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FOREWORD

[ am very happy to pen the foreword for this extremely useful manual, detailing
the duties and responsibilities of all categories of employees in distribution
companies, from the level of Chief Engineers down to Section Officers. For effeétive
and efficient performance of any organization it is essential for each employee to
have clarity on his/her duties and responsibilities. The manual serves this need and
I am sure that it will be a constant guide and support to employees to perform their
duties and responsibilities in the best interests of the organization.

Knowledge of duties and responsibilities, while essential, is not the only
requirement. Along with such knowledge, there must be a positive mindset. A
purposefill mindset. A passionate mindset. Each employee can choose to work day
after day 1n a routine and ordinary manner, or can choose to align the tasks and
duties at hand with purpose and passion. [f we want our organisation’s performance
to be a magnificent story of success, then we must realize that each of us are the
authors and every day we have the opportunity to write a new page. The future of
our organization is not a matter of chance; it is a matter of choice. It is not something
to be waited for; it is a thing to be achieved.

I congratulate the Chairman & Managing Director and all those who put in
painstaking efforts to bring out this manual, which will be useful for all utilities. I

wish each and every employee happy reading and a mindset that will bring great

ot
Rachel Chatterjee

success to the organization.
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PRE FACE

The Power Sector Reforms have resulted in Organisational changes, interalia
by formation of Distribution Companies, such as ours. In present scenario
operational efficiency and commercial viability have become bench marks, for better
performance orientation, responsibility and accountability, with an aim to further

better Customer Service, overall.

As a part of the above Reforms process unbundling of the erstwhile APSEB
into separate corporations like APGENCO, APTRANSCO & 4 Nos. DISCOMs
have been formed. Consequently, many Engineers and officers of Accounts wing
from Generation and Transmission, have been inducted into DISCOMs by exercise

of Options.

In this process, some ambiguity in role perception amongst Senior Engineers
has been noticed; who are not quite aware of the respective functions to be discharged
at Discom level. This is a constraint with likely adverse effects on performance in
day to day activities. Hence there is a need for clarity regarding the individuals

specific role vis—a-vis performance.

Against the above background, and in order to facilitate better performance
Management, it was felt necessary to have a compendium of Officers Jobs and
duties detailing their respective functions. As an exercise in this direction; laid
down herewith are, the duties & responsibilities of various officers at Corporate

Office & field, starting from Chief General Manager to Asst. Engineer /



Addl. Asst Engineer (i.e., Section Officer) and also SAO to AAOs. These duties
& responsibilities are basically as approved and communicated by erstwhile

A.PS.EB during 1997.

While the duties are exhaustive in nature and constitute normal functions
only, as per laid down rules; any required functions, as entrusted by respective
superior officers from time to time are also to be carried out, in addition to their

duties mentioned herein.

It is hoped, that the above compendium would result in strong performance

orientation in the concerned cadres, through better Individual Performance and team

sy

(Y.GOPALA KRISHNA MURTHY)
CHAIRMAN & MANAGING DIRECTOR

work, resulting in Organisational Development.



EASTERN POWER DISTRIBUTION COMPANY OF A.P LIMITED
CORPORATE OFFICE :: VISAKHAPATNAM

ABSTRACT

Estt. -~ APEPDCL — Duties & Responsibilities of Officers - prescribed functions - guidelines
issued - Regarding

E.0.0.(CGM(HRD)) Ms. No. 183 Date: 01.11.2003

ORDER:

The Power Sector Reforms have resulted in Organisational changes, interalia by forma-
tion of Distribution Companies, such as ours. In present scenario operational efficiency and
commercial viability have become bench marks, for better performance orientation, responsibil-

ity and accountability, with an aim to further better Customer Service, overall.

2. To enable our officers to work towards above objectives, it has been felt necessary to detail
the duties and responsibilities of officers in‘various cadres, down to section officer level. The
attached document is an cxercise in this direction. [t may be added, that this document is a
collection of approved job tasks, systems and procedures as already in vogue and now collated
into a compendium, for ready reference, clarity and simplified policy administration. In any
case responsibility to carry out any tasks allotted in company’s interest entrusted by concerned
superiors, rests with the individual officer.

3. Functional Heads in Corporate Office/ Circle in-charges, may ensure that the attached
document is made available to the respective cadres, forthwith.

4. This order would come into force with immediate effect.

( BY ORDER AND IN THE NAME OF A.PE.PD.C.L)

s,

(Y.GOPALA KRISHNA MURTHY)
CHAIRMAN & MANAGING DIRECTOR
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EASTERN POWER DISTRIBUTION COMPANY OF A.P LTD
CORPORATE OFFICE :: VISAKHAPATNAM

OFFICERS AND THEIR DUTIES
. CHIEF GENERAL MANAGER (OPERATION)

1. The Chief General Manager is the Chief Executive of the operation wing in
corporate office and is Chief Advisor to the Chairman & Managing Director in the
development and achievements of the Company’s objectives. The Chief General Manager
1s responsible for efficient, effective, integrated and economical functioning of the
organization in the operation wing of DISCOM with regard to distribution, sale of power
achieving return of assets, deployment of man power, proper utilization of materials, etc.,
as per policies laid down by the DISCOM, keeping in view the long range objectives and
plans. The Chief General Managcr shall co-ordinate flow of materials to various points in
the circles under his control optimizing inventory ensuring efficient use of materials by
suitable planning, indenting, watching receipts and issues, deploy man power to extract
maximum output as per policies laid down by DISCOM, maintain best industrial relations
with the employees by following DISCOM’s policies in service matters, welfare measures,
Coordinate the works of Superintending Engincers of the circles under his control, guide
them and closely monitor various activities with reference to the transmission, distribution
including monitoring for implementation of Capital Investment works, the consumer
servicing, billing and revenue collection, and implementation of DSM mecasurcs regularly.

2. The areas to be covered are :

a) Sale of energy and achievements of targets in release of services, revenue
billing and collection of revenues, review of stuck-up and burnt meters and
ensuring prompt replacement with special emphasis on high value services.
Review and ensuring prompt and effective disconnections including dis-
mantling of services which are continuously under disconnection for more
than 3 months as per B.P. Ms.No.151, dt: 25.8.1993 and as per clause 26.10
of Terms and Conditions of supply.

