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EMPIRE CITY SUBWAY CO. LTD

FOREWORD

As part of our ongoing effort to protect our infrastructure and our tenants’ telecommunications facilities, the following specifies the procedures for constructing conduit into ECS manholes.  This procedure has been in effect and is periodically revised, as of the latest July 31st, 1999.

ECS’s work force and tenants are already following the standards specified in this document.  However, they have not been updated or revised since January 1997.  The increased activity in ECS manholes and aging of the existing facilities make it imperative that these standards, and associated quality assurances are continuously updated and followed by every tenant and contractor.

Therefore, this document identifies the requirements to manage and control the quality of work performed by all parties involved with the placing of conduit into ECS manholes.  This process shall hereinafter be referred to as the “ECS Manhole Point of Entry (P.O.E.) Procedure”.

The following pages describe the steps necessary for the application of the proposed work, operational stipulations and the charges to be paid by the applicant.
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EMPIRE CITY SUBWAY COMPANY, LTD.

PROCEDURE FOR MAKING AN ECS MANHOLE

POINT OF ENTRY (P.O.E)

1. ADMINISTRATION 

________________________________________________________________________

1.A  P.O.E Application


P.O.E. Applications are required for all proposed construction work performed by or on behalf of a Tenant.


1.A.1
Tenant shall submit an Application to ECS to initiate the process for making an ECS manhole P.O.E. (note: all information shall be completed before submitting)

1.A.2   The Application shall be Faxed to:


          

(718) 861-5088

                            ATTN: MANNY FREEMAN
1.A.3  
The Application shall specify the exact location of the ECS manhole by street and nearest cross street.

1.A.4
The Application shall include a sketch of the proposed construction showing the number and the size of ducts to be built between the ECS manhole and conduit termination point.

1.A..5
Tenant may designate a contractor to act as Tenant’s agent at field meetings, etc., by submitting to ECS written notification which shall specify the contractor’s name, address and business telephone number.  Tenant shall be responsible for all acts or omissions of its contractor.  The term “tenant”, as herein, shall mean the Tenant and/or Tenant’s contractor.  Applications shall specify the name of the contractor performing the work that will be for the tenant.

1.A.6
ECS reserves the right to defer processing an Application or to require a deposit if the Tenant’s account is not kept current.
1.B  Field Meetings

A field meeting between Tenant and an ECS representative is required prior to approval of an application.

1.B.1  
Tenant shall arrange for a field meeting by calling (718)861-4145, Monday to Friday from 7:00 AM to 3:00 PM.  The initial field meeting shall be scheduled on a date at least 7 business days after ECS receives the Application and at a time during normal business hours which is mutually convenient to ECS and the Tenant. An alternative number is 516-758-3750 (leave message if cannot get an answer on first number).
1.B.2
Tenant shall be responsible for opening and closing the manhole covers at field meetings, including all necessary work area protection, manhole ventilation, etc.   Tenant must have proper equipment in working order, if not, the meeting will be rescheduled at both parties convenience.

1.B.3
At the field meeting, ECS and Tenant shall discuss preparation work (e.g., relocation of racks), field conditions and the exact location and dimensions of the P.O.E.  ECS shall make the final determination of the exact position of the P.O.E., which shall not be changed without the prior written approval of ECS.  Under no circumstances shall the P.O.E. be located in the manhole roof, chimney or center of manhole wall.

1.B.4
ECS reserves the right to deny an Application if, in ECS’s sole judgment, congestion or other conditions in the manhole make the placement of the P.O.E. in that manhole impractical.  In such an event, the Tenant and ECS may seek another manhole suitable for the Tenant’s needs.  If a suitable alternate manhole is found, ECS and the Tenant shall proceed with the field meeting and modify the Application and other documentation accordingly.

1.B.5
Tenant shall propose a method of manhole penetration at the field meeting.  ECS may approve the method as proposed or modify the method as it deems necessary.

