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A.  OVERVIEW

The purpose of these methods and procedures is to ensure that Verizon New Jersey Inc. (Verizon NJ) 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 conduits and rights-of-way in close proximity to the facilities of Verizon NJ and other carriers, without jeopardizing any provider’s ability to provide service to its customers or the safety of its employees.  

Verizon NJ will make all reasonable efforts to provide timely access to its poles, ducts, conduits and rights-of-way for all applicants pursuant to nondiscriminatory standard license agreements. 

To obtain access to poles, ducts, conduits and private rights-of-way, parties must enter into a standard license 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 Verizon NJ’s Joint Use License Agreement.  These methods and procedures state minimum requirements.  Upon the request of Verizon NJ, an applicant must be prepared to furnish all pertinent supporting information.  
B. STANDARD LICENSE AGREEMENT
Applicants desiring to attach to or occupy Verizon NJ poles, ducts, conduits, and private rights-of-way must first enter into a standard license agreement.

A copy of the standard license agreement is provided to applicants, upon request, by U.S. Mail or via electronic mail.  Applicants are required to submit two signed and notarized copies of the standard license agreement to the Manager of Centralized Engineering Services for Verizon NJ and pay a one-time agreement preparation fee.  One executed copy is returned to the applicant via U.S. Mail. The second executed copy is retained by Verizon NJ.

The terms of the standard license agreement specify minimum insurance coverage that must be maintained.  After submitting the signed agreements and providing proof of insurance, the applicant can begin applying for specific licenses for access to poles, ducts, conduits, and rights-of-way.  All required application forms are included in the standard license agreement.

C.  POLE LICENSE APPLICATION PROCEDURE

Performance Standard

Steps I through VI will be completed within 45 days, exclusive of delays caused by the applicant.

I.  Receive Application

Only original signed applications are accepted; faxed copies will not be accepted.  A complete application includes 2 copies each of a completed Application for Pole License (Form A-1); a completed Attachment Survey, which includes an Attachment Detail (Forms A-2 and A-2A); and a line diagram showing the route, which is referred to as a “Sketch.”    

If this is the first time the applicant is locating its facilities in the right-of-way of a particular municipality or county, a certification that the applicant has the requisite governmental approval to occupy the right-of-way must be included.  The application can be processed if this certification is missing, but a license will not be issued until the certification is received.

The date and time of receipt of each application must be recorded.  The application is stamped with the date received.  If more than one application for the same area is received on the same day, the applications are noted for order of receipt on that day.  Applications are processed on a “first come, first served” basis. 
II.  Preliminary Review
Check that applicant has a valid standard license agreement with Verizon NJ.  If it does not, contact applicant and advise that the application cannot be accepted for processing until the standard license agreement has been signed by applicant and Verizon NJ.

Check for all required forms and approvals described in Step I above.  If forms are missing, or incorrect or incomplete information is provided, contact applicant and advise that the application is not complete and cannot be accepted for processing until the missing information is submitted.  
Review Attachment Survey to determine whether it meets technical requirements stated in the standard license agreement.  If the application does not meet these requirements, return the application, advising the applicant in writing that the application is denied and of the reasons for denial.  
III.  Log Into Database

The application is logged into the Bell Atlantic License Tracking System (BALTS).   Initial data entered into BALTS includes: date received, municipality and county involved, number of poles requested, Verizon local Engineering Office involved, power company involved, existing licensees on pole, and whether all required forms have been received.

BALTS automatically assigns a permanent License Number for both tracking and billing.  

IV.  Field Records Check For Conflicts
The application is sent to the appropriate Verizon local Engineering Office, which is consulted to determine whether any jobs for Verizon NJ or other applicants are already scheduled for the proposed route. 

If there are no scheduled jobs along the proposed route that would conflict with the application, the application proceeds to Step V below. 

If there is scheduled work that will conflict with the application, Verizon NJ returns the application to the applicant, stating in writing that the application is denied and the reason for denial, and including all necessary information on the conflicting jobs so that the applicant may submit a new, reengineered application.

V.  Physical Field Review of Application
The applicant’s Attachment Survey is reviewed in the field by Verizon NJ for accuracy and to verify that the proposed design meets engineering and safety standards as required by the standard license agreement.  If the applicant has asked to be present for the field review, Verizon NJ provides prior notice of 24 hours.  

