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Implementation of the Central Electricity Authority (Measures Relating to Safety
and Electric Supply) Regulations, 2010 / The Electricity Act, 2003.

Category of Services

Scrutiny, Approval and Inspection of Electrical Installations

Scrutiny, Approval and Inspection of Electrical / Solar Installations

On Submission of Electrical Installation / Solar Scheme, after the scrutiny _for the issue of Defect
report

On Submission of Compliance Report after rectifying defects, For the issue of Approval of Electrical
Scheme

On Submission of Completion report of work, Conducting inspection and issue of defect report / issue
of Safety Certificate and Sanction for Energisation if installation is generally in order

On submission of Compliance Report after rectifying defects, for the issue of Safety Certificate and
Sanction for Energisation

For the issue of Certificate under sub regulation (6) of Regulation 63 of the Central Electricity Authority
(Measures Relating to Safety and Electric Supply) Regulations, 2010

Soil Resistivity Measurement and issue of certificate

Inspection and issue of Safety certificate for Cable TV Network

Inspection and issue of Valuation Certificate for Electrical installations

Periodical Inspection of Electrical installations
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Scrutiny, Approval and Inspection of Electrical Installations

Submission of Electrical Scheme * *  KSEB s excepted from
The scheme for approval shall be submitted only through a tent Electrical obtaining Scheme approval
Contractor licensed by the Kerala State Electricity Licansing Board

|

‘ A covering letter, with court fee stamp worth Rs 1/- ‘

|
‘ Drawings ‘
‘ Scrutiny Flea ‘
|

| Certificate of Soil Resistivity @ |
|

‘ Fault Level Calculation @ ‘ @ Required for
| HT / EHT Installations
I Earthing Calculation @ | # Required for

[ Transformer and Generator of rating > 630

: s Required only for
‘ Bus Duct dT‘S'Q“ # ‘ Centralized AC Installations
| A/ C Calculation s |
|
‘ Proforma and Check List ‘

‘ Calculation of Scurtiny Fee ‘

Scruting Foe
Is sufficient

Letter to collect additional Scurtiny Fee issued |

’ Remittance of additional Scurtiny Fee ‘

Yes

| Scurtiny of Electrical Scheme |

No

Schema is
Generally
in order

Defect Report Served ‘
|

‘ On receipt of revised scheme after rectifying defects ‘

No

Yes

Approval of Electrical Scheme issued
in letter and Approved Drawings

Yes
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Inspection of Electrical Installations

Submission of Completion Report of Electrical Work
The Electrical Contractor shall carry out the work in accordance with the approved
scheme and submit Completion report to
the Electrical Inspector/ Chief Electrical Inspector with the following

1. Test certificates duly attested by the Supervisor
2. Test Certificate of HT and EHT electrical equipments by manufacturer
3. Relay Test Certificates

Remittance of Initial Inspection Fee

Conduct of Initial Inspection of Work

No

Workis
Generally
in order

Defect Report Served

On receipt of Defect rectification report

Yes

Safety Certificate and Sanction for Energisation is issued
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Issue Certificate under sub regulation (6) of Regulation 63 of the Central Electricity
Authority (Measures Relating to Safety and Electric Supply) Regulations, 2010

Submission of Site plan of proposed building
( with Plan and Elevation)
Showing nearby Power lines and its clearance _duly attested by the Licensee

|

A covering letter, with court fee stamp worth Rs 1/

l

Remittance of required fee

l

Site Inspection and measurement of Clearance of Power Lines

Clearance
is
adequate

Rejection of Application

Issue of Safety Certificate
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Soil Resistivity Measurement and issue of certificate

Request for Soil resistivity measurement at the site
of the proposed Electrical installation

A covering letter, with court fee stamp worth Rs 1/-

Remittance of required fee

Site Inspection and measurement of Soil Resisitivity

Issue of Soil Resisitivity Certificate
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Inspection and issue of Safety certificate for Cable TV Network

Submission of agreement with the licensee to draw the Cable TV network
through electric posts,
and
Plan of the Cable TV network showing the Electric posts utilised

A covering letter, with court fee stamp worth Rs 1/-

Remittance of required Fee

Inspection of Cable TV Network
and clearance with power line

Clearance
is adequate
and
Installation is safe

Defect report

Yes Submission of Defects rectification report

Defects rectified
is
Satisfactory

— Rejection

Issue of Safety Certificate for Cable TV Network
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Inspection and issue of Valuation Certificate for Electrical installations

Submission of Electrical scheme,
List of electrical equipments
and
Cash Bill of Electrical Equipments

A covering letter, with court fee stamp worth Rs 1/

Site Inspection to verify whether the listed electrical
equipments are installed and cost of equipments are realistic

Remittance of Fee as per valuation of Electrical installation

Issue of Valuation Certificate
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Periodical Inspection of Electrical installations

Issuing of Invoice of fee for
Periodical inspection of Electrical Installation

Remittance of fee by the consumer

Periodical inspection of Electrical Installation

Issue of Defect Report

Defect rectification report from the Consumer
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Checklist for EHTI HTI MV Electrcal Installations

General

1 Signing of the drawings by the Consumer & Contractor

2 Conformity of the drawing to the standards prescribed. Size of the drawings A0, A1, A2, A3
or A4

3 Furnishing of master schematic drawing

4 Physical layout with earthing drawing.

5 Site Plan

6 Outdoor structure drawing (end view and elevation) with all electric

7 Questionnaire of the installation

8 Affixing Court fee stamp

9 Remittance of Scrutiny Fee

10 Approval No & date of the latest approval received

Master Schematic Drawing

1 HT metering unit

2 Primary side protection details with device No.

3 HT cable size, laying details and fault level calculation

4 Detail: of transformer secondary protection

5 Specification of HV & MV CTs for metering and protection

6 Relay details, device No: and release details.

7 Details of breakers.

8 Total connected load and M.D on various switch boards.

9 Switch board rating and bus bar size of all switch boards.

10 Whether bus duqt / cablg details of.transformer secondary furnished ( Bus duct design
calculation, spacing sectional drawings etc)

11 Switch/ fuse rating of outgoing feeders.

12 Cable size of outgoing feeders.

13 Whether grading is observed between sections

14 Whether Length of all cables furnished

15 Whether Feeder-wise HIM is provided

16 Whether Group correction or individual capacitors are provided

17 Whether Generator protection details furnished

18 Whether Detailed relay and control wiring diagram furnished

19 Whether cable size of generator is furnished

20 Whether downstream feeder rating is less than generator current rating

21 Whether Generator room elevation drawing furnished

22 Whether Motor rating, cable sizes and length are furnished

23 Whether Type of starter, r.p.m of motors are furnished

24 Whether size and length of cables of capacitors are furnished

25 Whether D.Bs provided are as per standard
With more than one earth source, whether standby H/F relay is suitable connected so as not

26 to miss earth return
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Checklist for EHT / HT / MV Electrical Installations

Physical layout and Earthing Drawing

1 The structure, L.A., and fencing earthing details
2 Transformer/Generator body and neutral earthing details
3 Transformer/Generator room clearances
4 Transformer oil drainage facilities and foundations set up
5 Transformer / Generator room elevation drawing
6 Position of fuel tank of the generator
7 Inter connection of earth pits.
8 HT panel room clearances and earthing details
9 MV Switch board room clearances and earthing details
10 Physical location and earthing of all SSBs and DBs
11 Earthing conductor size of all motors and capacitors
12 Oil resistivity value certified by the Electrical Inspector.
13 Fault level calculation and earthing design
Deviation, if any, from the cable sizes prescribed in the cable schedule published by the
14 | department.
15 All additions and alteration in red colour
16 All earth bus, earthing conductor, interconnections in green colour
17 Locations and Numbering of earth electrodes, distance between earth electrodes
18 Forwarding date of Advance copy
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Performa for Electrical Installations

Particulars of Installation

Name of the consumer

Address to which communications are to be sent
Location of installation

Name of Street

Corporation / Town / Village

District

Pin

Address of the KSEB Major section
Power requirements

Nature of load

Name of the Contractor License No.
Name of the Supervisor Permit number
Technical

Details of the EHT / HT Installation

(To be furnished only when there is addition alteration on the HT side)
Sub - station

Transformer Capacity Voltage

Indoor / Out door

HV

Terminals

Tap changer Type of cooling

Lv

HV On bushing / Cable end box

LV On bushing / Cable end box On load / Off load

Note: If more transformers are to be provided, furnish the above information for all.

H.T. Switch gear

Type

Voltage

Current

Rupturing capacity

Protection details Releases relay

Note: If more H.T. Switch gear are to be provided, furnish the above information for all.
Details of MV installations

Main L.T. Switch gear Type

Voltage

Current

Rupturing capacity

Protection details Releases / relay

Note: If more L.T switch gear are to be provided, furnish the above information for all.
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Motor and other equipments

Distribution mains

Capacitors

Details of Generator

Engine Capacity

Generator Capacity

Voltage

RPM

(Furnish all possible information in the drawing)

Switch gear

Type

Voltage

Current

Rupturing capacity

Protection details Releases / relay

Equipments

Are all equipments constructed and erected in accordance with 151 specifications and
code of practice

Do all equipments satisfy the condition of the supplier?

Are the equipments to be erected entirely within the properly of the consumer

Drawings to be sent

Site plan showing point of commencement of supply for New installation

Physical layout HT equipment Panel Boards Equipments

(Plan and elevation of the above equipments with their clearances should be furnished in
the drawing)

Trench Details

Schematic layout of equipment

Sectional elevation of switch gears with erection details

Earthing arrangement
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Scrutiny Fee Details

Name of Treasury
Chalan No

Date

Amount

General

Other accompaniments

Soil Resistivity as certified by Electrical Inspector (attach a copy)
(Only for transformer’ installations)

Bus duct design

Earthing calculation

Protection scheme

Any other details required for scrutiny

Whether advance copy of scheme is submitted to Chief Electrical Inspector
(For drawing submitted at Electrical Inspector's office)

Whether the contractor is authorized to observe the required formalities and
Make modification in the schemes as recommended by Electrical Inspectorate.

Signature Owner

Consumer Contractor
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I/We certify that the installation detailed below has been installed by me / us and tested and that to the best of my /
our knowledge and belief, the installation complies with the provision of CEA regulations and also IS 3043, IS -

Form of Completion Certificate

732 and other relevant codes of practice for electrical installations

1. Name of installation

2. Voltage and system of supply

3. Particulars of work and test results

(@)

Transformers (Give details of each transformer)

Rating

Voltage

Make

Serial number

Year of manufacture

Results of Insulation Tests

Results of earth resistance and continuity tests

Results of other relevant tests depending on the voltage level and rating of the
transformer

Generators (Give details of each Generators)

Rating

Voltage

Make

Serial number

Year of manufacture

Results of Insulation Tests

Results of earth resistance and continuity tests

Results of other relevant tests depending on the voltage level and rating of the
Generator

H.V motors

Number of motors

Name plate details of each motor

Result of insulation tests

Results of earth resistance and continuity tests

Results of other relevant tests depending on the voltage level and rating of the Motors.
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(d) M.V Motors
= Number of motors
= Name plate details of each motor
= Results of insulation tests
= Results of earth resistance and continuity tests

(e) EHVand HV cables (Give details of each cable)

Length of cable and number of terminations/joints
Results of Insulation Tests

Result of H.V withstand test result

Results of earth resistance and continuity tests
Results of other relevant tests

(f) M.V cables

e Results of Insulation resistance tests
¢ Results of Earth resistance and continuity tests

(g) Relays

e Results of Relay and control wiring tests
e Results of tests of protection and measurements CTs
o Results of tests of PTs

(h) Protective earthing

Earth resistivity at the site

Earth resistance of individual earth electrodes
Result of earth continuity test

Combined earth resistance of the installation

(i)  Special Equipments

e Name plate details of each equipment
e Results of insulation tests
o Results of earth resistance and continuity tests
o Results of other relevant tests depending on the voltage and rating of the equipment
Signature of the Supervisor Signature of the owner Signature of the Contractor
Name Name
; . Name and address with Contract
and address with permit number .
, and address of the owner License number of the
Of the Supervisor.
Contractor.
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Implementation of Kerala Lifts and Escalators Act, 2013 and
Kerala Lifts and Escalators Rule, 2012

Category of Services

On submission of application for Lift /Escalator Manufacture license/after the scrutiny and
issue the defect report.

On submission of Compliance Report after rectifying defects and issue the Authorised
Lift/Escalator Manufacturer certificate .

On submission of application for Lift /Escalator installation /after the scrutiny and issue the
defect report.

On submission of Compliance Report after rectifying defects and issue the Lift/Escalator
Approval of Electrical Scheme.

On Submission of Completion report of work, Conducting inspection and issue of defect
report / issue of Lift/Escalator License.
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Issue of Manufacturer's Registration Certificate

Duly filled Application in the Prescribed Format

Verification of Stafl and their strength and their
working experience

Declaration of Staff

Verification of Sdvency Certificate

Verification of Machinery list, List of books and
VAT

Remittance of reanired fee

] No
Scrutiny Letter sent to full fill the requirements

On receipt of required documents

Yes

Rejection of
application

Verification

Details entered in Lift and Escalators Manufacturer Register

Issue of Manufacturer Registration Certificate
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Scrutiny, Approval and Inspection of Lift and Escalators Installations

Submission of Electrical Scheme*
The scheme for approval shall be submitted only through a competent
ElectricalContractor licensed by the Keralas State Electricity Licensing Board
[

A covering letter with court fee stamp worth Rs. 1/-

Drawings
|

Scrutiny Fee

Proforma and Check List

Calculation of Scrutiny Fee

Scrutiny Fee

Letter to collect additional Scrutiny Fee issued
Is sufficient

I
Remittance of additional Scrutiny Fee

Yes |

Scrutinv of Electrical Scheme

Scheme is
Generally in
in order

Defect Report Served
[
On receipt of revised scheme after reclifying defects

Yos @ Jo—| Rejection

Approval of Electrical Scheme issued
Inletter and Aporoved Drawinas
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Inspection of Lift and Escalators Installations

Submission of Completion Report of Electrical Work

The Electrical Contractor shall camy out the work in accordance with the approved scheme
and submit Completion report to The Heclrical Inspector / Chief Electrical Inspector
with the fdlowing

1. Test certificates duly attested by the Supervisor

Remittance of Initial Inspection Fee

Conduct of Initial Inspection of Work

No

geneiglhy inorde Defect Report Served

On receipt of Defect rectification report

Yes

Lift and Escalators working License is issued
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Implementation of Quality Control Order, 2013.

