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The RHC Welcome Packet is designed to help Health Care Providers familiarize themselves with
the Rural Health Care Program application process.

The RHC Welcome Packet includes the following items:

1. Welcome Letter 8. Competitive Bidding
2. Getting Started 9. Vendor Selection

3. Eligibility 10. How To...

4. Process Overview for Health 11. Evergreen Contracts

Care Providers

12. Document Retention

5. Process Overview for Service
Providers

13. Training and Assistance

14. HCP Checklist

6. Fund Year Calendar

7. Guide to Forms
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Dear Rural Health Care Program Participant,

On behalf of USAC and the RHC Program, we are excited that your organization will have access to
affordable telecommunications and Internet services to help provide improved health care to your
patients. As we begin the 2011 Rural Health Care (RHC) Fund Year, we hope this Welcome Packet will
assist you during the application process and provide you with resources for success.

This packet provides an overview of the application process and guidance on program topics, including
competitive bidding, vendor selection, evergreen contracts, and document retention requirements. Also
included are a guide to forms, an HCP checklist, and information about where to receive additional
training and assistance. Please read through all of the documents to become acquainted with program
rules, filing information, and our online tools.

We hope you find this information helpful as we look forward to working with you in the coming
months. For assistance, visit us at www.usac.org/rhc or contact our Customer Support Center at
1 (800) 229-5476, or rhc-admin@usac.org.

Sincerely,

USAC’s Rural Health Care Division
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About the Rural Health Care Program

The Rural Health Care (RHC) Program ensures that rural health care providers (HCPs) can obtain
telecommunications and Internet services at rates comparable to urban providers. The program offers
ways to connect HCPs and patients, allowing people access to the health care they need, when they
need it. The RHC Program disbursed more than $85 million in 2010.

Discounts on Services

The discount for telecommunications services is the cost difference between the urban and rural billing
rates. Savings vary, but on average, participants save 66% on telecommunications services. For Internet
services, participants receive a 25% discount on their bill.

How to Participate

The HCP sends three forms to USAC to receive the discount. On the forms, you (1) determine whether
you are eligible, and submit a description of the services you need. USAC will post the description
publicly so telecom and Internet carriers can compete to provide the services. Then, you (2) select the
most cost-effective bid and sign a contract or service agreement, and provide details about the services
to USAC. Then, you (3) confirm that the service has started. You must adhere to program rules, but the
RHC Program staff is available to support you along the way.

Who Pays for the Program

The Rural Health Care Program is supported by the Universal Service Fund (USF), which promotes
affordable access to telecommunications for all Americans. All telecom carriers are required by the FCC
to contribute to the fund. Many choose to recover these contributions by passing along a “universal
service” fee to consumers, listed on their phone bills.

The Universal Service Administrative Company

The Universal Service Administrative Company (USAC) is an independent, not-for-profit corporation that
administers the universal service programs and the USF. USAC is responsible for collecting funds,
reviewing and processing applications for support, ensuring compliance with program rules and issuing
commitments for the Rural Health Care Program.

Training and Assistance
Many training events and resources are available to help you navigate the RHC Program. Visit our
website or see the “Training & Assistance” handout included in this packet to learn more.

For More Information
Visit www.usac.org/rhc and select the “Health Care Providers” banner for step-by-step instructions to
apply for support.
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About Eligibility

In order to receive program support, applicants must meet all of the following criteria:
e Must be located in a rural area
e Must be a public or non-profit health care provider
e Must request services that are eligible for support

Rural Eligibility
To determine if your location is considered rural, use the Rural Eligibility Search Tool, accessible through
the Rural Health Care Search Tools on the left side of the Rural Health Care page, www.usac.org/rhc.