Identifying area where pilferage is prevalent and taking steps to eradicate
the same by arranging continuous raids and prosecuting the offenders.

Ensuring review of meter readings, attending to exceptionals on top priority
with special emphasis on high value services.

Drawing up a programme and implementing it for quick realisation of
arrears of revenue.

Ensuring hundred percent collections of current month demand raised and
at least 2% of the arrears in each ERO per month.



d)

g)

h)

)

k)

b) Operation and maintenance of 33 KV, 11 KV, L.T Lines, Sub-stations and

Distribution and Power Transformers. Ensuring scheduled patrolling of lines
and special patrolling consequent to tripping, pre-monsoon inspections,
timely tree clearances and rectification of faults for total avoidance of
breakdowns. All equipment at all sub-stations to be kept in trim condition
and properly maintained as per schedules. Station batteries along with all
protective features are to be ensured for providing protection to lines and
equipment. Auxiliaries such as Fans, Pumps, O.L.T.C Gears, Compressors
(where available) are to be in working condition always. Special attention to
be taken on earthing system in sub-station and recording of earth resistance
for every 6 months.

System improvements, review of low voltage pockets, and peak readings
reached on lines and power transformers and making proposals, for enhance-
ments, new sub-stations, installation of capacitor banks and AVBs etc. Also
proposals towards reduction in system losses are to be made keeping system
configuration in view.

Construction works such as minor and major extensions.
Rural electrification and urban extensions.

Constant review of failure of equipments and follow up of repairs and also
to take steps towards avoidance of failures.

Conduct District-wise, Division-wise, Sub-Division wise, Section-wise,
11 KV feeder-wise, and Distribution transformer-wise energy audit, arrive
at line losses, and take remedial actions to plug the sources of losses and
reduce them. The guidelines for calculation of line losses for 11 KV & LT
system have been communicated vide Memo. CMD/EPDCL/ VSP/GM(EA)/
F. 42/D.No. 2665/03 dt 13.9.03 enclosed vide Annexure 14.

Procurement of decentralized materials for works.

Budgeting and budgetary control, compilation of accounts in the Zone, pre-
audit, Review of circle P & L Account, Divisional Profit & Loss A/c to con-
trol cost and increase revenue for the company to meet the Target Set in.

Implementing policies, objectives and programmes set up by the DISCOM,
monitoring progress there on and reporting to DISCOM.

See that accidents are avoided by reviewing all cases and ensuring that
remedial actions are taken.

Review of Internal Audit/Statutory Audit/CAG Audit findings in the opera-
tional and revenue areas and evolve necessary action to avoid/minimize the
occurrence of such situation.



m) Marketing / Market development for demand increase or new demand with

p)

q)

proper strategy, Strictly follow the guidelines enunciated in the tariff order of
APERC and also follow the directives of regulator, which may be
communicated from time to time.

Ensuring preparation of estimates for electrification of un electrified habitations
and get it sanctioned by REC.

Drawing up a programme for inspection of exceptional services generated by
CAT.

Ensuring that the performance standards as envisaged in the Citizen charter are
implemented.

Ensuring the disposal of unserviceable, obsolete and scrap material laying in
the stores.

Ensuring the release of new services with in schedule time.

Ensuring proper inter action with consumers & public by conducting meetings
with consumers (both LT & HT), people representatives, constitution wise &
sub-station wise meetings. Obtain feed back for proper planning of works.

Ensuring implementation of directives issued by APERC every year.

To over see performance orientation activities of employees by emphasizing
on individual performance for organizational growth. To over see welfare
policies and training activities to develop employee motivation and employee
satisfaction.

To inspect all call centres established in his jurisdiction during their inspections
in that area.

In order to achieve the above objectives, the following statutory functions are
prescribed.

Inspection of Field Offices:

1)

Inspection of each circle office once in a year.

Inspection of any one Division Office in each circle in a year selecting sub-
optimal performing division.

Inspection of any one sub-division office in each circle in a year selecting
sub-optimal performing sub-division.



b)

d)

vi)

Vit)

Inspection of any one Section Office in each division in a year in respect
of review of meter readings, prompt operation of disconnection lists,
maintenance of distribution transformers, and power transformers, review
in interruption registers, records of services, L.T. Layouts, accounting of
meters, Demand Drafts, work order closing and fuse off calls registers, etc.

Inspection of Electricity Revenue Offices: One ERO in each Circle in a year
(A critical Review of all activities). Monthly review at his Headquarters
on demand Vs. Collection and Clearance of arrears, etc.

Critical review of exceptionals of any section (s) his remarks to be sent
to DISCOMs.

The Chief Engineer/operation should review the performance of ECC &
CSCs invariably during his inspections.

Inspection of SPM sheds : Once in a year.

Inspection of District Stores: Once in 6 months for disposal of unserviceable
and obsolete material for general upkeep of stores and accounts etc.

Inspection of Sub-Station:

33KV Sub-station, wherever repetitive failure of Power Transformers and othe
major equipment occurs.

Review of meter reading registers:

L..T. High value services and all Industrial services:  Once in a year
H.T. Services with a CMD of less than 1000 KVA . Half yearly.
H.T. services with a CMD of 1000 KVA and above : Quarterly.

Inspection of H.T Services:

i) Above 4 MVA - Once in a year and whenever abnormalities in metering including

failure of metering equipment are reported.

1) Others : Whenever repetitive complaints are received.

4. Yard Sticks: The following yard sticks are prescribed for reasonably good performance:

a) Distribution Transformers Reducing the failure rate

failures. by 2% per annum and gradually

reduce to a minimum of 5%.

b) L.T Revenue arrears : Less than 15 days demand.

¢) 33 KV breakdowns : One per year per feeder.



d)

g)

h)
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k)

10.

11.

11 KV breakdowns : Not more than 4 per year per feeder

Equipment failures, capacitor : Nil
banks, Power Transformers,
Switch Gear

Stuck-up meters at L.T Services : Not exceeding 0.5% of total SCs at
any time.