Category of Services

Implementation of Electrical Trading premises for verification of sale and storage of Non ISI
items

Issue notices to stop trading or remove the items from trading or storage.

Subsequent inspection of the trading premises or storage areas to confiscate the items and
initiate prosecution steps as per ESMA. ( Essential Service Manufacture Act)

Ascertain whether the equipments or electrical items installed in the premises are in the
QCO tests and instruct the party accordingly during the initial inspection
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Implementation of Quality Control Order, 2013.

NQOTICE
for information /Samples

INSPECTION
of Premises

SEARCH & SEIZURE
of samples

TESTING
of Samples

DIRECTIONS
by the Appropriate Authority

COMPLIANCE
of the order of the Appropriate
Authority
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Service Quality System Procedure

Implementation of Kerala State Electricity Licensing Board Rules

Category of Services

Electrical Wireman

For the issue permit under exempted category _Fresh Permit and Competency
Certificates _Electrical Wireman

For the issue permit of successful candidate in written and practical examination
_ Fresh Permits & Competency Certificate_ Electrical Wireman

For the issue of Permit after renewal  Electrical Wireman

For the issue of Permit in lieu of lapsed Permit _ Electrical Wireman

For the issue of Duplicate Permit _ Electrical Wireman
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rical Inspector

Service Quality Syste

m Procedure

Issue of Electrical Wireman Permit (Examination)

Duly filled Application in the Prescribed Format

|

Verification of Age (Date of Birth)

I

Verification of Apprenticeship

|
|
[ Verification of Qualification
|
|

Remittance of required fee

| Self Addressed and Stamped Cover

Letter sent to fullfill the requirements

On receipt of required documents

No
Yes
—
| Intimation of Written Examination ( Hall ticket ) I

l Written Ex_a:min&ﬁon |

Verification

| Valuation of Written Examination Papers |
| Publication of Result of Written Exam |
l Intimation of Practical Exlamlnaﬁon ( Hall ticket ) |
’ Practical Exlamlnaﬂon |
| Publication of ResuI't of Practical Exam |
|

—‘ Yes

No

Rejection
of
Application

[ Request for Permit and competency certificate from successful candidate

l Remittance of required fee ‘

|
Attested _Two Passport size photographs
| |
‘ Attested _Two Specimen Signatures [
I
‘ Self Addressed and Stamped Cover |
I

‘ Details entered in Electrical Wireman Permit

Register |

|

[ Issue of Electrical Wireman Permit and Competen

cy Certificate |
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Service Quality System Procedure

Issue of Electrical Wireman Permit (Exemption)

Duly filled Application in the Prescribed Format

]
Verification of Age ( Date of Birth) ( Age 18-65)

I

Verification of Qualification ( ITl or KGCE )

Attested _Two Passport size photographs

Attested _Two Specimen Signatures

Self Addressed and Stamped Cover

Remittance of required fee

No

Scrutiny Letter sent to full fill the requirements

On receipt of required documents

Yes

Verification

Rejection
of
Application

Details entered in Wireman Permit Register
1 1
Issue of Wireman Permit and Competency Certificate
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Renewal of Electrical Wireman Permit
Issue of Permit in lieu of lapsed, Issue of duplicate Permit

Duly filled Application in the Prescribed Format for Renewal
I

Verification of Original Wireman Permit and Competency Certificate

| |
Verification of Age No

Verification of Medical Fithess Certificate Yes
| |

Verification of permit Validity / Lapsed
|

Remittance of required fee

1
Attested _Two Passport size photographs
|
Attested _Two Specimen Signatures
1
Self Addressed and Stamped Cover

No

Letter sent to full fill the requirements
|
On receipt of required documents

Scrutiny

Yes

Rejection
of
Application

Verification

Details entered in Electrical Wireman Permit Register

Issue of Electrical Wireman Permit
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Cost of Application
Rs 110/-

1.Name of Applicant

Kerala State Electricity Licensing Board

Application Form

Electrical Wireman / Electrical Supervisor Grade A / Grade B (Exemption)

Sex:

2. Name of Father

3.Permanent Address

Pin Code
4.Address for Communication
Pin Code
5. District Office
use
]
6.Date of Birth Date Month Year
| ” | I s

7. General Education Qualification

8. Technical Qualification

9. Name and Address of Institutions in which the candidate has studied for Technical Qualifications

10. Whether the candidate is holder of Electrical Supervisor / Electrical Wireman Competency Certificate and
Permit issued by the Kerala State Electricity Licensing Board or any other board? If so give details

Category

Permit Number

Date of issue with Validity

11.Details of Experience (If necessary furnish details as annexure, use A4 size Paper)

12. Are you employed on a permanent basis ? If so_give details

13.Details of Fee

Amount

Chalan Number

Date

Name of Treasury

| hereby declare that the particulars stated above are correct to the best of my knowledge, | am not a holder of Supervisor/
Wireman Competency Certificate and Permit issued by the Kerala State Electricity Licensing Board other than those indicated
in the column 10.1 also agree to the cancellation of my permit / Competency Certificate that may be issued to me in pursuance
of this application in case the particulars furnished in the application are found incorrect or false

Place
Date

Signature of Applicant

Prepared & Issued By: Nodal Officer
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Kerala State Electricity Licensing Board
Electrical Wireman / Electrical Supervisor (Exemption)
Instructions

Supervisor Grade ‘A’
Minimum Qualification Degree in Electrical Engineering with sound knowledge in Electrical Engineering Practice

or

Diploma in Electrical Engineering with 3 years experience in an organization of repute,

To be recognized as satisfactory by the Board

Fee: Application Fee : Rs 110 + Scrutiny Fee : Rs: 720 (Total Fee : Rs 830)

Supervisor Grade ‘B’

Minimum Qualification: Degree in Electrical Engineering
or
Diploma in Electrical Engineering with 1 year experience in any organization of repute,
To be recognized as satisfactory by the Board

Fee Application Fee: Rs 110 + Scrutiny Fee : Rs. 360 (Total Fee : Rs 470)
Documents to be forwarded along with the application

True copy of certificate duly attested by a Gazetted Officer to prove Qualifications, Date

@) of birth and Experience
(b) Original chalan for the remittance of fee in a Government Treasury under the head of account
“0043 - 00 — 800 - 99”. (For A Grade — Rs. 830/- for ‘B’ Grade — Rs. 470/-)
(c) Two Nos. of self addressed stamped envelope of size 20 cm x 14 cm (Stamps worth Rs.................... )
Wireman
Minimum Qualification: I.T.I (Electrician / Wireman / or equivalent)
Fee For Application Fee : Rs 110 + Scrutiny Fee : Rs 220 + Fee for issue of permit and Competency

Certificate : Rs 430 (Total Fee Rs. 760)

Documents to be forwarded along with the application:

(@) True copy of certificates duly attested by a Gazetted Officer to prove Date of birth, Qualifications and Experience
(True copy of I.T.I. Certificate should be attested by a Gazetted Officer in the Department of Electrical Inspectorate)

(b) Original chalan receipt for the remittance of the fee prescribed, remitted in a Government Treasury
under the head of account “0043 — 00 — 800 -99".

Two passport size photographs attested by a Gazetted Officer

on the back side, stating that this is the true photograph of Shri/Smt.............c.ccooceiiiennn,
) he back side, stating that this is th h h of Shri/S

(d) Two specimen signatures duly attested by a Gazetted Officer.

(e) Self addressed and stamped envelope of size 20 cm x 14 cm ( Stamps WOrth RS.............cc.eee.. )
General

Candidate are requested to write on the Cover
Application for Electrical Wireman ( Exemption) or Application for Electrical Supervisor (Exemption)
Application should be addressed to The Secretary
Kerala State Electricity Licensing Board
Department of Electrical Inspectorate
Housing Board Buildings
Shanthi Nagar, Thiruvananthapuram 695 001
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L ‘

Application for Renewal of Wireman Permit and Supervisors Permit Grade ‘A’ And ‘B’
(Rule 35)

| hereby apply for the renewal of my permit which is attached ( Vide details given below )

a | Name of the applicant (as in the permit)

b | Age and Date of birth

¢ | The date on which the applicant completes 65 years

Address with Pincade

5 | Permit Number
Supervisor Grade ‘A’ or Supervisor Grade ‘B’ or Wireman

4 | Date of expiry of the permit

Whether the application for renewal is belated.
If s, the period (in months) by which the renewal is late.

6 | Details of fees remitted

Name of Treasury

Number and Date of Chalan

Amount remitted

7 | Name and address of the employer, if any.
If the employer is a contractor, his License Number should be quoted

8 Whether there is any change of employer
during the period subsequent to the last renewal

Whether there is any change of address, if so
g The present address

b | Whether the address has to be changed in the permit also

| solemnly declare that the information above are correct.

Place:
Date : Signature
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Checklist for Electrical Wireman Examination
For Office use

File Number | Hall Ticket Number ‘

District

1 Name of the candidate

2 Date of hirth and Age ‘ | / ‘ | | / ‘ | ‘ | ‘ Age ‘ |

3 Qualifications

a Whether the candidate completed SSLC Examination course Yes No

b Whether the candidate furnished the apprentice registration certificate Yes | No

¢ Whether the candidate furished the wireman course registration number Yes | No

d Whether the candidate furnished continuing education certificate Yes | No

e Whether the candidate produced the Hall ticket of the Electrical Wireman Examination (previous year) Yes | No

f Whether the candidate furnished the course certificates Yes | No
Trise | KGCE THSLC VHSLC

4 | Details Fee remitted

Amount Chalan No / Receipt No Date Treasury / JSK
5 | Whether the candidate furnished the experience certificate ( third page in the application form) Yes | No
6 | Whether the candidate affixed photograph in the Hall tickets and its attested by a Gazetted Officer Yes | No
7 | Whether the Candidate attached self addressed and stamped envelope ‘ Yes | No
8 | Application received late Date of receipt ‘ ‘ M | M ‘ |

Application may be accepted / may be rejected

Clerk Junior Superintendent Administrative Assistant Secretary Chairman
Hall Ticket for Electrical Wireman Written Examination * sent | Date: | |
Clerk Junior Superintendent Administrative Assistant

Failed the Electrical Wireman Written Examination *. File may be closed as LDis
Clerk Junior Superintendent Administrative Assistant
Passed the Electrical Wireman Written Examination *, Hall Ticket for Electrical Wireman Practical Examination ** sent
Clerk Junior Superintendent Administrative Assistant ~ Secretary Chairman
Failed The Electrical Wireman Practical Examination **, File may be closed as LDis
Clerk Junior Superintendent Administrative Assistant

Passed the * Electrical Wireman Written Examination and ** Electrical Wireman Practical Examination
Permit and Competency Certificate submitted for Signature

Clerk Junior Superintendent Administrative Assistant Secretary ~ Chairman
Permit and Competency Certificate may be issued, File may be closed as LDis

Clerk Junior Superintendent Administrative Assistant ~ Secretary Chairman
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Government of Kerala
Department of Electrical Inspectorate
Office of the Chief Electrical Inspector

Housing Board Buildings, Shanthi Nagar, Thiruvananthapuaram 695 001
Phone ; 0471 2331104.0471 2330558, Email : cei@ceikerala.gov.in

Service Quality System Procedure

Implementation of Kerala State Electricity Licensing Board Rules

Category of Services

Electrical Supervisor B Grade

For the issue permits under exempted category _ after the Interview _Fresh Permit and
Competency Certificate _Electrical Supervisor B Grade

For issue permit of successful candidates in written and practical examination _Fresh Permits
& Competency Certificate_ Electrical Supervisor B Grade

For issue of Permit after renewal _ Electrical Supervisor B Grade

For the issue of Permit in lieu of lapsed Permit _ Electrical Supervisor B Grade

For the issue of Duplicate Permit - Electrical Supervisor B Grade
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Government of Kerala
Department of Electrical Inspectorate
Office of the Chief Electrical Inspector

Housing Board Buildings, Shanthi Nagar, Thiruvananthapuaram 695 001
Phone : 0471 2331104.0471 2330558, Email : cei@ceikerala.gov.in

Service Quality System Procedure

Issue of Electrical Supervisor Grade B Permit ( Examination )

| Duly filled Application in the Prescribed Format |
|

| Verification of Age ( Date of Birth) |
|

| Verification of Qualification J

| |

| |

1 |
Verification of Experience
| |
Remittance of required fee
1
| Self Addressed and Stamped Cover ‘
I

No Letter sent to fullfill the requirements l
1
| On receipt of required documents I

Yes
S— el No |  Rejection
\ Intimation of Written Examination ( Hall ticket ) ] Yarston of
| Application

‘ Written Examination ( 2 Papers ) | Yes
| B
] Valuation of Written Examination Papers ] |
I
[ Publication of Result of Written Exam ]

I
l Intimation of Practical Examination ( Hall ticket ) J

I Practical Examination ‘
| |

] Publication of Result of Practical Exam ]

‘ Request for Permit and competency certificate from the successful candidate
[ Remittance ol’lrequired fee ]
‘ Attested _Two Passpolﬂ size photographs ]
‘ Attested _Two Spe::irnen Signatures l
|

|
} Self Addressed and Stamped Cover

|

| Data entered in Electrical Supervisor Register |

| Issue of Electrical Supervisor Permit and Competency Certificate
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Government of Kerala