Eligible Provider Types Non-Eligible Provider Types

v'Teaching hospitals, medical schools, or X Private physician offices or clinics
post-secondary educational institutions X Nursing homes or other long-term care facilities
offering health care instruction (e.g., assisted living facilities)

v’Community health centers or health centers X Residential substance abuse treatment facilities
providing health care to migrants X Hospices

v'Local health departments or agencies X Emergency medical service facilities (e.g., rescue

v'Community mental health centers squads, ambulance services)

v'Not-for-profit hospitals x Home health agencies

v'Rural health clinics
v'Dedicated emergency departments of rural
for-profit hospitals

X Blood banks

X Social service agencies

X Community centers, vocational rehabilitation
centers, or youth centers

Eligible Telecommunications and Internet Services and Charges

e ATM (Asynchronous e Fractional T1 e Monthly Internet e Redundant Circuit
Transfer Mode) e Frame Relay Access Charges e Satellite Service

e Centrex e Internet Access e MPLS e Telephone Service

e DSL Charges e NRS (Network e T1,T3, 0or DS3

e Email or Web Hosting e ISDN Reconfiguration

e Ethernet e Mileage-Related Service)

e Fiber Charges e OC-10r0OC-3

Additional Expenses That Do Not Qualify for Support

The Rural Health Care Program does not support the cost of construction or infrastructure build-out for

the installation of telecommunications services, franchises, zone charges, or surcharges. Equipment and
certain Internet services do not qualify for support. More information about eligible services is available
on the RHC website under “Step One” of the “Health Care Provider” section.
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Health Care Provider (HCP) Service Providers and USAC

Determine whether your HCP and its Fund Year Application Window opens
service needs are eligible. in March or April.

Submit FCC Form 465 to request services

and certify that your HCP is eligible. USAC sends Receipt
Acknowledgement Letter (RAL).

|—> Includes the Allowable Contract
Selection Date (ACSD).
USAC posts the approved FCC Form 465
Evaluate all bids received using the to solicit bids from service providers.
evaluation criteria.

Develop evaluation criteria.

Service providers bid on requested

These steps not required for HCPs with

services.
Select the most cost-effective offer and
sign a contract. Service provider begins providing
':: Only for services listed on FCC Form 465. service to HCP.
Do not enter into an agreement until the
Allowable Contract Selection Date (ACSD).
Submit FCC Forms 466/466-A to provide
information about the services and
certify that your HCP selected the most USAC approves the FCC Forms
“cost-effective” offer. 466/466-A.
Include all supplemental documentation USAC issues the Funding Commitment
or form cannot be processed. Letter (FCL) to provide details about
Submit FCC Form 467 to certify that the approved funding.
service started or was never turned on. |—> Copy sent to HCP and service provider.
L> Submit upon receipt of and agreement USAC issues the HCP Support
with the FCL. Schedule (HSS) to detail the exact

monthly credits.

l—b Copy sent to HCP and service provider.

Receive credit for discount on your bill, Service provider credits the HCP and
or a check for the discounted amount. invoices USAC.

USAC credits the service provider’s USF
account.
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Service Provider Health Care Provider (HCP) and USAC
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Determine Eligibility. USAC opens Fund Year Application

|::Obtain a Service Provider Identification Window in March or April.

Number (SPIN).
File an FCC Form 499-A.

HCP submits FCC Form 465 to request
Search service requests and bid to | services and certify that it is eligible.
provide services.

|—> USAC posts FCC Form 465 to solicit bids

Use the Online Search feature. from service providers

HCP evaluates all bids received using
the selection criteria.

Sign a contract or service agreement
and begin providing service to the HCP.
Only for services listed on FCC Form 465.

Do not enter into an agreement until the
Allowable Contract Selection Date (ACSD).

These steps not required for

HCP submits FCC Forms 466/466-A to
provide information about the contract.

I—b USAC approves FCC Forms 466/466-A.

USAC issues the Funding Commitment
Letter (FCL) to provide details about
the approved funding.

Review the Funding Commitment

Letter (FCL) L> Copy sent to HCP and service provider.

HCP submits FCC Form 467 to certify
whether the service started.

USAC issues the HCP Support

. Schedule (HSS) to detail the exact
Review the HCP Support Schedule monthly credits.

(HSS) and credit the HCP.

I—b Copy sent to HCP and service provider.

Invoice USAC. USAC credits the service provider’s USF
account.

[
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FY 2011 Filing Calendar B
JU|y 2011 - June 2012 June 30, 2012

Last day of Fund Year.
Deadline to submit FCC Form(s) 466/466-A
and supporting documentation.

