ANNEXURE - 6

PRELIMINARY REPORT ON BREAKDOWNS IN RESPECT OF 33 KV & 11 KV LINES

Name of the feeder or equipment
Date of occurrence

Time of occurrence

Duration of interruptions

Relay indications observed

Cause of interruptions and any special
observations

Other feeders or equipment affected

Whether alternate supply availed and if so
at what time and to what extent (i.e.) the
actual duration of interruption to supply
during the period of breakdown to
various feeders should be mentioned.
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10.

1.

12.

13.

14.

ANNEXURE - 7

DETAILED REPORT OF BREAKDOWN OF 33 KV & 11 KV LINES

Sketch
Name of the feeder and voltage

Location of fault and its distances
from the sub-stations

Type of fault

Date and time of occurrence

a) Total duration of interruption
of supply and important loads
that have been affected

Time taken to sectionalise the fault
a) As per approved operating instructions :
b) As per actuals

a) Time taken to locate the fault

b) Time taken to rectify after locating
the fault

¢, Time taken to charge the lines and to
restore normal conditions after
rectification

S1. No.of the breaknown of the feeder

in the current calendar year
Date of patrolling last done
Date of pre-monsoon inspection
last done

Whether telephone communication
was available and is in order?
If not, the reason

Whether breakdown van was readily
available? If not reason

Did the protective relays
function properly?
Whether conditions at the time of the

breakdown and the extent to which the
same contributed to the occurrence of

fault and the time taken for rectification
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15.  Whether the fault was due to:
a) Any defect in design or construction
b) Any lapse in maintenance

16.  Suggestions for preventing recurrence

Note : Detailed report of breakdown of 33 KV lines should be sent by the A.D.E. with in
15 days.
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PROFORMA OF PRELIMINARY REPORT ON FAILURE OF TRANSFORMERS

ANNEXURE —8

...................................................................... On

II.

Name Plate Particulars:

1.
2.
3.

10.
1.
12.
13.
14.

'S,

Date of failure
Place of failure
Make

Serial No.
Capacity
Voltage Ratio
No.of phases
Frequency
Connection Diagram
Type of cooling
Vector group
Taps available
Present Tap
Specification

Impedance volts

Statistics of the Transformer

1.
2.
3.

Date of first commissioning
Whether 11 KV & L.T. L.As are provided
Particulars of earthing done
- Total load connected to the transformer
:Z’eak load reached so far prior to failure
Period from which it was at present station
Capacity of HG fuses used on HT & LT side in SWG

Capacity on main fuses used

Wheather transformer was sick previously
— .
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10.

11.
12.
13.

14.

Observations and operations carried out
before declaring it faulty and immediately
before isolating it with megger values
L.P.O. particulars

Stores from which drawn

Action taken to restore normal conditions
of supply

Wheasther the transformer failed within the
guarantee period

SECTION OFFICER ASSISTANT DIVISIONAL ENGINEER
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REPORT ON FAILURE OF EQUIPMENT OTHER THAN TRANSFORMERS

ARSI

o

10.

i1.

12.

13.

14.

ANNEXURE -9

Name of the equipment
Date of failure

Name of the sub-station
Name of the Division

Full name plate particulars of :
the equipment

Date of first commissioning
Details of protection available :

Maximum load on the equipment:
in amps/MVA

Weather conditions at the time :
of failure

Results of line patrolling if the :
failure is accompanied by line fault

Details of operations carried out :
before declaring the equipment
faulty.(The conditions immediately
before the failure and extract of
log book should be furnished

Action taken to restore supply and :

normal conditions and time when
they were restored

Is the failure within the guarantee :

period? If so, is the company
informed immediately?

Probable causes of failure

SECTION OFFICER/ASST. DIVISIONAL ENGINEER
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ANNEXURE - 10B

20 @ G. 1. PIPE
OR
25 @ PVC PIPE
w*v*’\fﬁ*
PR r METER BOARD
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‘L. 200 —ri
10 f &
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. .‘[ I. t
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KiIT - KAT S,
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EARTH

EARTH TERMINAL DETAILS

ALL DIMENSIONS in mm

SERVICE CONNECTION
SINGLE PHASE
METER BOARD
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ANNEXURE - 11

NOTES FOR GUIDANCE IN HANDING OVER CHARGE OF THE SECTION OFFICER

Handing over Report of Section Officer
Handed over on Section Officer
Taken over on and submitted to Assistant Divisional Engineer |
Section Officer
PART I

Forwarded with remarks inside to Divisional Electrical Engineer
Asst.Divisional Engineer

Handing over report of Sri

Section Officer on

PART I

Technical and Commercial

(Here state all important matters requiring the attention of the incoming officer, on

technical commercial field instructions, jurisdictions, etc.)