Department of Electrical Inspectorate

Office of the Chief Electrical Inspector
Housing Board Buildings, Shanthi Nagar, Thiruvananthapuaram 695 001
Phone : 0471 2331104.0471 2330558, Email : cei@ceikerala.gov.in

Service Quality System Procedure

Issue of Electrical Supervisor Grade B Permit ( Exemption )

Dully filled Applicali:)n in the proper Format
Verification of ﬁl\ge ( Date of Birth)
Verification of Quaiificlation ( Degree / Diploma)
Veriﬂcatlo; of Experience
Remittancelof required fee

|
Self Addressed and Stamped Cover

No

Scrutiny Rejection of Application

Yes

Intimation of interview ( Call letter )
|

Interview
|

Intimation of Result of interview

Request for Permit and competency certificate
Remittance lof required fee
Attested _Two Pass::ort size photographs
Attested _Two Srl:ecimen Signatures
Self Addressed ;nd Stamped Cover

Details entered in Electrical Supervisor Permit Register

Issue of Electrical Supervisor Permit and Competency Certificate
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Government of Kerala
Department of Electrical Inspectorate
Office of the Chief Electrical Inspector

Housing Board Buildings, Shanthi Nagar, Thiruvananthapuaram 695 001
Phone : 0471 2331104.0471 2330558, Email : cei@ceikerala.gov.in

Service Quality System Procedure

Renewal of Electrical Supervisor Grade B Permit
Issue of Permit in lieu of lapsed, issue of duplicate Permit

1
Duly filled Application in the Prescribed Format for Renewal
| |
Verification of Original Supervisor Permit and Competency Certificate
i |
Verification of Age ( Date of Birth) ( Age Limit)
|
Verification of Medical Fitness Certificate

|
Verification of permit Validity / Lapsed

Remittance of required fee

I
Attested _Two Passport size photographs
1

Attested _Two Specimen Signatures
| |

Self Addressed and Stamped Cover

No
Scrutiny Letter sent to fullfill the requirements
I
On receipt of required documents
Yes
No Rejection
of
Application

Yes

Details entered in Electrical Supervisor Permit Register

1 I
Issue of Electrical Supervisor Permit
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Government of Kerala
Department of Electrical Inspectorate

Office of the Chief Electrical Inspector

Housing Board Buildings, Shanthi Nagar, Thiruvananthapuaram 695 001
Phone ; 0471 2331104.0471 2330558, Email : cei@ceikerala.gov.in

Service Quality System Procedure

Cost of Application
Rs 110/-

1.Name of Applicant

Kerala State Electricity Licensing Board

Application Form

Electrical Wireman / Electrical Supervisor Grade A / Grade B (Exemption)

Sex:

2. Name of Father

3.Permanent Address

Pin Code
4.Address for Communication
Pin Code
5. District Office
use
]
6.Date of Birth Date Month Year
| ” | I s

7. General Education Qualification

8. Technical Qualification

9. Name and Address of Institutions in which the candidate has studied for Technical Qualifications

10. Whether the candidate is holder of Electrical Supervisor / Electrical Wireman Competency Certificate and
Permit issued by the Kerala State Electricity Licensing Board or any other board? If so give details

Category

Permit Number

Date of issue with Validity

11.Details of Experience (If necessary furnish details as annexure, use A4 size Paper)

12. Are you employed on a permanent basis ? If so_give details

13.Details of Fee

Amount

Chalan Number

Date

Name of Treasury

| hereby declare that the particulars stated above are correct to the best of my knowledge, | am not a holder of Supervisor/
Wireman Competency Certificate and Permit issued by the Kerala State Electricity Licensing Board other than those indicated
in the column 10.1 also agree to the cancellation of my permit / Competency Certificate that may be issued to me in pursuance
of this application in case the particulars furnished in the application are found incorrect or false

Place
Date

Signature of Applicant

Prepared & Issued By: Nodal Officer
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Government of Kerala
Department of Electrical Inspectorate
Office of the Chief Electrical Inspector

Housing Board Buildings, Shanthi Nagar, Thiruvananthapuaram 695 001
Phone : 0471 2331104.0471 2330558, Email : cei@ceikerala.gov.in

Service Quality System Procedure

Application for Renewal of Wireman Permit and Supervisors Permit Grade ‘A’ And ‘B’

(Rule 35)

I hereby apply for the renewal of my permit which is attached ( Vide details given below )

1 | a | Name of the applicant (as in the pemit) ‘
b | Age and Date of birth ‘

¢ | The date on which the applicant completes 65 years

Address with Pincode

3 Permit Number
Supervisor Grade ‘A’ or Supervisor Grade 'B' or Wireman

4 | Date of expiry of the permit

Whether the application for renewal is belated.
If so, the period {in months) by which the renewal is late.

6 | Details of fees remitted

Name of Treasury
Number and Date of Chalan

Amount remitted

7 Name and address of the employer, if any.
If the employer is a contractor, his License Number should be guoted

8 Whether there is any change of employer
during the period subsequent to the last renewal

Whether there is any change of address, if so
9 The present address

b | Whether the address has to be changed in the permit also

| solemnly declare that the information above are correct.

Place:
Date : Signature
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Government of Kerala
Department of Electrical Inspectorate
Office of the Chief Electrical Inspector

Housing Board Buildings, Shanthi Nagar, Thiruvananthapuaram 695 001
Phone : 0471 2331104.0471 2330558, Email : cei@ceikerala.gov.in

Service Quality System Procedure

Checklist for Electrical Supervisor B Grade Examination

for Office use

File Number Hall Ticket Number

Serial number Date of receipt of application District

1 | Name of the Candidate

2 | Date of birth

'3 | Qualifications

a | Candidate passed SSLC examination or Equivalent Examination Yes No
whether proof furnished

b | Whether the candidale furnished the Hall ticket of the Electrical supervisor Examination Yes No

| (aftertheyear200%)

¢ | Whether candidate have two years practical experience Vas No
after oblaining Electrical Wireman permit with ITI, NCVWT and KGTE

d | Whether candidate have five year practical expenience with Electrical Wireman permit Yes No
through Electrical Wireman Examinalion( four years after taking wireman permit and ene year apprentice period )

4 | Details Fee remitted

Amount “Chalan Nof Recsi pt No | Date 'freaguw 1JSK
5 | Whether the Candidate submitted the true copy of cedificate duly attested by a Gazetted Officer Yion No
to prove Qualification, Date of birth o
6 | Whether the Candidate submitted the experence certificate Yes No

| (inthe applicationform )} . } S i
T | Whether the Candidate fumished the details of service / experience - Starting date of sevice/experience and

_| Date of service completed in the Column 10 of the application form . i he
s graph in the Hall kckels_and it is altested by a Gazatted Officer Yes | No
Bt ddressed and stamped envelope Yes | MNo
10
Application may be accepted / may be rejected
Clerk Junior Superintendent Administrative Assistant Secretary Chairman
Hall Ticket for Electrical Supervisor Written Examination * sent | Date :
Clerk Junior Superintendent Administrative Assistant Secretary Chairman

Passed the Electrical Supervisor Written Examination™, Hall Ticket for Blectrical Supervisor Practical Examination ** sent

Clerk Junior Supenntendent Administrative Assistant Secretary Chairman

Passed the *Blectrical Supervisor Written Examination and **Electrical Supenvisor Practical Examination
Letter may be issued regarding the scope awarded after the Examination

Clerk Junior Superintendent Administrative Assistant Secretary Chalrman
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Government of Kerala
Department of Electrical Inspectorate
Office of the Chief Electrical Inspector

Housing Board Buildings, Shanthi Nagar, Thiruvananthapuaram 695 001
Phone ; 0471 2331104.0471 2330558, Email : cei@ceikerala.gov.in

Service Quality System Procedure

Implementation of Kerala State Electricity Licensing Board Rules

Category of Services

Electrical Supervisor A Grade

For the issue permits under exempted category _ after the Interview_Fresh Permit
and Competency Certificate _Electrical Supervisor A Grade

For the issue of Permit after renewal_ Electrical Supervisor A Grade

For the issue of Permit in lieu of lapsed Permit _ Electrical Supervisor A Grade

For the issue of Duplicate Permit - Electrical Supervisor A Grade
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Government of Kerala
Department of Electrical Inspectorate
Office of the Chief Electrical Inspector

Housing Board Buildings, Shanthi Nagar, Thiruvananthapuaram 695 001
Phone : 0471 2331104.0471 2330558, Email : cei@ceikerala.gov.in

Service Quality System Procedure

Issue of Electrical Supervisor Grade A Permit ( Exemption)

[ |

Dully filled Application in the proper Format ]
|

Verification of Age ( Date of Birth) \

|

| |

| Verification of Qualification ( Degree / Diploma )
|

|

| |
Verification of Experience

Remittance of required fee

|
‘ Self Addressed and Stamped Cover |

No
Scrutiny Rejection of Application

Yes

l Intimation of interview ( Call letter ) ‘
I
| Interview |
|
Intimation of Result of interview

| Request for Permit and competency certificate ]
‘ Remittance Lf required fee ‘
I Attested _Two Panslport size photographs ]
I Attested _Two S;oclmen Signatures l

|
| Self Addressed and Stamped Cover ]

[ Details entered in Electrical Supervisor Permit Register |
1
‘ Issue of Electrical Supervisor Permit and Competency Certificate |
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Government of Kerala
Department of Electrical Inspectorate
Office of the Chief Electrical Inspector

Housing Board Buildings, Shanthi Nagar, Thiruvananthapuaram 695 001
Phone : 0471 2331104.0471 2330558, Email : cei@ceikerala.gov.in

Service Quality System Procedure

Renewal of Electrical Supervisor Grade A Permit
Issue of Permit in lieu of lapsed, issue of duplicate Permit

1
Duly filled Application in the Prescribed Format for Renewal

1
Verification of Original Supervisor Permit and Competency Certificate
1

Verification of Age (Date of Birth) ( Age Limit)
|
Verification of Medical Fitness Certificate

|
Verification of permit Validity / Lapsed

Remittance of required fee

|
Attested _Two Passport size photographs
1

Attested _Two Specimen Signatures
1
Self Addressed and Stamped Cover

No
Scrutiny Letter sent to fullfill the requirements
I
On receipt of required documents
Yes
Rejection
Verification of
Application

Details entered in Electrical Supervisor Permit Register

1 [

Issue of Electrical Supervisor Permit
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Government of Kerala
Department of Electrical Inspectorate
Office of the Chief Electrical Inspector

Housing Board Buildings, Shanthi Nagar, Thiruvananthapuaram 695 001
Phone ; 0471 2331104.0471 2330558, Email : cei@ceikerala.gov.in

Service Quality System Procedure

Kerala State Electricity Licensing Board
Cost of Application Application Form
Rs 110/ Electrical Wireman / Electrical Supervisor Grade A / Grade B (Exemption)
1.Name of Applicant

Sex:

2. Name of Father

3.Permanent Address

Pin Code
4.Address for Communication
Pin Code
5. District Office
use
o |
6.Date of Birth Date Month Year
| | [ 1 "

7. General Education Qualification

8. Technical Qualification

9. Name and Address of Institutions in which the candidate has studied for Technical Qualifications

10. Whether the candidate is holder of Electrical Supervisor / Electrical Wireman Competency Certificate and
Permit issued by the Kerala State Electricity Licensing Board or any other board? If so give details

Category Permit Number Date of issue with Validity

11.Details of Experience (If necessary furnish details as annexure, use A4 size Paper)

12. Are you employed on a permanent basis ? If so_give details

13.Details of Fee

Amount Chalan Number Date Name of Treasury

| hereby declare that the particulars stated above are correct to the best of my knowledge, | am not a holder of Supervisor/
Wireman Competency Certificate and Permit issued by the Kerala State Electricity Licensing Board other than those indicated
in the column 10.1 also agree to the cancellation of my permit / Competency Certificate that may be issued to me in pursuance
of this application in case the particulars furnished in the application are found incorrect or false

Place

Date Signature of Applicant
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Governmn of Kerala
Department of Electrical Inspectorate
Office of the Chief Electrical Inspector

Housing Board Buildings, Shanthi Nagar, Thiruvananthapuaram 695 001
Phone ; 0471 2331104.0471 2330558, Email : cei@ceikerala.gov.in

Service Quality System Procedure

Kerala State Electricity Licensing Board
Electrical Wireman / Electrical Supervisor (Exemption)
Instructions

Supervisor Grade ‘A’
Minimum Qualification Degree in Electrical Engineering with sound knowledge in Electrical Engineering Practice

Fee:

or
Diploma in Electrical Engineering with 3 years experience in an organization of repute,
To be recognized as satisfactory by the Board

Application Fee : Rs 110 + Scrutiny Fee : Rs: 720 (Total Fee : Rs 830)

Supervisor Grade ‘B’

Minimum Qualification: Degree in Electrical Engineering

Fee

or
Diploma in Electrical Engineering with 1 year experience in any organization of repute,
To be recognized as satisfactory by the Board

Application Fee: Rs 110 + Scrutiny Fee : Rs. 360 (Total Fee : Rs 470)

Documents to be forwarded along with the application

(@) True copy of certificate duly attested by a Gazetted Officer to prove Qualifications, Date
of birth and Experience
(b) Original chalan for the remittance of fee in a Government Treasury under the head of account
#0043 — 00 — 800 —99”. (For A Grade — Rs. 830/- for ‘B’ Grade — Rs. 470/-)
(¢ Two Nos. of self addressed stamped envelope of size 20 cm x 14 cm (Stamps worth RS.................... )
Wireman
Minimum Qualification: .T.I (Electrician / Wireman / or equivalent)
Fee For Application Fee : Rs 110 + Scrutiny Fee : Rs 220 + Fee for issue of permit and Competency

Certificate : Rs 430 (Total Fee Rs. 760)

Documents to be forwarded along with the application:

@)

(b)

©)

(d)
©)

General

True copy of certificates duly attested by a Gazetted Officer to prove Date of birth, Qualifications and Experience
(True copy of I.T.I. Certificate should be attested by a Gazetted Officer in the Department of Electrical Inspectorate)

Original chalan receipt for the remittance of the fee prescribed, remitted in a Government Treasury
under the head of account “0043 — 00 — 800 -99".

