FLOW CHART OF THE E-RATE PROCESS
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You file Form 470. 


This form lets service providers know you what services you are interested in.  It should be completed on-line.











Wait 28 Days 


Answer service provider questions and gather bids and quotes.





You inform Schools and Library Division (SLD) of your selected service provider, selected services and projected cost through the Form 471, this form should be completed on-line and MUST be submitted by the “close of the window”.





Answer questions from the SLD Program Integrity/Assurance Department.





You are notified of e-rate funding through the Funding Commitment Decision Letter.





You complete Form 486.   This form lets SLD know that your services have started and they can pay claims.  It should be completed on-line.





You work with your service provider to determine if they will be discounting your bills or if you need to file Form 472 to realize your e-rate funding.








To receive discounts that are not automatically credited to your account fill out Form 472 the Billed Entity Applicant Reimbursement (BEAR) form.  This form must be signed by your service provider.





You start all over again for the next funding year!








You have a technology plan in place.  The plan has been approved by an authorized E-Rate approval agency.  Based on your technology plan, you determine services you are interested in receiving e-rate funding for in the next fiscal year. 








If you received more than one bid or quote, you MUST select your service provider using a scoring rubric that considers COST as the highest weighted factor.  (It can also be the only factor)  For all services that are not tariff or month to month services you MUST get a contract signed and dated by both the district and the service provider.





You send in an Item 21 Attachment for each funding request.





You keep all documentation on file for 


5 years 


from the last day of service received.