The applicant is advised if errors in preparation of the survey are discovered or if the requested attachment cannot be built as designed.  If design deficiencies are limited in scope, Verizon NJ will consult with the applicant to determine whether changes can be agreed to, or whether the application must be returned to the applicant, with a written statement that the application is denied and of the reasons for denial.  If the design deficiencies are substantial, Verizon NJ returns the application, stating in writing that the application is denied and the reasons for denial.

If Attachment Survey designs meet the engineering and safety standards of the standard license agreement, and no make-ready work is required, a license is issued.  If the request for access can be accommodated by performing make-ready work, processing of the application continues as described in Step VI below.  If the field review reveals that space is not available, and cannot be made available by make-ready work, the applicant is advised in writing that the application is denied and of the reasons for denial. 

VI.  Prepare Make-Ready Cost Estimate & Forward To Applicant
Using a standard cost estimating module in BALTS, a written estimate of the required Verizon NJ make-ready costs is prepared (Form A-3), and forwarded to the applicant for approval.

VII.  Applicant Approval/Issue Make-Ready
If applicant approves the make-ready work by signing the estimate and returning payment of the estimated make-ready costs, the make-ready work is issued to Verizon NJ’s field forces.  Make-ready work is scheduled on a nondiscriminatory basis for Verizon NJ and for applicants.  

VIII. Attachment Survey Sent To Other Parties For Required Make-Ready Work

If other parties have attachments on the poles that require make-ready work, notice of the make-ready work and a copy of the Attachment Survey are sent to each existing licensee 60 days before the work begins.  The applicant must coordinate with existing licensees to determine the estimated make-ready costs for the rearrangement of existing licensees’ facilities.    

IX.  All Make-Ready Complete – License Issued
Verizon NJ’s Construction Department and other parties notify Centralized Licensing when their make-ready work is complete.  Once all parties have completed required make-ready work, the license is issued to the applicant (Form A-3).
D.  CONDUIT LICENSE APPLICATION PROCEDURE

Performance Standard
Steps I through VI will be completed within 45 days, exclusive of delays caused by the applicant.
I.  Receive Application

Only original signed applications are accepted; faxed copies will not be accepted.  A complete application includes 2 copies each of a completed Application for Conduit License (Form B-1) and a line diagram showing the route, which is referred to as a “Sketch.” 

If this is the first time the applicant is locating its facilities in the right-of-way of a particular municipality or county, a certification that the applicant has the requisite governmental approval to occupy the right-of-way must be included.  The application can be processed if this certification is missing, but a license will not be issued until the certification is received.

The date and time of receipt of each application must be recorded. The application is stamped with the date received.  If more than one application for the same area is received on the same day, the applications are noted for order of receipt on that day.   Applications are processed on a “first come, first served” basis. 

II.  Preliminary Review
Check that applicant has a valid standard license agreement with Verizon NJ.  If it does not, contact applicant and advise that application cannot be accepted for processing until the standard license agreement has been signed by applicant and Verizon NJ.  

Check for all required forms and approvals described in Step I above.  If forms are missing, or incorrect or incomplete information is provided, contact applicant and advise that the application is not complete and cannot be accepted for processing until the missing information is submitted.

III.  Log Into Database

The application is logged into BALTS.  Initial data entered into BALTS includes: date received, municipality and county involved, feet of duct requested, Verizon local Engineering Office involved, existing licensees occupying the conduit, and whether all required forms have been received.

BALTS automatically assigns a permanent License Number for both tracking and billing.  

IV.  Field Records Check For Availability
The application is sent to the appropriate Verizon local Engineering Office, which is consulted to determine whether any jobs for Verizon NJ or other applicants are already scheduled for the proposed route. 

If there are no scheduled jobs along the proposed route that would conflict with the application, the applicant is notified and the application proceeds to Step V below. 
If there is scheduled work that will conflict with the application, Verizon NJ returns the application to the applicant, stating in writing that the application is denied and the reason for denial, and including all necessary information on the conflicting jobs so that the applicant may submit a new, reengineered application.