Registers of :
(1) Transformers, Capacity, etc.
(2) Towers, Poles, Street light fixtures etc.
(3) Telephones and telephone equipment erected
(4) Plans and drawings
(5) Voltage tests, earth tests, and any other special tests
(6) Maintenance register of transformers
(7) Interruptions, shutdowns etc.

NOTE: The outgoing engineer must take the incoming engineer round the works and care-
fully explain the present positions regarding operation, construction and services. He should
also personally introduce him to the local magnates, important consumers and to prospec-

tive consumers requiring attention.
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Handing over Report of Mr.

Section Officer
Handed over on Section Officer
Taken over on and submitted to Asst.Engineer Section Officer

PART 11
Forwarded with remarks inside to Divisional Electrical Engineer.
Asst.Divisional Engineer

Check in Financial Branch

1
2
3
4
5
6
7
8
9
Divisional Engineer
Handing over report of Sri  Section Officer on

PART I

1. CASH AND ACCOUNTS :

(a) Imprest cash (Permanent)

i.  Number of vouchers disallowed in audit which have been treated as reimbursement
and requiring resubmission.

ii. Vouchers submitted for recoupment and recoupment awaited.

iii. Imprest balance to be taken over and certified in the petty cash book and in the
handing over notes also.

(b) Imprest cash (temporary)

Amount of temporary imprests received (with details) requiring closing, paid vouchers and
balance to be paid with details.
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2. BILLS DUE FOR PAYMENTS, WHETHER PETTY OR FOR SMALL PUR-

RO —

CHASES OR FOR CONTRACTORS OR FOR LABOUR.

Name of contractor, work, agreement number for which bill has to be prepared.

. Number of part payments made already for the above with reference to measure-

ment books, etc.
Bill, if any, returned from the office with audit objections.

3. CONSUMPTION BILLS, SERVICE CONNECTIONS ETC.,

Sl

wn

Number of bills received for the month. Are all the bills for the month received?
Number of bills undelivered to parties.

Go through the list of house service connection consumers. Is it up to date?

All the circulars on the duties and responsibilities of the Asst.Engineer /
Addl. Asst.Engineer in connection with revenue to be taken over.

Item of balance of service connection cost recoverable from consumers.

Items of disconnected services and in respect of which recoveries are to be pursued.

Number of applications for domestic service received and for which estimates have
not been prepared with names of parties.

Number of applications for power services received and for which estimates have
not been prepared.

House service connection numbers for which connections have been given without
agreements and DDs.

4. WORK ACCOUNTS :

Statement of work orders for which connections have been given but work order
closing is pending and their amounts. Also work orders over three months old and
not closed with notes. '

Numbers of work orders for service connections in progress and their amounts and
expenditure.

Statement of work orders applied for and not received.

5. TOOLS, PLANT AND STORES :

List of tools and plant in the personal accounts of the Supervisor

List of tools and plants charged to works and for which numerical accounts are
being maintained and returns sent to Central Office periodically and their condition
including last verification.
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6. WORKS — WORK ORDERS :

a) EXTENSIONS :

1. Statement of work orders for which works have been completed and only work
order closing is necessary and their amounts and expenditure. Remarks, if any, for
their closing.

ii. Statement of work orders in progress and their amounts with expenditure against
each head.

(a) How many of them are three months old and why not closed?

iii. Statement of work orders to be applied or applied for and not received.
1v. What estimates are under preparation or are to be proposed?

b) OPERATION AND MAINTENANCE :

i. Statement of work orders issued and expenditure against cach.
ii. Statement of work orders applied for and not received.
11. Statement of work orders to be applied for.