Burnt meters : Nil

H.T Metering defects : To be rectified within 7 days.

Sub-Transmission Losses : 15% over an year to start with and

gradually reduce thereafter to 12%

Collection of L. T Revenue : 100% of current demand plus
2% of arrears.

Collection of H.T revenue ; 100% and no arrears except those
involved in litigation and
installments.

Generally directs and supervises the maintenance of the distribution system, ensures
that adequate supplies of spare parts, replacements and maintenance supplies are
on hand, reviews maintenance procedures and supervises their application to ensure
that the DISCOM’s system components are maintained in accordance with good
electric utility practice.

Recommends through budgets capital, replacement, maintenance and operating
expenditures for the efficient operation and maintenance of the power system.
Manages the implementation of budgets when approved.

Makes recommendations to management on matters of policy and procedures in
connection with operational matters in the DISCOM.

Liaises with consultants on matters affecting operations and construction.

Directs and generally supervises the telecommunications necessary for the dispatch
and control of the power system.

Directs the development and introduction of advanced sub-station and line
construction technology, including the use of hydraulically-quipped trucks and hot
line techniques.

Provides operational expertise for all parts of the DISCOM.



12. Assists in labour negotiations and human resource matters as required.

II. CHIEF GENERAL MANAGER / HUMAN RESOURCES

The Chief General Manager / Human Resources is responsible for directing
the human resources and personnel administration functions of the DISCOM. He
would be reporting directly to the Board and Chairman & Managing Director,
Specifically his responsibilities are as enumerated below:

1. Responsible for building a professional Human Resource function with focus on
Human Resources Development, career planning, skill building change management
initiatives apart from the existing administrative functions and responsibilities.

2. Ensure adherence to approved administration, personnel and manpower development
norms, service rules, regulations and policies.

3. Responsible for identification of training necds and co-ordination of training activities
including maintenance & update of training records and statistics.

4. Responsible for building a performance based work culture in the company through
design and implementation of target based appraisal and incentive schemes.

5. Ensure the proper utilization and safekeeping of properties and assets.

6. Ensure the proper maintenance and update of employee database and personnel
records.

7. Ensure the performance of the following Human Resources functions:

. Implement terms and conditions of service

. Develop manpower plans and projections based on business plan and inputs
from other departments in the company

. Monitor recruitment, transfer, promotion, deputation and retirement of
employees.

o Develop reward/recognition schemes and career paths.

e  Manage compensation of employees and administer employee benefits and
various types of loans.

. Ensure the proper implementation of applicable labour laws & standing orders
and discipline regulations.

. Conduct of organization studies and update of organization structure.

8. Responsible for developing and implementing job responsibilities for all positions
including the staffing patterns.



10.

11.

12.

13.

Responsible for automating the HR processes and establishment of a comprehensive
Human Resource Information System (HRIS).

Responsible for maintaining harmonious relations between employees and
management.

Responsible for all court related matters, litigations in consultation with legal experts
as per the relevant act.

Responsible for all protocol related matters and interaction with unions and union
leaders.

Responsible for the welfare measures like Medical, Sports, Recreation, House
keeping etc.,

III. CHIEF GENERAL MANAGER/P& MM

The Chief General Manager/P&MM is responsible to ensure the effective

procurement and material management of equipment and spares of the projects, operation
and maintenance functions. He would be reporting directly to the concerned Director
and Chairman & Managing Director. Specifically his responsibilities are as enumerated
below:

1.

Responsible for ensuring availability of material for meeting construction and
O & M targets and preempting shortages.

Responsible for ensuring that materials, spares, equipment and machinery are
procured, received and stored effectively.

Responsible for stores and purchase activity.

Responsible for ensuring that the process of issuing material is smooth so that the
material reaches the end user in time.

Responsible for developing and implementing effective policies on purchase and
procurement as well as material and inventory management.

Responsible for reviewing and monitoring the gross material budget.

Responsible for development alternative vendors and suppliers for vital imported
spares.

Responsible for effective co-ordination of transport and custom clearance of
materials.

Responsible for ensuring the proper disposal of scrap.



10. Responsible for proper inspection and quality control of the incoming material.

11. Responsible for ensuring the development of competence in techno-managerial

arreas of material management in accordance with organizational requirements.

IV. CHIEF GENERAL MANAGER / PROJECTS & PLANNING

The Chief General Manager / Projects & Planning is responsible for the planning

and design of construction projects. He would be reporting directly to the concerned
Director and Chairman and Managing Director. Specifically his responsibilities are as
enumerated below:

10.

11.

Responsible for presenting the annual estimates of operation works and capital
expenditure to the Board of Directors.

Ensure a balanced and well-planned expansion of the distribution system to meet
the growing load requirements and effective utilization of power, through proper
system planning,

Primary liaison between the organization and key contractors.

Responsible for ensuring economical design of substations, transformers, lines and
other facilities that comply with the requisite quality and safety standards.

Responsible for supervising the construction of substations and distribution lines
and installation of transformers according to the approved budget and time
schedule.

Responsible for ensuring availability of the required material and pre empting any
material shortage.

Responsible for ensuring periodic monitoring of the inventory levels and their proper
usage as per project plans.

Responsible for ensuring that the safety rules and regulations are strictly followed
at the project sites.

Responsible for ensuring the development of competence in techno-managerial
areas related with projects in accordance with organizational requirements.

Responsible for calling Tenders for construction of capital works & finalise the
tenders with in the schedule.

Responsible for sending the monthly progress report, regular instructions etc., on
the activities of project wing.



12.

13.

14.

15.

16.

17.

18.

Directs and generally supervises the review of load forecasts and economic analyses
in order to determine parameters for power system design.

Directs and generally supervises the establishment of general design criteria, policies
and standards for engineering and construction projects and reviews and approves
major designs and equipment alternatives.

Directs and generally supervises and review of proposed engineering projects for
cost/benefit considerations and adherences to design standards.

Directs and generally supervises the selection and recommendation for approval of
proposals of engineering consultants.

