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1.01
Overview

The purpose of these methods and procedures is to ensure that Verizon Delaware Inc. (Verizon DE)  complies with the Telecommunications Act of 1996. These methods and procedures will enable third parties to make attachments to telephone poles and to occupy telephone conduit and rights-of-way in close proximity to the facilities of Verizon DE and other carriers, without jeopardizing any provider’s ability to provide service to its customers or the safety of its employees.  

Verizon DE will make all reasonable efforts to provide timely access to its poles, ducts, conduit and rights-of-way for all applicants pursuant to nondiscriminatory standard  licensing agreement.

To obtain access to poles, ducts, conduit and private rights-of-way, parties must enter into a standard licensing agreement, and obtain licenses or authorizations to attach to or occupy specific facilities.  The requirements for access, which are summarized in these Methods and Procedures, are detailed in the attached standard licensing.  Note that Section 3 of these Methods and Procedures states minimum requirements.  Upon the request of Verizon DE, an applicant must be prepared to furnish all pertinent supporting information.

2.01
Evaluating Requests

While requests for information will be accepted in any form, requests for standard licensing agreements for pole attachments, conduit occupancy, and occupancy of private rights-of-way, and applications to attach to or occupy specific facilities, must be in writing and sent to the Pole and Conduit Administrator (PCA).  Upon receipt of a written request, the PCA will:

1) Determine whether the proposed attachment or occupancy is for pole, conduit, or right-of-way.

2) Determine whether a signed standard licensing agreement with the requesting company is on file.

4 If yes, apply procedures stated in the appropriate sections, as follows:

3.01  Poles

3.02 Conduit

3.03 Rights-of-Way 

5 If no, apply procedures stated in Section 2.02

2.02  Routing and Execution of Standard Licensing Agreements, 
1)  Routing and Execution of Standard Licensing Agreements

A)  Send 2 copies of the agreement, 1 copy of the Regulations Governing  Tariffs (exhibit # 3) and 1 Acknowledgement Form verifying receipt of regulations to the applicant. 

B)  Receive and check for signatures on both copies of agreement.

  C)  Send to Outside Plant Engineering Director  (OPED) for signature.

   D)  Forward both signed copies of the Agreement and signed Acknowledgement Form or proof of mailing to the Verizon Delaware Assistant Secretary Office, who will attest both copies of the Agreement.  One original remains with the Assistant Secretary and one original is returned to PCA who forwards to the applicant.  The Assistant Secretary will also forward one copy of the Agreement and Acknowledge Form or proof of mailing to the Verizon Delaware Regulatory Department, who will file the required acknowledgement receipt with the Delaware Commission.  In addition the Verizon Delaware Regulatory Department will place notice of the filing in one edition of two newspapers of general circulation in the State of Delaware.

   E)  One copy is forwarded to the appropriate Outside Plant Engineering (OPE) Center and one copy is maintained by the PCA group .

3.01
Pole Attachment

1) Requests for pole attachment must be in writing and sent to the PCA.  Upon receiving a request to attach, the PCA must ensure that a standard licensing agreement (See Ex # 1) has been executed (See Section 2.02 ).  The PCA must make certain that two copies of the Application Survey Forms (See Ex #1, Appendix II, Forms A-1 and A-2) are signed and completed.

2) All applications must be date stamped with the date they are first received by Verizon DE.   Same location and day requests are resolved based on which application was received first.  Descriptions of locations of proposed attachments must be precise.  Minimum locating information should identify municipality, pole numbers and locations (referencing street names, including nearest cross streets or intersections, if necessary), as indicated on the application.  If the PCA or OPE determines that an application is incomplete, the PCA will return the application to the applicant.

3) All applications are processed by entering data into the mechanized pole and conduit tracking system. A unique application number is assigned for each application.  The application data is summarized for the 45-day response requirement and results are forwarded on a monthly basis to regional staff. All processed applications are sent daily in overnight mail to the appropriate OPE office.

4) The OPE Engineer must perform the following:

6 Coordinate with applicant, if requested, to perform a joint survey;

7 Complete the field survey; and

8 Document the field survey results on the appropriate forms; provide the associated Custom Work Order (CWO) number, including the costs for make-ready work if required; and return to PCA.

5) PCA must provide a written response of findings and an estimate of any make-ready charges to applicant within 45 days of receipt of the application.  All responses are placed in US mail with metered postage.  Potential responses are:
Pole attachment requires no make-ready. Verizon DE will issue an attachment license.