V.  Physical Field Check 
The requested conduit is physically checked for availability.  This physical field check may be performed by Verizon NJ, the applicant, or as a joint effort, depending on complexity and the applicant’s preference.  If it is performed by Verizon NJ, and the applicant has asked to be present for the field check, Verizon NJ provides prior notice of 24 hours.

If the applicant performs the physical field check, it is required to submit manhole sketches to Verizon NJ showing conduit occupancy and availability.  Test duct rodding may be required in some cases to verify condition of conduit.  

Any field check cannot be performed until Verizon receives payment from the Licensee covering the estimated costs of performing the field check.

If the physical field check reveals that the requested conduit is available, and no make-ready work is required, a license is issued.  If the request for access can be accommodated by performing make-ready work, processing of the application continues as described in Step VI below.  If the physical field check reveals that space is not available, and cannot be made available by make-ready work, the applicant is advised in writing that the application is denied and of the reasons for denial.  

VI.  Prepare Make-Ready Cost Estimate & Forward To Applicant
Using a standard cost estimating module in BALTS, a written estimate of the required Verizon NJ make-ready costs is prepared (Form B-2), and forwarded to the applicant for approval.

If the Verizon NJ labor agreements do not require use of Verizon NJ’s own labor crews to perform the type of make-ready work required, the applicant is offered the option of performing the work using its own labor forces under the supervision of Verizon NJ.
VII.  Applicant Approval/Issue Make-Ready 
If applicant approves the make-ready work by signing the estimate and returning payment of the estimated make-ready costs (Form B-2), the make-ready work is issued to Verizon NJ’s field forces.  Make-ready work is scheduled on a nondiscriminatory basis for Verizon NJ and for applicants.

VIII.  Notification To Other Parties Of Required Make-Ready Work 
If other parties have occupied the conduit that requires make-ready work, notice of the make-ready work is sent to each existing licensee 60 days before the work begins.  The applicant must coordinate with existing licensees to determine the estimated make-ready costs for the rearrangement of existing licensees’ facilities.  
IX.  All Make-Ready Complete – License Issued
Verizon NJ’s Construction Department and other parties notify Centralized Licensing when their make-ready work is complete.  Once all parties have completed required make-ready work, the license is issued to the applicant (Form B-2). 

E.  ROW LICENSE APPLICATION PROCEDURE

Performance Standard
Steps I through VII will be completed within 45 days, exclusive of delays caused by the applicant.

I.  Receive Application

Only original signed applications are accepted; faxed copies will not be accepted.  A complete application includes 2 copies each of a description of the right-of-way (ROW) and the access that is requested, and a detailed diagram showing the route, which is referred to as a “Sketch.”

The date and time of receipt of each application must be recorded. The application is stamped with the date received.  If more than one application for the same area is received on the same day, the applications are noted for order of receipt on that day.   Applications are processed on a “first come, first served” basis.

II.  Nature of Request
Determine whether the request is for access to a ROW owned or controlled by Verizon NJ, or to Verizon NJ-owned property. 

If request is for access to Verizon NJ ROW, go to Step III.

If request is for access to Verizon-owned property, the application is forwarded to the Verizon Real Estate Department.  Centralized Licensing’s involvement ends at this point.  

III.  Preliminary Review
Check that applicant has a valid standard license agreement with Verizon NJ.  If it does not, contact applicant and advise that the application cannot be accepted for processing until the standard license agreement has been signed by applicant and Verizon NJ.

Check for all required information described in Step I above.  If information is missing or incomplete, contact applicant and advise that the application is not complete and cannot be accepted for processing until the missing information is submitted.
Determine whether Verizon NJ has the legal authority to grant access to the ROW to another party.  If it does not, the applicant is advised in writing that the application is denied and of the reasons for denial.

IV.  Evaluate Site Feasibility
The application is reviewed to determine if the access request can be accommodated.  Whether physical verification of space availability is required, and the procedure for physical verification, is determined on a case-by-case basis.  If physical verification is performed by Verizon NJ, and the applicant has asked to be present, Verizon NJ will provide prior notice of 24 hours.

If space is available, and no make-ready work is required, processing of the application continues as described in Step VI below.  If space is available, but make-ready work is required, processing of the application continues as described in Step V below.  If space is not available, and cannot be made available by make-ready work, the applicant is advised in writing that the application is denied and of the reasons for denial.