7. MEASUREMENT BOOKS :

1. Number of books issued for the section with numbers.

ii. Whether any have been submitted to office for audit and payment
iil. Number of books with the junior engineer, on the day

iv. Number of field level books with him

8. OFFICE AND GENERAL :
REGISTERS AND BOOKS :

a) The registers maintained are:-
(1) Of lands and buildings (non-residential and residential)
(1) Of House service connection meters, whether tested or not
(iii)  Of tools and plant, special ordinary spares, consumable ar-
" ticles, office furniture etc.
(iv)  Register of consumers with connected load and tariff
(v) Register of fuse off calls
(vi)  Register of files, including circular file and measurement books.

b) Books permanently supplied to Section Offices are
(1) Rates and conditions of supply with tariffs up to date
(i)
(ii1)
(iv)
)
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c) Books for circulation received and dates on which they are due back to Central
Office
Date on

(1)
(i)
(i11)
d). Balance of service labels on hand as per stamp account, forms, and stationery Rs.

e). List of fixtures and furniture

(1) List of unanswered reference with numbers and subject matter
(i1) List of references for which replies are due and should be reminded

9) RETURNS :

Retums due to Division Office / Sub-Division Office

a) Daily returns
®)
(i1)

b) List of fixtures and furniture — contd.
Returns — Contd.

¢) Monthly returns
1)
(i)
(iii)
(d)Quarterly returns
(1)
(i1)
(ii1)
(e)Annual returns
(1)
(i1)
(iii)
(f) Returns of tools and plant

(g) Tent returns
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10. GENERAL :

The relieved officer should given the relieving officer details regarding his juris-
diction map showing the area of the works, duties, etc., besides list of staff, placing on
record general condition of the section with full details regarding the working accommo-
dation of office, etc.

NOTE: The outgoing engineer will be responsible for settling previous accounts satisfac-
torily. The incoming engineer should carefully check the stores handed over to him and
check the statement.

Handed over

Relieved Section Officer

Taken over

Relieving Section Officer
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ANNEXURE 12
PERIODICAL RETURNS AND REGISTERS
List of registers and ledgers maintained in A Section, Sub-Division and Division Offices,
and B - Circle Office.
SECTION - A

l. Section Office

Register of Accidents
Register of Breakdowns
Register of Defaulters list-
Register of D.Ds.and Cheques
Register of Defective meters
J Register of Agreements (Revenue)
Register of Agreements (Works)
Register of disconnections and reconnections
Register of Drawal of materials for minor extentions
10  Register of Drawal of materials for major extentions
11 Register of Failure of Distribution Transformers
12  Register of Fuse off calls
13 Register of Feeder interruptions
14  Registef of Meters Account
15  Register of Meter readings (Bi-monthly)
16  Register of Meter readings (Monthly)
17./ Register of New Services Released
18  Register of Power Transformers Maintenance
19 , Register of Distribution Transformer Maintenance
20\/ Register of Service Connections
21 Register of Survey reports
22  Register of Service Connection and Minor Extension Estimates sanction by AE
23  Patrolmen diary
24 .[ Register of Service Connection applications
25  Register of Estimates sanctioned by higher autorities
26  Register of Equipment maintenance register
27  Register of Theft of energy and malpractices
28  History Book of Vehicles
2 Register of Consumers grievances
0 , Register of Receipt and Despatch
1 -/ Register of Temporary Service Connections sanction
2  Register of O&M materials
33  Register of W.0.A., Work Orders (Capital & Service connection, improvements, DC etc.)
operated,closed and pending
34  Register of Lands and Buildings
35 Register of Check readings and Inspection of Services
36  Register of Inspection Reports of Inspecting Officers
37  Register of ‘T&P’
38 Register of Pay Bills of ‘O&M’ Estt/ FCR
39  Register of Actual expenses Statements / TA Bills
40 Register of Paid Holidays
41 Register of ‘M’ Books
42  Register of ‘Burnt’ meters-
43 i) Register of Contingent and Misc. Expenses

O ~NO O WN -

[{e]

3
3
3
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i) House Rents
i) Property Taxes
iv) Vehicle Taxes and Insurances etc.
44 /Register of assessed consumption for stuckup and burnt meter services
45  Circulars file
46  Register of CL applications
47  Register of Theft of materials
48  Register of Meter Readers Observation
49  Register of Periodical Testing of meters (including stuck up meters)
50 Register of providing seals
51 Register of meter readings review
52  Register of line losses