Pole attachment denied.  Verizon DE will not issue a license, and will clearly state in written response why access has been denied.

Pole attachment requires make-ready work involving replacement of pole and/or rearrangement of Verizon DE facilities and/or the facilities of existing licenses.  PCA sends written notification to the applicant describing the proposed make-ready work and stating Verizon DE’s estimated costs.

6) If an applicant wishes to proceed, it must submit to the PCA a signed make-ready authorization (Ex 1, Appendix II, Form B-1), with a check in the amount of Verizon DE’s estimated costs. The applicant must coordinate with existing licensee(s) to determine the estimated make-ready costs for the rearrangements of existing licensee(s)’ facilities.  If necessary, Verizon DE will identify existing licensees. 

7) Upon receipt of the make-ready authorization, the PCA will create and send a release make-ready form (OPE notification to proceed with make-ready work) to the appropriate OPE via e-mail.  Labor and material charges are collected and reported to the appropriate CWO.  Unless the existing licensee(s) has waived the notice requirement, the FMC will notify existing licensee(s) of the impending pole modification and the 60-day time period in which to respond indicating that the existing licensee(s) desires additional space.  Make-ready work will be redesigned to incorporate any additional requirements submitted by existing licensee(s).   

8) Upon receipt of the existing licensee(s)’ response or on day 61 following notification, whichever is sooner, the OPE will issue make-ready work prints to the Construction Management Center (CMC), where the work is assigned to the Construction Supervisor (CS) for the appropriate area.  The CS assigns the work for completion.  Make-ready work is scheduled on a nondiscriminatory basis for Verizon DE and for applicants.  Verizon DE will provide applicants with a weekly status report stating the date that make-ready jobs are issued to and completed by Verizon DE’s construction forces.  Verizon DE will also provide applicants, on a weekly basis, with copies of work status reports provided to Verizon DE by the electric utility regarding the status of the electric utility’s make-ready work.  

9) When the make-ready work is completed, the CS notifies CMC, which closes the work prints and notifies OPE.  OPE issues a bill for the make-ready work, establishes a mechanized billing process, and notifies PCA that the make-ready work is completed.  If the final bill for make-ready work is 25% more or less than the estimate of make-ready costs provided by Verizon DE, Verizon DE will review the bill to determine whether appropriate charges have been applied before it is rendered to the customer.  If Verizon DE determines that the charges are justified, Verizon DE will provide an explanation of the charges in the description section of the customer’s invoice.

10) PCA issues a permit to the applicant. 

3.02
Conduit Occupancy

1) Requests for conduit occupancy must be in writing.  Upon receiving a request to occupy, the PCA must ensure that a standard licensing agreement has been signed  and that an Application and Conduit Occupancy Authorization form and Authorization for Conduit Availability Study form has been signed.  (See Section 2.02 ). 

2) All applications must be date stamped with the date they are first received by Verizon DE.   Same location and day requests are resolved based on which application was received first.  Requests for occupancy must be precise. The minimum information required includes the locations of the “from” and “to” manholes, identification of the proposed cable and equipment to be placed in the system, and clearly defined space measurements of the proposed equipment. If the PCA or OPE determines that an application is incomplete, the PCA will return the application to the applicant.

3) All applications are processed by entering data into the mechanized pole and conduit tracking system. A unique application number is assigned for each application.  The application data is summarized for the 45-day response requirement and results are forwarded on a monthly basis to regional staff.  All processed applications are sent daily in overnight mail to the appropriate OPE office.

4) The OPE performs a record search for available conduit, estimates the cost for any make-ready work (e.g., placement of inner-duct, rodding and roping) and forwards results of the record search to PCA for further attention and response to the applicant.

5) PCA must provide a written response of findings and an estimate of any make-ready charges to applicant within 45 days of receipt of the application.  All responses are placed in US mail with metered postage.  Potential responses are:

Conduit Occupancy requires no make-ready.  Verizon DE will issue a license.

Conduit Occupancy denied.  Verizon DE will not issue a license, and will clearly state in written response why access has been denied.

Conduit Occupancy requires make-ready work involving rodding, roping and/or placing of inner-duct.  PCA sends written notification to the applicant describing the proposed make-ready work and Verizon DE’s estimated costs.

6) If an applicant wishes to proceed, it must submit to the PCA a signed make-ready authorization, with a check in the amount of Verizon DE’s estimated costs. The applicant must coordinate with existing licensee(s) to determine the estimated make-ready costs for the rearrangements of existing licensee(s)’ facilities.  If necessary, Verizon DE will identify existing licensees.