J

April 4
Prior to the beginning of the

filing window opens so that
submit an FCC

USAC
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Form Purpose Who Must File When to File Other Requirements
Beginning when the filing window
; opens in March or April. To receive a
FCC Form 465 Requests bids from g b First-time filers must mail a hard-copy form with
service providers and ) full year of support (start on July 1), _
Description of certifies that the HCP All HCPs without an submit in time for USAC to post by w.e'F s.lgnatures to the Rural Health C.are (RHC) .
Services Requested meets eligibility evergreen contract. June 2; otherwise, funding is pro-rated. DI.VI.SIOI'I. After a §gccgssful submission, the HCP is
and Certification requirements eligible for e-certification.
q . Take care to select the correct fund

year; filing windows may overlap.

FCC Forms Provides information FCC Form 466: HCPs | Allow 28 days for competitive bidding
T —— bout th i ) i
466/466-A : :)euemeitszzvcljce who sign agreements | after FCC Form 465 is posted. Submit one form for each service requested at
Funding Reauest and cgrtifies that the HCP for telecom services. | sybmit on the 29" day, the Allowable | €ach Iocatign. The.HCP mu_st have been invoiced
Cert[fic%tiog (466) / selected the most cost- | FCC Form 466-A: Contract Selection Date (ACSD), by the service provider during the fund year.
Internet Service effective offer. HCPs who sign or later. Send all supporting documentation to USAC by the
Funding Requestand | |, .o may file one or agreements for Submit prior to midnight on June 30,* | June 30 deadline or the form will not be processed.
Certification (466-A) both forms. Internet services. the last day of the fund year.

) Upon receipt of the Funding
FCC Form 467 g?;:rl_rrcspfgi:::irctedaarfg Commitment Letter (FCL), or if the Submit one form for each service requested at
e whether the service All HCPs service was discontinued, turned off, or | each location. USAC cannot process FCC Form 467
Certification was turned on was not (or will not be) turned on unless an FCL was issued.

during the Fund Year.
*|f a weekend or holiday, form is due the next business day.

Where to Submit the Forms

File Online (Recommended): Visit www.usac.org/rhc and select “Applicant Login” from the left-hand navigation menu. Send supporting documents to
rhc-admin@usac.org; include your HCP# in the subject line.

Mail: Download the forms and instructions on www.usac.org/rhc. Send forms and supporting documentation to USAC Rural Health Care, 30 Lanidex Plaza West, PO Box
685, Parsippany, NJ 07054. Hard-copy forms must include an original signature.
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About Competitive Bidding

Competitive bidding rules require that health care providers select the most cost-effective offer available by
giving all vendors an opportunity to provide the services. This guide will help you conduct a fair and open
competitive bidding process that complies with program rules. Failure to comply with competitive bidding
rules will result in denied funding.

Describe Your Needs in General Terms
On FCC Form 465, Block 4, Line 29, state your service needs, the dates for service, and when you will evaluate
bids so service providers can submit a relevant offer in time for you to consider it.

Example: Need to be able to transmit data and medical images beginning on July 1, 2011. We will
evaluate bids from April 1 - May 27, 2011.

Example: Under evergreen contract until March 31, 2013. We will evaluate bids for
telecommunications for MRI imaging beginning December 1, 2012.

Requesting a specific service or bandwidth restricts bids because another technology may be able to meet your
needs at a lower cost. Instead, describe your needs in general terms.

X Too Specific: Need a T1 line.
v General Description: Need to be able to transmit data and medical images.

Select “Both” Telecom and Internet

On FCC Form 465, Block 5, Line 30, select “Both Telecommunications & Internet Services” unless you are
certain you will use only one service type. Funding may be denied if the relevant service type is not selected
on FCC Form 465.

Allow at Least 28 Days for Competitive Bidding

DO NOT enter an agreement to purchase services until at least 29 calendar days after FCC Form 465 is
posted. Health care providers may discuss requirements, rates, and conditions with service providers during
the 28-day period, but may not agree to or sign a contract. The first day you are allowed to select a vendor
and sign a contract is the Allowable Contract Selection Date (ACSD), which is 29 calendar days after the
posting date indicated on the FCC Form 465 Receipt Acknowledgement Letter (RAL). The ACSD is also
available on the RHC website under “Tools,” then “Search Posted Services.”