Il. Sub-Division Office

Register of Accidents
Register of Agreements (Revenue)
Register of Agreements (Works)
Register of Actual expenses Statements / TA Bills
5 Register of Breakdowns
6 Register of Buildings and Lands
7 Register of Consumers grievances
8 Register of Check readings and inspection of services
9 \~/ Register of Assessed Consumption for Burnt and Stuck up Meter Services
10  Register of Estimates Sanctioned by Higher Authorities
11 Register of Failure of Distribution Transformers
12 History Book of Vehicles
13 Register of Inspection Reports of Inspecting Officers
14  Reqgister of ‘M’ Books
15 Register of Misc. Expenses and Contingent Expenses
i) Telephones
i) House Rents
iii} Property Taxes
iv) Vehicle Taxes and Insurances etc.
16 Register of Survey reports
17 Register of Service Connections and Minor Extension Estimates sanction by ADE
18 , Register of Theft Energy and Malpractices
19 ~/ Register of Temporary Service Connections sanction
20  Register of Temporary Advances
21 Register of T&P’
22  Register of Consumable Materials
23  Register of Pay Bills of ‘O&M’ Estt/ FCR
24  Register of Inward and Outward
25 Register of W.0.A., Work Orders (Capital & Service connection, DC., Improvements, etc.)
operated, closed and pending
26  Redgister of Equipment maintenance register
27  Circulars file
28  Register of L.P.Os.
29  Register of Destruction of Records
30  Register of Failure of Power Transformers
31 Register of W.E. sanction by ADE
32 Register of Casual Leave applications
33  Register of Undispersed Wages / Salaries

AW -
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34
35
36
37

38
39 \/

Register of Suits

Register of Theft of materials
Register of Paid Holidays
Register of ‘M’ Books

Register of line losses

Register of meter readings review

lIl. Division Office

=2 OO ~NO O WN —

NP WN -

(24, I NN SV | I

a) Commercial Section:

Sanctioned estimates register

Working estimates sanction register

DC estimates sanction register

Files estimates showing dates of receipt and action taken register
Register of estimates sanctioned by SE and CE

Accidents Register

Register of HT Services

Register of line losses

Register of termination of agreements of LT services

Register of reduction of loads

b) Technical Section:

Equipment Register
Distribution Transformer failures
SDR Sanctions

Consumer grievances

Failure of equipment

Estimate sanction register on repairs to vehicle
Court Cases

Register of Contractors

K2 agreement register

LS and nomination works register

Tender receipt register

Register of local purchases

Instaiment of CC Charges register

Theft of material

Theft of energy cases and malpractice cases
T&P Registers

Revisionof CC Bills

Condition of transformers and structures
Railway crossings :

Register of breakdowns

Register of Interruptions

Unusual occurances

Register of Lands and Buildings

Calendar of Returns

¢) Administration Section :

Satationery Register

Stamp Account Register
Incumbency Registers

Fixed Charges Registers

Actual Expenses Register (TA Bills)
Receipt Register
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11
12
13
14
15
16
17
18
19
20
21
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Despatch Register

D.O. Letters and Confidential Letters Registers
T&P Registers ‘
Pension Payments through Banks

Roaster Register

Legal Expenses Sanction Register

Funeral Expenses Sanction Register

Pension Register

Misc. Sanctions Register

Bills Register (Misc. sanctions)

Festival Adnces Register

Education Advances Register -
Reimbursement of Bus Passes

Apprentice Register

Long Term Loans (Marriage & Vehicles) Register

d) APS Section :

Cheques & D.D. Register

Remittance Contro! Register

Remittance Register

G.P.F Temp. Advances & Non-Refundable part final Register
G.P.F (Regular Subscription) Provisional / Staff Register
G.P.F (Regular Subscription) O & M Staff Register
Register of Booster Scheme

Register of LIC Recoveries

Groups Saving Linked Insurance Scheme Register (Prov. & O & M)
Grameena Janatha Policy Register

Register of Telephones

Register of LLBs

Private Accounting Agencies Register

Private Collection Agencies Register

Private Bill Serving Agencies Register

Register of Check Measurement

Register of Income Tax

Register of Rents

Register of Property Tax

Register of LOA

Register of Temporary Advances

Register of Permanent Imprest

Register of Duplicate Keys

e) Accounts Section:

Consumer Operation Accounts Ledger

Work Order Register

O&M General A/c Ledger

Employment Ledger

Closing of Work Order Register (For Ty. & DC Works)
General Ledger

Alc EJ Register

WO'’s EJ Register

TDAs, TCAs Register

A/c No:28.401 Register (Personal Account)

Service Connections COL’s Register-

Suspense Register with Difference & Head of Accounts
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SECTION -B
Circle Office

a) Administration Section :