7) Upon receipt of the make-ready authorization, the PCA will create and send a release make-ready form (OPE notification to proceed with make-ready work) to the appropriate OPE via e-mail. Labor and material charges are collected and reported to the appropriate CWO.  Unless the existing licensee(s) has waived its right to notice, the OPE will notify existing licensee(s) of the impending conduit modification and the 60-day time period in which to respond indicating that the existing licensee(s) desires additional space.  Make-ready work will be redesigned to incorporate any additional requirements submitted by existing licensee(s).

8) Upon receipt of the existing licensee(s)’ response or on day 61 following notification, whichever is sooner, the OPE will issue make-ready work prints to the Construction Management Center (CMC), where the work is assigned to the Construction Supervisor (CS) for the appropriate area.  The CS assigns the work for completion.  Make-ready work is scheduled on a nondiscriminatory basis for Verizon DE and for applicants. Verizon DE will provide applicants with a weekly status report stating the date that make-ready jobs are issued to and completed by Verizon DE’s construction forces.  Verizon DE will also provide applicants, on a weekly basis, with copies of work status reports provided to Verizon DE by the electric utility regarding the status of the electric utility’s make-ready work.    

9)      When the make-ready work is completed, the CS notifies CMC, which closes the work prints and notifies OPE.  OPE issues a bill for the make-ready work, establishes a mechanized billing process, and notifies PCA that the make-ready work is completed. If the final bill for make-ready work is 25% more or less than the estimate of make-ready costs provided by Verizon DE, Verizon DE will review the bill to determine whether appropriate charges have been applied before it is rendered to the customer.  If Verizon DE determines that the charges are justified, Verizon DE will provide an explanation of the charges in the description section of the customer’s invoice.
10) PCA issues an authorization to the applicant. 
3.03
Rights of Way 

1) Requests for access to a private right-of-way owned or controlled by Verizon DE must be in writing and sent to the PCA.  Upon receiving a request, the PCA must ensure that a standard license agreement (See Ex # 1) has been executed (See Section 2.02).  

2) All applications must be date stamped with the date they are first received by Verizon DE.   Same location and day requests are resolved based on which application was received first.  Descriptions of right-of-way must be precise.  Minimum information should include the location of proposed access (e.g., property address, municipality, Block & Lot numbers, Book & Page and/or a copy of recorded document), a survey (if available), and a description of the type of facilities to be placed with clearly defined space measurements.  If the PCA or OPE determines that an application is incomplete, the PCA will return the application to the applicant.  

3) All applications are processed by entering data into the mechanized pole and conduit tracking system.  An unique application number is assigned for each application.  The application data is summarized for the 45-day response requirement, and results are forwarded on a monthly basis to regional staff. 

4) PCA sends the request to the Right-of-Way (ROW) Manager, or the OPE Manager in some cases, to estimate the Assessment Cost, which is the cost incurred by Verizon DE to investigate feasibility of granting access to a right-of-way.  The estimate must be itemized and include all ROW Manager and OSP Engineering time and costs in assessing feasibility (e.g., records searches, site survey, time spent preparing estimate).  The estimate is returned to PCA within 5 business days.

5) Within 10 business days of the request, the PCA sends to applicant an itemized estimate of the Assessment Cost.  The letter must advise applicant of the following:

Only unused portion of estimate is potentially reimbursable to applicant.

Additional time required to complete task will be billed accordingly.

Explanation of potential licensing fee and make-ready cost determinations.

6) Verizon DE will begin the assessment process when it receives the applicant’s written authorization to proceed with payment of the estimated Assessment Cost.  The assessment process must be completed within 35 days.

7) To begin the assessment process, PCA notifies ROW Manager to have a CWO number issued.  All work, time and costs must be direct to this CWO.  In addition, PCA establishes an assessment report due date within three weeks of the date that authorization to proceed was received from the applicant.

8) In consultation with appropriate organizations, ROW Manager must:

Assess whether Verizon-DE has the legal authority to grant access (assignment feasibility).  This includes a records search (including internal and external records, such as county clerk).  

Determine fees and charges for access (See Ex #1, Appendix I at 2.2). 

Interface with OSP Engineer to assess technical feasibility of access.  

Determine whether make-ready work is required and, if so, estimate the make-ready costs.

Specifically identify any safety and reliability issues.

Determine whether other entities occupy the right-of-way.