Learn More Multi-Year Contracts
Visit our website for assistance with competitive A multi-year contract may achieve “evergreen”
bidding, including a recording of the “Competitive status from USAC. This means that HCPs do not need
Bidding and Evergreen Contracts” webinar. to re-engage in competitive bidding for the life of the
contract. If a multi-year contract is not deemed
A checklist is included in this packet so you don’t “evergreen” by USAC, HCPs must accept and
miss any steps to provide a fair and open evaluate bids each year. To learn more, see the
competitive bidding period. “Evergreen Contracts” handout included in
this packet.
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Health care providers (HCPs) must select the most cost-effective offer to provide the services requested on
FCC Form 465. Follow these guidelines to select the “most cost-effective” offer:
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“Most Cost-Effective” According to FCC Rules

According to FCC rules, HCPs must choose “The method of least cost after consideration of the features,
quality of transmission, reliability, and other factors relevant to choosing a method of providing the
required services.”

Develop Selection Criteria

The selection criteria are the factors the HCP will use to select a vendor. Developing the criteria in advance
helps ensure that all vendors are evaluated by the same standards, and helps USAC understand how the HCP
made its decision. Choose factors that are important to your individual HCP in order to provide health care
services, and indicate how important each factor is in your decision.

Factors to Consider
Examples of factors to use as criteria for vendor selection include, but are not limited to:

Cost

Reliability

Quality of transmission
Responsiveness

Features

Ability to bid on entire network

Personnel and management
Agreement to apply timely discounts
Technical support

Previous experience with vendor
Single point of contact

AN N N NN
AN N NN

Note: Termination fees are not acceptable criteria for vendor selection.

Consider All Bids Received

The HCP must consider every valid bid received during the competitive bidding period and document how it
evaluated each bid based on the selection criteria. Your HCP should select the contract that fits its individual
needs. Cost must be a factor, but the HCP is not required to select the lowest-cost offer if it can justify the
offer as the “most cost-effective” based on its selection criteria.

When You Sign a Contract

DO NOT agree to purchase services until the “Allowable Contract Selection Date” (ACSD), or 29 days after
your FCC Form 465 or RFP is posted. The ACSD is indicated on the FCC Form 465 Receipt Acknowledgement
Letter and on the USAC website under “Tools,” then “Search Posted Services.” To facilitate the application
process for multi-year contracts, it is helpful to make sure they meet the requirements to be considered
“evergreen” by USAC. For more information, see the “Evergreen Contracts” handout included in this packet.
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About Evergreen Status

A contract is considered “evergreen” when it includes more than one fund year and is endorsed as
“evergreen” by USAC. Evergreen contract status is not required, but it benefits health care providers.
With an evergreen contract, the HCP does not need to file FCC Form 465 or participate in competitive
bidding for the life of the contract (or until the contract is modified). Multi-year contracts without
evergreen status still must file FCC Form 465 and participate in competitive bidding each year. HCPs
with evergreen contracts are still required to submit FCC Forms 466/466-A and FCC Form 467 annually.
For more information, watch a recording of the “Competitive Bidding and Evergreen Contracts” webinar
on our website.

How a Contract Becomes Evergreen
USAC reviews every contract to determine whether it is evergreen. To be considered evergreen, the
multi-year contract must meet the following criteria to be valid:

e Both parties identified e Specifies the type and terms of service
e Both parties sign and date the contract e Has a specific duration

USAC will notify the HCP if a contract is evergreen on the Funding Commitment Letter (FCL). If the
contract is evergreen, the contract status will be “contract.” If a contract is not evergreen, the status
will be “month to month.” If the status is “neither,” funding is denied.

E-Certification for Evergreen Contracts

While HCPs with evergreen contracts are not required to participate in competitive bidding by filing

FCC Form 465 annually, they must submit an electronic FCC Form 465 to activate the other online forms.
HCPs with evergreen contracts do not need to accept bids for services; simply indicate on Line 29:
“Under evergreen contract until [End Date], not accepting bids until [Date].”

