
INPUT
What do we need to do to accomplish 

this?

Interested cell provider
Identified collocation site

Engineering drawings for placement

Cell Tower Process 
Collocation

OUTPUT

What do we produce or deliver?

Signed lease
Surety Bond or Security Deposit

Minimum five year revenue stream

ENABLERS
Who is involved in the process?

REM Staff, School Staff, School Community, DFM Director,
Board of Education, TELCO Company, 

School site with existing tower identified, M-NCPPC 

What helps us know why, when, and how we do what we do? 

Board Policy ECN, Federal and Local Laws, Montgomery County 
Executive Regulation 14-96, Mandatory Referral Process, Telecommunications 

Transmission Facility Coordination Group (TTFCG)

REM KEY PROCESSES

Quality 
Assurance

Financial 
Monitoring

Workforce 
Excellence

Customer 
Satisfaction

Triggering 
Event End



Arrange meeting with 
cell tower reps and 
principal (principal’s 
discretion whether to 

invite PTA 
representative). If it is 

a HS, first point of 
contact is the 

business manager.

If principal is still 
interested, direct 
TELCO reps to 

prepare A&Edrawings

If Right of Entry is 
required for testing, 
prepare ROE (using 
ROE template) for 
execution by DFM 
director. Require 

TELCO to prepare 
exhibit

Prepare Lease Agreement.  
Make sure agreement 
includes language that 
should there be taxes 

assessed by State, 
responsibility for payment is 

Lessee’s.

TELCO must provide Lease 
exhibits, acceptable surety 
bond or security deposit, 

acceptable radio frequency 
(RF) and structural reports. 

Determine from 
School Principal if 
there is interest in 

collocation

TELCO co will make 
application to the Tower 
Committee. If project is 
approved. (Montgomery 

County policy is to collocate 
telecommunications 

equipment on monopoles 
whenever possible) 

Final signature is by the 
Superintendent, once 

everything is acceptable. 
Usually we get five original 
documents, two for MCPS, 
three for TELCO provider.

Prepare notification letter to 
M-NCPPC Dept. of 

Planning. Cite previous 
Mandatory Referral 

approval and provide a 
copy. (Previous letters can 
be found in existing files.) 

Collocation approval from 
primary provider (co-owner 

of the pole) is needed. 
Applicant should coordinate 
with primary provider. Have 

Molinaro review the 
approval acknowledgement.  

Review the A&E drawings to 
make sure they show exiting 
monopole, with all of present 
collocators. Jim Tokar in the 

DOC can review the architectural 
and engineering drawings. 

Yes

No

Cities of Rockville and Gaithersburg have their own review process

Notify TELCO 
Company that there 

is no interest

TELCO Company 
Indicates interest in 

collocating on existing 
monopole




