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1. SCOPE OF APPLICATION
1.1 This Operation Manual applies to the Department of Administrative Affairs and the Electrical Power Supply Management of Khoja Akhmet Yassawi International Kazakh-Turkish University and is part of the Quality Management System (QMS) documentation
1.2 The requirements of this manual do not apply to temporarily assigned staff of structural units (task groups, groups using technical equipment, etc.) or to temporarily hired employees

2. NORMATIVE AND REFERENCE DOCUMENTS
This manual has been developed in accordance with the following normative documents

· Labor Code of the Republic of Kazakhstan

· ISO 9001:2015

· Kazakhstan Standard ST 1158-2002

· Engineering and technical regulations

3. TERMS, DEFINITIONS, AND ABBREVIATIONS
The following terms and abbreviations are used in this procedure

· RK – Republic of Kazakhstan

· H. A. Yassawi IKTU – Khoja Akhmet Yassawi International Kazakh-Turkish University

· QMS – Quality Management System

· SanPiN – Sanitary Norms and Rules

· KEGOC – Kazakhstan Electricity Grid Operating Company

· KOREM – Kazakhstan Electricity and Capacity Market Operator

· RFC – Renewable Energy Financial Settlement Center

· SET – Southern Electric Transit

· SS – Substation

4. GENERAL RULES

4.1 BASICS OF ELECTRICAL POWER SUPPLY

4.1.1 At the beginning of each year, the University concludes bilateral agreements for the supply of electrical energy with JSC Kazakhstan Electricity Grid Operating Company (KEGOC), JSC Kazakhstan Electricity and Capacity Market Operator (KOREM), LLP Renewable Energy Financial Settlement Center (RFC), and LLP Southern Electric Transit (SET). Responsible persons: Acting Responsible Secretary, Head of the Electrical Power Supply Management, Head of Substations and Electrical Energy Control Department, Head of Electrical Installations and Networks Maintenance Department (see Figures 1–5)

4.1.2 Work is carried out in accordance with the provisions, clauses, volumes, and other requirements specified in the contract

4.1.3 The University purchases electrical energy from JSC KEGOC, JSC KOREM, LLP RFC, and LLP SET at the established tariffs of the electrical system

4.1.4 Electrical energy is delivered to the University’s balance via 10 kV high-voltage lines and distributed to each building and other facilities through transformer substations of the design capacity

4.1.5 Electrical energy is supplied to consumers through the step-down transformation of the transformer substation

4.1.6 At substations, in buildings, and other facilities, electrical systems and installations undergo laboratory testing with the issuance of protocols and conclusions

4.1.7 Analysis of incoming electrical energy to buildings and other facilities is carried out (form), which is submitted monthly to the Director of the Department of Administrative Affairs and the Accounting Department

4.1.8 For other consumers connected to the University system (cottages, tenants, other facilities), technical requirements are established. Agreements are concluded, compliance with requirements is monitored, and necessary acts are provided to the accounting department for settlements with the University

4.1.9 Electrical systems, installations, lines in buildings and facilities, as well as design and estimate documentation, are executed in accordance with sanitary norms and rules (SanPiN)

4.1.10 Substations on the balance sheet, transformer substations, high- and low-voltage lines undergo major repairs once a year

4.1.11 At the beginning of the year, a plan is drawn up with deadlines for completion by the end of the year. Deadlines depend on financial capabilities. Responsible person: Vice-Rector for Finance and International Relations

4.1.12 Current work is carried out throughout the year. Defect reports are drawn up and a commission is created

4.1.13 For major and current repair work, an Official Letter is issued and requires the permission of the Vice-Rector for Finance and International Relations. Responsible person: Vice-Rector for Finance and International Relations

4.1.14 After obtaining permission, the Official Letter is forwarded to the Supply Department. The suppliers deliver materials to the warehouse. Materials are issued from the warehouse against a delivery note. After use, an act of usage is drawn up with confirmation by the commission. Responsible persons: Head of Electrical Power Supply Management, Head of Substations and Electrical Energy Control Department, Head of Electrical Installations and Networks Maintenance Department

4.1.15 Materials received at the warehouse must comply with standards and have certificates. Responsible persons: Supplier, Storekeeper

4.2 BASICS OF ELECTRICAL POWER SUPPLY BY UNIVERSITY ELECTRICIANS
4.2.1 Electricians work directly under the supervision of the Head of Electrical Power Supply Management, the Head of Substations and Electrical Energy Control Department, and the Head of Electrical Installations and Networks Maintenance Department