In consultation with the Chief General Manager/Expenditure, prepares and circulates
economic and financial parameters to be used throughout the DISCOM in the
evaluation of capital investments, estimation of customer contributions and in the
purchase of equipment such as transformers.

In consultation with the Chief General Manager/Expenditure makes
recommendations to the concerned Director on the guidelines for the preparation
of the DISCOM’s five year forecasts and annual capital and operating budgets and
comments on the forecasts and budgets when they are issued.

Assists the Director/Projects in the negotiation of major agreements with APTransco
and with major customers for the purchase and sale, respectively, of electric power
and energy.

V. CHIEF GENERAL MANAGER / COMMERCIAL & RAC

The Chief General Manger / Commercial & RAC is responsible for overseeing the

commercial and regulatory aspects of the organization. He is responsible for the tariffs,
licensing and legal compliance of the DISCOM. He would be reporting directly to the
concerned Director and Chairman & Managing Director. Specifically his responsibilities

are as enumerated below:

1.

Responsible for developing, managing and executing all commercial arrangements
within the company.

Primary liason between the APERC, Government and Transmission Corporation.

Responsible for providing APERC with regulatory compliance reports and
representing the company in various APERC hearings.

Responsible for ensuring that all the requirements related to the execution of the
power purchase agreement with the transmission organization are met in a timely
manner.

Ensuring licensing and legal compliance with all conditions laid down by APERC.

9



10.

11.

12.

Responsible for fixing the tariff rates and filing as per the guidelines of APERC.

Responsible for reviewing the model licenses.

Responsible for ensuring that all the requirements like regular reporting, responding
to one-time queries, etc., relating to the regulatory affairs are fulfilled in time.

Overseeing accurate power forecasting.

Responsible for designing measures to make DISCOM more efficient in responding
to regulatory requirements.

Responsible for proactively monitoring the ensuring compliance of all the regulatory
requirements place on DISCOMs.

Responsible for ensuring the development of competence in techno-managerial areas
related with regulatory aspects in accordance with organizational requirements.

V1. CHIEF GENERAL MANAGER / EXPENDITURE

Chief General Manager / Expenditure is the Chief Financial Officer of the Corporation.
He is responsible for analysing and directing the Corporation’s financial and tax planning.
Advises management in consultation with the Chief General Manager, Planning & Projects
in long range planning studies. Directs and controls the raising of long term funded and
short term capital. Plans, recommends and monitors corporate accounting and internal
control systems. Advises the Head, Distribution Corporation on corporate risk management
policies, co-ordinates and compiles capital and operating budgets.

1.

In consultation with the Chief General Manager, Planning & Projects, analyses and
directs financial and tax planning.

Directs the setting of financial objectives and the raising of long term funded capital.
Introduces and fosters accountability and a commercial approach generally
throughout the Corporation and particularly in this Department.

Contacts the Corporation’s underwriters and the financial community as required,
interprets financial market reports and responds to external inquiries from financial

analysis, rating agencies, banks and trust companies as a Corporate representative.
Directs the raising of short term funded capital and negotiates terms for such
borrowing.

Directs the purchase of securities or other expenditures for sinking fund purchases.
Establishes policies for and monitors the cash management system.

Reviews and recommends to the Head, Distribution Corporation improvements to

Internal control systems and internal audit practices.

Provides functional direction to the accounting sections to ensure the excellence of
the Corporation’s financial reporting and compilation of financial data for internal

and published reports and their review before release.
10



10.

11.

12.

13.

14.

15.

16.
17.

18.

19.

- 20.

21.

22.

Directs and supervises the establishment and maintenance of management
information systems and coordinates the purchase and control of electronic data

processing equipment.

Ensures that all appropriate government reports including tax returns are filed and
keeps management informed of pertinent changes in this area.

Ensures that all financial books of record are kept in safekeeping and arranges for
their retention and destruction in accordance with prescribed government regulations
and Corporate policy.

Prepares evidence and represents the Corporation at regulatory hearings involving

tax, accounting, rate base and rate of return.

Ensures that the Corporation’s risk management policy is implemented through
good operating practices and the maintenance of the necessary insurance policies.
In consultation with Corporation’s consultants, the CGM / Expr prepares, issues
and recommends awards of tenders for insurance coverages. Directs the processing
of insurance claims.

In consultation with the Chief General Manager, Planning & Projects makes
recommendations to the Head, Distribution Corporation on the guidelines for
preparation of the Corporation’s five year forecasts and annual capital and operating
budgets, coordinates, compiles and comments on the Corporation’s capital and

operating budgets to the Head, Distribution Corporation.
Assists in labour negotiations and human resource matters as required.

Acts as Director / Finance Distribution Corporation in his absence if and when so
assigned.

Ensure that the information required for ARR filing before APERC is furnished to
Chief General Manager / RAC within the target date.

Prepare Profit & Loss Statement for the Company & also for the Divisions and put
up to the Chairman & Managing Director of the DISCOM.

Ensure 100% revenue collection against demand & 2% arrears are collected every
month.

Ensure that the instructions contained in Chairman/APSEB/Hyd/TS/Meetings/
D.No0.351/97, dated 22-12-97 are strictly followed by the Asst.Accounts Officer /
In-charge of ERO.

Responsible for ensuring the accounting of revenue and business procedure of the
Corporation and desired to safeguard of money and property of DISCOM and ﬁ

1mplementat10n of de&gnated procedure to be followed

11



VII. SUPERINTENDING ENGINEER ( OPERATION)

1. The administration of an Electricity Supply System in a district will be under the
charge of a Superintending Engineer. The Superintending Engineer is responsible to the
Chief Engineer for the administration and general professional control of the entire system
and of the officers of the DISCOM sub-ordinate to him. He is also responsible for the
efficient management of the undertaking as a commercial concern and in accordance with
the commercial policy laid down by the DISCOM. He will be responsible for the commercial
propaganda and all other work carried out in the interests of popularizing the energy
conservation programme.

2. Recording of plans and drawings: The Superintending Engineer of the System
shall keep on record in his office. The following plans or such or them as are required in his
system:

a)  Copiesofall standard plans of buildings, completed plans, sections and elevations
of every building under his charge, the boundaries of the ground attached to any
buildings being distinctly shown.

b) Detailed drawings including foundations, where practicable, of all other civil
works in the system as actually completed and the boundaries of the ground

attached to such works.

