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. Employees shall connect to each ather and work together as a team  across
departments for a common purpose/mission/vision e et #

» Model Sections shall be set up to pilot new brojects for system change including IT
enabled services

= Fnquiry counters shall be set up in all model section offices with adequate facilities.
These enquiry counters will function as a single point window for the consumers for
registering new service connections, clarifying queries on matters related to sarvicz
connection application, priority, billing, regularization of additional loads etc. as.well 'as_
far registering géneral complaints including supply interruptions. Various applications
will be accepted at the counter after preliminary verification based on a checklist and
token for receipt of application could be provided to the applicant._

= Proper training shall be provided to all employees in Model Sections.

N\
sures identifiec to be common to all model section are
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S scilities to consumers and emplcyees

= Enguiry counter with facilities for registering applications and complaints K

. Sufficient yard area for stacking materiais and a store room for storing veluable
materials under lock and key

«  Sufficient area for parking vehicles

= Payment facility - Extended cash collection hours (08:00 to 14:00, 13:00 te 19:00)

»  Sufficient good quality registers for various data entry, and sufficient forms shall be in
ready stock

«  100% static meters -

« Zero fauity meters :

. Border/DTR meters installed at the section boundaries and all DTRs respectively

= The structures shall be ‘standardized in 12 months, 11 kV lines in 18 montns aid LV
lines in 30 months

»  Uniform and ID card for all employess 3

= Safety equipments shall be provided at the Sections and their usage ensured

= Communication facilities including broadband connection

« Display of Citizen Charter (minimum SoP), Indicators to be measured, Contact Hzs. of

- superior officers :

= Vehicle availability for 24 hrs

= Corruption free offices (Social audit)

> x  Eliminate low voltage areas (Ensure at least 200 V at the fag end)

«  160% disconnection of all defautted censumers

= Ensure necessary ools and plant
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section office and maintain T&P Regi§tér~~.’: =y

19. Ensure that MASA is prepared and submitted in time

20. Pre-arrange daily spot billing area and zone in consultation with Senior
Superintendent & Sub Engineer (Revenue) and ensure that the work is
completed within the stipulated time _ :

21 Ensure compliance of Service connection procedure and raising demards
such as AF, IF, TF, CD, SCC, OYEC, WD etc ;

22 Sanctioning ownership change, effecting tariff change, sanctioning OTP,
OYEC, deposit works etc, as per rule. '

22. Maintain and render .accounts of vehicle under his control and ensure
effective utilization between functional units - i !

24. Arrange for survey of line routes, lay out of distribution mains and major line
extension works : v

25. Ensure that inspection of meter complaints and replacement of faulty meters
are carried out in time L '

- Ensure proper maintenance and upkeep of ail mandatory registers

Periodically check abnormelity register and ensure promptness of action

Proper ceployment of staff emong the functional groups, sanction of leaves

nc maksefense i frangsmeny, as and when reauired.

<3. Sucenise imporznt capital works fike HT saivice connection and CT mete:
connection, commissioning of 11Kv lines, transformer installation etc., major

niaintenance works like repiacement of faulty transformers, cable faults and
major breakdown works. :

3C. Ensure proper upkeep of office and surroundings ;

31 Organizing  customer contact programmes including demand side
management activities 3

32. To obtain sanctions required for drawal of lines

33. Any other work specifically assigned by superior officers

18. Ensure inspection of Tools and Plant and, equipments maintained: in the
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The duties and functions now in vogue other than specified in this order
should also be adhered :

Sd/-
Secretary
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3 Annexure — 1

Eunct’idriél.orQam‘sation' ihéludinq staff strength, duties &
responsibilities of staff of the proposed model sections

A. Staff Strength

The personne in Electrical Section’s may be rearranged into the following functional
grouping. There will be three functional groups in the médel section offices.