Two passport size photographs attested by a Gazetted Officer

(on the back side, stating that this is the true photograph of Shri/Smt.............cccccei i, )
Two specimen signatures duly attested by a Gazetted Officer.

Self addressed and stamped envelope of size 20 cm x 14 ¢cm ( Stamps WOrth RS..............cccv... )

Candidate are requested to write on the Cover
Application for Electrical Wireman ( Exemption) or Application for Electrical Supervisor (Exemption)
Application should be addressed to The Secretary
Kerala State Electricity Licensing Board
Department of Electrical Inspectorate
Housing Board Buildings
Shanthi Nagar
Thiruvananthapuram 695 001
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Department of Electrical Inspectorate

Office of the Chief Electrical Inspector
Housing Board Buildings, Shanthi Nagar, Thiruvananthapuaram 695 001
Phone ; 0471 2331104.0471 2330558, Email : cei@ceikerala.gov.in

Service Quality System Procedure

Stamp
Application for Renewal of Wireman Permit and Supervisors Permit Grade ‘A’ And ‘B”
(Rule 35)

| hereby apply for the renewal of my permit which is attached (Vide details given below)

1| A | Name of the applicant (as in the permit)

B | Age and Date of hirth

C | The date on which the applicant completes 65 years

2 | Address with Pin code

Permit Number
Supervisor Grade ‘A’ or Supervisor Grade ‘B’ or Wireman

4 | Date of expiry of the permit

Whether the application for renewal is belated.
If s, the period (in months) by which the renewal is late

6 | Details of fees remitted

Name of Treasury

Number and Date of Chalan

Amount remitted

Name and address of the employer, if any.
7 | If the employer is a contractor, his License Number should be
quoted

Whether there is any change of employer during the period

8 subsequent to the last renewal
Whether there is any change of address, if so
a
9 The present address
b | Whether the address has to be changed in the permit also
I solemnly declare that the information above are correct.
Place: Signature
Date
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Department of Electrical Inspectorate

Office of the Chief Electrical Inspector
Housing Board Buildings, Shanthi Nagar, Thiruvananthapuaram 695 001
Phone ; 0471 2331104.0471 2330558, Email : cei@ceikerala.gov.in

Service Quality System Procedure

Checklist for Electrical Supervisor Grade A / Grade B (Exemption)

For Office use

File Number District

Applied for Supervisor B Grade / Supervisor Grade A Date of receipt of application

1 | Name of the candidate

2 | Date of birth

3 | Technical Qualifications

4 | Experience

5 | Details of Fee remitted

Amount Chalan No/ Receipt No Date Treasury / JSK

6 | Whether the candidate submitted the true copy of certificate duly attested by a Gazetted Officer to prove qualification | Yes No
, Date of birth

7 | Whether the Candidate submitted the experience certificate Yes No

8 | Whether the Candidate attached self addressed and stamped envelope Yes No

9 | Others

Application may be accepted and may be called for an interview
Clerk Junior Superintendent Administrative Assistant Secretary Chairman
INEEIVIEW AL ... ONe it
Interview call letter ISSUE.............oooviiiie i
Clerk Junior Superintendent Administrative Assistant Secretary Chairman
Original Certificates verified
Junior Superintendent Administrative Assistant
Scope recommended by the Interview Board
AllLV/MV installations upto ..........ccccceeevenn GENEIALON... .. e

1. Name and Signature of the 2. Name and Signature of the 3. Name and Signature of the 4. Name and signature of the
member member member member

[] Absent/Not Competent
O Intimation may be issued and closed as LDis
[ Letter may be issued regarding the scope awarded after interview and file may closed

Clerk Junior Superintendent Administrative Assistant
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Department of Electrical Inspectorate

Office of the Chief Electrical Inspector
Housing Board Buildings, Shanthi Nagar, Thiruvananthapuaram 695 001
Phone ; 0471 2331104.0471 2330558, Email : cei@ceikerala.gov.in

Service Quality System Procedure

Implementation of Kerala State Electricity Licensing Board Rules

Category of Services

Electrical Contractor_ Class ‘A’

For the issue of Fresh License _ Electrical Contractor_ Class ‘A’

For the issue of License after Renewal _ Electrical Contractor_ Class ‘A’

For the issue of license in lieu of lapsed License _ Electrical Contractor _Class ‘A’

For the issue of duplicate License _ Electrical Contractor Class ‘A’
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Government of Kerala
Department of Electrical Inspectorate
Office of the Chief Electrical Inspector

Housing Board Buildings, Shanthi Nagar, Thiruvananthapuaram 695 001
Phone : 0471 2331104.0471 2330558, Email : cei@ceikerala.gov.in

Service Quality System Procedure

Issue of Electrical Contractor Class A Licence

Duly filled Application in the Prescribed Format
|

Remittance of required fee
|
The applicant shall have a minimum of three years active experience

after the possessing a Contractor class 'B'
(Verification of Electrical Installation works )

on
scrutiny

Rejection of
application

Verification of Supervisor Permit Grade A |, Validity , and Declaration to work
Verification of Wireman Permits , Validityl, Number of wiremen and Declaration to work
Verification of Test certificlates of equipments required

Verification of ':ools required

Verification of Technical Books and Standards required
Attested Pl:otographs

Self Addressed ar:d Stamped Cover

Bank Account Statement alnd Bank Solvency Certificate

I
Inspection and verification of the facilities

No —
Adequate Rejection

Details entered in Licence Register
| |

Issue of Electrical Contractor Licence Class A
with Scope equivalent to the scope of Electrical Supervisor's Permit
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Department of Electrical Inspectorate

Office of the Chief Electrical Inspector
Housing Board Buildings, Shanthi Nagar, Thiruvananthapuaram 695 001
Phone ; 0471 2331104.0471 2330558, Email : cei@ceikerala.gov.in

Service Quality System Procedure

Renewal, Issue of Licence in lieu of lapsed and Duplicate
Electrical Contractor Class A Licence

Duly filled Application in the Prescribed Format
|
Verification of Contractor Licence _ Validity / Lapsed

Remittance of required fee

Verification of Wireman and Supervisor permits
and declaration to work under

Verification of Test certificates of equipments required

Self Addressed and Stamped Cover

Details entered in Licence Register

Issue of Electrical Contractor Class A Licence
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Government of Kerala
Department of Electrical Inspectorate
Office of the Chief Electrical Inspector

Housing Board Buildings, Shanthi Nagar, Thiruvananthapuaram 695 001
Phone ; 0471 2331104.0471 2330558, Email : cei@ceikerala.gov.in

Service Quality System Procedure

Kerala State Electricity Licensing Board

Application for Electrical Contractor License

Class ‘A’
(Rule 48)
(To be filled in English) (Read the condition before filling the form)

1 Name in which Electrical Contractor's License is

applied for

Business Address
2

Pin code:

E mail

Whether the applicant is a company registered under the
3 Companies Act or constituted under any other enactment.

If so furnish details and documents to prove the status of
the firm:

4 | Whether the company has a registered office in Kerala

5 | Full name and house address of Proprietor or partners

1

2
3
4
5

Full name of Agent or Manager
6 | (inthe case of limited Company)

Whether the applicant is a manufacturing firm or
production unit.

Name of the person who will sign documents on behalf of
8 | the contractor (Not applicable to individual
Contractors)

Whether a contractor's license has been previously
granted in the same name, details thereof.

Whether a contractor's License has been issued under

10 this name by any other Licensing Board, if so, please

Name of issuing Authority
Date of issue
Date of expiry of License

Details of works permitted to he undertaken

Whether adequate drawing office facilities for

1 Preparation of drawings, blue prints etc. is available
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Government of Kerala
Department of Electrical Inspectorate
Office of the Chief Electrical Inspector

Housing Board Buildings, Shanthi Nagar, Thiruvananthapuaram 695 001
Phone ; 0471 2331104.0471 2330558, Email : cei@ceikerala.gov.in

Service Quality System Procedure

12 | Whether the staff indicated under column 13 are
Exclusively earmarked for the work under the Licensing
Board rules and rule 45 of the Indian Electricity Rules
13 | Name of all persons employed in full time basis having technical qualifications and experience that are approved by the
Board for the grant of Class ‘A’ license.
SI. | Name of person Qualification Certificate and permit Whether declaration
No With their No. and date issued by | from them in the form
the Board appended have been
attached
Declaration.

Documents in support of the statements made herein are furnished.
Particulars of the testing instruments in my/our possession with the test reports thereof are attached

*| | We hereby declare that the staff specified in column 13 is intended exclusively for attending to the work under the
Licensing Board Rules and under Regulation 29 of the CEA ( Measures relating to Safety and Electric Supply) Regulations,
2010. The service of the staff will not be utilized for routine operations in the establishment nor they will be mixed up with the
staff employed under regulation 3 of the CEA ( Measures relating to Safety and Electric Supply) Regulations, 2010

| / We hereby declare that I/We have in my/our possession a latest copy of the Kerala State Electricity Licensing Board
Rules, The Electricity Act 2003, CEA ( Measures relating to Safety and Electric Supply) Regulations, 2010.Kerala Lift and
Escalators Rule 2012,as well as relevant codes of Practice and Standards of Indian Standards Institution relating to Electrical
Installations. I/We fully understand the terms and conditions under which an electrical contractor’s license is granted, a breach
of which will render the license liable to cancellation.

I/We hereby also declare that the particulars stated above are correct to the best of my/our knowledge and belief. | also

agree to maintain such registers and records as may be prescribed by the Board in the forms specified for the purpose.

Date:

Place:

Signature:

Address:

e Applies to production units or manufacturing concerns only
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Instructions for the Grant of Contractor’s Licence Grade ‘A’

(a) Class ‘A’ Contractor’s licence shall be granted only to a person or a firm having a registered Office in Kerala,
unless exempled from this requirement by the Board.

(b) Fees
1. Application Form Fee Rs. 360
2. Initial fec to be sent along with application Rs. 720.
3. Feefor issue of licence after verification Rs. 3600.
4. Cost of Stalf Register Rs. 180.

The fee should be paid by means of chalan remitted at any Govt. Treasury or through Janasevanakendram in favour of

the Secretary, Kerala State Electricity Licensing Board, Thiruvananthapuram. No other mode of remittance is

permitted. Drafts issued by the Bank one month prior to the date of application may not ordinarily be honoured.

(¢) Nature of work ;

The Class’ A’ Contractor can carry out erection and installation of all types of electrical installation works as specified

in the licence.

(d) Establishment :

The applicant shall employ solely for the purpose of contract works the following minimum of stall on full time basis.

1. One Supervisor holding Supervisory Permit Grade *A ” issued by the Kerala State Electricity Licensing Board.

2. Five wiremen for HT and Six wiremen for EHT, holding wiremen permits granted by the Kerala State Electricity
Licensing Board.

(¢) Instruments :
1. One number 500 V megger
One number 1000 V megger
5000 V Megger (motorised / clectronic type)
One number phase sequence tester.
One number Earth tester with testing kit 0 — 01/ 1000 Ohm with sclector switch
Two numbers of Neon tester
I'requency meter 45 to 55 Hz
Power factor meter 5A, 240 V AC
. Multimeter (Digital Type) AC / DC
10. Tong Tester - 800 A Vollage range 0 - 300 V / 600 V
11. Portable PF meter 5§ A. 240 V AC
12. All wiring tools, an d any other instruments which may be considered necessary by the Board

0% NS LN

The instruments shall be got tested at the Meter Testing and Standards Laboratory attached to the Department of
Electrical Inspectorate, Thiruvananthapuram or such laboratory specified by the Board initially before the issuc of
licence and thereafler at specified intervals and the test report produced to the Licensing Board for perusal and return.
(f) The applicant should have adequate office facilities for the preparation of drawings, blue prints etc. Also
applicant should have library facility.

(g) Production units or manufacturing concerns should segregate the stafl employed for the purpose of contractors
licence from the staff engaged for routine operations of the factories. The staff employed under the Licensing Board
Rules and under regulation 3 of theCEA(Measures relating to Safetyand Electric Supply)regulation2010 shall not on
any account be mixed up. Failure to keep separate stafl for the purpose of the Licensing Board Rules and . the
regulation 29 of CEA(Measures relating to Safetyand Electric Supply)regulation2010 shall be deemed to constitute
violation of the rules and shall render the licence liable for cancellation.

(h) An Onginal Bank guarantee for the sum Rs.25,000/- for HT and Rs.50,000/- for EHT Contractor’s Licence for a
period of 3 years.

(1) Proper ly filled up declaration of Supervisors and Wiremen duly attested by the Electrical Inspector ( Court fee
stamp for Rs. 5 should b ¢ affixed on each declaration )
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Checklist for the Application for Electrical Contractors Licence Class ‘A’

1 (a) Name & Address

Pin code Email :
(b) Address of Registered Office in Kerala State

I (c_} Name of authorized_pérsznggn_mg documents

A

2 Style of the Company

"2 [ (a) Proprietary concern / partnership company registered under companies Act

{b}' | Documents 1o be enclosed:
i) to prove the status of the firms
ii) Statement of Accounts for last three year certified by Chartered Accountant

3 | Date of application

4, Details of supervisory staff

o Experience Supervisory Permits
Sl No Name Qualification Details
Years No Date Validity
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5. Details of Wiremen employed

Experience
SINo Name Qualification Details Wireman Permit
Years

No Date Validity

6. Details of other staff and apprentices (List to be attached):

7. Details of Licence already possessed in Kerala State

Name and style of the firm Scope Ne, Date of issue Validity
b

8. Details of licence possessed in other States

Name and Siyle of the firm Scope No. Date of Issue Validity

9. Drawing Office facilities

Drawing code and accessaries, computer with CAD

Facility for taking ammonia prints and blue prints, Printer/ Plotter
Typewriter/ Computer

Telephone / Fax / Email
. Details of Office facility

l;

£ Wro|—

1

o
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11 Library:

(a) | TheCEA({Measures relating to Safety and Electric supply)regulation2010

(b) | The Electricity Act2003 , Supply code

(c) | Kerala State Electricity Licensing Board Rules, KC(R )R1988

(d) | National Electrical Code 2011

(e) | Electrical Inpectorate standards

(D | Standard published by Central Board of Irrigation & Power/CEA

(g) | Safety Manual, KL&ER2012

(h) | All important BIS/IEC specifications as directed by the Licensing Board and the
Electrical Inspectorate from time to time.