Prepare written report documenting findings, and provide to PCA by the assessment report due date.

9) PCA must provide written response of findings to applicant within 35 days of receipt of authorization to proceed with assessment process.  Potential responses are:

Access achievable and technically feasible with no make-ready required.  Verizon DE will issue an access license when applicable license fee is paid.  

Access achievable and technically feasible with make-ready work required.  PCA sends written notification to the applicant describing the proposed make-ready work and Verizon DE’s estimated costs. 

Access not achievable or questionable, or not technically feasible.  Verizon DE will not issue a license, and will clearly state in written response why access has been denied.  Or, Verizon DE will state in its letter that the license is denied and direct the applicant to request permission for access from the property owner. 

10) If make-ready work is required, and an applicant wishes to proceed, it must submit to the PCA a signed make-ready authorization (Ex 1, Appendix II, Form B-1), with a check in the amount of Verizon DE’s estimated make-ready costs. The applicant must coordinate with existing licensee(s) to determine the estimated make-ready costs for the rearrangements of existing licensee(s)’ facilities. If necessary, Verizon DE will identify existing licensees.     

11) Upon receipt of the make-ready authorization, the PCA will create and send a release make-ready form (OPE notification to proceed with make-ready work) to the appropriate OPE via fax. Labor and material charges are collected and reported to the appropriate CWO.  Unless the existing licensee(s) has waived the notice requirement, the OPE will notify existing licensee(s) of the impending modifications and the 60-day time period in which to respond indicating that the existing licensee(s) desires additional space.  Make-ready work will be redesigned to incorporate any additional requirements submitted by existing licensee(s).    

12) Upon receipt of the existing licensee(s)’ response or on day 61 following notification, whichever is sooner, the OPE will issue make-ready work prints to the Construction Management Center (CMC), where the work is assigned to the Construction Supervisor (CS) for the appropriate area.  The CS assigns the work for completion.  Make-ready work is scheduled on a nondiscriminatory basis for Verizon DE and for applicants. Verizon DE will provide applicants with a weekly status report stating the date that make-ready jobs are issued to and completed by Verizon DE’s construction forces.  Verizon DE will also provide applicants, on a weekly basis, with copies of work status reports provided to Verizon DE by the electric utility regarding the status of the electric utility’s make-ready work.

13   When the make-ready work is completed, the CS notifies CMC, which closes the work prints and notifies OPE.  OPE issues a bill for the make-ready work, establishes a mechanized billing process, and notifies PCA that the make-ready work is completed. If the final bill for make-ready work is 25% more or less than the estimate of make-ready costs provided by Verizon DE, Verizon DE will review the bill to determine whether appropriate charges have been applied before it is rendered to the customer.  If Verizon DE determines that the charges are justified, Verizon DE will provide an explanation of the charges in the description section of the customer’s invoice.
14PCA issues an authorization to the applicant.
3.04 
Sixty Day Notification 

1) Verizon DE will provide 60 days prior written notice to existing licensees of modifications or alterations to Verizon DE poles, ducts and rights-or-way that the existing licensees have attached to or occupy.  

2) Notice is not provided if:

The existing licensee has waived the right to receive notice.

The modification or alteration is in response to an emergency.

The modification or alteration is routine maintenance.

The modification or alteration is a facility replacement that does not increase capacity.

3) The written notification must include the following information:

Licensee information (e.g., name, address, agreement number, etc.)  

Date

Facility to be modified (e.g., lead and pole #)

Location (e.g., address, street, rear of, front of, boro/twp)

Description of work (e.g., replace pole, reinforce conduit, include size of new & old pole, from present # of ducts to total # with new ducts)

Contact name (engineer)

Title

Phone #

Work order #

4) OPE will maintain records of every notice sent, including the date of the notice, the date of any response, and the date that the modification or alteration of the facilities began.  This data will be forwarded to the PCA by the first working day of each month.

3.05   Access to Records

1) Verizon DE provides access to records in response to requests for access to maps and other relevant data necessary to complete applications for access to poles, ducts, conduit and rights-of-way.  Requests for access to or copies of conduit records must be submitted in writing to the PCA.

2) Upon receiving a request, the PCA will forward the request to the appropriate OPE office via e-mail.

3) The requesting party will be contacted by the OPE.  If copies are requested, the FMC will provide the customer with a date that copies will be mailed, which is no more than 10 business days from receipt of the request.  If the requesting party desires an office visit, the OPE will schedule a time for this to occur, which is no more than 10 business days from receipt of the request, unless otherwise requested by the customer.

