E-rate for Public Libraries: Form 470
(Description of Services Requested)
The Form 470 is the first form completed and starts the application process for a funding year. We
recommend completing the form anywhere from early November of the preceding year through January of
the funding year (so, for Funding Year 2015, it is recommended to complete the Form 470 anywhere from
November 2014 through January of 2015). Please complete this form as early as possible, because there is a
mandatory 28-day waiting period between the completion of this form and the next, the Form 471.
These instructions offer advice to public libraries applying for “plain old telephone service” – sometimes called
POTS – for their libraries. This means both local and long distance telephone service, and can include FAX lines,
digital telephone or VOIP, but does not include fees for dedicated security lines such as those used by an
alarm system. Other services may be eligible for E-rate reimbursement, such as internet service or data plans
for cellphones, but these instructions only cover applying for telephone service.
Please use Internet Explorer or Safari throughout this process. The online application process may not work
correctly with other browsers.

Go to http://sl.universalservice.org .
Click on Create Form 470.

Enter your Entity Number and click Next
if you know it. Or, search by your Zip
Code, select the Entity Number for your
library, and click Next.

Confirm the name and street address are
correct, then click Next.

A pop-up will appear. Click OK.

Type in a form identifier of your choice.
We recommend 470 and the four-digit year, separated by
a dash.

Block 1, #2: select the current funding
year from the drop-down menu.

Block 1, #5a: select Library.
Block 1, #5b: check Public.
Block 1, #5c: type 1 into the text box.

Block 1, #6a: type your name into the
text box, then click “Copy 4a-c above to
6b-d below”.
Block 1, #6e: click on the small circle
next to 6e. Type your email address into
the text box. Re-enter your email address
into the text box immediately below.
Click Next.

Print this page or write down the Form
470 Application #, then click Next.

Check the “Internet Access and/or
Telecommunications” box, then click
Next.

Click the circle next to 8b, labeled NO.
In the first text box under “Service”, type:
Local and long distance telephone
service.
In the first text box under “Quantity and
/ or Capacity”, type: Up to X lines, where
“X” is the number of phone and fax lines
you currently have, plus one.
Click Next.

Block 2, #12: skip this section.

Block 2, #13: check the second box.

Click Next.

Confirm that the “Internet Access and/or
Telecommunications” box is checked,
then click Next.

Type your library’s Entity Number into
the text box, then click Search.
Click on your library’s name in the
column named “Selection List” so that it
is highlighted, then click “Add” to move it
to the “Billed Entity” column.
Click Next.

Click Next again.

Check boxes 16b, and 18 through 24.

Complete 27a through 27g with your
name; your title (do not check the box
under 27b); the mailing address,
telephone and fax number of the library
(use the phone number again if no fax);
your email (re-enter email in the second
text box under 27f); and the library’s
complete name.
Click Next.
Click Print Preview to review the form in
its entirety.
If there are no mistakes, print a copy of
the form for your records, then close the
preview window.
Click Submit.

You must now certify the application.

If you have a PIN, click Electronic
Certification.

If you do not have a PIN, click Paper
Certification.

For an electronic certification, enter your
PIN into #25.
Check the box named “Please Check to
affirm your compliance”.
Click Done at the bottom of the page.

A pop-up will appear. Click OK.

A Cert ID will appear where the PIN was
entered. Print a copy of this page for
your records, then click Done at the
bottom of the page.
You have now completed the Form 470!

For a paper certification, print off the
certification pages.
Sign your name in pen at #25, and the
date at #26, then photocopy all pages
and keep the photocopy for your
library’s records.
Send the certification pages (with the ink
signature) by mail to the listed address.
You have now completed the Form 470!