12 Testing Instruments:

(1) | Insulation Tester 500V

(i1) | Insulation Tester 1000 V

(iii) | Insulation Tester 5 kV Motorized / battery operated

(1v) | Earth Tester with testing kit 0-10/ 1000 Ohms with selector switch

(v) | Tong Tester (with different ranges to measure from 10 A | 0-800A
onwards with selector switch)

Voltage range 0-300V / 600V
(vi) | Phase Sequence Tester
(vi) | Multimeter Digital Multi Meter to measure A.C, D.C

(vii1) | Frequency Meter 45 to 55 Hz

(ix) | Portable PF Meter- 5A, 240V, A/C

13 Tools and Equipments:

(i) | Spanner set:

(a) Double end

(b) Box

(¢) Ring

(d) Adjustable type

(i1) | Allen Key set

(i) | Cutting pliers (Insulated)

(iv) | Micrometer / Screw gauge
o

(v) | Nose Pliers

(vi) | Measuring tapes:

(a) 15 M

(b) 50 M

(vii) | Portable compressor with spray gun

(viii) | Blower

(ix) | Serew Drivers of all sizes
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(x) | Portable welding set (100 A)

(xi) | Crimping tools with dye set: 400 sq.mm.

(a) Hand operated
(b) Hydraulic

(xii) | Rollers for cable laying

(sii1) | Portable grinder

(xiv) | Safety belt

(xv) | Rubber Gloves (Electrical Grade)
(xvi) | Portable drill:

(a) Heavy duty
(b) Light duty

(xvii) | Tools for pipe threading & jointing

(xviii) | Chipping tools, Chisels ete.

(x1x) | Acable jomting [acilities, bending m/c efe

(xx) | Fabrication and material handling facility. (Agreement in proforma
{o be furnished)

14 The following additional [acilities also have to be provided for EILT, Contractor’s Licensee:

1 | Facility for handling heavy machinerics

2 | Fabrication facilitics

3 | Cable jointing and terminating facilities

4 | Oilfiltering and testing facilitics

5 [ Relay testing kit

0 | High Voltage Testing facilitics
( Ownership certificate of work shop from local authority/SIDCO or any authority shall be funished for EHT)

15 Major works carried out in Kerala;
(List with details of installation, scheme approval obtained from Electrical Inspectorate, etc)

16  Financial Position/Bank Guarantee:
Solvency Certificate / Bank Guarantee of Rs. 25,000/~ (for IIT) and Rs. 50,000 (for EIIT)

17 Punishment and penalties : (Details have to be furnished)
1. From Kerala State Electricity Licensing Board
2. From Government & Other agencies.
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Application for renewal of Electrical Contractor License

(Rule 53)
I hereby apply for the renewal of my license which is attached (vide details given below)

1 | Name of the applicant (as in the license)
2 | Address with Pin code
3 | Documents to be renewed Electrical Contractor License

ClassAorB
4 | Number of Electrical Contractor License
5 | Date expiry of the License
6 | Whether the application for renewal is belated If so, the
7 | Details of fee remitted
8 | Name of Treasury

a | Number and Date of Chalan

b | Amount remitted
9 | Whether there is any change of address, if so

a | Present address

b | Whether the address has to be changed in the

license also

10 | Whether the equipments have been tested as required in

the KSLEB Rules, Certificate obtained and attached the

Number, Date of certificates should be specified.
11 | Details of staff as on the date of application(Supervisors and wireman)

Name Permit Number Date up to which valid

12 | Whether there was any change in the staff and if so

whether intimation has been given to the KSLEB (Date of

intimation should be specified)
Declaration
1. Information furnished in the application is correct
2. 1/We/am /are maintaining all the registers and books prescribed in the KSLEB rules and in the circulars /letters

issued by the KSELB

3. lam authorised to sign the application as the contractor on behalf of the contractor
Place:
Date :

Signature of the applicant
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Implementation of Kerala State Electricity Licensing Board Rules

Category of Services

Electrical Contractor_ Class ‘B’

For the issue of Fresh License _ Electrical Contractor_ Class ‘B’

For the issue of License after Renewal _ Electrical Contractor_ Class ‘B’

For the issue of license in lieu of lapsed License _ Electrical Contractor _Class ‘B’

For the issue of duplicate License _ Electrical Contractor Class ‘B’
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Issue of Fresh Electrical Contractor Class B Licence

Duly filled Application in the Prescribed Format

I
Remittance of required fee

I
Verification of Electrical Supervisor Permit , Scope & Validity , and Declaration to work
|
Verification of Wireman Permits , Validity , Number of wiremen and Declaration to work

|
Verification of Test certificates of equipments required
f
Verification of Tools required
|

Verification of Technical Books and standards required
|

Attested Photographs
|
Self Addressed and Stamped Cover

No

on scrutiny Rejection of
application

Yes

Details entered in Electrical Contractor Licence Register

Issue of Electrical Contractor Licence Class B
with Scope equivalent to the scope of Electrical Supervisor’s Permit
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Renewal,Issue of Licence in lieu of lapsed and Duplicate / scope revision
Electrical Contractor Class B Licence

Duly filled Application in the Prescribed Format

I
Verification of Contractor Licence _ Validity / Lapsed

Remittance of required fee

Verification of Wireman and Supervisor permits / Scope
and declaration to work under

Verification of Test certificates of equipments required

Self Addressed and Stamped Cover

Details entered in Licence Register

Issue of Electrical Contractor Class B Licence
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Kerala State Electricity Licensing Board
Application for Electrical Contractor Licence
Grade ‘B’
(Rule 26)

(To be filled in English) (Read the conditions before filling the form)

1. | Name in which Electrical Contractor” Licence is applied for

2. | Business Address

Pin code:
E mail: Phone No.

LF]

Whether the applicant is a company registered under the
Companies Act or constituted under any other enactment. If
so furnish details and documents to prove the status of the
firm:

4. | Whether the company has a registered office in Kerala

5. | Full name and house address of Proprictor or partners

6. | Full name of Agent or Manager
(in the case of limited Company)

7. | Whether the applicant is a manufacturing firm or production
unit.

8. | Name of the person who will sign documents on behalf of
the contractor (Not applicable to individual contractors).

9. | Whether a contractor’s licence has been previously granted
in the same name, details thereof.

10.| Whether a contractor’s Licence has been issued under this
name by any other Licensing Board, if so, please

Name of issuing Authority :
Date of issue :

Date of expiry of Licence :
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Details of works permitted to be undertaken:
11. | Whether the staff indicated under column 12 are exclusively
carmarked for the work under the Licensing Board rules and
Regulation 29 of the CEA(measures and relating to safety
and Electric Suppply)regulation2010.
Name of all persons employed in full time basis having technical qualifications and experience that are
12 approved by the Board for the grant of Class ‘B’ licence.
Class of certificate and b h?‘ |1(-.‘]"
A | ermitl with their e
5 Name of Person Qualification pe . them in the form
No. number and date issued
bv the Board appended have been
y the Boar
attached
Declaration :

I/We hereby declare that the staff specified in column 12 is intended exclusively for attending to the work
under the Licensing Board Rules and under Regulation 29 of CEA ( Measures Relating to Safety and Electric
Supply) Regulations , 2010 . The service of the staff will not be utilized for routine operations in the
establishment nor they will be mixed up with the staff employed under Regulation 3 of CEA ( Measures Relating
to Safety and Electric Supply) Regulations, 2010

I/we hereby declare that I/we have in my/our possession a latest copy of the Kerala State Electricity Licensing
Board Rules, The Electricity Act, 2003. CEA ( Measures Relating to Safety and Electric Supply) Regulations ,
2010 as well as relevant codes of Practise and Stands of Indian Standards Institution relating to Electrical
Installations.

I/we fully understand the terms and conditions under which an electrical contractor's licence is granted a
breach of which will render the licence liable to cancellation.

I/we hereby also declare that the particulars stated above are correct to the best of my/our knowledge and
belief | also agree to maintain such registers and records as may be prescribed by the Board in the forms
specified for the purpose.

Place Signature

Date Address
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Conditions for the Grant of Contractor’s Licence Class ‘B’

(a) Licence may be granted only to a person or & firm having a Registered Office in Kerala, (untess exsmpted fram this requirement by the Board)

(b) Fees

1. Cost of Application Form: Rs, 140

2 Initial fee fo be sent along with epplication : Rs. 360

3. Fee for issue of licence after verification : Rs. 1800

4, Cost of Staff Register Rs. 180,
The fee should be paid by means of chalan under the head of account *0043-00-800-99" remitted at any Govt. Treastry or tfrough
Janasevanakendram in favour of the Secrefary, Kerala State Electricty Licensing Board, Thiruvananthapuram. No other mede of
remittance is permitted. The fee once remitted into the treasury will not be refunded or adjusted against any other purpose

(c) Nature of work -

To carry out Low Voltage or Low Volatage and Medium Voltage elecirical installation work of a specified capacily in the consumer's
premises. The Board however reserves the right to reduce or enhance this limit if found necessary subsaquently

(d) Establishment -

The applicant shall employ solely for the purpose of coniract works the following minimum of staff on full time basts.

{1) One Supervisor holding Supervisory Permit Grade 'B'issued by the Kerala State Electricity Licensing Board
(2) Two wiremen uplo 50 kW, three wiremen for 150 KW, four wiremen for 250 kW halding wiremen permits granted by the
Kerala State Elecricity Licensing Board

(e) The applicant shall possess the following inskruments |

One number 500 V miegger (1000 V Megger also required for the scope above 50 ki)
One number Earth Tester

Tong Tester - 100 A

Tong Tester - 600 A

One number Neon testers & Multimeter

AllWiring Tools

Crimping Tool - 25 mm? for 25 kN

Crimping Tool - 150 mm for 50 kW

Crimping Tool - 400 mm for 150 & 250 kW

Any other instruments which may be considered necessary by the Board,

The instruments shall be tested initially before the issue of Icence and as specified intervals thereafter at the Meter Testing and
Siandards Laboratory aftached 1o the Electrical Inspectorate , Thiruvananthapuram or such laboralory specified by the Board and the
test report produced before the Licensing Board for perusal and return,

(f) Production units or manufacturing concerns should segregate the staff employed for the purpose of contractors
licence from the staff engaged for routine operations of the factories. The staff employed under the Licensing Board
Rules and under Regulation 3 of theCEA(Measures relating to Safety and Electric supply)regulation2010 shall not on
any account be mixed up. Failure to keep separate staff for the purpose of the Licensing Board Rules and Regulation
29 of theCEA(Measures relating to Safety and Electric supply)regulation2010 shall be deemed to constitute vielation
of the rules and shall render the licence liable for cancellation.

(g) The applicant should have adequate office facilities for the preparation of drawings, blue prints cte. Also applicant
should have library facility.
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A Chalan for Rs. 2340 as Licence Fee (Chalan No............... Date.......ccoverere. Name of Treasury.............cc...... )
A Chalan for Rs. 180 Cost of Form Register  ( Chalan No............... Date....cc.ooeveenne Name of Treasury.............c.e.... )

Two copies of passport size photograph of applicant duly attested on back as follows
“This is the photograph of Shri ISML.........couii i e e attested”

Two specimen signature duly attested by a Gazetted Officer:
A self addressed and sufficiently stamped envelop (Rs.60)

Original permits of Wireman & SUPErviSors PMIt NOS.........cc.uriiiieie ettt e
Properly filled up declaration of supervisors and wireman duly attested by the District Electrical Inspector
(Court fee stamp for Rs. 5 should be affixed on each declaration)

Valid Test Reports of following instruments:
(Specify the Make, Serial No., Range, No. and Date of Test Reports)

Tong Tester in Ammeter and Voltmeter.

Insulation Tester 500 V / 1000V

500 V For scope of LV/IMV installations upto 25 kW

1000V (Also required for scope of LV /MV installations upto 50 kW, and above)

Earth Tester (For All Scope

Phase sequence indicator (In the case of all MV installations 150 kW MV Installations and 250 kW)
Neon - Tester

Crimping Tools (For all scope)

Multimeter

Inspection Report from Electrical Inspector regarding the facilities provided in the prescribed format. (All LT and MV Electrical
Installations upto 250kW including Generator installations upto 250kVA)

APPENDIX
Form of Declaration
(Affix Court Fee Stamp Rs.5)

TR hereby
declare that | am willing to work / working under M/S. / Shri.........cccuiiiiiiii s as full —time
employ My Supervisor's / Wiremen's Permit NUmMbBeris .............cccooeeveeene itisvalid Upto.......coovvveeiiiiie e
2. 1 am at present employed Under M/S. ISRI..........cooiiiir it | have already

given Notice /will give notice to him/them of my intention to vacate the service under him/them (vide letter

3.1 shall intimate the Licensing BOArd @S WEIl @S ............uviiiiieio ittt ettt be e st an srn e
Under whom | am working at present in the event of any change in my employment

4.1 also hereby affirm that | shall abide by the provisions of the Electricity Act and CEA Regulations as well as of the Kerala
State Electricity Licensing Board Rules, and with all Circular instructions which are issued by the Kerala State Electricity
Licensing Board and the Electrical Inspectorate in all respects.