3. The Superintending Engineer is empowered to order transfers of Engineering
Establishment upto the cadre of Assistant Divisional Engineers and provincial Establishment
upto the cadre of Junior Accounts officers with in his jurisdiction. The Superintending
Engineer will have full powers towards punishments to ‘O&M’ or
construction establishment for whom he is the appointing authority. The Superintending
Engineer is also competent to award punishments to O&M or construction establishment to
whom the Divisional Engineer is appointing authority, if Superintending Engineer has
finalized the enquiry report of Divisional Engineer/Enquiries. He shall also exercise such
powers over the provincial staff as delegated to him under the Statutory rules.

4. He will review the registers of financial irregularities and commercial work done
and will bring to the notice, the cases of incompetence or other disqualification for public
duties and 1n like manner all instances of extraordinary zeal and ability. He will further
exercise such powers of punishment, promotion, and control as are conferred on him under

the statutory rules.

5. Aregister of incumbents of charges shall be maintained in the Circle Office showing
the period of incumbency of each DISCOM officers or Accounts establishment. The

12



Divisional Engineer shall maintain similar incumbency registers in their offices in respect
of their subordinate executive staff.

6. a) On assuming charge, every officer shall make it his business to acquaint himself with
the works and the special features of the items in his charge. The officer shall count, weight
or measure selected stores in order to test the accuracy of their accounts and should minutely
examine the works in progress as to their quality and as to their accordance with the sanctioned
plans and estimates. He shall further to through the books, registers and ledger accounts
and report on any arrears or confusion that may come to his notice. The above are the
general instructions relating to the functions of each officer. If the relieving officer fails to
bring to the notice of his superior with in a reasonable period (say, three months) any
deficiency or defect in work, stores accounts, etc., taken over, he will be held responsible
for the same so far as he was in a position to ascertain it.

b) The relieved officer should give the relieving officer a memorandum showing all the
works in hand, the orders remaining to be compiled with, and matter of importance relating
to operation, maintenance, load and other items in his charge. All matters which particularly
require the attention of the relieving officer should be detailed with full explanation of any
peculiarity.

¢) An officer must not delay making over charge after arrival of the relieving officer;
nor must he, without the permission of his immediate superior officer, leave the station
before the arrival of his successor. The relieving officer will take up the expenditure of cash
and stores from and for the first day of the month during which the relief took place, and
submit the next monthly accounts in the same manner as if he has been in charge during the
whole month. But the relieved officer remains responsible that proper explanation is
forthcoming for transactions during his incumbency.

d) Whenever the transfer of charge is prolonged so that two DISCOM servants may
be entitled to draw pay and allowances simultaneously for the same appointments (See Audit
instructions under Fundamental Rule 107) the Superintending Engineer should intimate
to the DISCOM if the time taken is reasonable and the relieving officer may be considered
as on duty for the period. If, however, the Superintending Engineer considers the time
taken in making over and receiving charge to be excessive, the relieving officer must be
treated as if he were on leave or on joining time, etc., as the case may be, for as much of the

time as may be regarded as excessive.

In the case of an executive charge becoming vacant by the death or sudden departure
of the officer in-charge, the next senior officer of the DISCOM should assume charge and
proceed with the normal work.
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(e) It1s an object of great importance to secure as far as possible continuity in procedure
or practice in regard to cases and matters actually under settlement and to this end the
Superintending Engineer and Accounts Officer should make special mention about such
matters in their notes to successors.

N.B.: Forms of questionnaire shall be drawn up and issued with the approval of the
Superintending Engineers for guidance of officers preparing transfer notes.

They should be merely taken as indicating the general lines on which transfer notes
should be prepared and should not be considered to be exhaustive.

7. It is the duty of the Superintending Engineer to inspect the important works in his
area, to satisfy himself that the system of management is efficient and economical and that
the instructions of the financial branch as regards works, operation, stock and accounts are
strictly observed and that the executive and administrative work of the system is satisfactorily
performed.

8. He shall satisfy himself that the staff employed (Provincial as well as work charged)
1s actually necessary and adequate. He will exercise concurrent control with the Senior
Accounts Officer and ensure that the subordinate officers watch carefully the expenditure
on works, operation and maintenance expenses, growth of load and sales of electrical energy
in the area under their control.

9. When submitting to the Chief Engineer any report, design or estimate, the

Superintending Engineer will invariably state his own opinion and recommendation.

10.  He is responsible for the engineering features of design and the rates in estimates
prepared or sanctioned by him.

11. The Superintending Engineer is responsible for reporting without delay the
probability of any excess over estimates not within his powers of sanction and should arrange
for prompt revision of the estimates whenever necessary.

12.  Inallaccident cases the Superintending Engineer has to critically analyse the detailed
investigation reports submitted by the Divisional Engineer/Assistant Divisional Engineer
and furnish his specific remarks discussing remedial measures to be taken both
administratively and technically in order to prevent reoccurrence of such accidents along
with compensation proposals, if any within 30 days from the date of accidents. The
Superintending Engineer should immediately report to the Chief Engineer any serious loss
of immovable property caused by any accident or unusual occurrence within his jurisdiction,
and ensure compliance of IE Rules wherever deficiencies are noticed.
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13.  Immediately after work is finished the Superintending Engineer will arrange to
close its account and prepare the completion report if required by the rules. In this connection
it will be his duty to see that the works are not protracted beyond a reasonable time and the
completion reports are not unduly delayed.

14.  The Superintending Engineer will be in general charge of the purchase of stores
and their disposal within his limits of his powers and subject to stores purchase rules and
instructions issued from time to time.

15..  All interruptions of large works in progress or serious stoppage to Electrical power
service should be reported to the Chief Engineer by the Superintending Engineers according
to the orders which may be issued by the Chief Engineer from time to time, the causes and
probable durations of service interruption being duly explained.