1. Breakdown Wing )
2 Maintenance and Capitai Work Wing
3. Revenue Wing.

1. Breakdown Wing

The functions to be attended by personnel in the breakdown wing will
mdude:

et 2 £ =S ~~1
Tt 81 1 oCUN (2.

NITChing on/off of streetlights.
Attending 33 kV/11 kv interruptions.
Attending night duty (Where shift system is not followed). Where shift system
is presently functioning, the same will continue.
Maintaining operations diary/interruption register.
Avail ‘permiit to work, issue non back feeding certificate
Back feeding and normalization of supply.
Duty arrangement of breakdown gang.
‘Maintaining all mandatory registers’

I SO % I N

V@ NG,

Staff pattern

Category Sections having shift duty Other sections
1. Sub Engineer 2 1
2. Overseer 4 3
3. Line Man 10 8

The following facilities shall be made available to the breakdown wing.

1. Vehicle

2. Mobile phone

3. Toolkit

4. Adjustable fiber ladder
5

6

7

=N e

Earthing Rod -
Safety belt
Helmet .

8. 11 kV gloves: e _ 3 pairs e

9. Torch — 1 inia

1
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The functions to be attended by bersonnel in the Majntgpance and Capital ... . |

Worlc Wing will include; R U SN = [

1. Preparation of mainteriance schedule
»  Periodical maintenance
33 kV/11 kV line maintenance.
LT line maintenance
Transformer maintenance y
- 33 kV/ 11 kV structure maintenance’
Clearing line touching in 33 KV/11kv& LT

Panoo

3. Streetlight maintenance

Work arranging and supervision E
Major bredkdown works (damagéd/ dashed poles etc)
Ensuring safety standards as per norms :
Complaint FeCeiving and Redrassal

- eceiving all types of applications, Categorizing and _distributing them to

the concemned employees

1%, Registering service connection

12, Maintaining cleanliness of office and office premises - _

13. Maintaining transformer register and maintenance register

14. Processing requirement for power allocation, Cheg:king feasibility ‘and -
necessary documentation

15. Maintaining blue book and all technical registers _

16. Carrying out all capital works including 11 kv / LT line construction
/transformer structure construction, transformer installatfon, Line conversion,
Deposit works (Except meter shifting) etc. ] ;

17. Energy audit ,

18. Avail permit to work, issue non back feeding certificate in consultatios;
with Sub Engineer of breakdown wing ' :

19; Identifying capital works for providing uninterrupted quality power

20. Maintaining all mandatory registers

ANov
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Staff pattern

Sub Engineer 1
Overseer 7
Line Man 2

4

Electricity Worker .

The following facilities shall be made available to the Cypital/Maintenande
wing. : :



V. énquiry counter 1
vi. Safety equipments (set) 1
vii. Lock and key as per requirement

&

° 3. Revenue Wing =

The functions to be attended by personnel in the Revenue Wing will
include: 3

Bi-monthly reading and billing

Monthly reading and billing .

Streetlight billing

Cash collection and remittance

Disconnection and reconnection ;

Carrying out Inspection as part of section squad for theft/anomaly detection

Invoice preparation (ACD/APTS/section squad)

Dreparatxon of arrear notices & dismantling notices and revenue recovery

Preparation of accounts

10. Changmg of faulty meters

11. Renewing of service wires and GI wires

12. Preparation of estimates for service connection and work deposits (Meter
changing / Meter shifting)

13. Effecting of new service connection

14 Tariff change and oumershxp changes

estimates, Le"car—/quotatxon local orders and work

S°9°.\'.°‘$":°.“’!‘J!"‘

-7 Cncck rc.ad,ng

18. Implementing RI Act ‘
19. Inspection of consumer premises for detacting of abnoimatities
20. Maintaining all mandatory registers

Staff pattern

Senior Supt 1
Sub Engineer 1
Overseer . |
Line Man 2
Electricity Worker 2
Meter Reader as per requirement
Cashier do