Place:
Date:

Name and Signature of Supervisor / Wireman

Note: strike out whatever not applicable.
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Checklist for
New Licence / Scope Revision / Revalidation

of Electrical Contractor's Licence Class ‘B’
[Rule 40 & 41 of Kerala State Electricity Licensing Board Rules)

Contactor Licence Class B Validity

Date of receipt of application

name of the applicant

The application has baen scrutinized and the details are as follows.
1 Staff Name | Permit No. with Validity |  Date of declaration

Supervisor

Wireman

2| Equipments
No. and date of test

Name of instruments Range Maker's Name and number
reports

Insulation Tester

Insulation Tester

Insulation Tester

Voltmeter

Tong Tester
Voltmeter

Phase sequence Indicator

Multimeter

Crumping tool
( 25mms, 150 m 400 ron)

Neon Tester
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3 | Fees Chalan No.& Date Name of Treasury Amount
Scrutiny Fee
License Fee
Cost of Staff Register
b | Two attested photograph Yes | No
C | Two attested specimen signature of the applicant/authorized person(s) in the case of firmor | Yes | No
company
d | Attested copy of registration certificate of deed (in the case of firm or company) Yes | No
e | List of books available Yes | No
The Electricity Act, 2003 Yes | No
The Central Electricity Authority ( Measures Relating to Safety and Electric Supply) Yes | No
Regulations, 2010
Kerala State Electricity Licensing Board Rules Yes | No
Cinema Regulation Rules 1988 Yes | No
Indian Standards Institution Yes | No
Code of practice follows Yes | No
IS 732 Yes | No
IS 3043 Yes | No
SUPEIVISOT SHI. .. ettt it et et e e et e et et e e s et e e e ee s ans ae e s eatsas e e aes ensnraee e Holder of
SAISB .o is authorized to supervise All LT/MV installation upto ...........cccccooveeiiinne, including
Generator upto ................. this does not cover the installations of ............cceiii i,

Since the applicant has/have compiled with all formalities for the award of license, contractor’s license with above
Scope may be issued.

Clerk Superintendent Administrative Assistant Secretary
LICENCE NO...vvevie e e with register is submitted for the signature of the
Secretary, Staff register NO.........cccccoevieiiiniiiiinnn, and the issue register may be attested.

After issue of license this file may be closed as K.Dis.
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5 | Declarations Yes | No
Consent of Supervisor Yes | No
Consent of wireman Yes | No
Possession of Neon - Tester Yes | No
Possessionof .........................1ool Yes | No
Employment in Government /QuasiGovt/ Govt, undertaking / Lid. Company's of contractor v

e T . es | No
~whether relieving order / copy of intimation lefter furnished. .
Supervisor's permil Yes | No
Wireman's permit Yes | No
Details of confractor's licence previously granted, if any Yes | No
Date of issue
[ Validty uplo
Stamped cover

Since the applicant complied with all formalities for getting the scope of the licence enhanced, licence with revised
scope. - "ALLLT/MV installations upto .............................incuding generator installation

UPtOL. o This does not cover X-rays, Neon signs, Lifts and Cinema.

After issue of licence, file may be closed as K dis.

Clerk Superintendent Administrative Assistant Secretary
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Implementation of Kerala State Electricity Licensing Board Rules

Category of Services

Electrical Contractor_ Class ‘C’

For the issue of Fresh License _ Electrical Contractor_ Class ‘C’

For the issue of License after renewal _ Electrical Contractor_ Class ‘C’

For the issue of License in lieu of lapsed License _ Electrical Contractor _Class ‘C’

For the issue of duplicate License _ Electrical Contractor Class ‘C’
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Issue of Electrical Contractor Class C Licence

Duly filled Application in the Prescribed Format
1
Verification of Wireman Permit
1

Verification of Experience
1

Remittance of required fee
I

Interview

: No —
'meir:ﬂ* Rejection
Satisfactory of
Application

Yes

Verification of equipments required
I

Recommendation to Issue Electrical Contractor Licence
by the Electrical Inspector

Remittance of required fee
1
Attested _Two Passport size photographs
1

Attested _Two Specimen Signatures
1

Self Addressed and Stamped Cover
[
Details entered in Licence Register

|
Issue of Electrical Contractor Class C Licence
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Renewal,Issue of Licence in lieu of lapsed and Duplicate
Electrical Contractor Class C Licence

Duly filled Application in the Prescribed Format
I
Verification of Contractor Licence Class C _ Validity / Lapsed
|
Verification of Wireman Permit _ Validity

I

Remittance of required fee

I

Verification of Test certificates of equipments required

[
Self Addressed and Stamped Cover
|
Details entered in Licence Register
|
Issue of Electrical Contractor Class C Licence

Document No -CEI/SQSP 9.0, Page No - 3 of 10, Rev No - 00, Date - 31 /12/2015

Prepared & Issued By: Nodal Officer Approved By: Chief Electrical Inspector




Department of Electrical Inspectorate

Office of the Chief Electrical Inspector
Housing Board Buildings, Shanthi Nagar, Thiruvananthapuaram 695 001
Phone : 0471 2331104.0471 2330558, Email : cei@ceikerala.gov.in

Service Quality System Procedure

ARG IO alle : 140 a0
madnlan agyodanil 111

GG MM geld: Slavigl aselcvadavld camiddal

DEIR(SIANBY CHIMISIHBSONS HNLITVMBAVINBE @VCIhH
@O - avl

( a1go - 48)

il o

{ npaos Aol ¥ i alanim )

L

AR®) CaldlBH) el SIaN0d CaImdSIdsons
.| ppeiavadad moen 1ladN) M@

2 smilovimay ¢camd alenavs

allideeanon ¢

3. | al@apmoay enloyy aualos eaadalenavols

allodaandnd :

4. | MMl CaamdSodmsoyns aeeIvadal
ol@lajlg) eaneonanm

(@mamsm¥od mwond Al Gonmajs) ;)

5 negamenlens aseavaiavlsd) emndad
T @M calRlad eamdaBSIME0INS AR CINVIBAY
M3 IG)CaT2IHDAN)

(goaenind awanal moas aougan afasmid piadooalknim)

MEBHID ARWINLIBIDS Cald

madanlay mlaml

saciavadad aeolnvimlanion mlaml

A@RQS)m, MSEMON3 @RMY0IGa[l5 88
cenallwns ailoaslouasaod

@MCAlOMR D coslwls)asn
auIcEMIdalo HMICITIa 00N CONIN Y Mdhud

Lafnayoeyoav cawamnym

2.apeimuadavlod) enpdaviadmions eIRlafls)a0
avdsglaclong / aaldalg agumiolems Mooy
e1@la) alavamlay)e

Document No -CEI/SQSP 9.0, Page No - 4 of 10, Rev No - 00, Date - 31 /12/2015

Prepared & Issued By: Nodal Officer Approved By: Chief Electrical Inspector




Department of Electrical Inspectorate

Office of the Chief Electrical Inspector
Housing Board Buildings, Shanthi Nagar, Thiruvananthapuaram 695 001
Phone ; 0471 2331104.0471 2330558, Email : cei@ceikerala.gov.in

Service Quality System Procedure

3.audaomowl] ezoeil ecMIeslwlg)88 aldlal®o
(afluoEo0w0eERU8 GEELO.IS)O) &)

ag) | ©62aIrmMIV88 GHIMM(SIBHS0YeS &1¥1Td
(po21TVMBIY MMUB COELIOASIOTD) )

enil | a9 munoaimesgled 1M ai€la] alGlal@o

il | @RMMNIMDEDIGE 680S)005)8S
(2161 §2a1MaN000 BREAIHUCWINSIa|o

auadaflajlg)cemzoe@any
7 @REAIGBUCWINSIajo MRBlafISI8S (~IR0eMEERE)eS alltoaallaineasud
8. @REAIHHHOTE HOBHAUND)SS al0TeHUEMIlHOMEBRESE)eS l6aBEU3

*alemo @RS /loNM)88 62181008 AMIG) aNIROISHEMO

6218108 MMIAQ @ @] @) @RS2] (SaHOIW]OS Gal®

omm(sed maisSimidl @remadldl om)ealumdglane meais(Simgl aisesglane eoaiTLmMUlod]  cenod
algeBgleno  (aloaodlenam  ololled  uolor)  eRoelld:ed  emOMd  qLICAWDO  BalUTISIB8®ONEMAN)0
eeaiMmBMIEs og AUEERMEO0)ES GIUAIMo DD RBWBH8 QalcInlaflslapewm)o @MY (albuydaial)
0&C088)M).  ®D §eeIrMay cIElee)M@IM8E MNITWMGS)o algEBEEo MM AOWla] amqlrnsswlg)ss®)o
@O £10°all8e)aM alt:¥o HERITLABMY 0GIBHORISITN@IOEMIN)o GEHNIIRIWOQISISIES@YAIH) M),

62@3o 06588 M@ 183 ag)om @ndlafleno allvolomemlanoeqlslseemogo U@ YIVMDAl 0
©@L0oE@ANN@200MM M8 O@IMIEB (al6rj0allaf)OB08S)IN). O®) AVNITWAIW] af)9)@ MU)EHCHOME ag)Qlo
oZqQUO)B8lo  OleeHodWBS)o,  HeIMMMlol)  cenuodWled  mlmyo  MIBEGUWIENM  DOOYHENEE a9l
M) &2 )) 050880020 MM O@IMOGE MR flClee) ).

quoelo:
&ajio
@O
camdallanaaloe

% . an’lmilond Al : @REalem anlmy: ©)al 140/- EREAISHUEWINSIqjo RWEHHME (10006 a0lal: O)al 140/-
@)0laf: : (a1000@ MSalSleudee)cudato HORINMMI M@EIM@IM)B8S a0l :0)al 430/- ( @O a0lM: ©)al 710/-)
80) 0IMeAng (Seuclled 0043 - 00 - 88 - 99 A VOIBUMCTHIEY @RS EPIVES HalIdM EMVIG)

Document No -CEI/SQSP 9.0, Page No - 5 of 10, Rev No - 00, Date - 31 /12/2015

Prepared & Issued By: Nodal Officer Approved By: Chief Electrical Inspector




Department of Electrical Inspectorate

Office of the Chief Electrical Inspector
Housing Board Buildings, Shanthi Nagar, Thiruvananthapuaram 695 001
Phone ; 0471 2331104.0471 2330558, Email : cei@ceikerala.gov.in

Service Quality System Procedure

@RM)emIMo
(80) 0)a1®)6S EBBFAIMS QUM aldilesssmzmosm))

(aléL}0alM 20000

B (Y . YR (GaId) MUIo aBeQS)OT
e21gn cal calowdeseE AOlol) cRelle:dee) ao@ea MBgladleny MT3) & 88|eUM) D@IMmocd

(1611300 ilEe)0M).  af)e3 UM GalBAIPIONE MMUB ...vvvveie it

ey a0 T[4 o QOO TLORL JOW)ENE.

2 smomd @ngoo'a AUBQYLUDT/(UD. e e 19108 Mamomeloen).
@REZOOBIONE / @e0)6S H1Fe)nss erualmo 891)m®M 9e3utle)M®ow] emoglmy emod
D@0 MGBHIQGENE /| M@BBY}M@6T (A)OG +vvenvvnvinvnnaenns ©lOONWeR! &BOT GMOLe) ).

3 agmles acgeosslanoe cRoell fIElEe)HEWI ANIM AECQEOBsIRI0 CHIEISIBS0OS &1¢1C3
MeON1EHOIS}BEWO Hal@)Maldto @R allaico eeaimmMmUlod’ ceniodauslom @rAlIeeM®ae.
DEBBOM AUMIGE af)OM] EHEMISIBHESEM HeaIrMM Gdleacdaflenymmosm.

4 emmses meaissimlgl @remadldl omyealsumsElalo mals(SIMg] algeBglele  @RO)GAI6RI
GHO8 VoMM flaf)ale] eeaimMmilor) emudn algamBEgloaI)o AYAIMABS)0 @RE®IOSIa]o
CHO8 Moauoom aflzfale@l eecimmmUlod) cIOBW)o DeIB(SIEeEd DMIVOIBSEOQ)o afajo
H00 50120 al)06aSIAilEe)M agald MdHe)RId MIBEZUIEBEBI0 BRMYTVAIEHNMM®IHEMMMY0 DO
OGN (@266 21N,

qunelo: QAR08 Gald)o
&ajio

@
ea@dailaomo

(@)01a] : UOWSHRLOTDO HAISIOSW) )

Document No -CEI/SQSP 9.0, Page No - 6 of 10, Rev No - 00, Date - 31 /12/2015

Prepared & Issued By: Nodal Officer Approved By: Chief Electrical Inspector




Government of Kerala
Department of Electrical Inspectorate
Office of the Chief Electrical Inspector

Housing Board Buildings, Shanthi Nagar, Thiruvananthapuaram 695 001
Phone : 0471 2331104.0471 2330558, Email : cei@ceikerala.gov.in

Service Quality System Procedure

Ul a0 GandamBSIBSO)RS HREUBAY eldlamnmmlnss mlsmimumad

() aeeuaiavhe) smndavlodnlimy amyr s¥innesaaslsinemled @y mvaummoeminams aule
mnavmanlwnidannimen anciavdavln) ad.nma)as).

(i) aclav:
@MGa1aANI00MIN] oilel 140 ays
MICAIHUCDINSIn|> ADVVCHINME (n11B2E arlad 140 apas
(n1RaE MSalsldudonGuaato aneiavadad Hodmmominas alad 430 oy
almaymInaa oclov (mm) oidasomlod nelanod) 360 apa
DALINVIBAY aljM)a9HIANMING BIAD) MIV AIHOV)ER eI arlad 140 oy
avgiaficang sarIauadaulnas a0l 540 o

camdalonnm a0l sgamelens avdanad ssuololod 0043 = 00 = 800 = 99 agan sanaylod mmsa)
ARAVEE  Aa1eN0d ROV ANCAISMCINSIa]s a0IRQICHDMIZMIAD,  a0loand mRsaflgas aclad
©IDMID) dhICANAIRICHS MIRTaf) M3 HCI MSIANICINHCDD HalgaINmE).