Register of Despatch

Register of Receipt and Despatch
Register of Stamps Account
Personal Register

Register of Suspensions

Register of Appointments / Roster
Incumbency Register

Register of Probationers

Register of W.Ps. / Suits

Register of Sanctions (Legal Expenses efc.)
Register of C.Rs. / A.A.Rs.
Casual Leave Register
Attendance Register

Register of Theft of Materials

Register of Disciplinary Cases Entrusted to D.E. / Enquiries

Register of Sanction & Continuance of Posts
Register of Apprentices

Register of Allegations

Register of Dependents

Register of Buildings and Lands

Register of Superannuation

Register of Calender of Returns

Register of Training to Staff

Register of Typewriters

Register of Telephone Sanction

Register of Un-authorised absentees

b) Commercial Section:

Estimates Receipt Register

Estimates Sanction Register

HT Pending Applications Register

Special Annual Minimum Guarantee Register
SPA Schemes Register

MLA Options Register

Back Billing Cases Register

Writ Petitions Register

Consumer Grievances and VIP References Register
c) LT Revenue Section :

Instalments Sanction Register

Sanction of 25% Rebate the Specified New Industries
Legal Expenses Sanction Register

Remuneration Bills of PAAs

d) HT Revenue Section

Consumer’s Ledger

Agreements Register

Security Deposit Register (Division wise)
Cash Book

DDs Register
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All Financial Ledgers

Suits Register

Instalments Register

25% Power Rebate Register
Legal Expenses Sanction Register
Surcharge Statement Register
Bills Analysis Register

T.E./ M.P. Cases Register

e) Technical Section:

Sanctioned Estimates

Working Estimates

Field Estimates showing dates of receipt and action taken
Estimate of repairs to the vehicles
Tenders

Route approvals

Accidents Register

Vehicle Register showing complete history
Un-usual occurances

Equipment Register

Audit objections

Works, agreements and contracts
Buildings and Lands

Library Books

Drawings

f) Purchase Section:

SEs L..P.O. Register

CE/ Zone L.P.O. Register
C.E./P&MM L.O.0. Register
Limited tenders enquiry Register
Open tenders enquiry Register
Material allotment Register
Receipt of materials at Stores Register
Tender specification sold Register
Firms under black list Register
Vendor registration register
Sealing plier allotment Register

g) Cash Section:

LOC Register

Temporary Advance Register
Provincial Amanath

General Chitta

Cash Books index

Cash Book

h) Pensions Section:

G.P.O. Register

Pension Register (PPO Registers)
Commutation Value Authorisation Register
Pension Payment Register

i) CAS Section:

Generation Ledger

Financial Ledger

Work Order Ledger
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J)JA&C Section:

TDA Register

TCA Register

Personal Account Schedule Register

GPF final withdrawal Register

Audit paras Register

k) PRS Section:

FCR

Pay Bill Register

Loans and Advances Register

GPF Schedules Register

Register of Service Books

Calender of Increments

I) Pricing Section:

Stores Ledger

m) APS Section:

E.J. Register

C.J.E. Register

Purchase Day Book

L.O.A. Register

n) General Section:

Stationery Register

Printing Register

Revenue Register

Bills Passed Register

Telephone Bills passed Register

Receipt Register (Tapals)

Despatch Register (Tapals)

Stamp Account Register

L.P.O.Register

Tenders Opening Register
SECTION - C

List of Returns due to Board Office from field

S.No. Name of the Return
DAILY

Interruption Report of the Various Sub-stations
Circle wise Energy Consumption & Demand
Details of Dist. Transformers failed and replaced
Rolling stock of Healthy Dist. Transformers

N AW N =

L.T. Revenue Collection Report
MONTHLY

Progress Report on REC Schemes
Stores Reconciliation Return

DCB Report L.T. Revenue

Local Body Arrears return

Govt. Department arrears return
DCB Report on HT revenue

11 KV feeder-wise line losses

W N O O hsRWN =

33 KV feeder-wise line losses

79

From whom due & when

DE (T) Circle Office by Fax
DE (T) Circle Office by Fax
DE (T) Circle Office by Fax
DE (T) Circle Office by Fax
S.A.0./C.0.

ADE/Commercial/Circle Office
SAQ/CO
SAO/CO
SAO/CO
SAQ/CO
SAQ/CO
SE / Opn.
SE / Opn.
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