1.B.6
ECS shall prepare Field Notes which shall document all pertinent information, specifications and requirements regarding the proposed manhole P.O.E.  If a subsequent field meeting is required, ECS shall mark the Field Notes as “Interim”.  If no more filed meetings are required prior to the start of construction, the senior representative of ECS and Tenant present at the field meeting shall each sign the Field Notes and a copy of this ECS Manhole P.O.E. Procedure document, which shall constitute approval of the Application and a binding agreement between the parties.

1.B.7
No work shall commence until Tenant receives POE field sheet from ECS (minimum of 3 business days from field meeting.) Further more, 

                                    Tenant/Contractor must have a copy of the field form on site while 
                                    work is being performed.  This is to ensure that all pertinent   

                                    information and the Contractor address safety concerns.  If found 
                                    without field sheet, all work may be terminated relating to Point of 
                                    Entry (POE).
2. OPERATION

ECS will perform routine inspections to safeguard the integrity of ECS’s manholes and conduits and the facilities of its other tenants throughout the job.  Tenant shall adhere to all specifications and instructions of ECS.  ECS may, in its’ discretion, stop tenants work for failure to comply with any specifications or instructions or safety issues.

2.A  Manhole Penetration

2.A.1  Tenant shall complete all preparation work before breaking the manhole wall.  Core drilling shall be required on all concrete manholes, no exceptions (note on field sheet shall not be required.)
2.A.2
Tenant shall be responsible for all costs associated with moving cables and racks necessary to accommodate the P.O.E.

2.A 3
Tenant shall excavate outside the ECS manhole wall to pinpoint any obstructions in order to protect ECS’s facilities and any other facilities owned by third parties, e.g. gas, sewer, and water mains, etc. 

2.A.4
If unforeseen circumstances require a change the P.O.E., the Tenant shall not proceed until after Tenant has had an additional field meeting with ECS and ECS has approved the changes.  Tenant shall bear all costs associated with changes.

2.A.5
Tenant shall use whatever means necessary to protect all cables and equipment within ECS’s manhole during the penetration of the manhole.

2.A.6
If ECS deems it necessary for Tenant to break the wall from the outside of the manhole, Tenant shall ensure by precise measurements that the P.O.E. is made in the exact interior location approved at the field meeting.

2.A.7
Tenant may use hammer and chisel to penetrate brick wall manholes.  For all other manholes, Tenant must use a pneumatic concrete breaker or any other method discussed and approved by ECS at the field meeting.

2.A.8
Tenant shall place conduit(s) into each manhole wall opening.  To avoid cable cuts and obstructions within the manhole, the Tenant must terminate its conduit flush with the surface of the interior wall of the manhole.

2.A.8a
Innerduct Placement (New and Existing):


All innerduct will be cut 3” from the end of the duct in manholes where splice coils are to be left.  Innerduct will be brought to, cut and tied to the first racking position in manholes where pull throughs are to be made.  This is to facilitate the coupling of ducts for proper racking procedure.  All innerduct shall be tagged.

2.A.9
Tenant shall secure its conduit(s) in place with concrete (or equally approved HD-25) from the outside of the manhole.  Tenant shall restore wall and waterproof integrity of the manhole prior to leaving the job site each day.

2.A.10
Tenant shall plug their conduit(s) at the conduit termination point (e.g., building entrance location) with an approved conduit plug to prevent gas or water leaks.

2.A.11
Tenant shall “face off and seal” the interior wall of the manhole around its P.O.E. with a sand and cement mixture of a consistency similar to plaster, hydraulic cement, or equal.

2.A.12
Tenant shall repair any bricks or concrete which may have been removed while making its P.O.E.

2.A.13
Tenant shall clean the manhole after the completion of its work.

1. Cleaning of inner pan of debris

2. Manhole lips must be clean of debris for casting/inner pan

3. All debris associated with their construction

4. Notify ECSC (212)519-4994 if other debris exists

2.B.  Protection of Equipment and Cables

2.B.1
Before excavation begins Tenant shall call the New York one-call center 1-800-272-4480 (NY811) and comply with all other “Code 753” regulations.