16. While the Senior Accounts Officer of the circle will be responsible for the direct
supervision of all accounting work relating to the undertaking and for all receipts and
disbursements, and direct charge of the operating and revenue accounts of the undertaking.
The Superintending Engineer will retain his general responsibility for the financial results
shown and will exercise general supervision over the Senior Accounts Officers work in
relation to them. The Senior Accounts Officer will also act as a Financial Adviser to the
Superintending Engincer.

17. The Superintending Engineer should generally supervise and control the correct
assessment and realization of such revenue as is assessed or collected in the electric system
including the revenue due to the Government. The Sentor Accounts Officer will be
responsible for the detailed assessment and collection of the revenue and shall maintain
such records and accounts for the purpose as may be prescribed.

Note:—The Superintending Engineer will decide all cases of doubt involving
technical interpretation in the matter of billing for energy supplied. If the
decision involves a deviation from any rule prescribed by DISCOM, orders
of the competent authority should be taken. When metering is in dispute,
however, the case will be dealt with in accordance with the provisions of the
terms and conditions of supply notified by the DISCOM from time to time.

18. The formation of the accounts and revenue office or the Circle office and the
controlling organisation of the system is intended for intensive and effective internal control
and to relieve the Superintending Engineer of the bulk of the accounts, revenue and allied
financial work, giving him the necessary help and advice for the financial administration of
the system. The Superintending Engineer is however responsible for seeing that the work
of the Circle office is efficiently performed and controlled by the Senior Accounts Officer
and that the field officers observe the instructions promptly.
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19.  He shall personally review the monthly Financial progress reports on the operation
of the various undertakings and will comment on any marked variation in revenues and in
operation or maintenance expenses. In addition he should ensure timely collection of service
line charges/development charges from the consumers/authorities responsible for payment
for such works.

20. The Senior Accounts Officer and the Superintending Engineer should assist each
other in rendering the management of departmental accounts as perfect as possible. To this
end, during inspections, the Superintending Engineer or the Senior Accounts Officer will
examine the registers and other account and measurement books, the mode of preparation
of estimates, Contractor’s accounts and agreements, the system of recording plans and
papers and office work generally. He is expected to communicate freely and personally
with his officers and to advise them in the performance of their duties.

21.  The Superintending Engineer shall review Meter Reading Registers of the following
category of services and shall take immediate action to safeguard the DISCOM revenues.

1) L.T Services (which are not high value)
Cat. II, 1 & VII :  Annually each section

1) L.T high value services and all industrial
services : Halfyearly

1i1) H.T services with a CMD of less than : Quarterly and check readings
1000 KVA for 10 services per month.

v) H.T Services with a CMD of 1000 KVA : Check readings for all services
and above in one year.

22, The Superintending Engineer shall review the following exception reports generated

by the Private Accounting Agency/In-house computer, CAT cell. if the service is repeated
more than three times in a year and shall take appropriate action to safeguard the DISCOM
revenues.

a) Disconnected services showing progressive readings.
b) Negative readings.

c) Meter stuck up (H.T and L.T).

d) Meter bumnt.

e) Services not existing (HV).

f) Meter changes.

2) Low PF in case of H.T services.

h) Maximum demand low or high in case of H.T Services.

i) Un metered due to CT/PT or meter defects in H.T Services.
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23.  The Superintending Engineer shall ensure that the services under disconnection
for more than 3 months are dismantled after due procedure.

24.  The Superintending Engineer should conduct district wise, division wise, sub-
division wise, section wise, 11 KV feeder wise, and distribution transformer wise, energy
audit, arrive at line losses and take remedial actions to plug the sources of losses and
reduce them.

Inspection of Offices and other than his office

a) Inspection of each division office .. Once in a year

b) Inspection of Electricity Revenue Offices .. One ERO per month
c) Inspection of SPM sheds .. Once in six months

d) Inspection of 33/11 KV sub-stations .. Once in a year

e) Inspection of District Stores ... Once in three months

f) Inspection of H.T. services with CMD of

1) above 1000 KVA & upto 4 : Once in a year and whenever
MVA abnormalities in metering including
failure of metering equipment are
reported.
11) Others : Whenever repetitive complaints are
received.

The areas to be covered are:
25.

(a) Administration: The offices of the Assistant Divisional Engineers and the
Section Officers will be inspected by the Superintending Engineer as and when
convenient and the office of the Divisional Electrical Engineers will be inspected not
less than once a year. He will inspected whether the several registers and returns are
properly maintained, whether the progress reports, interruption reports and load record
statements are concurrently written up and whether the Divisional Engineers and the
Asst. Divisional Engineers are exercising their checks efficiently and discharging their
duties satisfactorily. He will further see that the stores are properly maintained and
obsolete materials are not over stored, that not more than the required spares and tools
and plant are kept in.
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(b) Technical & Commercial: He will see that the distribution charts and

plans and sketches of the transmission lines and sub-stations and other buildings are
properly maintained; that the execution of operation, maintenance and construction
works are properly executed as per approved design and plans: that interruptions are
properly remedied and that the sub-stations and equipments are well maintained.
He will further see that the supply to HT consumers is well attended to; that their
maximum demands, metering arrangements are all well inspected periodically and that
important technical matters are promptly attended to by the Asst. Divisional Engineers
and the Divisional Engineers.

(c¢) Financial: From the commercial point of view, the financial aspect of the

under taking is most important. The Superintending Engineer should check, wherever
he consider necessary, the following points during his inspections:
That the HT power consumers services are periodically inspected by the Assistant
Divisional Engineers and the Divisional Engineers to ensure correct recording of meters
so that loss of revenue may not occur; that the maintenance staff and expenditure are
kept at the minimum that the collections (wherever attached to sections) are properly
watched that the initial record of accounts, work orders are regularly maintained that
the imprest accounts are correctly maintained and rendered to the Circle/Divisional
Office; that no unauthorized works, though in the interest of service, are executed that
the accounts returns are periodically and correctly rendered that measurement books
and other initial records are properly maintained and work orders closed as expeditiously
as possible. He should further check at least a few items of stores whenever convenient
and ensure that the bin cards, ledgers etc., are concurrently posted and the quantitative
balances agree.

