipients of service should also match

— Applicants should share the submitted Item
21 Attachment — as well as USAC
communications on changes to the original
request — with their service providers
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= Form 486 Notification Letter

— Service Start Date

 May be adjusted by USAC for program
compliance issues (late submission,
compliance with technology planning
requirements or CIPA)

— Funding commitment amount may be
adjusted — see letter for details

— Invoices cannot be processed for an FRN
until the Form 486 is certified
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= Customer bllls (bills from service providers
to customers/applicants)

— Service providers must bill applicants for the
non-discount share before submitting SPIs

— Applicants must pay customer bills before
submitting BEARSs for reimbursement

— Maintaining clear and complete records helps
prevent double-billing and other errors
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= Approvals/denials from USAC

— Service substitution requests

e |f the services invoiced don’'t match the services
approved, USAC may

—forward to the service substitution team
—reject the invoice

 Review USAC's approval/denial of any service
substitution before preparing your invoice

« Applicants and service providers should share
Information
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= Approvals/denials from USAC
— Service delivery extension requests

* [n some cases, service delivery extensions
are automatic; in others, they must be
requested

e FRN extension table will show extensions

« Contracts may need to be extended if the
service delivery deadline is extended
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= Approvals/denials from USAC
— Service delivery extension requests (cont.)

e Contract extensions are not automatic
— Extension may need to be negotiated

— Must be allowable under the terms of the
contract and state and local procurement
regulations

— If the Contract Expiration Date changes, the
applicant must file a Form 500 to change the
date on file with USAC
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= Approvals/denials from USAC
— Service delivery extension requests (cont.)
 Form 500 does not extend FRN

—Only indicates to USAC that contract
has been extended

e |f service delivery extension request must
be filed to request extra time to deliver non-
recurring services,

—Must be filed on or before last date to
receive services
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= Approvals/denials from USAC
— SPIN change requests

e Invoice must feature correct SPIN — that Is,
the SPIN on file with USAC for the FRN

« USAC cannot process an invoice with the
new SPIN if the SPIN change has not been
approved

e Check with service provider on the status of
global SPIN change requests
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= Approvals/denials from USAC
— Invoice deadline extension requests

* Review website guidance for acceptable
reasons for requesting an extension

 Follow the process to request an extension

e If your request is approved, read the USAC
decision carefully so that you submit your
Invoice well before the (extended) deadline
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Review Form Instructions

* |nstructions provide important information
to assist applicants and service providers
to complete forms accurately.

= Certifications should be reviewed to make
sure that the authorized person can
truthfully make them

— Remember the document retention
requirement that records must be retained for
five years after the last date to receive service
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= Has the applicant filed a Form 4867

» Has the service provider filed a Form 473
(Service Provider Annual Certification)?

= Have you collected all the documentation
you need to complete the form?

= Can you file online?
= Can you certify online?
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» Verify accuracy of applicant/service
provider name, identification number, and
contact person contact information

» Check that the FRN ties to the correct
Form 471 Application Number

—Use FCDL to verify that the FRN was
featured on the Form 471 you reference
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* Enter EITHER a Customer Billed Date or a
Shipping Date to Customer, not both

(12) (13)

Customer Billed Customer Billed Date Shipping Date

(mm/yyyy) to Customer or
Date — Last Day of Work
Recurring Performed
services (mm/ddlyyyy)
Shlpplng Date — For each FRN, complete either Column (12)
Non_recurring or Column (13), but not both Columns
services
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= Customer Billed Date / Shipping Date

— Use the earliest date of service for the period
you are billing (not necessarily July 1)

— Don'’t install or deliver discounted non-
recurring services before the Adjusted Service
Start Date

» Verify that the Discount Amount Billed is
less than the Total (Undiscounted) Amount

= Verify approved discount percentage
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* Form information is transmitted to USAC
Immediately so review can begin

* You avoid making many errors, as warning
messages and Minimum Processing
Standards are built into the online system

= Transmission IS secure

= You will have your invoice number to
facilitate questions

» USAC processing proceeds more quickly
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ce Certifications

Helping Keep Americans Connected

Service Certification for 5L0 hvoices

Sonvloe Providor Name

Senvioe Provider SPIN

Sanvice Provider ivoloo #

Lindlsoounted Ueako Amoaun!

Dilscounted Involko Amount

Applcant Mano

Caw

Ropresenizdve” Congeet Tite

Roprescn @ Car Phaong:

Ellpd Ently Mumber [EEN]

471 Numbi

FRE

Dizxre Goods.Sorvies Dolkosed

o GoodsServles wore o will b

Mt Portion Pald and

Daie AL
Check No. o Date Wil i Fadd

e A0
¥

THrE Bcerliy Fal lan aiholsd beperend Fe
aboa rame] Applcanl THi b o cerlty e
sendoes described o e albcked werdorinokoe
were delverad andiorire el 3 dcakd by e
dakeiriabioge

Tre drames represenkal by Fe ahooe epresenid
Irvsckoe are depoel b o up-thond dhanges B endcer,
which Fere rol beer delvered o e Been el
ko b ed o e coriact be e en e abiowe reRrerce
Appicant ard Sendae Prodder

Twpy oTdeRlled vender melee musthe atenlied.

confractwl i Servks Provider abowe 16 Br
Cllvery enly Ve Ho
Cllvary and Inchilkidon Ve Hi