2.B.2
Tenant shall follow ECS Manhole Standards while working in or around ECS manholes. While working in the manhole, Tenant’s employees, agents and contractors shall have a secure standing position within the structure. All manholes shall to be pumped out to ensure compliance of a safe working environment. At no time shall cables and racks be used as a  platform. Tenant shall prevent debris or other objects from falling into manhole or onto facilities.

2.B.3
Tenant shall also comply with all federal, state and local laws, rules and regulations while working in or around ECS’s manholes.

                      2.B.4
Tenant shall be responsible for any damage to ECS’s manholes,   

                                    conduits, or facilities of other ECS tenants caused by Tenant’s acts      

                                    or omissions.  If Tenant causes or observes any damage or 
                                    suspected damage to any existing facility, manhole structure and or 
                                    hardware while performing work, Tenant shall notify ECS 
                                    immediately by calling:

(212)519-4994
Monday to Friday from 7:00am to 4:00pm

2.C  Backfilling and Restoration

2.C.1
Tenant shall restore manhole wall with concrete (minimum 3000 psi) to ensure wall integrity.
2.C.2
Tenant shall ensure compaction of backfill does not disturb the P.O.E. “face off” work inside the manhole.


2.C.3
All trenches shall be marked in accordance with NYC DOT Highway Rules and  Regulations 1998 Sec. 2-11 pg. 66-68.
2.D  Inspection

2.D.1   Tenant shall notify ECS at least twenty-four (24) hours prior to beginning work.  All aspects of the P.O.E. shall conform with the agreement made and documented at the field meeting. 
2.D.2
If the work does not meet the specifications set forth in the Field Notes, ECS shall advise Tenant in writing what remedial work is required. Tenant shall advise ECS when all remedial work is complete and ready for inspection.  

2.D.3
If Tenant fails to perform the remedial work within three (3) business days of notification, ECS may elect to perform the work itself and Tenant shall pay all costs and expenses associated with the performance of such work.

2.D.4
ECS reserves the right to inspect work before, during and after the completion of the work. Tenant shall notify ECS within 48 hours of completion of the job.

2.D.5
ECS reserves the right to refuse to accept further P.O.E. Applications of any Tenant or contractor who does not adhere to P.O.E. procedures and ECS Manhole Discipline Regulations until such time as these violations are corrected and verified by a field inspection.

3. BILLING


3.1
ECS shall bill and Tenant shall pay all costs associated with processing Tenant’s P.O.E.  Application, field meetings and inspections.  ECS’s fees are as follows:
3.2
The Application shall include the following billing information: the name of employee authorized to approve the P.O.E. billing, the account payable supervisor or other authorized accounting employee, address and telephone number. If the supervisor changes, it is the responsibility of the Tenant to notify ECS in writing of the change and the name of replacement. 
3.3
Tenants who are submitting a P.O.E. Application for   the first time shall include a deposit of $1,000.00, which will be refunded.  ECS shall refund or bill Tenant for any overpayment as the case may be upon written request and copy of initial deposit check or cashed receipt.  This shall only occur when all POE work is complete and the account is closed out.

3.4
No further deposits shall be required unless Tenant’s account with ECS is not kept current.
3.5
If Tenant uses ECS work forces to perform P.O.E. work, no charges shall apply for field meetings or inspections since these costs are included in ECS’s rates for this work. 

3.6
All payments due are payable upon receipt of bills.
3.7 Non-payment may result in cessation of requested P.O.E services.

RIGHTS OF ACCESS

See attached Automated Manhole Opening System (Amos).  

You will need the manhole number for Empire City Subway/Verizon.  Manhole access will be granted only when a tenant or their authorized contractor obtains an opening number from the Empire City Subway Company Control Center.
· All requests must be made in advance for planned work.
· Planned work – notify ECS before 5:00pm of the manhole locations that will be opened that evening, night or the following day.
· Administration - if this process is the responsibility of the Empire City’s MAP Group.  Notification can be made by utilizing any of the following methods:

Calling – (718)861-4145 and (718)861-4445


Sending applications via Fax: (718)861-5088 or
            Emanual.freeman@verizon.com
ECS AUTOMATED MANHOLE OPENING SYSTEM 

(AMOS)


Purpose:

Automated data base to improve:

· ECS’s oversight of its manhole system

· Track manhole activity

Procedure:

1. All ECS Customers and their contractors are required to apply for a manhole opening number when entering an ECS manhole. 