4.2.2 Electricians undergo certification once a year. During certification, they take exams on Equipment Usage Rules (TPR) and Safety Regulations (SR), after which knowledge level groups (from I to V) are assigned

4.2.3 Electricians ensure the stable operation of all systems and substations on the University’s balance. Responsible persons: Head of Electrical Power Supply Management, Head of Substations and Electrical Energy Control Department, Head of Electrical Installations and Networks Maintenance Department

4.2.4 On-the-job safety instruction is conducted quarterly. Responsible persons: Occupational Safety and Health Engineer, Head of Electrical Power Supply Management, Head of Substations and Electrical Energy Control Department, Head of Electrical Installations and Networks Maintenance Department

4.2.5 Before working on high-voltage lines, a work permit is issued in the prescribed form. Documents are stored in folders according to the filing system. Responsible persons: Head of Electrical Power Supply Management, Head of Substations and Electrical Energy Control Department, Head of Electrical Installations and Networks Maintenance Department

4.2.6 Electricians carry out tasks recorded in the “Work Orders” log

4.2.7 During winter months, duty electricians are assigned to boiler houses and dormitories. A duty log is maintained, and all incidents during the day are recorded in the log

4.2.8 Electricians monitor the correct use of electrical energy by consumers. Responsible persons: Head of Electrical Power Supply Management, Head of Substations and Electrical Energy Control Department, Head of Electrical Installations and Networks Maintenance Department




Figure 2. Process of Preparing a Defect Report:


Figure 3. Process of Handling a Service Letter:


Figure 4. Process of Handling Materials:


Figure 5. Material Receiving Process:
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Figure 1. Electrical Power Supply Process





Bilateral agreement with JSC KEGOC, JSC KOREM, LLP RFC, and LLP SET 








Responsible persons: Head of the Department, Head of the Substation





Work is carried out in accordance with the clauses, provisions, volumes, and requirements specified in the agreement, and electricity is purchased at the established tariff.











Responsible: Head of the Department, Head of the Substation








Agreements 








Responsible persons: Head of the Department, Head of the Substation





Electricity is supplied through the electrical system, substations, and transformers.














Responsible: Head of the Department and Head of the Substation





Supply of electricity to consumers








 Responsible: Head of the Department, Head of the Substation














Projects, requirements, protocols, conclusions





Agreement 








Electric Power Accounting�Responsible: Substation Head





























Inspection of Defects





Responsible: Head of the Department, Head of the Substation





по по











Filling out a Defect Reportу





Responsible: Head of the Department, Head of the Substation








Determination together with the commission members





Responsible: Commission members, Head of the Department, Head of the Substation Жауапты:Комиссия мүшелері, басқарма басшысы, подстанция басшысы
































Approval of the Defect Report





Responsible: Executive Secretary





YES





NO 





Approved 








Electricity Supply











Preparing a Service Letter Based on the Defect Report





 Responsible: Head of the Department, Head of the Substation





Approval of the Service Letter





Responsible: Executive Secretary














Obtaining Permission via Official Letter








Responsible : Rector 








YES 





NO





Forwarding the Service Letter to the Supply Department





Responsible: Head of the Department, Head of the Substation





Defect Report





YES





NO











Carrying Out Repair Work





Responsible: Head of the Department, Head of the Substation





Filling Out the Receipt/Placement Act





Filling Out the Receipt/Placement Act





Filling Out the Act Together with Commission Members   


Responsible: Commission Members, Head of the Department, Head of the Substation





Approval of the Receipt/Placement Act





Responsible: Vice-Rector





Forwarding the Receipt/Placement Act to the Accounting Department





Responsible: Head of the Department, Head of the Substation





YES





NO�N�O





Subject 








Releasing Materials from Responsibility





Responsible: Accounting Department











Request Letter





Responsible: Head of the Department, Head of the Substation








Approvals for the Request Letter





Responsible: Executive Secretary, Department Director











Forwarding the Request Letter to the Accounting Department


Responsible: Head of the Department, Head of the Substation











Issuing a Waybill Based on the Request Letter


Responsible: Accounting Department, Warehouse Manager





Yes





No





Warehouse





Receiving Materials from the Warehouse


Responsible: Head of the Department, Head of the Substation