Any Changes to the Contract Cancel Evergreen Status
Any cardinal changes, such as those listed below, require competitive bidding and a re-evaluation for
evergreen status:

e Different start or end date e Different service type or bandwidth
e Site change

If an Evergreen Contract Is Modified or Ends during a Funding Year

At the start of the fund year that will be affected, post FCC Form 465 to seek new bids on the services.
Use Line 29 to indicate the services you seek, when they should begin, and when you will be evaluating
bids for services. For example, “Transmission of data to central hospital along with video conferencing
capabilities. Under evergreen contract until January 1, 2011, seeking bids for service beginning January
2, 2011. Will evaluate bids starting April 1, 2010.” If a contract ends during the fund year, applicants
must submit a new FCC Form 465 to cover the remainder of that fund year.
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Find the RHC Urban Rate

Visit www.usac.org/rhc. In the “Rural Health Care Tools” left-hand navigation menu, click “Rural Health
Care Search Tools” and select “Urban Rate” or “Urban Rates Search.” You can also obtain an urban rate
from your service provider for functionally similar services in a city of 50,000 or more in the HCP’s state.

Check the Status of a Packet
Visit www.usac.org/rhc. In the “Rural Health Care Tools” left-hand navigation menu, select “Rural
Health Care Search Tools,” then “Packet Status Report,” and download the status report on the right.

Confirm That Credit Has Been Issued

Check your bill — credit should appear as “USF Support” after you receive the HCP Support Schedule
(HSS). In order to receive the HSS, you must have received a Funding Commitment Letter from USAC
and submitted FCC Form 467. For more information on the process for receiving credit, visit
www.usac.org/rhc, hover over “Health Care Providers,” and select “Step 9.”

Reset Your E-Certification Password
Call (800) 229-5476 to reset your e-certification password, or for assistance with any aspect of filing the
forms online.

Update Contact Information
Email rhc-admin@usac.org to provide the new contact information and identify the outdated contact.

Report That Service Was Disconnected, or Never Turned On

FCC Form 467 Block 3, Line 5 allows you to confirm whether the service was turned on. Select the third
box if the service was not turned on, or will not be turned on during the fund year. Select the second
box if the service was disconnected before the end of the fund year.

Seek Training or Assistance
Visit www.usac.org/rhc and select “Training Events” from the left-hand menu to see upcoming events

and information about the RHC monthly conference call. USAC’s Customer Support Center is available
to assist you from 8:00 AM to 8:00 PM Eastern Time at (800) 229-5476. To learn more, see the “Training
& Assistance” handout included in this packet.
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About Document Retention

It is USAC’s responsibility to ensure that universal service funds are handled properly from start to finish.
USAC conducts audits and assessments of program participants. If your HCP is selected for an audit, it
must produce the data requested by the auditors.

Health care providers must retain all documentation for five (5) years after the end of the fund year.
These documents help USAC evaluate whether your HCP complied with FCC rules during the application
process, and protect you in case there is an error while your forms are being processed.

Keep all documents, either electronic or hard copy, for five (5) years, including but not limited to:

Proof of Eligibility
] Business license, IRS not-for-profit determination letter, or IRS Form 990

Competitive Bidding and Vendor Selection
O Copies of all bids received
O selection criteria
[ selection analysis
[0 Documentation of communication with service providers

Form 466/466-A
] urban rate documentation (for telecom services only; not required if using USAC’s posted rate)
O Copy of signed contract
L1 copy of all bills during the fund year
O Network diagram (large consortia only)

O Copies of all submitted forms
O] copy of Funding Commitment Letter (FCL)
L] copy of HCP Support Schedule (HSS)

Service providers must retain all documentation for five (5) years after the end of service.

Service Providers
O Copy of invoice
CJ copy of all bills during the fund year
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There are several ways to learn more about the Rural Health Care Program, and USAC is available to
assist you through every step of the application process. Join us at an outreach event or take advantage
of our online resources to learn more about the Rural Health Care Program.

Monthly Conference Calls

The Rural Health Care Program hosts an outreach conference call for applicants and service providers on
the second Thursday of each month at 2:00 PM ET. Visit the subscription center to sign up for
conference call reminders. Upcoming calls are listed on the Conference Call page.