2. Notification should be made prior to entering a manhole or no later than the morning of the following day.

3. Only apply for manholes entered.

4. Administration if this process is the responsibility of the Empire MAP Group. Notification can be made by utilizing any of the following methods:

· Calling (718)861-4145 and (718)861-4445

· Sending applications via:

· FAX #


(718)861-5088

· Emanual.freeman@verizon.com
· 718-861-5045
5. Applications

· The manhole number must be supplied; an application can not be processed without a manhole number.

· MANHOLE #   can be

· Verizon Manhole  #  

· Empire City Subway Manhole #

· The information for all other fields must be accurate and legible.             

GENERAL POE GUIDELINES

· CALL ONE CALL CENTER (CODE 753) 1-800-272-4480 (NY811)
· MUST OBTAIN AUTHORIZATION TO ENTER MANHOLE

· SEE ECS AUTOMATED MANHOLE OPENING SYSTEM (AMOS)

· MUST OBTAIN ECS APPROVAL FOR ALL “POINT OF ENTRY” PRIOR TO START OF WORK

· MUST ADHERE TO ALL STANDARD SAFETY OPERATING PROCEDURES

· MUST TEST FOR GAS

· MUST VENTILATE MANHOLE

· MUST TAG ALL FACILITIES

· MUST PROPERLY RACK ALL FACILITIES

· MUST SEAL ALL BUILDING ENTRY DUCTS

· MUST PUMP HOLE OUT REGARDLESS OF WATER LEVEL – TO ENSURE A SAFE WORKING ENVIRONMENT

· CLIMBING CABLES OR STANDING ON CABLES IS PROHIBITED

· MUST CLEAN ALL MANHOLES OF YOUR DEBRIS

· INNER PAN AND INNER LIP OF MANHOLE MUST BE CLEAN BEFORE AND AFTER OPENING SO DEBRIS DOES NOT FALL INTO HOLE

· MUST PROPERLY SECURE ALL MANHOLES

· MUST NOT HANDLE OR MOVE OTHER TENANT FACILITIES WITHOUT AUTHORIZATION

· MUST REPORT ALL CABLE DAMAGES FOUND OR CAUSED TO 


(212)274-0740

· REPORT SUBSTANDARD CONDITIONS TO (212)519-4994.

* PLEASE NOTE: EMPIRE CITY SUBWAY CO. LTD. MANHOLE STANDARDS WILL APPLY FOR ALL POINT OF ENTRY.

SECTION 6

POE ORIENTATION FOR NEW CONTRACTOR/TENANTS

GUARDING WORK AREA:

· Protective and warning devices shall be placed around the manhole to provide a satisfactory work area, prior to opening the manhole.  They shall remain in place until the manhole is closed.

· The use of protective and warning devices is mandated by the department of traffic, City of New York in their regulation manual on temporary traffic control.

· Some specific requirements are:

· Traffic cones shall be placed to warn and divert pedestrian and vehicular traffic

· Stanchions or cones shall be placed to form a rectangle around to manhole

· The rectangle shall be roped off with colored barricade tape

· Whenever a manhole is opened, a manhole guardrail shall be put in place  

· The guardrail shall be the round type which fit into manhole inner lip

· The square guardrail type “Con Ed” will not be accepted

· An open manhole shall not be left unattended

TESTING COMBUSTIBLE GASES AND VENTILATION OF MANHOLES

REFER TO EMPIRE CITY SUBWAY CO. LTD. MANHOLE STANDARDS

· Arrangement and identification of cables in manhole:

REFER TO EMPIRE CITY SUBWAY CO. LTD. MANHOLE STANDARDS
· Inner Duct & Cables:

REFER TO EMPIRE CITY SUBWAY CO. LTD. MANHOLE STANDARDS

· Sealing Ducts:

REFER TO EMPIRE CITY SUBWAY CO. LTD. MANHOLE STANDARDS

· Cleaning Manholes:

REFER TO EMPIRE CITY SUBWAY CO. LTD. MANHOLE STANDARDS
· Handling or moving other tenants; cables or facilities:

REFER TO EMPIRE CITY SUBWAY CO. LTD. MANHOLE STANDARDS

· Cable Damages (EMPIRE CITY SUBWAY CONTROL CENTER – (212)519-4994
All tenants/contractors must check for cable damages and/or air bubbles prior to entering manholes.  Any damages should be called into the ECS control center and if possible identify the tenants’ cable.  This notification should be called in IMMEDIATELY and if needed, protect the plant until the owner arrives.

· Reporting Substandard Conditions:

All Tenants and Contractors should report any substandard conditions to the ECS control center on attached review sheet.

· Closing Manholes:

When closing a manhole, the inner pan should be properly seated. the locking bar tightly secured and free of any debris due to your construction, for both inner pan or manhole opening.

SUBSIDIARY INFORMATION GUIDELINES

· OBTAIN APPROVAL FROM EMPIRE CITY FOR POINT OF ENTRY


PHYSICALLY OPEN MANHOLE WITH ECS POE MANAGER AND LOCATE ASSIGNED POINT OF ENTRY


ENTRY MUST BE BELOW ROOF SLAB AND IN CORNERS OF MANHOLE


NEVER ENTER IN CHIMNEY OR DIRECTLY OVER MAINLINE CONDUITS



ACCESS MAY BE DENIED DUE TO CONGESTION
TENANT SUBMITS APPLICATION REQUEST LETTER AND ENGINEERING PLAN

E.C.S APPROVES POINT OF ENTRY DRAWING AND RETURNS DIAGRAM WITHIN 7-10 DAYS

· SURVEY SITE – BUILDING


VISUALLY CHECK WHERE BUILDING ENTRY IS TO BE MADE


MEASURE IN BUILDING BASEMENT AND MARK-OUT ON STREET SURFACE EXACT POINT OF ENTRY


CHECK FOR BUILDING VAULTS

· TRENCH LAY-OUT


TRENCH LAYOUT DETERMINED BY MARKINGS OF OTHER UTILITIES CODE 753


TRENCH WIDTH TO BE DETERMINED BY NUMBER OF CONDUITS TO BE INSTALLED AND DEPTH OF MANHOLE ENTRY


ALL SUBSIDIARY CONDUIT MUST NOT BE LAID ON TOP OF ECS MAINLINE CONDUIT

· CONDUIT & PROTECTION CONSIDERATIONS

ENVIRONMENTAL CONDITIONS


UNDERGROUND CONGESTION MAY ALSO DETERMINE TYPE OF CONDUIT BEING UTILIZED


USE STEEL PROTECTION PLATES WHEN NECESSARY

· N.Y. CITY RULES AND REGULATIONS

REQUIRE CONDUITS TO BE CONSTRUCTED WITH A MINIMUM OF 18” COVER


PAVING REQUIREMENTS

· GUARANTEED STREET PERMITS

· REGULAR STREET OPENING PERMITS

· NYC DOT HIGWAY RULES AND REGULATION 1998 – SEC 2-11 PGS. 66-68

SIDEWALK RESTORATION

· FULL FLAGS RESTORED

· ALL TRENCH WORK SHALL BE TAGGED, WITH YOUR COMPANY COLOR CODE AND MARKS

· IF ECS RECEIVES C.A.R FOR YOUR TRENCH, WE WILL BACK CHARGE YOUR COMPANY FOR ALL INCURRED COSTS

· STATE LAW – CODE 753

CALL THE CENTER AT 1/800/272-4480 (NY811), TWO TO TEN BUSINESS DAYS BEFORE YOU PLAN TO DIG.  OUR OPERATORS ARE ON CALL FROM 7:00AM TO 5:00PM, MONDAY THROUGH FRIDAY.