(d) Sale of energy and achievements of targets in release of services, revenue
billing and collection of revenues, Review of stuck-up and burnt meters and ensuring
prompt replacement with special emphasis on high value services. Review and ensuring
prompt and effective disconnections including dismantling of services which are
continuously under disconnection for more than 3 months as per B.P. Ms.No.151, dt:
25.8.1993 and as per clause 26.10 of Terms and Conditions of supply.

Identifying area where pilferage is prevalent and taking steps to
eradicate the same by arranging continuous raids and prosecuting the offenders.
Ensuring review of meter readings, attending to exceptionals on top priority with
special emphasis on high value services.

Drawing up a programme and implementing it for quick realisation of arrears of
revenue.

Ensuring hundred percent collections of current month demand raised and at
least 2% of the arrears in each ERO per month.

(e) Operation and maintenance of 33 KV, 11 KV, L.T Lines, Sub-stations,
and Distribution and Power Transformers. Ensuring scheduled patrolling of lines
and
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special patrolling consequent to tripping, pre-monsoon inspections, timely tree
clearances and rectification of faults for total avoidance of breakdowns. All equipment
at all sub-stations to be kept in trim condition and properly maintained as per schedules.
Station batteries along with all protective features are to be ensured for providing
protection to lines and equipment. Auxiliaries such as Fans, Pumps, O.L.T.C Gears,
Compressors (where available) are to be in working condition always.

(f) System improvements, Review of low voltage pockets, and peak readings
reached on lines and power transformers and making proposals, for enhancements, new
sub-stations, installation of capacitor banks and AVBs etc. Also proposals towards
reduction in system losses are to be made keeping system configuration in view.

(2
(h)
(1)

()

(k)
M

(m)

(0)

()]

Construction works such as minor and major extensions.
Rural electrification and urban extensions.

Constant review of failure of equipments and follow up of repairs and
also to take steps towards avoidance of failures.

Conduct District-wise, Division-wise, sub-division wise, section-wise, 11

KV feeder-wise, and Distribution Transformer-wise energy audit, arrive at
line losses, and take remedial actions to plug the sources of losses and reduce
them. The guidelines for calculation of line losses for 11 KV & LT system
have been communicated vide Memo No. CMd/EPDCL/VSP/GM(EA)/F.42/
D.No. 2665/03 dt 13.9.03 enclosed vide Annexure 14

Procurement of decentralized materials for works.

Budgeting and budgetary control, compilation of accounts in the circle,
pre-audit. Review of circle P & L Account, Divisional Profit & Loss A/c
to control cost and increase revenue for the company to meet the Target Set
in.

Implementing policies, objectives and programmes set up by the DISCOM,
monitoring progress there on and reporting to DISCOM.

See that accidents are avoided by reviewing all cases and ensuring that
remedial actions are taken.

Review of Internal Audit/Statutory Audit/CAG Audit findings in the
operational and revenue areas and evolve necessary action to avoid/minimize
the occurrence of such situation.

Marketing / Market development for demand increase or new demand with
proper strategy.
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(r)
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(t)

(w)

V)

(W)

)

(2)
(aa)

(ab)

Ensuring preparation of estimates for electrification of un electrified
habitations and get it sanctioned by REC.

Ensuring the release of new services with in schedule time.

Ensuring preparation of estimates for electrification of un electrified
habitations and get it sanctioned by REC.

Drawing up a programme for inspection of exceptional services
generated by CAT.

Conducting Circle wise, Division wise, Sub-Division wise, Section wise
P & L statements every month and take remedial action to plug the
revenue losses.

Ensuring that the performance standards as envisaged in the citizen
charter are implemented.

Ensuring disposal of unserviceable absolute and scrap material lying
in the stores.

Ensuring the release of new services with in schedule time.

Ensuring proper inter action with consumers & public by conducting
meetings with consumers (both LT & HT), people representatives,
constituency meetings, sub-station wise meetings. Obtain feed back
for proper planning of works.

Ensuring implementation of directives issued by APERC every year.
To take all steps necessary to develop performance orientation among
employees to ensure that welfare policies and training activities are

carried out for employee motivation and satisfaction.

To inspect all call centres established in his jurisdiction once in a
month and initiate stringent action against defaulters.

26. The Superintending Engineer is responsible to keep sufficient no. of healthy DTRs
in his head quarters for replacement of failed DTRs. He should arrange transport and
erection of the DTRs at the cost of DISCOM only and should not allow the consumer to
incur expenditure in this account. He should ensure that all failed DTRs are replaced
after through inspection of connected LT lines and DTRs structures and rectify the
defects before replacing sick units. All the failed DTRs are to be replaced in urban areas
with in 12 hours and rural areas with in 24 hours.
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27. The Superintending Engineer should interact and obtain feed back from the

consumers on replacement of failed DTRs like whether the transformers are being

replaced with in resolved time and the expenditure in replacing failed DTRs being

incurred by any farmers/consumers.

VIII. SENIOR ACCOUNTS OFFICER

The Senior Accounts officer will work under the overall supervision of the

Superintending Engineer. He will have complete control over the expenditure and revenue

branches of the accounts organization of the circle. He will function as a Financial Adviser

to the Superintending Engineer, both in Revenue and Expenditure matters and assist the

Superintending Engineer, to ensure the efficient working of the circle organization.

1. The Senior Accounts Officer, Circle Office is responsible for:

a) Preparation of Revenue and Capital Budgets of the Circle.

b) Efficient Revenue Administration and control over expenditure.

c) Accountability for the total revenue and expenditure.

d) Monitoring the performance of both capital and O & M expenditure.

€) Compilation of Accounts including annual accounts in the circle in
accordance with the Accounting Standards issued by the Institute of
Chartered Accountants of India and the requirement of A.P. Regulatory
Commission.

f) Preparation of Circle Profit & Loss Account as a Business unit and
ensure Divisional Profit & Loss Account and review of the same on
monthly basis to control cost and increase revue for the company to meet
the ARR target set in by the Commission.

g) Ensure all taxes and levies of State/Central Government are properly and

accurately recovered from the Contractors / Service Providers / Suppliers
/ Employees as the case may be and deposited to the Government exchequer
within the stipulated time frame.