Senicr Assistant . do

The follewing facilities shall be made available to the Revenue wing. -

1. Computer server 1

2. Computer client 1

3. PDA as per requirement

4. Printer 1

5. Currency counting machine - 1 "

i s L s S
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. .Re-venue : Mainterzat)cg . BreakdoWn ;.",.;V,'TotAal‘ &

A;s}gtant Engineer 1

. [Senior 1

Su-perintendent
gu‘b-éggineer n o |
Electi'icity Worker “ nnn 6
Senior Assistant A_S e = . As per requirement |
' requirement ‘

S , ———
Cashier A.s - : aehn As per requirement
§ i requirement = T
l‘ie‘-:-r Reader j o per J i N , AS per requirementr
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c!el Sections

B. Duties & Res onsibilities of.St-a_ff of Proposed Mo
E!ectricif'.y‘ Wc;rl;er

Work as per the instruction of superiors concerned
Liri;ernan

1.Breakdown ) ]
Maintaining Power supply is the main function of this gang. The major
duties and responsibilities include: 3

Fuse off cal attending -

HT/LT supply interruption attending

Switching ON/OFF of streetlight

Attending Shift duty/Night duty : e
Any other work specificaily assigned by superior officers

e )

2. Maintenance & Capitai
The major duties and responsibilities include:

! carying out the foliowing works as per directions of superior

1. Periodical patrolling and maintenance of

a. 33 & 11 KV line and structures
bl LT line g :
C. Transformer & allied items

33 KV, 11KV and LT line periodical touching Clearing
Assisting Major breakdown maintenance

Assisting in Post insertion works

Assisting in- line conversion works

Assisting Execution of LT deposit works excluding meter shifting.
Any other work specifically assigned by superior officers

NGO s wN

3. Revenue
The major duties and résponsibilities include:

Effecting service connection

Faulty meter changing

Renewing service wire & guy wire

Disconnection, Reconnection & dismantling

Serving monthly biil W

Serving arrear:ndtice 8 dismantling noticeand other invoices. -
Meter shifting {(work deposit) : o

Any other work specifically assigned by superior officers

\
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Meter Reader :
The major duties and responsibilities include:-

a. Daily meter reading & billing as per pre-arranged area in the prescribed
zone. :

b. Posting of meter reading in reading register-daily !

¢. Upload reading details from PDA to computer & down load reading details
from computer. : = :

d. If any abnormalities noted enter in abnormality register and inform the

. concerned official oE

€. Assist revenue SE as and when required. ;

f. Clarify complaints about reading & billing to the higher authorities.

i Any other work specifically assigned by superior officers

Overseer

1 Brealdowm

|}

ZjCr Culies and responsibilities include:

Compiaint registering & telephone duty- : :
Attending LT supply interruption & HT under supervision
Arrange switching ON/OFF of streetlights.

Attending Shift duty/Night duty.

Any other work specifically assigned by superior officers

)
(A
E
t
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2. Maintenance & Capital

The major. duties and responsibilities include: =
Assisting and carrying out the following works as per directions of superior. officers
under supervision

1. Periodical Maintenance of

a. 33 & 11 KV line & structure under supervision
b. Transformer & allied items under supervision
c. LT line

Arranging 33 KV/11KV/LT line periodical touching clearing

Major breakdown maintenance

Post insertion

Line conversion :

Execution of LT deposit works

Ensuring safety norms. :

Assist Sub Engineer to ensure cleanliness of o_Fficé & office prernjjig@s,

. Supervisifig street’light maintenance’® inspection of street lights™

10. Any other work specifically assigned by superior officers <

R DavrAamiia
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Arranging Disconneétion, Reconnection and dismantling & note down
FR/IR and meter details 5 ’

- Supervisirig service wire g guy wire changing. :
Arrange to serve arrear notice & dismanth‘ng notice and other invoices.
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Sub Engineer.
1. Breakdowq

Maintaining power supply is the responsibility of Sup Engineer
The major duties and responsibilities include: %

) i Supervising comblaintregistering regarding supply interruption &
telephone duty

