Form 472 “BEAR” 
General Description

Form 472, better known as the Billed Entity Applicant Reimbursement ("BEAR") Form, is a special form to be used by applicants to request reimbursement payments for approved services for which the applicant has already paid the full pre-discount amount. 

This form ONLY should be submitted when the discounted billing method is not used.  The applicant must decide between discounted billing and reimbursements and must stay with that choice for the entire funding year.  

For each SPIN, a new BEAR form is required.  And before it can be submitted to the SLD, the service provider must sign the form, although an original signature is not required.  Most applicants simply fax the form to the service provider and the provider faxes back the last page.  The faxed page then is submitted with the original BEAR to the SLD.

After the SLD has approved the BEAR form, they will send an approval notification letter to the service provider, and send a copy of this letter to the corresponding applicant.  A reimbursement check will then be mailed to the provider, and the provider must then remit that exact amount in the form of a check to the applicant as soon as possible, but no later than 10 calendar days from the receipt of the check.  Unfortunately, this rule is rarely met and rarely enforced by the SLD.

Further, the service provider must remit payment of the approved discount amount to the applicant before tendering or making use of the payment issued by the SLD.  

When to Submit

If discounts are being applied to bills, the BEAR form is not needed and shouldn’t be submitted.  

The applicant has the choice of submitting the BEAR form quarterly (after receiving the September bill), semi-annually (after receiving the December bill) or at the end of the funding year (after receiving the June bill).   Although submitting it once at the end of the year is certainly the easiest, be certain not to forget to file it!  Many schools and libraries have forgotten to file and have lost their E-rate funds, and many institutions have had their E-rate coordinators leave in mid-year and not remind anyone to submit the BEAR form at the end of the year.

Who Must Submit

Only applicants selecting to receive reimbursements instead of discounted billing need to file the BEAR form.  

Ways to Submit

There currently is one way to submit the Form 472: by mail.  Because receipt of delivery is not as crucial as with the Form 471, applicants probably shouldn’t bother with express delivery unless they are nearing the deadline, which is 120 days after the funding year ends.  
What Information You’ll Need
(
Your billed entity number

(
471 Application number (from funding commitment letter)

(
Funding Request Number (from funding commitment letter)

(
Billed Account Number (if contained on your funding commitment letter)  

(
SPIN number

(
Total Undiscounted Amount of Service 

(
Total Discounted Amount Billed to SLD

(
Date of first bill (monthly billing) OR Date of shipping (internal connections) OR Last date of work performed

Preparation Tips

Tip 1:  Cooperation with vendors is essential in filing BEAR formsip 2:
Cooperation with 

· At a minimum, the BEAR form requires that the associated vendor sign an acknowledgement (in Block 4) that appropriate discounts will be provided. The vendor's signature must be obtained by the applicant before the Form 472 can be filed. The vendor's signature need not be original but can be obtained, for example, by fax. 

· There are reports of some vendors requiring substantial supporting documentation from applicants before countersigning a Form 472. Since the vendor is not responsible for the accuracy of the applicant's BEAR data, sharing of documentation is not required but may prove useful in assuring filing accuracy. 

Tip 3:
Monthly charges at each end of the reimbursement period do not have to be pro

Tip 2:  Monthly charges at the end of the reimbursement period do not have to be prorated.

· Unlike the instructions for Form 471, that required annual cost estimates to be calculated in half month increments, the SLD permits "non-calendarization" for BEAR reimbursements of monthly charges. 

· If the reimbursement period is the full calendar year, applicants can use the entire amount (less any ineligible portions) of monthly bills for any billing dates on or after July 1, and up until and including June 30 of the following year (i.e. all 12 monthly bills). If the start of service date shown in the FCD letter is, for example, September 25, bills dated on or after September 25th can be used. 

Use of full billing periods avoids the need to prorate any portion of a monthly bill including services rendered before the start date or after the termination date. The SLD recognizes that any excess charges captured in using the first full month's bill will be approximately offset by ignoring the partial month charges included in the next bill after the termination date (e.g., the January 1999 bill). 

Tip 3: Undiscounted and discounted figures, entered in items (14) and (15), are unlikely to equal the estimated pre-discount costs and funding commitment decisions shown in the associated FCD letter. and funding commitment decisions shown in the associated FCD letter.


· The SLD has noted that some applicants are simply, but erroneously, transferring pre-discount and approved discount amounts from their FCD letter to their Form 472, essentially claiming a reimbursement for the full and exact amount of the commitment decision. 

· Reimbursement claims made in a Form 472 must be based on the actual payments made for 1998 services, supported by bills or invoices, not simply on an estimate provided in the earlier filed Form 471. In some cases, actual and estimated amounts may match, but this is not always the case.

Applying for reimbursements to the full extent of the FCD letter is almost always wrong when it involves telecommunications and Internet services .

Tip 4: Applicants can choose check or credit for reimbursements.ements.


· Reimbursements for retroactive discounts can be received as a one-time payment or as a credit against future services. While most vendors have a preference of check or credit, the SLD has indicated that the ultimate choice should be made by the individual applicants. There is no field on the Form 472 to indicate the applicant's choice so an applicant with a strong preference should contact its vendor directly. 

· If a credit has been applied to a bill but the applicant would have rather had the check, the applicant should contact the provider and request that a check be mailed for the amount of credit on the account.  