V. Prepare Make-Ready Cost Estimate
A written estimate of the required Verizon NJ make-ready costs is prepared, and forwarded to the applicant for approval as described in Step VII below.

If the Verizon NJ labor agreements do not require use of Verizon NJ’s own labor crews to perform the type of make-ready work required, the applicant may be offered the option of performing the work using its own labor forces under the supervision of Verizon NJ.  
VI.  Determine Charge for Access and Owner’s Right of Approval
The ROW documents are researched to determine the applicant’s proportionate share of the cost of the ROW; whether approvals by the property owner will be required; and whether additional documents must be executed to effectuate access.  

A written statement of the charge for access is prepared and forwarded to the applicant for approval as described in Step VII below.  The applicant is also advised in writing if the owner’s approval is required for access.

Applicant must contact owner directly to obtain approval. 
VII.  Applicant Approval
A written statement of the charge for access and the estimated costs of make-ready work, if required, is sent to applicant for approval.  

If make-ready work is not required, and the applicant approves and signs the access charge statement, processing of the application continues as described in Step X.  

If make-ready work is required, and the applicant approves and signs the access charge statement and make-ready costs estimate, and returns payment of the estimated make-ready costs, processing of the application continues as described in Step VIII. 

VIII.  Issue Make-Ready

Verizon NJ issues the make-ready work to the field forces if applicant (1) approves the access charge and make-ready costs estimate, and returns payment of the estimated make-ready costs, and (2) provides the owner’s approval of access, if required.  Make-ready work is scheduled on a nondiscriminatory basis for Verizon NJ and for applicants.
IX. Notification To Other Parties Of Required Make-Ready Work

If other parties have occupied the ROW that requires make-ready work, notice of the make-ready work is sent to each existing licensee 60 days before the work begins.  The applicant must coordinate with existing licensees to determine the estimated make-ready costs for the rearrangement of existing licensees’ facilities.
X.  Issue ROW Approval
Verizon NJ’s Construction Department and other parties notify Centralized Licensing when their make-ready work is complete.  

The ROW application is approved when any required make-ready work is completed, any required owner approval is provided, and any documents necessary to effectuate access are executed.

F. Notification of Make-Ready Work
1) Verizon NJ will provide 60 days prior written notice to existing licensees of modifications or alterations to Verizon NJ poles, ducts, conduits 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)  

Date

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

Location (e.g., address, street, rear of/front of, county, municipality)

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 #

Verizon NJ 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.  

G. Access To Records
Prospective applicants for access to poles, ducts, conduits and rights-of-way are permitted to examine and copy relevant engineering records in order to design and complete their applications.  Generally this examination consists of researching Verizon NJ’s conduit system records, which are stored and maintained in local Engineering Offices.

To request an examination, the requesting party must submit a written request to Centralized Licensing that identifies the specific geographic area of interest (e.g., “conduit in Hackensack, NJ in the vicinity of Summit Avenue between Essex and Central”) and a contact name and telephone number to arrange for an inspection date and time.  

Upon receipt, the request is logged into a Records Search Review Log, identifying the requesting party, date received, geographic area of interest, and local Engineering Office(s) involved.  A copy of the letter is filed in the log book as well.

Centralized Licensing contacts the relevant local Engineering Office(s) that houses the relevant records.  A date is offered for the examination.  The offered date must be within 10 business days of the receipt of the written request.

The requesting party is contacted with the date, place, time, and local contact name for the records examination.  If this date and time is not acceptable to the requesting party, the local Engineering Office is again contacted for an alternate time.  Centralized Licensing will offer another examination date that is acceptable to the requesting party and at which time someone from Verizon NJ will be available.  This alternate date may not be within the ten business day time frame, although Verizon NJ will attempt to accommodate the requesting party with an alternate date that meets that standard.

At the records examination, the requesting party will be allowed to examine and copy any records information, for the identified geographic area of interest, that does not reveal proprietary information of Verizon NJ or other parties.  In general, Verizon NJ’s conduit records do not contain any proprietary information.  However, in the event that proprietary information is included, the records will be made available with the proprietary information redacted.  If the proprietary information cannot be redacted, the requesting party will be required to sign a non-disclosure agreement before examining the records.
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