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1. PURPOSE 

1.1 To establish the procedure by which City-owned facilities may be supplied electric and gas 
utility services and how changes to existing services shall be accomplished. 

1.2 Designate departmental responsibilities for initiating utility service or altering utility 
service. 

2. DEFINITIONS 

2.1 Design Department: The Department/Division responsible for the design of a facility. 

2.2 Requesting Department: The Department/Division that requests initiation, changes, or 
cancellation of utility. 

2.3 Electtic Servicc Order, Form ECM-OO 1 is used to: 

a. Fonnally transmit a request to: 

-(1) provide electrical or gas service to a new facility; 

(2) change the service supplied to meet revised requircments to an existing 
facility; 

(3) stop providing service to an existing facility, which also may include 
removal oftile service; 

b. Provide billing and energy information for: 

(1) the utility providing the services; 

(2) the Energy Sustainability and Environmental Protection Division (which 
processes all utility bills); 

(3) the benefiting department; and 

(4) the Energy Coordinator. 

(Supereedes Administrative Regulation 55.90, Issue 7, effective February 1,2006) 

Authorized 
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3. SERVICE REQUESTS 

3.1 New Electric andlor Gas Service: 

a. The Design Department/Division shall confirm code compliance of the system 
being serviced and notify the utility company of any coordinating problems 
regarding connections requirements. 

b. A copy of all service orders regarding street lights and traffic signals will be 
forwarded to General Services Electrical Division and to Engineering and Capital 
Projects/Transportation Engineering. 

c. A copy of all service orders, except those regarding street lights, traffic signals and 
flashing beacons will be forwarded to the Energy Sustainability and Environmental 
Protection Division and Energy Coordinator. The Energy Sustainability and 
Environmental Protection Division shall contact San Diego Gas and Electric to 
initiate service for all new City facilities. 

3.2 Changes to or cancellation of services: 

a. The requesting Department/Division shall send Electric Service Order Form ECM
DOl to Energy Sustainability and Environmental Protection Division, except 
requests regarding street lights, traffic signals and flashing beacons which will be 
handled the same as new requests in Section 3.lb. The ECM-OOI shall then be 
forwarded to SDG&E. 

b. Ifthe request is disapproved, the Energy Sustainability and Environmental 
Protection Division will notify the requesting department in writing the reason for 
disapproval. 

3.3 Request other than routine: 

a. If a request is other than routine and will involve the expenditure of City ftUlds for 
special services or equipment, the Design Department/Division, or Requesting 
Department shall refer the request to the Purchasing Department. 

b. The Purchasing Department shall consult with the Design Department/Division or 
the Requesting Department and with their assistance conclude the negotiation of 
any spccial contracts required with the San Diego Gas and Electric Company or 
other supplier. 
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4. FUNDING 
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4.1 City accounting infonnation is provided by the Design Department/Requesting 
. Department. 
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4.2 Changes to funding lines for City energy accounts are to be communicated by the 
Responsible Department to the Energy Sustainability and Environmental Protection 
Division, as necessary. 

4.3 Gas and electrical invoices are paid via the Electronic Data Interchange System. 
Responsibility for maintaining and managing utility account infonuation belongs to the 
Energy Sustainability and Environmental Protection Division. 
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CITY OF SAN DIEGO FORM ECM - 00 I 

ELECTRICAL SERVICE ORDER fOR lNS'!RUCTIONS SEE AX. SBO 

TO; ORDER. DEPARn.'IENT NEW -
SAN DIEGO GAS & ELECTRIC COMPANY CANCELLATION -

OTHER -

LOCATION: 

TYPE OF INSTALLATION LIGHT (S) SIZE OF LAMP 

OVERHEAD LIGHT ALLNIGHr LUMENS - --
ORNAMENTAL LIGHT PARTNIGI-IT WATTS - --
TRAFFIC SIGNAL 

FLOODLIGHT 
TYPE OF LIGHT 

COMMERCiAL LIGHT 
CLASS OF SERVICE SL. SERVICE 

RESIDENTIAL LIGHT FLOURESCENT VOLTS 6.6AMP - -
POWER INCA DESCENT KW 20 AMP - -
OTHER MERCURY PHASE MULTIPLE - -

SODIUM HP -
OTHER -

LIGHTING DISTRICT· 

SERVICE WANTED DATE: 

OTHER INFORMATION: 

TYPE GElOB: 

Q CITY FORCES 
Q CONTRACTOR NAME 

BENEFlTflNG DEPARTMENT: 

CHARGE TO: 

DEPT.: COSl Center (First 4): 

APPROVAL: Originating Department 

REQUESTED BY: PHONE: NAME: 

REQUESTING DEPT.: SIGNATURE~ 

DATE DATE· 
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CITY OF SAN DlEGO fORM ECM - aOI 

ELECTRIC SERVICE ORDER 

ENERGY DATABASE INFORlVIATlON REQUIREMENT 
FOR INSTRUCTIONS 

SEE A.R. 55.90 

Please indicate energy type for this account Electricity 0 

I. Facility Name 

2. Use 

3. Address 

4. Size (Sq. Ft.) 

5. Year Built 

6. Department 

7. Division 

S. GL Account 

9. Cost Center 

10. Internal Order 

II. WBS 

12. Fund 

13. Contact Name 

14. Contact Phone No. 

15. E-mail 

To Be Com Dletcd by Encr p ' ConscrvatJOn & .tHana ement ViVISlOU g 

Group Bill No I Name 

Account No. 

Meter No. 

Block No. 

Circuit No. 

Billing Cycle 

Tariff Rate 
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