Memorandum

WISCONSIN
DEPARTMENT OF

PUBLIC §

Date: April 13, 2015
To: Wisconsin Public School District and Public Libraries
From: Stuart Ciske and Ryan Claringbole, Wisconsin State E-rate Coordinators

Subject: April 16™ Deadline for From 471 for FY2015

The FY 2015 application window will close this Thursday, April 16, 2015 at 11:59 p.m. EDT. The SLD’s
Client Service Bureau will be open for extended hours until the deadline (see the S&L News Brief
referenced below).

FY 2015 Applications: 4 Days Left

The deadline for filing Form 471 applications for FY 2015, the next funding year, is Thursday, April 16, at
11:59 p.m. EDT. Applications completed after this deadline will be treated as being received outside the
filing window and will not be funded (without a successful FCC waiver request).

For the inevitable applicants who are going to wait until Thursday to submit their Form 471s, we offer
the following suggestions:

1. Historically, USAC’s online filing system has become overloaded during the last day or two. This is
a new system this year, so more problems than usual would not be unexpected. If last-minute
problems are experienced with the SLD’s online data entry system, it is important to document that
the filing had been in process when the problems developed. In particular:

a. Periodic screen printouts — particularly of the screen that appears early in the filing process
displaying the Form 471 number and security code. It is also important to call the SLD’s help line
(1-888-203-8100) to report problems. The help line will remain open one-half hour past the
11:59 p.m. EDT deadline. If you call with a filing problem, make sure you retain the assigned
Case Number.

b. Before working on an online application, or if problems are encountered, review USAC’s Tips
and Troubleshooting document. The following additional tips should be noted:

e Clearing your cache is particularly important if working on more than one application.

e Use one of the recommended browsers. USAC's official advice is to use Internet Explorer
versions 9 or 10 or the most current version of Firefox or Chrome if you have a Windows
operating system. If you are using a Mac, use the most current version of Safari.

o Use the “Review Application” feature before submitting your application. In some cases, it
is necessary to expand the four sections of the application in the review mode before the
“Submit Application” button can be activated.

2. Remember that all Form 471s should be certified by the deadline. If the application is not certified
online using a PIN, the certification must be printed out, signed and dated, and submitted by the
deadline. If the application is submitted online and on time, but not certified, USAC has historically
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http://www.usac.org/_res/documents/sl/pdf/forms/Tips-n-Troubleshooting.pdf
http://www.usac.org/_res/documents/sl/pdf/forms/Tips-n-Troubleshooting.pdf

provided a reminder and a second chance to do so. If at all possible, please do not rely on this
second chance as it will delay application review.

3. When mailing a Form 471 certification to the SLD, document the postmark date. If using an
express mailing service (e.g., FedEx), the electronic pickup date in the tracking system serves as the
“postmark.” Make sure you know the time of the latest express mail pickup in your area.

If using the U.S. Postal Service, similar advice applies. Use certified mail and make sure the
certification is time-stamped before the 11:59 p.m. EDT deadline. Some post offices have earlier
closing times than others do. Check the USPS website to find the nearest offices and to check their
business hours.

Alternatively, a Form 471 certification may be faxed to the SLD at 888-276-8736. If a fax is used,
make sure to print and retain a time- and date-stamped fax confirmation report showing the
successful transmission of all three pages.

4. Any Form 470 referenced in a Form 471 must also be signed and certified to be valid. Applicants
who filed a Form 470 online a month or two ago, but who did not electronically certify it online,

should make sure that their paper certification pages have been submitted.

The easiest way to confirm that a specific Form 470 has been certified is to use the Form 470 Search

Posted feature on the SLD website. The first section of a posted Form 470 should show a
Certification Received Date. If this field is blank, and you just mailed the certification, make sure
that you can document the postmark date. If you mailed the certification a while ago, and the field
is still blank, we suggest resubmitting it.

Schools and Libraries News Brief Dated April 10 — Tips for Last-Minute Filers

The S&L News Brief of April 10, 2015, provides a number of tips for filing a Form 471 application for FY
2015. It addresses the four major sections of the application, namely:
e Basic Information
e Discount Calculation
Funding Requests
Certifications & Signature

If you have any question, do not hesitate to call or email your Wisconsin E-rate specialists for
clarification.

K-12 Schools and CESAs Public Libraries

Stuart Ciske, Ph.D., Education Consultant Ryan Claringbole, Library Consultant
Instructional Media & Technology Public Library Development

(608) 224-5396 / stuart.ciske@dpi.wi.gov (608) 266-9534 / ryan.claringbole@dpi.wi.gov

Thanks to USAC and E-rate Central for the content of this memo!
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