During the conference call, health care providers and service providers can raise issues of concern or
seek clarification on program rules. The discussion of agenda items is followed by a general
question-and-answer period. To view the agenda and minutes, or learn more, visit www.usac.org/rhc.

Training Events
USAC’s Rural Health Care division holds training events throughout the year in person and online. Visit
www.usac.org/rhc and select “Training Events.”

Online Tutorials
Learn at your convenience in the RHC Program online learning library, and watch past webinar
recordings on our website, www.usac.org/rhc.

Help with Forms

The form instructions provided by the FCC are an excellent resource to help avoid pitfalls and common
mistakes on your RHC Program forms. Instructions are available on the USAC website in the “Required
Forms” section.

Connect with USAC

If you are a member of a community or professional association and wish to learn more, or need help
with the RHC Program application process, contact USAC at rhc-suggestions@usac.org to request
customized training for your group.

Individual Assistance

We are happy to provide specific guidance to you via conference call, video conference, or through face-
to-face visits—at your site or ours. Contact the RHC Customer Support Center at rhc-admin@usac.org
or at (800) 229-5476, Monday - Friday 8:00 AM — 8:00 PM ET.
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For assistance, email rhc-admin@usac.org or call 1 (800) 229-5476 l ISA‘
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http://usac.org/rhc/about/monthly-conference-calls.aspx
http://usac.org/rhc/tools/newsletter/subscribe.aspx
http://usac.org/rhc/about/training-presentations/default.aspx
http://usac.org/rhc/tools/video-tutorials.aspx
http://usac.org/rhc/tools/video-tutorials.aspx
http://usac.org/rhc/tools/video-tutorials.aspx
http://usac.org/rhc/tools/required-forms.aspx
http://usac.org/rhc/tools/required-forms.aspx

Rural Health Care Program | www.usac.org/rhc

Follow this checklist to make sure your HCP completes each step of the Rural Health Care Program
application process. If you have a question or need assistance with any of these steps, contact USAC at

1 (800) 229-5476 or rhc-admin@usac.org.

1) Submit a Service Request: FCC Form 465
Provide a general description of needs in
Block 4, Line 29

Include service start date, evaluation deadline,
and evergreen end date in Block 4, Line 29
Select “Both” in Block 5, Line 30

Submit FCC Form 465 in time for USAC to post
by June 2 (for a full fund year of funding)
Receive FCC Form 465 Receipt
Acknowledgement Letter (RAL)

] Note the Allowable Contract
Selection Date (ACSD)

O oo O o

2) Competitive Bidding/Bid Evaluation
O Develop and document selection criteria

L] Optional: Create a “Selection Criteria
Matrix”

Discuss requirements, rates, and conditions
with service providers

Evaluate all bids received
] Document use of the selection criteria

Call (888) 641-8722 to confirm service provider
is a “common carrier”

O O O O

Select the “most cost-effective” offer as
defined by FCC rules

Rural Health Care Program

For more information, visit www.usac.org/rhc

For assistance, email rhc-admin@usac.org or call 1 (800) 229-5476

3) Vendor Selection: FCC Forms 466/466-A
O select vendor(s)
O Sign a contract or service agreement after the ACSD

L] optional: Ensure that multi-year contracts meet
evergreen requirements:

O Identifies both parties

O Signed and dated by both parties
O identifies types and terms of service
O Hasa specific duration

[ submit FCC Forms 466/466-A no later than June
30, the last day of the fund year

O Clearly label and include these supplemental
documents for FCC Forms 466/466-A:

Selection criteria

O

[ copies of all bids received

O Copy of all bills during fund year
O Copy of the signed contract
[

Telecom service only: Proof of urban rate
(not required if using USAC’s posted rate)

O] Network diagram (large consortia only)

O] submit supplemental documents no later than
June 30, the last day of the Fund Year

4) During the Fund Year
O Receive Funding Commitment Letter
[ Review for errors
O i disagree, file appeal within 60 days
Receive HCP Support Schedule
O Review for errors
Receive credit on your bill or a check

Retain documentation for five years after the end
of the Fund Year

Submit FCC Form 467 when you agree with the FCL

O oo 0o
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