THE ONE CALL OPERATOR WILL AS YOU FOR THE FOLLOWING INFORMATION:

· YOUR NAME

· YOUR COMPANY AND ADDRESS

· TELEPHONE # WHERE YOU CAN BE REACHED

· THE NEAREST INTERSECTION TO THE WORK SITE

· THE APPROXIMATE DIMENSIONS OF THE SITE

· THE TYPE OR WORK BEING DONE

· THE DATE AND TIME THE WORK IS TO BEGIN

· ANY SPECIAL INSTRUCTIONS

· FINAL CONSTRUCTION REQUIREMENTS

· DUCTS MUST BE SEALED IN BOTH THE MANHOLE AND THE BUILDING AND REMAIN TIGHT AGAINST GAS OR WATER PRESSURE.

· ROPE CONDUIT AND TAG ROPE TO IDENTIFY TENANT’S CONDUIT

· IF PLACING CABLE, TAG CABLE WITH IDENTIFICATION TAG OF TENANT OWNERSHIP

III.

1.  INSURANCE

The tenant shall secure, maintain and pay for, if applicable, the following insurance coverage prior to its application being approved for a Point of Entry Permit to gain entrance into Empire City Subway manhole system:

A) Commercial General Liability (occurrence form) which includes the contractual liability endorsement naming Empire City Subway Company, Ltd. as an additional insured.  Combined single limit $2 million per occurrence and $2 million aggregate.  The certificate of insurance should specifically mention that the coverage applies to Empire City Subway manhole(s) in Manhattan and if applicable, the Bronx.  This coverage should be renewed at each policy anniversary to avoid any undue delay in approving any subsequent Point of Entry Permits.

B) Statutory Workers’ Compensation insurance and Employers Liability with limits of $1  million per accident

C) Automobile Liability insurance covering all owned ad non-owned vehicles.  Limits of coverage:  Combined single limit $1 million per accident

D) See the attached (sample) Certificate of Insurance for your convenience.

2.  INDEMNIFICATION
The Tenant hereby agrees to indemnify and hold harmless  Empire City Subway and its parent (New York Telephone Co.) and their respective employees, agent, directors and officers  from and against any and all claims, damages, liabilities, losses, costs and expense (including attorney’s fees and disbursements) arising out of work performed by the tenant and its independent contractors.

EMPIRE CITY SUBWAY COMPANY, LTD.

Dear Mr. Point of Entry Tenant:

In order to perform work in Empire City Subway (ECS) manholes you (the tenant) must provide the proper Insurance coverage. Insurance coverage shall consist of what has been stated.  Under the section of Insurance (see sample copy of Certificate of Insurance)

Only original certificate of insurance will be accepted and they must be signed by the insurance agent.  No photocopies or attachments will be allowed. Please use the address listed below as the Certificate Holder and Attention:



Empire City Subway Company



140 West Street


New York, New York 



Attn.: Mr. Kevin Keogh, ECSC

Please enter the following sentence paragraph in the “Description of Operations box:

Certification Holder is named as Additional Insured as respects to all owned manhole(s) in Manhattan and Bronx in which the insured is working.

If you have any questions regarding this matter, please not hesitate to contact me on (212) 519-4994.

IV.

EMPIRE CITY SUBWAY COMPANY LTD (ECS)

POINT OF ENTRY AGREEMENT

The applicant (__________________________________________________) and their respective independent contractors) desire to enter into this agreement with Empire City Subway Company, LTD (ECS) in order to gain entrance into (ECS)’s “manhole(s) ” situated anywhere throughout the borough(s) of Manhattan and the Bronx.  To the above extent the applicant(s) agree to conform to the Rules, Regulation, Quality Performance, Insurance Requirements and Operating standards set forth by (ECS) to insure the continued integrity of the network.  The attachments to this agreement as set forth below are made part of this agreement.  The applicant(s) to this agreement acknowledge that they have read, understood and had explain to their satisfaction the guidelines under which they must perform while operating on the property of (ECS).  Accordingly the parties to this agreement set forth their signatures below:
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Applicant:
Owner:
________________________________

Name: __________________________________
Name:  
Empire City Subway Company LTD

Address_________________________________    
Address: 140 West Street,  New York., NY 
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Date:__________

Name ___________________________________

Address _________________________________

________________________________________
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