
  

  

Process 2: New electricity applications / electricity upgrades 

Electrical Services Section 

Customer requires new 
electricity application/ 

upgrade C 

Complete 
application form Start 

Submit applicable 
supporting 

documents and 
proof of payment 

Record details in 
complaints/request 

register 

Request required 
supporting 

documents and 
proof of payment 

Provide application 
form 

Email request to 
superintendent 

Schedule artisan 
Instruct Artisan to 

conduct site 
inspection 

Within 7 work days 
of receiving 

proof of payment 

Determine if 
capacity for new 

application/upgrade 

Provide feedback to 
superintendent and 

admin officer 

Conduct site 
inspection 

Capacity? Yes Connect electricity 

No 

B 

A 



  

  

Process 2: New electricity applications / electricity upgrades 

Electrical Services Section 

Sign Work Order 
Book / Meter form 

with customer 

Submit copy of 
Meter form to 
Billing office 

Take WOB to 
superintendent for 

sign off 

A 

Conventional 

Sign off request in 
the complaints/ 
request register 

AND Meter installed? 

Prepaid 

AND 

Meter installed / upgraded 
Meter form filed 

Register Meter 
on Syntell 

system 

File meter form 
End 

Sign off WOB Send WOB to 
technician 

File WOB 

Meter account created 

End 
Create account 

for meter 



  

 

Process 2: New electricity applications / electricity upgrades 

Electrical Services Section 

Submit inspection 
report to Admin 

B Officer and 
Superintendent 

Send Provide feedback to 
customer 

C 
correspondence 
accompanying 

quote to Municipal 
Manager Yes 

Yes Send quote to 
customer 

Payment 
received? 

No End 

Installation / upgrade not done 

Send draft quote 
back to 

Superintendent 
with comments 

Review Draft Quote 
Approve? No 

Inform customer a 
quote will be 

drafted which has a 
non-refundable fee 

Arrange to conduct 
site inspection with 

Technician 

Draft Quote 
Fee paid? Yes 

No 

Installation / 
upgrade not done 

End 

Conduct site 
inspection with 
superintendent 

Draft design 

Sign off 
correspondence to 

customer 