25 Arranging and Supervising HT, /LT supply interruption rectification
works :

32 Arranging shift duty/Night duty for a month in advanca and make

Substitute arangement as and when required

.’-fef::ai.-..’:; operztions c?:'ary/.f.':terrupt{on register -

Avail permit t9 WOrK, issue & receive Non Back feeding Certificate

Back feeding & normalization of supply 4

Any other work specifically assigned by superior officers

Ny SN :l\

25 Maintenance & Capital
The major duties and responsibilities Includ"e:
1. Periodical Maintenance of

a. 33/11 KV line & structure
b. LT line
C. Transformer and allied items

Arranging and Supervising of:

33 KV/11IKV/LT line periodical touching clearing

Major breakdown maintenance

Post insertion

Eine conversjon .

Execution of LT deposit works

Ensuring safety norms.

8. Ensure cleanliness of office & offjce premises,

9. Monthly reading if necessary . i

10. Arranging street light Maintenance & procuring street light materials from locaj
s- . Serw . S -

NoOowvawn

bodié
11 Arranging of Mmaterials Procurement, supply and store keeping & breparation of
MASA 3 . .
12. Estimate préparation (induding planned'works)‘ except service connorting -
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13, Wgrk arranging g, work sy
14, _Compiaint Redressai
5. egistering Of service Connection jn the

Pervision

26. Identifying Capital works for Providing Uninterrupteq quality poyyer
7. Any other work speciﬁcaliy assignegd by sup

3 REVENUE :
The Major duties and responsibilities inclyde:
Monthly readin

. 1 ice connection/additional load tarif
Change :

3. Arranging three Phase fau_lty Meter changing
4. Supervising effecting of three phase Service cq
Di

nnection
Arranging rsconnection and Reconnection
rs

of Mmonthiy billed

14, Any other work specificaiiy assigned by Superior Officers
15. Preparat; of Pelitions o be fileg. before District Collecto, to

er Prope crossing of Service

Where there js no shif duty g in :
Lhafsection wilj attend Peak duty an .

~
~ -
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S
Cash collection & remittance: as per the direction .of Senior Superintendent -
caily i i ;
Note down disconnection /reconnection list in concerned register daily

- All other works related to cash collection entrusted by Senior Superintendent

Senior Assistant

The major duties and respensibilities include:

Db LI p

N o

o
=

-

14.

Reading entry & billing "

Invoice preparation (ACD/APTS/Section Squad)] -

Arrear notice, dismantling notice & Revenue Recovery letter preparation
Accounts preparation - ’ :
Maintaining tariff changing register & all other revenue registers including CD
register ' . : ! .
Cash collection/remittance in exigencies ; “
Attend complaints regarding billing in the absence of senior superintendent
Ail other works related to billing. & cash collection entrusted by senior
superintendent ' 2
Aend all duties of Senior Superintendent in the absence of Senior
Sueperiniendant

Frepanng reply to audit queries

11. Assist Senior Superintendent as Assistant Engineer in legal matters
12.
13.

Assist Senior Superintendent implementing RI Act.

Collect cheque /MO/DD and maintain registers concerned and its timely
crediting to Board’s account. :

Any other work specifically assigned by superior officers

Senior Superintendent

Responsible for all billing and revenue matters in the section coffice.

The major duties and responsibilities include:

5
2.

3
4,
5
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. cnsure availability of materiale reaiiired far rach ~Allamkian

Arrange cash collection without hindrance :
Responsible for 100% verification of all collection, accounting and remittance
including division cash on all days :

. Supervise preparation of accounts & submit t& the concerned in time

Submit details called for by higher offices within the stipulated time

. Check DC/RC register and inform immediateiy to the Assistant Engineer if any

discrepancies noted

Attend the works related to cash collection, .billing and accounts in the
absence of Cashier/Senior Assistant.

Cash remittance in exigencies. :

Ensure meter reading, billing and collection of all live consumers.
Attend/Redressal of all complaints regarding revenue & billing.