4) Time and expenses for copying or escorting the customer will be charged to the customer.

4.01 
Pole Checklist

____
Existing Pole Attachment Agreement on file.

____
Applicant advised of process flow and potential charges.

____
Two signed copies of Application and Pole License received.

____
Date and time stamped when received.

____
Coordinate with applicant, if requested, for joint survey.

____
Pre-construction survey completed.

____
Determine make-ready costs.

____
Written response to applicant within 45 days of receipt of application.


Options:


____
A.  No make-ready required.



____
B.  Make-ready required, with estimate of cost:


____
Rearrangement – Other attachees.


____
Rearrangement – No other attachees.


____
Pole change and rearrangement – Other attachees.


____
Pole change and rearrangement – No other Attachees.


____
C.  Access denied, with explanation.

____
Written notification of rearrangement or replacement sent to other attachees.

____
Response from other attachees received, or 60 days has expired.

____
Revised make-ready charge provided (if applicable).

____
Written authorization and make-ready payment received.

____
Make-ready scheduled.

____
Make-ready completed.  

____
Permit issued.

4.02 
Conduit Checklist

____
Existing Conduit Occupancy Agreement on file.

____
Applicant advised of process flow and potential charges.

____
Two signed copies of Application and Conduit Occupancy Authorization form and Authorization for Conduit Availability Study form received.

____
Date and time stamped when received.

____
Perform record search.

____
Determine make-ready costs.

____
Written response to applicant within 45 days of receipt of application.


Options:


____
A.  No make-ready required.



____
B.  Make-ready required, with estimate of cost:



____
Rodding, roping, placement of inner duct required - Other attachees.



____
Rodding, roping, placement of inner duct required - No other attachees.


____
C.  Access denied, with explanation.

____
Written notification of rearrangement or replacement sent to other attachees.

____
Response from other attachees received, or 60 days has expired.

____
Revised make-ready charge provided (if applicable).

____
Written authorization and make-ready payment received.

____
Make-ready scheduled.

____
Make-ready completed.  

____
Authorization issued.

4.03
Rights-of-Way Checklist

____
Existing Pole and Right-of-Way Licensing Agreement on file.

____
Applicant advised of process flow and potential charges.

____
Two signed copies of Application and Rights-of-way occupancy authorization received.

____
Date and time stamped when received.

____
Request for estimated assessment costs sent to ROW Manager.

____
Itemized estimate of costs of assessment process sent to applicant by PCA within 10 business days of receipt of application.

____
Written permission to proceed and applicant’s check for estimated cost received.

____
ROW Manager notified - CWO issued.

____
Contact OSP engineering for pre-survey.

____
Pre-construction survey completed.

____
Determine make-ready costs.

____
Perform record search. 

____
Assess legal authority to grant access.

____
Written report of findings sent to PCA within 3 weeks of start date.

____
Written response to applicant within 45 days of receipt of application.


Options:


____
A.  No make-ready required.



____
B.  Make-ready required, with estimate of cost:



____
Other attachees.



____
No other attachees.


____
C.  Access denied, with explanation



____
Not achievable



____
Not technically feasible

____
Written notification of rearrangement or replacement sent to other attachees.

____
Response from other attachees received, or 60 days has expired.

____
Revised make-ready charge provided (if applicable).

____
Written authorization and make-ready payment received.

____
Make-ready scheduled.

____
Make-ready completed.

____
Authorization issued. 

4.04
60 Day Notification Checklist

____
Modification required of pole, conduit or right-of –way.

____
Written authorization to proceed and payment of estimated costs received from applicant.

____
Existing licensees are attached or occupy facilities to be modified.

____
60 day notice is not required because:


____
Existing licensee has waived notice requirement.


____
Modification is in response to an emergency.


____
Modification is routine maintenance.


____
Modification is a facility replacement that does not increase capacity. 

____
Written notice provided to existing licensees.

____
Responses received to all notices, or 60 days has elapsed from date of notice.

____
Proceed with attachment/occupancy process.

4.05 
Access to Records Checklist

____
Request for access to records received by PCA.

____
Request e-mailed to appropriate OPE. 

____
Customer contacted by OPE.

____
Records copied and sent to customer by OPE within 10 business days of request for access.

____
Appointment for customer review of records scheduled by OPE for a date within 10 days of request for access, unless otherwise requested by customer.

____
OPE escorts customer while records are reviewed.

____
Customer billed for costs of copying or escort.

