STANDARD OPERATION PROCEDURES

METER READERS

I. METER READING

The billing cycle for the City of Conneaut is performed monthly.  Water and Sewer bills are sent out to all customers monthly.  In order to accomplish this, all water meters must be read each month. Employees must use hand held units to input information.  The City’s water meters reading is performed in five billing sections.

II. CYCLES AND TIMELINE
A. Section One:  Section One of the monthly billing cycles consists of books 01 through 09.  Each book contains an average of 150 to 250 accounts. Reading of water meters for Section One begins on the 1st of each month.  The meter readers are given seven working days to complete all meter readings in Section One.  All readings must be completed by the end of the 7th working day in order to make any adjustments or entries to Section One before bills are printed and sent to customers.  All work orders received for Section One must be completed and entered into the billing before water bills are printed.  Water bills for Section One are printed and mailed to customers on the 15th of each month.

B. Section Two:  Section Two of the monthly billing cycle consists of books 21 through 28.  Each book contains an average of 150 to 250 accounts.  Reading of water meters for Section Two begins on the 8th working day of each month.  The meter readers are given five days to complete all meter readings of Section Two.  All readings must be completed by the end of the 5th working day in order to make any adjustments or entries to Section Two before water bills are printed and sent to customers. All work orders received for Section Two must be completed and entered into the billing before water bills are printed.  Water bills for Section Two are printed and mailed to customers on the 21st of each month.

C. Section Three:  Section Three of the monthly billing cycle consists of books 31 through 41.  Each book contains an average of 150 to 250 accounts.  Reading of water meters for Section Three begins on the 13th   working day of each month.  The meter readers are given seven days to complete all meter readings for Section Three.  All readings must be completed by the end of the 7th working day in order to make any adjustments or entries to Section Three before water bills are printed.  All work orders received for Section Three must be completed and entered into the billing before water bills are printed.  Water bills for Section Three are printed and mailed to customers on the 4th of each month.

D. Section Four:  Section Four of the monthly billing cycle consists of Creek Road Customers in North Kingsville and is listed as book 50.  Book 50 contains 185 accounts.  Section Four; book 50 is loaded into the touch pad unit at the time Section Three is loaded.  Book 50 is read on the 22nd of each month.  The reading of Section Four, book 50 should be completed in one day.  All work orders received for Section Four must be completed and entered into billing before water bills are printed.  Water bills for Section Four, book 50 is printed and mailed to customers on the 26th of each month.

E. Section Five:  Section Five of the monthly billing cycle is for Industrial customers and is listed as Book 60.  Book 60 contains 165 accounts.  Section Five, book 60 is loaded into the touch pad unit at the time Section Three is loaded.  Book 60 is read on the 22nd of each month.  The reading of Section Five, book 60 should be completed in one day.  All work orders received for Section Five must be completed and entered into billing before water bills are printed.  Water bills for Section Five, book 60 is printed and mailed to customers on the 26th of each month.

Hydrant Meters and temporary hookups will be read and controlled by an individual designated by the Water Superintendent.  

III. METER READING ASSIGNMENTS

The City of Conneaut has two employees whose specific job is reading meters.  These employees are identified as MR1 and MR2.  The meter readers are assigned specific books to be read in each section.  One meter reader will be assigned odd number books and one meter reader will be assigned even number books.  This assignment will rotate and change quarterly.  In the first quarter (January 1 through March 31) of the FY, MR1 will read all books that are odd numbered plus book 50.  MR2 will read all books that are even numbered plus book 60.  In the second quarter (April 1 through June 30) of the FY, MR1 will read all books that are even numbered plus book 60.  MR2 will read all books that are odd numbered plus book 50.  In the third quarter (July 1 through September 30) of the FY, MR1 will read all books that are odd numbered plus book 50.  MR2 will read all books that are even numbered plus book 60.  In the fourth quarter (October 1 through December 31) of the FY, MR1 will read all books that are even numbered plus book 60.  MR2 will read all books that are odd numbered plus book 50.  

IV        METER READING

The meter readers will make every effort to read all meters in each book.  All books are to be completed as outlined in Section II above.

A. Missed Reading:  If a meter reader misses a reading in any book, he is to go to the address of the missed reading and read the meter and enter it into the hand held device.  If it is not in the handheld device, he is to call the reading to the billing department.  If a missed reading is due to no access, go back to the service location; knock on the door to gain access to the meter.  If no response from the residence after several attempts, report to the water office to contact the customer by phone for arrangements to gain access.  No work order is needed to obtain a missed reading.

B. No Meter:  When a meter reader discovers an account with no meter in place, a notation will be entered in the hand held device and on the log sheet provided to the meter reader stating the nature of the account.  This information is given to the billing department.  The billing department will generate a work order and present it to the meter service person for further investigation.
C. Faulty Meters:  When a meter reader discovers an account that appears to have a dead meter, a notation will be entered in the hand held device stating the nature of the account.  This information is presented to the billing department.  The billing department will generate a work order and present it to the meter service person for further investigation. 
D. Discrepancies:  Once the reading cycle is completed, the billing department will run a consumption report on the section completed.  If an account is observed to be out of the high or low range of that account, the meter reader will return to the service address and get a reading and enter the reading into the hand held device.  All re-reads must be entered into the hand held unit before the hand held device is unloaded to the billing system.
V         Cycle Completion:  

Reading cycle for each section must be completed three days prior to the billing cycle.  This is to include readings of all meters initially missed including faulty and misread meters.  Meters that were flagged for re-read must be completed.

VI        Pit Meters:

There are approximately 1000-meter pits within the service area of the City of Conneaut.  Meter pits are primarily located in rural areas and where the dwelling is located a substantial distance from the service connection.  There are pit meter services in all five of our billing sections.  Pit meters are to be read monthly.  In the event the meter pit is covered with snow, the meter reader will remove the snow from the pit meter cover in order to obtain a meter reading.  Once the reading is obtained, the meter reader will replace the snow on the meter pit cover to provide insulation of the meter pit to prevent the meter from freezing.

VII      Questionable Readings

When reviewing hand held data or billing data by the water office and a questionable reading is observed, the billing department will contact the meter reader for a re-read of the service meter.  The billing department will provide the meter reader with a service address.  The meter reader will re-read the meter and call the reading back to the billing department immediately.  No work order will be necessary for re-reads.

VIII    Work Orders
All work orders are generated from the billing department.  It is the responsibility of the water service person to complete all work orders.  A work order will be printed for the replacement of dead meters, when an account is to be turned on or shut off, when a service is to be left active and a read out and read in is performed, new accounts added to the billing section, and for shut offs for final billing.  The responsibility of the meter readers is to gather accurate information and present that information to the billing department for the purpose of generating work orders for the meter service person to complete. 
IX     Active and Inactive Readings

All Active and Inactive accounts will be read during the reading cycle.  Notations will be entered into the touch pad device stating the status of an inactive account.  The account will be flagged for further investigation.

X        New Ticket Books

New ticket books will be printed and are not to be marked by anyone except the Water Office Personnel.  The new ticket books are to be used for clarification of meter locations only, and are not to be used to record readings of any kind.  
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