TRy o TEiTEL T
Indleated balow

Zuppering ContactRaquimd YES __ HO

g

i

Dk

Dak

Reudsed QHOE0S

Zchoods ared Ubrary Didslon (W3A0 0

Not required for all
Invoices

More likely require
for Priority 2
services

Completed and
signed by the
applicant
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= Applicant can submit directly to USAC to
avoid delay

— Service cert Is sent to service provider
with invoice information (email/fax)
provided

— Applicants — copy your service provider
If you submit directly to USAC

21
WWW.USac.org



Service Certifications

// Date Goods/Services Delivered
S—— y4

p 4 Date Goods/Services were or will be
/ Installed

— . Date Applicant Portion Paid and
roncsonsafl cocrorons Check No. or Date will be Paid

—

THilk loceriy Fal lam aihodzed breprerend Fe

Tk Mo of Dare will ko Fald

Or | Tre dramger repreznks] by Fe above eprere rle-l

ajcﬁe rams] Appkcanl THik doo boerlty e II'r‘Olc & e depal b oor l--‘tu‘ldw\u T rEndoe: -
endces dercibed an e albored werdorinuckce which e mol beer delvened , an-ll'.ar't e a.lmhl . D ate S O e I Ve r
Jm\e ddlera] anlionre Wil 3 irdcakdby be ko baxed on be condac be e en Pe above errerce
dakir dcﬁe Appicant ard Sendae Prodder
] mucthe atenhed, I:N:-p ’

PY wilos
Gc-rfﬂ mhmm abawe |o B Indleated beloy
Cllvery anly Tog Ha
Dellvery and Inchlldon e s o Zuppering ContactRaquimd YES __ HO

g i

installation,
applicant payment

Dake
Reudsed QHOE0S

Dk
Zchoods ared Ubrary Didslon (W3A0 0
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Service Certifications

- _ ﬂ The charges represented by the above represented
Service Certification for SLO hvoice . . . .
invoice are deposits or up-front charges for services,
T which have not been delivered, and have been agreed
— to based on the contract between the above referenced
Applicant and Service Provider
Copy of supporting contract must be attached if
indicated below
- Supporting Contract Required YES ___ NO
| Signed:
——— Date:
Schools and Library Division (USAC)

THi B Bcerliy Fal lam abolzd brepererd Fe
aboee ramed Appkeanl TH i A0 beerly e
sendoer descibed o e albcled verdor nuokce
were deflvensd ardiorie el & lcakd by be o bixed
Iale (1=

T py oTdeRlled vender Imwlee musthe aERhed.
Conraotwi Zervios Froviser abows Ic Br

corirac be ween e aboue rerere roed
Zend® Proalder

Cellvery anly T8 Hi
Dwllvery de Inchalkidon Yoo ____ Ho

g,

= Deposits or
upfront payments

Dk,
Reused QHOR0S
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This is to certify that | am authorized to represent the
service Certfication far 5L huices above named Applicant. This is also to certify the
/ services described on the attached vendor invoice
// were delivered and/or installed as indicated by the
r—— 7 date(s) above.
P / Copy of detailed vendor invoice must be attached.

T 7 Contract with Service Provider above is for

ove/ Canteer e / Delivery only Yes No
ol Canct e Delivery and Installation Yes No

n & 4 F] =
= B B B L=

Signed:

Date:
Revised 04/05/05

453 kcerly Fal lan aibodzed brepresend e or | Tre damer iy bl by e above prererded
abowe rames] Applcanl THE i dso kcerlly e Irvaokze =5 x|k or up-tond dharges B s ndcer,
sendces descrited au be albched werdorirmokce W e ool been delvered  ared bave beenagnesd
were dellvered anlionire sl & rdcakd by be b ed on e coriact be Weer e o e R rercel
dae i aboue Applicard sl Serde Prodder
Caopy oTdeBlled wendor Inwlos mu ot hs aXeied. TPy o mucthe athohie
Contastwih Saviks Providsr abg i Indloated bslaw
Cellvery only s Ho u
o llvery and In ik Ao g Hio supporing ContactRequired YES ___ KO .
= P— elivery and/or
Reused OWOS0S Schools ard Ubrary Didslon (ISAC)

Installation
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* |s this an upfront payment or deposit?

— Sign and date the lower right-hand box, attach
a copy of the signed contract (if indicated) and
a front and back copy of the canceled check

* |s this for delivery of services only (no
installation)?
— Provide the date delivered, mark the

appropriate line(s) in the lower left-hand box,
sign and date
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Service Certifications

* |s this for delivery of goods only but

Installation wi
— Provide the 0

date of instal

| occur later?

ate of delivery, the expected
ation, mark “Delivery only” in

lower left-hand box, sigh and date

* |s this for delivery and installation?

— Provide the delivery date, the installation date,
mark the appropriate lines in the lower left-
hand box, signh and date

26
WWW.USac.org



Universal Service Administrative Company
Helping Keep Americans Connected raC O u r ayl I l ( E I l S

» Avoid sending duplicate invoices to USAC

* Remember that once an invoice (BEAR or
SPI) Is successfully processed for a
specific FRN, this establishes the invoicing
method for that FRN

= Always keep in mind the program’s
document retention requirements
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= Questions?
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