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L PURPOSE

To establish the guidelines necessary for the efficient processing of work orders within
the Engineering Division.

II. SCOPE

This procedure shall apply to the Engineering Customer Services and Engineering
Distribution Sections who are responsible for customer work orders. These sections are
tasked, but not limited to, inspect, design, and provide a cost estimate for new
installations, GPA Plant Improvements, trouble reports, and line extension
refunds/reevaluations.

III. OBJECTIVE

The primary objective is to ensure the Authority provides quality and timely service to its
customers. The following establishes the processing of these work orders.

IV. DEFINITIONS:

o Cost estimate — The amount of required aid to construction due from the customer for
power service

e DLM approved property map — Maps that have been duly recorded and registered
with the Department of Land Management as required by law.

e GPA DPW inspection report — Issued by GPA at the time application is made, the
final electrical approval from the Department of Public Works.

e GPA Easement — A grant by the owner of said lot where the Authority wishes to place
facilities for the sole purpose of delivering electrical service.

o GPA approved electrical plans — Plans as approved by those designated within the
GPA Engineering Department. The approved stamp shall show the date stamped and
name of approver. Any and all comments/conditions for approval must be attached.
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NEC — National Electrical Code, Latest edition.
NESC — National Electrical Safety Code, Latest edition.
Underground inspection(s) — Inspection by GPA Engineering for the construction of

the transformer pad and manhole/handhole, to include trenching and concrete pouring
to ensure conformity with the Authority’s standards.

V. PROCEDURES

G

a—

Non-Critical Path — Permanent power (Service/ Meter/ Transformer Installation)

Schedule site investigation/asbuilt to determine scope of work and ensure compliance
with GPA, NEC, and NESC standards.

Verify/Obtain DPW and GPA approved electrical plans from customer/contractor.
Prepare work order, which includes bill of materials.

Obtain Supervisor’s approval.
Release to the Transmission and Distribution (T&D) for scheduling. (DPW inspection

report required.)
Intermediate Path (Secondary line extension — wire only)

Schedule site investigation/asbuilt to determine scope of work and ensure compliance
with GPA, NEC, and NESC standards.

Verify/Obtain DPW and GPA approved electrical plans from customer/contractor.
Formulate design.

Prepare cost estimate of charges.

Obtain Supervisor’s approval of work order, which includes the cost estimate, bill of
materials and design.

Release to Credit and Collection, Customer Services for payment (if required).
Release to T&D for scheduling.

(Temporary Power/ Relocation of meter)

1.

(98]

(9,1

Schedule site investigation/asbuilt to determine scope of work and ensure compliance
with GPA, NEC, and NESC standards.

Formulate design.

Prepare cost estimate of charges.

Obtain Supervisor’s approval of work order, which includes the cost estimate, bill of
materials and design.

Release to Credit and Collection, Customer Services for payment.

Release to T&D for scheduling. (Note: DPW inspection report required for relocation
of meter for permanent status.)
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o (Critical Path

(Primary/Secondary pole/downguy installation, Relocation of poles, and Underground
installation)

1. Schedule site investigation/asbuilt to determine scope of work and ensure compliance
with GPA, NEC, and NESC standards.

2. Obtain required Department of Land Management property maps and GPA approved
electrical plans.

3. Conduct a proper asbuilt with at least three (3) verified and clearly marked customer

boundary points.

Perform underground inspection of transformer pad, manhole/handhole as needed.

Formulate design and prepare cost estimate of charges.

Negotiate and obtain GPA Easement — if required, through GPA Real Estate Section.

Obtain Supervisor’s approval of work order, which includes the cost estimate, bill of

materials and design.

8. Release to Credit and Collection, Customer Services for payment.

9. Release to Survey for “stake-out” of pole locations and underground clearance
requirements.

10. Release to T&D for scheduling.

Non e

Note:
1) All work orders requiring easement(s) shall not be released until easement is secured.

2) All work orders requiring payment shall not be released to T&D without approval or
verification of payment from Credit and Collection.

UNDERGROUND INSTALLATION

(Padmount and Hybrid)

In addition to the procedures mentioned above, the Engineering Division must perform a
step-by-step inspection for the construction of the manhole/handhole and transformer
pad, prior to the pouring of concrete. 41l GPA construction standards must be followed.
Proper coordination must be made upon approval of electrical plans and
application for service must be made eight (8) months prior to completion of
building to ensure timely processing of service and availability of long lead
padmounted transformers.
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Engineering Work Order Flow Chart
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