Take appropriate action on the findings of Internal Audit/Statutory Audit /
C.A.G Audit to avoid occurrence of such situation in future.

21



(m)

(n)

i) Report through Superintending Engineer, Operation Circle on exceptional
item/events of concern having current/future financial impact to the
Management of the company on monthly basis.

j)  Ensure Assets Registers are maintained with particulars in Circle/ Divisional
Officers for all movable as well as immovable Assets. A physical verification
is also carried out of the movable assets on appropriate manner on yearly
basis. It is necessary to take appropriate action as per procedure of the
company to deal with any discrepancy brought out in the physical verification

k) Prepare Cash Flow for the circles on monthly/quarterly/half- yearly/
yearly basis with actual and compare with the forecast Cash Flow
to control deviations and improve cash management.

1) Monthly review of collection against Service line Charges/Development
charges realizable from the consumers/appropriate authorities for the work
done / in progress.

EXPENDITURE :

i) For the correct maintenance of accounts and rendering monthly accounts
promptly to Corporate office

ii) For the prompt submission of all financial returns to Director/Finance under
his signature, particularly expenditure schedule, Financial progress reports and
DCB Statements.

iii) The Sr. Accounts Officer will check and pass all payments exceeding
Rs.30,000/-.

vi) While the Accounts Officer (Expr.) will draw cheques upto Rs.50,000/- cheques
above Rs.50,000/- will be signed by the Senior Accounts Officer without limit
relieving the Superintending Engineer from the responsibility of passing bills

and drawing cheques.

v) The Senior Accounts Officer will have overall control over all branches of
accounts of the circle (viz). Revenue, expenditure including stores accounts.

REVENUE:

1) The Senior Accounts Officer is responsible for correct assessment and prompt
realisation of revenues of the circle. He should pay special attention for
application of correct tariff rates to all services with a view to eliminate
short billing etc., by arranging effective internal checks. He should arrange
to obtain meter reading registers, test reports promptly from the field and
arrange for issue of Current Consumption bills on due dates and ensure that
all services are billed without default.

i) He should ensure that H.T bills are issued by 26" of the month for 1 MVA
and above and on 1* of succeeding month for below 1 MVA services. A
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(0)

(p)

monthly return of bills issued shall be submitted to Chief General Manager
(E & A).

1i1) He will review all cases of arrears outstanding for more than one month in
the case of H.T. He will review consumption of H.T consumers monthly
with reference to test reports, change of meter, connected loads and addi-
tional loads, etc. and more than two months in the case of L.T Services.

iv)  He should arrange for the review of all cases of inadequacy of consumption
deposits and arrange for their prompt collections.

V) He should arrange for the review of all disputed/court cases for expediting
final decision

INSPECTIONS:

The Senior Accounts Officer will inspect the Division Offices/Sub-Divisions and
Sections and Electricity Revenue Offices as below.

1) Division Offices
(Only in the case of Divisions
where accounts are maintained) : twice in a year
1) Sub-Division and Section Offices : once in a year
i) Electricity Revenue Offices : one ERO per month

During the course of inspections he should check whether the accounts and records
are maintained on proper lines, paying particular attention to the maintenance of
stores accounts.

Copies of Inspection reports should be sent to the Superintending Engineer/Chief
General Manager (Expenditure) specifically pointing out grave financial irregulari-
ties and lapses and suggest steps to be taken for early regularization of lapses and
irregularities.

POWERS:

The Senior Accounts Officer will have overall control of the Accounts personnel
in the circle. He will be the countersigning authority for the tour and transfer T.A
bills of Assistant Accounts Officer and Accounts Officer. He will submit his tour
programmes and T.A bills to Superintending Engineer for approval and counter
signature. He will be the reporting officer in respect of Annual Appraisal Reports
of Accounts Officer and Asst. Accounts Officer.

The Senior Accounts Officer may purchase stationery articles not exceeding Rs.50/
- in each case and incur contingent expenditure not exceeding Rs.25/- at a time.
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GENERAL:

The Senior Accounts Officer will be responsible for the reconciliation of all remit-
tances (Revenue and Expenditure) made into the branches of the banks. He will
also reconcile the cheques drawn by himself and by others of the circle. He should
obtain necessary statements from the banks daily and ensure that all cheques and
DDs received are brought to account. He should pay special attention to audit
objection, inspection reports of Accountant General and Internal Audit and ar-
range for their clearance very promptly.

The Senior Accounts Officer should review the initial accounts of the field and
ensure their correct maintenance and will watch the timely closing of work orders.
He will also be responsible for preparation of the annual accounts in accordance
with the Company’s Accounting policies and Standards of the Institute of Char-
tered Accountants of India and the Regulatory Commission at Circle level and the
prompt submission to Audit to Head Quarters.

iii) The Senior Accounts Officer should give prompt attention to consumers’ com-

plaints and arrange for prompt action.

iv) The Senior Accounts Officer should arrange for timely supply of adequate  quan-

v)

tities of forms, stationery, ledgers, registers, receipt books, meter reading registers
etc., to all offices.

The Senior Accounts Officer is responsible for seeing that the accounts of the
system are not allowed to fall in arrears.

IX. ACCOUNTS OFFICER (EXPENDITURE)

The Accounts Officer (expenditure) is also responsible for the reconciliation of all

remittances (Revenue and Expenditure) made into the branches of the banks. He will also
reconcile the cheques drawn by himself and by others of the circle. He should obtain
necessary statements from the banks daily and ensure that all cheques and DDs received
are brought to account. He should pay special attention to audit objection, inspection
reports of Accountant General and Internal audit and arrange for their clearance very
promptly.

1.

As a commercial concern, the transactions of the Electricity Distribution Company
demand an effective system of internal administrative check conducted by an Of-
ficer of the Circle Office with an intimate knowledge of its working and with better
information than that which can be derived from mere compiled accounts and docu-
ments. The Accounts Officer(Expr.) is therefore, appointed in the Circle Office
for controlling accounts.

The Accounts Officer (Expr.) shall be with sound experience of the accounts and
administrative office control.
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