- Disbursement of salary/other cleims & maintenance of acquittance register
- Ensure invoice praparation (ACD/APTS/Section squad) _
. Ensute maintenance and upkeep of tariff changing register and attmancatory

registers relating to billiig and revenue.
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22,

23;
24,
25,

.

Checking the details of addition/ deletions disconnections etc of services from
the field staff and for incorporating them in the relevant recerds maintained

in the section office

- He/she shall check all monthly and adjustment bills

Faulty meter remained unchanged for long period shall be brought tc the
notice of Assistant Engineer A

. Responsible for monitoring revenue arrears and initiate Revenue Recovery

action wherever necessary as per rules.

Preparation and Issuing door lock notice wherever necessary.

Monitor abnormalities in consumption pattern of consumers and bring to the
notice of Assistant Engineer if required :

Upkeeping of attendance register and casual leave register

Help Assistant Engineer in enforcing discipline among staff

Any other work specifically assigned by superior officers

Assistant Engineer

Hesad

of the Section office

The major duties and responsibilities include:

W Pty =

i
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10.

Overall responsibility for the functioning of section office.

Ensure proper functioning of all functional teams

Receiving all applications/complaints & entrust the concerned for Redressal.
Ensure timely Redressal of complaints ‘ g
Supervising all works of the section office and ensuring that the works
conform to specifications construction standards and statutory provisions
Ensure safety norms, impart safety training & inspection of work site.

Conduct sunrise meefing (daily review of pending works and issues before
commencement of daily works), staff meeting, local advisory committee, atc.
Arrange procurement and issue of materials as per requirement

Identifying, Proposing, Preparing, Scheduling, execution and timely
commissioning of planned works with the help of capital & maintenance Sub
Engineer '

Sanctioning of working estimate, tender/quotation, local order, work
agreement as per delegation. Ensure correctness and technical soundness of
estimate of all works under the section

Measuring of work bill, ensure that work bills are prepared and forwarded to
higher office for payment in time. ]

1. Ensure energy auditing with the help of Capital/Maintenance Sub Engineer

12. Ensure that all réports/details are send to the higher authorities in time

14,

T

13. Take meter reading of HT service connection, prepare and forward HT. meter

reading statement to the concerned authority. Check reading a minimum of
100 consumeérs/month
Ensure office discipline B e 7 "
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» Drinking water facility
= Nctice board for different Unions, Associations. Consensus of Unions/ Associations for
osters in other areas
3 >
Chief Engineer (Corporate Planning) vide paper read as (1) above has brought these to

< - © e notce of the Board. Having considered | the recommendatnon of Ch:ef Engineer
{Corporate Planmng), the Board has decided to” e :

implement one modeI section in each Electrical Duvnsnon with effect from 1% June
2009,

entrust the Deputy Chief Engineers of Electrical Circles to identify the Model
Sections in each Electrical Circle comprising one each from urban, semi urban and
rur2i area after discussing with representatives of the recognized trade unions
approve the staff strength, duties and responsibilities as proposed (Annexure = 1)
auvthorise Chief Engineer (HRM) to commence the approved training programme
for all staff and officers of selected Model Sections

Orders are issued accordingly.

By order of the Board

Sd/-
G.Sreekuimaran
Secretaiy

Chief Engineer (Corporate. Planning)

Chief Engineer Distribution (South / Central / North)

Conv to

All Chief Engineers / The LA & DEO / The Financial Advisor / The Chief Internal
Auditor / The Director (IT) / All Deputy Chief Engineers (Electrical Circles) / All
Executive Engineers (Electrical Divisions) / TA to Chairman/ Member (Trans.) /
Member (Distribution) / Member (Generation) ; ¥A w Member (Finance) / Public
Relations Officer / Chief Personal Officer / Senior CA to Secretary/ Fair Copy
Superintendent

Fnrwarded Ry Orrier

e

Assistant Engineer



