
Form 465 Attachment - Help Guide

1. Excel Macros Must be Enabled

For Office 2000, 2003:

-If you are not presented with a window when the spreadsheet loads then you should check that macros are enabled:
1) Select Tools -> Macros -> Security from the main menu.
2) Select the "Medium" Option. 
3) Click "OK"
4) You may have to close and then re-open this template

For Office 2007:

1) Click Options.
2) Select "Enable this Content".
3) Click "OK".

2. Using this Spreadsheet

3. Uploading to SharePoint
1) When you are ready to submit the information, open SharePoint and navigate to your project's Document Library

2) Click “Upload” in the navigation bar for the document library
3) Use the “Browse” button to choose and select your saved 465 Attachment file and click Open. Click OK.
4) On the next screen, tag the file with the appropriate Funding Year and Document Type: "5 - 465 Attachment"

          This Excel template will allow you to quickly and easily submit your 465 Attachment data to the RHC Pilot SharePoint site. 
Each horizontal row in the sheet will contain information for one participating health care provider or entity. Upon entering the 
information for each entity, you can then upload it to SharePoint to submit the information. 

To use the advanced features of this spreadsheet, the security settings in Excel must be configured so that Macros may be 
run. The steps to enable macros depend on the version of Microsoft Office you are using.

-When opening this spreadsheet, you may see a dialog with two options "Enable Macros" or "Disable Macros". Select 
"Enable Macros".

-When opening this spreadsheet, you may see a message near the top of the Excel window that says "Security Warning : 
Some Active Content Has Been Disabled".

1) Begin by entering the data for each entity. You do not need to enter data in the  grey columns, they will be filled-in for you.  
The blue bar below the column headers provides tips on the entry of some fields. If you require further information on how to 
complete a particular field, refer to sections 4 and 5 of this help guide.

2) Once you have entered all data and are satisfied that it is complete, click the "Validate Sheet" button. A series of checks 
and validations will run, and any fields that may have been inadvertently left blank or may contain potential data or formatting 
errors will be highlighted in yellow. Check each "yellow" field to ensure the contents of that field are correct. You may continue 
making modifications and using the "Validate Sheet" button until you feel all necessary changes have been made.

5) Click "Check In." Your Coach will load the information from your attachment into the Network Cost Worksheet tracking list in 
SharePoint
Note: Do not omit step 5, above, or select "Cancel" on this screen. Tagging the file with the appropriate funding year and 
document type will make it much easier for you, and for your Project Reviewer, to locate specific documents as more files are 
added to the document library. 

4. 465 Attachment Column Guide - Items in gray are auto-populated based on data you enter.
Funding Year - Use the pull down menu to select the appropriate funding year.
RFP Number - If your project is posting only one RFP, leave the value of this field as "00". If your project is posting multiple 
RFPs, enter a two digit number identifying the RFP into the field. Make sure this number is also noted somewhere in your 
actual RFP document. (preferably in the document name – e.g., “RFP 01 – Network Design Study.doc”)



5. Notes

465 Application Number - This number will be auto-populated based on your entries in the RFP Number and Consortium 
Name fields. The format for this number is: [HCP Number]-[RFP Number]-[Line ID]. Example: 12345-01-0001. This number will 
give each entity in your attachment a unique ID that associates it with the RFP (by RFP Number) and with the project (by HCP 
Number). When viewing your 465 Attachment data on SharePoint, you can easily sort your view by HCP Number in order to 
view all of your entities associated with a specific RFP.

1. HCP Number – The HCP number will be auto-populated based on the consortium name you enter in the next column.
2.  Consortium Name - Use the pull down menu to select the name of your Pilot Project
3.  HCP Name - Enter the name of each participating entity (individual sites).
4.  HCP FCC Reg Num - Each Pilot project will have ONE FCC RN. This one number should be entered for each of the 
entities participating in your project. The same number will appear on each line. If you do not have an FCC RN, you can apply 
for one at the FCC website. Contact your Project Reviewer if you require assistance.

5 A - C - Enter the name of a contact person for the participating entity
6 - 14 Address - Enter the physical address of each participating entity.
15.  Is the HCP's mailing address different from it's physical Location? If no, do not fill out "mailing address" 
columns. - Enter "Yes" for all line items since you will be entering the PC's information in the mailing address columns (16-25)

16 - 25.  HCP Mailing Address - For each entry, list the contact information for the Project Coordinator (PC's information will 
appear in each row)

26.  Funding Year - This field is auto-populated from the funding year field at the top of the page.
27a. Eligible Entity? (Y/N) - Use the pull down menu to select if the entity is eligible for funding under the RHCPP.
27b.  Eligible Entity Type - If you selected Yes on 27a, use the pull down menu to select the eligible entity type for the entity 
or HCP.

27c.  Brief Explanation of Eligibility - Provide an explanation of why the entity or HCP is eligible for funding as part of the 
RHCPP.

28.  Description of Consortium, Dedicated ER Dept or Part-time Entity - Must be completed if “Consortium of the above”, 
“Dedicated emergency department of rural for-profit hospitals including Critical Access Hospitals”, or “Part-time eligible entity” 
was selected in Line 27.  A description of the entity and the services it provides is required.

29.   Description of Services Needed - Provide a brief description of the types of services you intend to build or deploy at this 
location as part of the RHCPP.

31.  Certify that consortium/Applicant is authorized to submit request for HCP? - Use the pull down menu to select TRUE 
for yes or FALSE for No.

32.  Certify HCP followed state or local procurement rules? - Use the pull down menu to select TRUE for yes or FALSE for 
No.

33.  Certify that HCP will utilize telecommunications services for health care? - Use the pull down menu to select TRUE 
for yes or FALSE for No.

34.  Certify that HCP is nonprofit or public entity? - Use the pull down menu to select TRUE for yes or FALSE for No.

35.  Certify that HCP is located in a rural area? - NOTE - for the purposes of the RHCPP, you may certify that at least 
one member of the consortium is rural. Each entity is not required to be rural to participate in the program. Use the 
pull down menu to select TRUE for yes or FALSE for No.

36.  Certify that HCP satisfies all requirements? - Use the pull down menu to select TRUE for yes or FALSE for No.
38.  Date - Enter either the date you complete the certifications or the date you plan to submit the information.
39.  Authorized Person for certifications - The Project Coordinator's Name (legally and financially responsible individual).
40.  Title or position of authorized person - The Project Coordinator's Title
41.  Employer of authorized person - The Project Coordinator's employer

42.  Employer's FCC RN - The FCC Registration Number of the Project Coordinator's employer, if different from the project's 
FCC RN. This field will be automatically populated from column 4 (the project FCC RN), but you may enter a different number 
here if necessary

Entering Phone Numbers - Phone numbers should be entered with dashes after the area code and exchange. For Example: 
703-555-1212

Entering ZIP Codes - ZIP codes may be entered in either ZIP or ZIP+4. When entering ZIP+4 please include the dash after 
the first five characters. Examples of valid entries: 20007 or 2007-1234

Entering Dates -  Dates should be entered in the format M/D/YYYY. Include slashes between each part of the date.  For 
Example: 1/11/1981
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