(1) er2oeiwyms aviznab :

gaicz1amnilang aielovems se) nlumilm contlwlod cen canvicgelod anaigml (rImlatiodaim
er0ailanud midojaolaaanmial,

() aauosniiatinmnd’:

@G ldH: b - (1) Chog paeivnkavhy emndauledmian @mniclaisias nmémnd aaidnigas
my s lalossino,

(2) awdmaialos el sadal]) elauded 5 adasomlod @yewoen  (aNEWInls:
aldlalal alelomolodnlane sWlnneslnsoad sadalg elyaidas 3 AdaHOWIEd kbW
(aDERIW alalairane gasialalaaimo,

( @ ) GRCAIMGT MIDY Al0WDYIN DaldONKER0E NHRAIRL AITCHIMEMIEN).

500 ca10uds pnud Bnsy>

mlcwIMd ASqUd sAsY>

D AINOLY) P ldb@EINENIG)

emndal AYOKAHAM) HOJMICKIN ACHNMBIND JaldaNsE130D

R

atdmoanmed  opsyml  espavidad  medajmmlaynane  GrmiCats Ml g@scagaioge
™M N2OMAS ChOZ DNIABARIG aflal @eidSleaad malataalahsenglnn &191eNas el slonod
quandendodadavyy  alpd  esqyledd  engigolwlcen  aoagimlad  cmndad - midegulalgas n@;
engnigololenny asqy Saeqmzm)s asqy oleapds eanduln) amlewownaios (AW ] M CONTRM) DB,
A0 alAlCHIWMWANCERaHY Ml jwaian)ommam).,

Document No -CEI/SQSP 9.0, Page No - 7 of 10, Rev No - 00, Date - 31 /12/2015

Prepared & Issued By: Nodal Officer Approved By: Chief Electrical Inspector




Government of Kerala
Department of Electrical Inspectorate
Office of the Chief Electrical Inspector

Housing Board Buildings, Shanthi Nagar, Thiruvananthapuaram 695 001
Phone : 0471 2331104.0471 2330558, Email : cei@ceikerala.gov.in

Service Quality System Procedure

weihSlonod conmdsimsad { aul’ mgoad Jesenuadad amieamelnag mocadm
(myed 33)

aipyoxe ‘ol g e Slonod caadEicsd aaciavadat anmyomamml it osnal
MO aI0WN AIRIERINSIa MBCAIAONN),

BRCAlMDHH Cold
(@aeiruvalovlol pesnd)

| ailenave

adlidcanond

Eetnuadat moaid

' aumlrmnhruhmg ahonnnl
@Iy dlua

| anmyaaanmIa) mooiminTus
mranlsicanzot

| gaeRlol a0t

A1 asyaalumlagd aloipsmed

' aalgial aovlmilaag mead

(95 | ()b

mlaml

(sas0lugns eakd

aflenmuomlad mgayeszenlod
ahmlay allepaus

Gahd@) Gaug wernslavigl aeeiuadmdedd commndal 036l 43 (oo a1gd asal aandomled
audgladlaag anomasaaluilgiea? (avdglholaend moeaiay HIDHINYS o) 93mch)

LnleUIakio

1. @caldmlnd woanmialaaym allaaased malooad.
2. eweavadndedd eapodal oo’ amasmye seimvadadhel eanodal avdosyed [ atdeguemiad
LaléhIDUI AR ITHEaTIUD AfRad ADE0I000 QETE MBNINKAIN AFEID DEIGUOLEE ANIN AUl ).

3. og@0d B0 oaidAly MoalBe e / el i aalalgpaenge anoad @minosd
Loty oaflamyom),

el :

mlaml ARCAIRU BN 6]

Document No -CEI/SQSP 9.0, Page No - 8 of 10, Rev No - 00, Date - 31 /12/2015

Prepared & Issued By: Nodal Officer Approved By: Chief Electrical Inspector




Department of Electrical Inspectorate

Office of the Chief Electrical Inspector
Housing Board Buildings, Shanthi Nagar, Thiruvananthapuaram 695 001
Phone ; 0471 2331104.0471 2330558, Email : cei@ceikerala.gov.in

Service Quality System Procedure

Checklist for the Interview of Electrical Contractor Class C

Name of the candidate

Details of Experience Year: Month:

Any other experience

Self Employment (Give Details)

2 Technical Competency Remarks

Satisfactory or Not

Knowledge about the testing of Insulation resistance, polarity, Earth Continuity
test preparation of Completion Reports, and Commencement Report etc.

Knowledge of provision of CEA regulations, K.S.E.L Board Rules, Conditions of
Supply

C | Knowledge of standards of LT wiring practice and earthing practice

d | Knowledge of principles of illumination and conservation of energy

Knowledge for planning and estimating of LT wiring and specification of
materials and accessories.

Knowledge regarding the installation of portable generator and single phase
power equipments and safety measures.

g | Knowledge about the latest development such as ELCBs and MCBs etc.

3 | Recommendations

a | Recommended to issue the Electrical Contractor Class C

b | Rejected due to the following reasons (Strike out not applicable)

Did not satisfy the board about the competency

Did not appear for the interview

Any other reasons (Specify)

Date of interview

Electrical Inspector
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Department of Electrical Inspectorate
Kerala State Electricity Licensing Board

[ File Number: | I [ | |

Check list for Issuing / Re - issuing ( Revalidation ) of C class contractors’ license

1 | Name of Applicant

2 | Date of receipt of Application
3 i Wireman Licence Number valid upto date
4 I Contractor's Licence Number valid upto date

5 _ Date of Birth

6 | Letter No. and Date of Dy. CEI /EI

7 Details of Experiences

Employed under CBICA From To Period

8  Self addressed enveloped of Rs

9 Details of Fees remitted

Chalan/ Receipt Number | Date ‘ Amount Treasury | JSK

10 Particulars of Test Report produced

No Issued by Date
Instruments Range Make and Serial No.
Insulation Tester
Multimeter
MNeon Test

Since the application is incomplete manner due to following, additional document may be called for

Clerk Junior Supen‘ntendenl Administrative Assistant Secra!ary Chairman
Since the application is in order The licence NUMBEr ..o, MAY bE
issued /reissued from.... ..o to e a&nd returned to the applicants

After issuing the licence, this file may be closed as KDis / LDis for orders

Clerk Junior Superintendent  Administrative Assistant Secretary Chairman
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Implementation of Kerala State Electricity Licensing Board Rules

Category of Services

Other services _ Kerala State Electricity Licensing Board

For the issue permit (under exempted category ) after scope modification
_Electrical Supervisors Grade A and B

For the issue of recognition/renewal of Institute for Electrical Wireman and Electrical
Supervisor

For Recommending the issue of C_ Class Electrical Contractor after conducting
interview ( to KSELB)

Document No -CEI/SQSP10.0, Page No - 1 of 10, Rev No - 00, Date - 31 /12/2015

Prepared & Issued By: Nodal Officer Approved By: Chief Electrical Inspector




Government of Kerala
Department of Electrical Inspectorate
Office of the Chief Electrical Inspector

Housing Board Buildings, Shanthi Nagar, Thiruvananthapuaram 695 001
Phone : 0471 2331104.0471 2330558, Email : cei@ceikerala.gov.in

Service Quality System Procedure

Issue of Electrical Supervisor Grade B / Grade A Permit
after scope modification

l Dully filled Application in the proper Format ]
I
| Verification of Experience ‘

| Remittance of required fee ‘

| Self Addressed and Stamped Cover w
No
Scrutiny Rejection of Application
Yes

Intimation of interview ( Call letter )
I
Interview
|
Intimation of Scope awarded after interview

I Request for Scope revision in Permit and competency certificate

| Remittance of required fee |

|
‘ Attested _Two Passport size photographs ‘

|
‘ Attested _Two Specimen Signatures l

|
‘ Self Addressed and Stamped Cover ‘

| Details entered in Electrical Supervisor Permit Register |

I
| Issue of Electrical Supervisor Permit and Competency Certificate |
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Issue of recognition / renewal of Wireman / Supervisor Institute

Duly filled Application in the Prescribed Format
1
Remittance of required fee

|
Verification of Supervisor Permit / Declaration
and other Teaching Staff / Qualification
I
Verification of Test certificates

of testing Equipments
|

Verification of Work shop facilities
(for a minimum ten Students )
|

Verification of Class Room facilities

Facilities Rejection
are of
Satisfactory Application

Recommendation by the Electrical Inspector
to the Secretary ,KSELB

Scrutiny of facilities and requirements

Details entered in Wireman Institute Register

Recognition / Renewal of Wireman / Supervisor Institute
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For Recommending for the issue of C_ Class Electrical Contractor
after conducting interview ( to KSELB)

Duly filled Application in the Prescribed Format
|
Verification of Wireman Permit
I

Verification of Experience
I

Remittance of required fee
|

Interview

; No
g Rejection
Satisfactory of
Application

Yes

Verification of equipments required

I
Recommendation to Issue Electrical Contractor Licence
by the Electrical Inspector to Secretary, KSELB
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Appendix - IV

Application for revising the scope of Supervisor Permit Grade A | B

1 | Name

2 | Address with Pin code

3 | Qualification

(a) Academic

(b) Professional

Date of issue.

Present scope

5 | Experience

Name of employer

4 | Details of the Supervisor [lJEITI'Iﬂ now possessed by the applicant
Permit No

Description of the post held by the
applicant

From

To

7

Place

Date

Mole

Total Period of experience

{ Years ‘ Months |

Whether applied for revision earlier and
if so date on which called for interview

Scope applied for

Signature of applicant

1. No application for revision will be entertained within a period of one year from the date of issue of the permit or date of last interview for revision
2. Two self addressed stamped envelope worth Rs 5 £ should be enclosed.

3. Cholan for remittance of fee under the head of account *0043.00-800-83°( Re. 720/ for A grade & Rs. 360/- for B grade |
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Checklist for Recognition of Wireman Course

1 | Name of the Institution with full Postal Address
Pin code: Phone: Email:
2 | Name of Principal
3 | Details of Teaching Staff
Name Qualification Permit Remarks
1
2
3
4
5
4 | Testing Equipments
Name Range Make and Serial No Details of test
1 Insulation Tester 500V
2 | Voltmeter 600V
3 | Ammeter 100 A
4 | Tong Tester 300 A/600V
5 | Other Work shop facilities (for a minimum ten students
a | Whether ten number of Wiring boards and ten Numbers of benches available Yes | No
b | Whether Four number of bench wises available Yes | No
¢ | Whether provided with ten sets of wiring tool Yes | No
d | Whether one bench drive provided Yes | No
f | Whether provided with at least one cage motor and one slip ring motor as sample Yes | No
g | Whether one arc welding set is available Yes | No
h | Whether standard wiring demonstration boards and drawing board available Yes | No
6 | Class room Facilities
a | Whether accommodation facilities for thirty students are available Yes | No
7 | List of publication available
a | The Electricity Act 2003 Yes | No
b | The Central Electricity Authority(Measures relating to Safety & Electric Supply) Yes | No
Regulations, 2010
¢ | Kerala State Electricity Licensing Board Rules Yes | No
d | Kerala Cinema (Regulation) Rules Yes | No
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8 | Details Fee remitted : :
Amount | Chalan No/ Receipt No | Date Treasury [JSK
9 | Others
10 | Remarks |
Inspecting Officer

Ta be submitted to the Secretary , Kerala State electricity Licensing Board

for Office use only
Conditions for grant of recognition

1. Any change in the location of the Institute, teaching staff, replacement or otherwise of the testing equipments
possessed, should be notified to the Board in time

2. The meter and other facilities shall be maintained fo the satisfaction of the Board. The officers of the Inspectorate
not below the rank of Depuly Electrical Inspector may inspect the institution at any time during working hours to
check the adequacy of testing instruments, the workshop facilities like class rooms, wiring, efc. the adequacy and
competence of teaching staff and associated matters.

The institute shall render all facilities required fo the staff of the Electrical Inspectorate Department for conducting
the above inspection.

1. A full list of the students, with their names and addresses and date of joining, admitted for the year (division-wise if
any) should be furnished within one month from the date of beginning of the Course.

2. Afull list of students with their names and addresses should also be furnished within two weeks after completion of
the course.

3. Course cerlificate shall be issued lo each student who successfully complete the course.

4. The recognition accorded is for a period of three years and is subject fo review at any fime.

5. Register Numbers of candidates passed in every year should be furnished al the time of renewal without fail.
Renewal of recognition will be considered only on receipt of above details.
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Checklist for the interview of Electrical Contractor Class C

Name of the candidate:

Details of Experience Year: Month:

Any other experience
Self Employment (Give details)

2 Technical Competency Remarks
Satisfactory or Not

a | Knowledge about the testing of Insulation resistance, polarity, Earth continuity
test, preparation of Completion Reports, and Commencement Report etc.

b | Knowledge of provision of CEA Regulations , K.S.E. Board Rules, Conditions
of Supply

¢ | Knowledge of standards of LT wiring practice and earthing practice

d | Knowledge of principles of illumination and conservation of energy

e | Knowledge for planning and estimating of LT Wiring and specification of
materials and accessories

f | Knowledge regarding the installation of portable generator and single phase
power equipments and safety measures

g | Knowledge about the latest development such as ELCBs and MCBs etc.

