Form 500

Introduction

The Form 500, Adjustment to Funding Commitment and Modification to Receipt of Service Confirmation Form, is a form that can be filed by an applicant to either: 

(a) Change a service start date or a contract expiration date; or 
(b) Cancel or reduce a funding commitment.
a) Previously, changes in service start dates or contract expiration dates were done by using the Form 486.  These functions now must be done using the Form 500.  The most common reason for an applicant to change contract dates is due to extensions granted by the FCC for applicants to continue services after a funding year has expired.  And because most applicants have their contract expiration dates and the funding year ending date coincide, the expiration dates must be amended.

b) The Form 500 also should be used to tell the SLD that you will not be using all of the funds that you have been committed for that year.  Although there is no mandate that you return unused funds, it is very important that you make an effort to do so because these funds then are awarded to other applicants that were not able to be funded.  Such “give backs” are irrevocable and should be done if the applicant is absolutely certain that they will not be needing the funds.

When to Submit

The Form 500 is an optional form that only is submitted when needed.  Typically, if an applicant is using the form to change a contract date, there will be specific rules set by the FCC on the deadline for filing for the extension.  At the minimum, it will be due before invoices or BEARs are filed for the grace period service.

If the Form is used to turn back funds, it typically would be done either as soon as the applicant receives the funding commitment letter and realizes that they will not be purchasing the products or service, or close the end of the funding period, when the applicant realizes that they or their service provider have submitted all invoices and there are still funds remaining.
Who Should Submit

The Form 500 is an optional form, and only may be submitted by the applicant.

Ways to Submit

Currently, the Form 500 is able to be submitted only via mail.  The form is available on the SLD web site at:  http://www.sl.universalservice.org/Reference/forms.asp and is available in .pdf format or Word format.    

What Information You’ll Need
· Form 471 Application Number

· Funding Request Number

· Billing Account Number (required, if contained in your FCDL)

· Service Provider Name

· Service Provider SPIN

· Contract or Service dates you want to change OR

· Funding amounts you want to cancel or reduce

Form 500 Preparation Tips: 

Tip 1: Reduce (or cancel) a funding commitment if the full amount is not required. 
· Since funding applications are typically submitted well before the start of an E-rate program year, applicants may later find that the SLD has awarded funds in excess of their actual needs. Once it becomes clear that all or a portion of the awarded discounts are not going to be used, the applicant should file a Form 500 to cancel or reduce the funding commitment. 

· Reducing or canceling funding that cannot be used is not a formal requirement, but is a highly recommended and good faith action that should be undertaken by all E-rate applicants. 

· The sooner the SLD is notified that all or a portion of previously awarded funds are not needed by the original applicant, the greater is the possibility that these funds can be awarded to another needy applicant. 

Tip 2: Warning: Reductions or cancellations of funding commitments are irreversible. 
· Submission of a Form 500 to reduce or cancel a funding commitment is an irreversible action. Once funding is reduced, it cannot be restored. An applicant should not file a Form 500 to reduce funding unless it is sure that the service will not be used in that program year or that the original expense estimate was clearly too high. 

· Before reducing funding for non-recurring expenses, under an assumption that equipment could not be installed before the end of a funding year (normally June 30), consider the likelihood that the FCC might approve an extended grace period. 
