
INPUT
What do we need to do to accomplish 

this?

Cell Tower Leases
Rent Schedules
Budgeted Funds

Cell Tower 
Revenue Share

Request Process

OUTPUT

What do we produce or deliver?

DFM Director revenue 
share request to 

Controller

DFM Director memo to
recipient schools

ENABLERS

Who is involved in the process?

REM Staff, DFM Director, Controller Staff, CPI Escalation Rate,
Cell Tower at Schools, School Staff, Cluster/Consortia Schools

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

REM Strategic Plan
BOE Policy ECN

Superintendent Memos

REM KEY PROCESSES

Quality 
Assurance

Financial 
Monitoring

Workforce 
Excellence

Customer 
Satisfaction

Triggering 
Event End



Cell Tower
Revenue Distribution

Process

Real Estate Management Team

Fiscal Assistant reviews and 
updates rent schedule

Fiscal Assistant 
prepares payout 

distribution 
schedule

Fiscal Assistant 
prepares payment 

package1 for approval 
by: 

Fiscal Specialist
REM Specialist

REM Team Leader
Dir DFM

REM and Fiscal 
specialists review 

schedule
for completeness 

and accuracy

Yes

No

Yes

Payments are 
processed by 

Controller’s Office and 
transmitted to schools

Schools receive memo 
from DFM director 

alerting them to 
payment

Schools receive revenue share 
funds in the school IAF account

Fiscal Assistant
runs Funds 

Available Report
in FMS

Prepare revenue share 
payment request memo to 
Controller’s Office; memo 
signed by DFM Director 

Is Revenue Share 
account balance 
sufficient to make 

payments
(Y/N?)

Supplemental 
Funds are 
deposited 

Are 
there sufficient
funds available 

to transfer
(Y/N?)

Transfer additional 
funds into 

Revenue Share 
account 

Yes

No

Yes

Fiscal Specialist 
consults with REM 
Team Leader on 

need for 
supplemental 
appropriation

1Package contains: payment request to Controller, school principal payment 
memos, payout distribution schedule and funds available report.

Packet is approved; 
Memos are signed by 

DFM Director
(Y/N?)

Revisions  / 
Corrections are 

made and rerouted 
for approval

No

Payout distribution 
schedule is 

revised

Payout 
distribution 
schedule is 

accurate 
(Y/N?)

Prepare memos to 
school principals 
alerting them to 

payment; memo signed 
by DFM Director 

No