3 | Recommendations

a | Recommended to issue the Electrical Contractor Class C

b | Rejected due to the following reasons (Strike out not applicable)

Did not satisfy the board about the competency

Did not appear for the interview

Any other reasons (specify)

c Date of interview

Electrical Inspector
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Implementation of Kerala Cinema (Regulation) Act 1958 and
Kerala Cinema (Regulation ) Rules 1988

Category of Service

Cinema Operator

For the issue of Fresh License _ Cinema Operator

For the issue of License after renewal _ Cinema Operator

For the issue of license in lieu of lapsed Cinema Operator

For the issue of duplicate License _ Cinema Operator
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For the issue of Fresh Licence _ Cinema Operator ( Examination)

Duly filled Application in the Prescribed Format ‘
|

Verification of Age ( Date of Birth) ‘
|

Verification of Qualification ‘

|

|

| :

| Verification of Apprentice ship / Experience
|

|

Remittance of required fee
I
Self Addressed and Stamped Cover ‘

No Letter sent to full fill the requirements |
1
[ On receipt of required documents |
Yes
[ Rejection
l Intimation of Written Examination ( Hall Ticket ) ‘ Verification
I Application

‘ Written Examination ‘ [ Yes
T
[ Valuation of Written Examination Papers ‘

I
{ Publication of Result of Written Examination ‘
|
l Intimation of Practical Examination ( Hall Ticket) ‘
1
l Practical Examination l

‘ Publication of Result of Practical Exam ‘

‘ Requestfor Permit and Competency certificate from the successful candidate
|

| Remittance of required fee J
|

‘ Attested _Two Passportsize photographs ‘
|

‘ Attested _Two Specimen Signatures ‘

|
[ Self Addressed and Stamped Cover ‘

I

‘ Details entered in Cinema Operator Licence Register ]

g Em————— :
‘ Issue of Cinema Operator Licence and Competency Certificate ]
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Renewal of Cinema Operator Licence
Issue of Licence in lieu of lapsed, issue of duplicate Licence

Duly filled Application in the Prescribed Format for Renewal

Verification of Original Cinema Operator Licence and Competency Certificate
|

Verification of Age (Date of Birth) ( Age Limit)
L
Verification of Valid upto Date / Lapsed
|
Verification of Medical Fitness Certificate

Remittance of required fee

|
Attested _Two Passport size photographs

|
Attested _Two Specimen Signatures

|
Self Addressed and Stamped Cover

]
Verification of Cinema Operator Licence Register

No
Serutiny Letter sent to full fill the requirements
I
On receipt of required documents
Yes
Rejection
Verification of
Application

Details entered in Cinema Operator Licence Register

1 I

Issue of Cinema Operator Licence
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Application for Renewal of Cinema Operator Licence
| hereby apply for the renewal of my Licence which is attached ( Vide details given below )

a | Name of the applicant (as in the Licence )

b | Name of the Father

b | Age and Date of birth

¢ | The date on which the applicant completes 60 years

Address with Pincode

District : Phone :

Cinema Operator Licence Number
and Date of Issue

Date of expiry of the Licence

Emalil :

Competency Certificate Number
and Date of Issue

Whether the application for renewal is belated.
If 0, the period (in months) by which the renewal is late.

Details of fees remitted

Amount Chalan Number | Receipt Number

Date

Treasury | JSK

Name and address of the employer, if any.

Whether there is any change of address, if so
The present address

Whether the address has to be changed
in the Licence also

| solemnly declare that the information above are correct.

Place:
Date :

Signature
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Application for Duplicate Cinema Operator Licence / Competency Certificate

| hereby apply for the issue of duplicate of my Licence / Certificate which is attached vide details given below.

| Name of the applicant
as in the Licence /| Competency Certificate

a | Age and date of birth

b | The date on which the applicant completes 60 years
2 | Address with Pin code

| Phone : Email :

Document of which duplicate is required
3 | ie. Licence [ certificate
{ No. & date of the document should be specified )

4 | Date of expiry for licence and Licence only

5 Whether the document is lost,
| defaced, mutilated, destroyed or damaged

When was it destroyed or lost and
whether any proof for destruction or loss is available

Details of the defaced,
mutilated or damaged document enclosed

8 | Details of fees paid _
Name of treasury / JSK Number and Date of the chalan / Receipt Amount

9 | Details of documents enclosed

Declaration

My hiere anter detailyof dooUmENtEY N, oo s irsrsisevimumsnprasiresmrim e wasamsu @ s BRIBT. x b vuvess Aty is lost
irrecoverably/ destroyed / defaced / damaged I mutilated. | further dedlare that in case the original of the document is received or traced out later.
| shall return it to the Secretary, Board of Examiners of Cinema Operators,

Place:

Date: Signature of the Applicant
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Department of Electrical Inspectorate
Board of Examiners for Cinema operators

[ File Number : | ‘ ] |

Checklist for Issue of Cinema Operator Licence and Competency Certificate

1 | Name of Applicant ‘
.2 Address )
|5 | DateorBinn | ‘ |f‘ ‘ ‘/| ‘ |
-. 6 | Age

Documents to be attached with the application

_- Hall Ticket of Written / Practical Examination ( original ) [ Yes ho
Aftested Three Passport size photographs Yes No
Attested _Two Spacimen Signatures Yes Ne
: Sdf Addressed and Stamped Cover Yes No

9  Details of Fees remitted
Chalan / Receipt Number Date Amount | Treasury / JSK

Applicant not attached the required the documents with the application. Applicant may be requested to submit

the required documents

Clerk is AEI DyEl El AcEl
Since the application is in order, thelicence Number ...................... wererei e e e, INAY b ISSUS
from.......ccooev. s oo @nd returned o the applicants

After issuing the Licence and Competency Cerlificale , this file may be closed as KDis / LDis , For orders

Clark Js AEI DyEl El ACE!
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Department of Electrical Inspectorate
Board of Examiners for Cinema operators

| File Number: | [ ] ] |

Checklist for Renewal of Cinema Operator Licence / Lapsed /Duplicate |

1| Name of Applicant I
2 | Cinema Operator Licence No: ‘ alid upto

3 | Address

4 | Date of Birth ‘ ‘ | / [ ‘ | / ‘ | [

5 | Age |

Documents to be attached with the application

a | Duly filed application Yes No
b | Cinema Operator Licence Yes No
¢ | Competency Certificate Yes Mo
d | Attested _Three Passporl size photographs Yes No
e | Attested Two Specimen Signatures Yes No
f | Medical Fitness Cerlificate ( from the Medical officer above the Assistant Surgeon) Yes No
g | Self Addressed and Stamped Cover Yes MNo |

h  Details of Fees remitted
Chalan | Receipt Number

Date l Amount I Treasury | JSK

Applicant not attached required documents with the application and Applicant may be requested to submit the
required documents

Clerk Js AEI OyEl El ACE

plwstcaj fitness certificale and above said documents are verified and perrnl may be renewed
;-1 I whe . and returned to the applicants

After issuing the Licence and Comi:etency Cerlificate , this file may be closed as KDis / LDis for orders

Clerk JS = DyEl El ACEI

Prepared & Issued By: Nodal Officer
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4.2

4.3

4.4

45

4.6

47

Procedure for Control of Documents

Purpose

To control all the system documents ensuring proper implementation of all the processes as
planned and to ensure uniform practices throughout the Department of Electrical Inspectorate
and all the offices under it.

Scope

This procedure is applicable to all the documents used with in the Department regarding
Quality Management System

Responsibility

The responsibility for implementation of this procedure lies with the Nodal Officer along with
the other identified officers

Procedure

All the system documents shall be controlled by identifying the appropriate authority for
preparation, approval and issue of documents. The controls shall also be extended to
documents of external origin. All the system documents are reviewed at least once a year to
ascertain their continued suitability.

The documents shall be originated by the authorized personnel depending upon type of the
document as identified in the document control matrix

All the system documents shall be approved before issue as per the distribution list

Any one can propose changes or modification in the documents. The proposed change shall
be made effective only after the approval by the same authority that approved the original
document. Proposals and subsequent modifications, if any are recorded in Document Change
Note. Obsolete documents retained for any purpose will be identified as ‘Obsolete’

A master list of documents indicating current revision status will be maintained by the Nodal
Officer.

Only controlled copies, which are identified as ‘controlled’, are subjected to document control
procedures. Unauthorized marking or changes are not permitted.

In case of amendments the concerned page of the section of the manual will be revised and
for amendments of the procedures, work Instruction, guideline or check lists new revision
status will be given for the whole document.
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4.8 Document control matrix

Check lists

Type of Document Prepared by Approved by Issued by
Service Quality System Manual Nodal Officer (NO) | Chief Electrical Inspector ( CEl) NO
Service Quality System NO CEl NO
Procedures
Organizational Procedures NO CEl NO
Statutory Rules and Regulation NO CEl NO
Documents of External Origin NO CEl NO
Citizens’ Charter Working Group Designate Authority CEl
Work Instructions, Guidelines, NO CEl NO

4.9 Documents of external origin will be updated by NO through correspondence with the
authorities issuing them or through electronic media like web sites. It shall be the responsibility
of the Nodal Officer to update all the statutory rules and regulations through continuous
interaction with the appropriate authorities issuing them.

4.10 All the documents are reviewed for relevance at least once in two years and updated as

necessary
4.11 Numbering of Document

a. Quality Manual

Each page of the Quality Manual has the following details

1. Section No

2. Revision No. and Date

3. Approved By.
4. lssued By
5. Page No

Sections are numbered as: QM 00, QM 0.1 ---- and revisions as A, B, --

b. Procedures

Procedures are numbered as given below:

SQSP 01, OP 01

1. Here SQSP indicates “Quality System Procedure”, and OP stands for “Organizational

Procedures”

2. Figure 01 indicates the serial number of the procedure

c. Work Instructions, Guidelines and check lists are numbered as:

Work Instructions WI 01

Guidelines GL 01
Check List CL 01
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Each page of procedures and Work Instructions, Guidelines and check lists will be having the
following details:

Revision No. and Date
Approved By.

Issued By

Page No

R

5.0 References:

5.1 Master List of Documents

5.2 Distribution list of documents

5.3 Document change note

5.4 Documents identified as obsolete

Document No -CEI/SQSP 12, Page No - 3 of 3, Rev No - 00, Date - 31/12/2015

Prepared & Issued By: Nodal Officer Approved By: Chief Electrical Inspector




Government of Kerala
Department of Electrical Inspectorate
Office of the Chief Electrical Inspector

Housing Board Buildings, Shanthi Nagar, Thiruvananthapuaram 695 001
Phone ;: 0471 2331104.0471 2330558, Email : cei@ceikerala.gov.in

Service Quality System Procedure

Procedure for Control of Records
1.0 Purpose

1.1 To control the records as identified in the list of records relevant to Service Quality
Management System.

2.0 Scope
2.1 Covers all the records generated under the Service Quality Management System.
3.0 Responsibility

3.1 The responsibility of maintaining the records shall with concerned process in-charge.
4.0 Procedure

4.1 Al the records will be maintained for a period of three years unless otherwise stated.
4.2  After completion of the retention period the records shall be shifted to the records room
and destroyed once in a year. The records which are of permanent nature are kept as

archives. Weeding out of records will be carried out once in three years.

4.3 The records are:

& Identified by file numbers or code marks,

& Indexed for easy identification,

& Filed and stored properly for easy retrieving,

& Maintained properly and cleanly for legibility,

& Protected from Damage or Deterioration by keeping it in safe custody.

5.0 Related Documents
5.1 Master List of Documents
5.2 List of Records
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Procedure for Complaint Handling
1.0 Purpose

1.1 To ensure that all the complaints received by the Department are properly attended and
redressal given to the customer with out delay with in the Service Quality Management
System.

2.0 Scope

2.1 Covers all the complaints received directly or indirectly and also any information on the in
adequacy of the services rendered from any source with in the service quality management
system as per IS 15700.

3.0 Responsibility

3.1 The overall responsibility of implementation of this procedure is with the Public Grievance
Officer.

4.0 Procedure

4.1 All the complaints received by the department are immediately acknowledged and recorded in
the complaint register along with a complaint number assigned to the complaint. Complaint
registers will be maintained in all offices under the department. The complaint number will be
preceded by three letters to identify the office. The information will be immediately passed
over to the PGO. In case the information provided by the complainant is inadequate for
further action at the department additional information is sought and obtained before formal
registration of the complaint. Complaints for which immediate actions are taken and resoled at
point of making the complaint need not recorded in the complaint register. However if the
complaint requires corrective action by the department formal registration may be done even
though complaint has been resolved.

4.1 Complain details are entered in the complaint register.
e  Complaint number and date
e  Complainant
e  Nature of complaint and significance and severity of the complaint
e Investigation details
e  Redressal made and date
e  Root Cause analysis
e  Corrective actions
Verification of effectiveness of corrective action

4.2 After registration of the complaints PGO will assign a suitable officer for investigation of
complaint and level of investigation will be based on the seriousness and severity of the
complaint. The investigation report will be submitted to the PGO and also to the concerned
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4.8

5.0

5.1

6.0
6.1
6.2

office for actions at their end.

The Investigation report will contain;
e  Whether the complaint is genuine and established
e  Corrections
e Root cause
e  Corrective actions suggested

The PGO will recommend the redressal to be done to CEI. On approval by CEl the redressal
is effected and communicated to the complainant. All the actions may be done through mail
for speedy processing of the complaint.

In case the decision is not in line with the request of the complainant, justifications for the
decision and the reasons there of may be communicated to the complainant. Alternate
recourse available for appeal to the complainant will also be communicated.

Nodal officer will approve the corrective actions and also will verify the effectiveness of
corrective action after its implementation. Any modification in the document as a result of the
corrective correction will be done by Nodal Officer.

The complaint may be closed with out further action as it becomes sub-judice in case the
complaint has been referred to any court of law, consumer redressal forum or for arbitration.

Anonymous or pseudonymous complaints need not be entertained. However discrete
enquiries may be done to verify the genuineness which will be decided by the PGO after
consulting CEI.

Nomination of ‘Ombudsman’

If normal service delivery mechanism does not respond or the complaints are not redressed
with in reasonable time, the complainant may approach the Secretary, Power Department,
Government Secretariat, Kerala. Further actions on the complaint will be taken as per
government procedures on such matters

Related Documents
Complaint Registers at each office
Investigation report
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