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Laclede Gas

To: All Meter Readers
From: Rick Littmann

Date: January 15, 2004
Re: The New Meter Reading Manual

This is your copy of the updated Meter Reading Manual. You should read and under-
stand the entire manual and use it as a reference for performance and conduct. Since
the last update in June 1998, some items have been added while other items have
been clarified.

The primary additions involve the issuance of Cell phones and the Combustible Gas
Detectors (CGD) and instructions regarding the use of each, and a departmental Cell
Phone Policy.

If you have any questions conceming the contents of this manual, please ask your Su-
pervisor, or myself.



INTRODUCTION

As a meter reader, you perform the first and most important step in the billing process. It
is critical that all meters are read accurately and, if necessary, inspected, with as few
“closed™ accounts as possible. In addition, it is your responsibility to maintain the
goodwill of our customers. Keep in mind that the pubhc judges the entire Company
according to your actions while on the job.

This manual provides you with the necessary information to perform your duties as a
meter reader. Compliance with the instructions contained in this manual is required.
Failure to do so may result in disciplinary action. Refer to your supervisor for
clarification of any items or if you have any additional questions.
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I. GENERAL INFORMATION

Hours

Starting time for meter readers is 7:30 a.m. Each route represents one day’s work; when it is
complete, your job is finished for the day. If necessary, you have until 5:30 p.m. to complete your
route.

NOTE: Hours differ for those assigned to appointment routes and car routes (7:30 a.m. — 3:30
p.m.), trace route (6:30 am. - 3:30 p.m.), and off hour appointment routes (12:30 p.m. — 8:30

p.m.}.

No formal lunch or coffee breaks are provided. Your comj)leted work must be tumed in the
following workday (unless instructed otherwise).

1t is important that you report for work each day on time. If you know you are going to be late,
call the office and inform your supervisor. Failure to do so may result in reassignment and/or
disciplinary action.

If you must leave your route for any reason or if you will not be able to complete the route in the
normal time, you are required to contact your supervisor. All overtime must be approved by a
supervisor prior to being worked.

Work Locations

All city meter readers, specials, and off hour workers report to 720 Olive Street. County meter
readers report to one of four satellite offices depending on which cycle is being read, St. Charles
meter readers report to the St. Charles location, and trace drivers report to Forest Park. Keep a
blue Meter Reading Work Locations card (F-690) with you at all times. It contains the phone
numbers for all offices as well as other numbers for customer service, garages, reporting gas leaks,
etc.

Reporting Absences

Absences from work for any reason must be reported to your supervisor prior to your scheduled
starting time. In addition, you are responsible for making arrangements to have your previous
workday’s route returned to the downtown office.

If you are absent due to illness @and must leave your home for any reason, you must notify a
supervisor that you are leaving and when you will return,  You must also make yourself available
for check by the Company nurse during working hours. Failure to comply with this will result in
disciplinary action.

NOTE: These rules apply urless you are instructed differently by your supervisor (for
example, in cases of longer term disabilities).

When you return to work, you will need to sign Form 1251 A, Absence Report.
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Address/Phone Number/Status Changes

Any temporary or permanent change in address, phone number, marital status, or depends should
be reported to your supervisor immediately. Failure to do so may result in disciplinary action.

Identification

A photo LD. is provided and must be on your person at all times while working, and presented to
customers upon request. If lost, mutilated, or badly wom, notify your supervisor immediately to
arrange for a replacement.

Uniforms

Uniforms furnished by the Company consist of long sleeve/short sleeve shirts, sweatshirts, pants,
winter jacket/windbreaker and cap.

Uniforms must be wom while on the job and are expected to be neat and clean in appearance.
Changing or altering your uniform for any reason except for size is prohibited.

Protection of Read Documents

Return of meter reading documents on time and in good condition is an important part of your job.
During wet weather, special care is required to keep the meter reading documents as dry as

possible. Before turning in a route, wet documents should be allowed to dry and then reviewed
and re-marked (if necessary) to assure legible readings.

Meter reading routes must remain in your possession at all times. In addition, meter reading
documents and equipment must be brought inside and never left in your car overnight.

Falsification of Readings (C.urbings)

You have an obligation to make an honest effort to read every meter assigned to your route each
day. TO RECORD AN INDEX WITHOUT ACTUALLY READING THE METER OR TO
MARK AN ACCOUNT “CLOSED” WITHOUT MAKING ANY EFFORT TO GAIN ACCESS
IS PROHIBITED AND WILL RESULT IN IMMEDIATE DISMISSAL.

Alcohol/Tllegal Drugs

Reporting to work under the influence of alcohol or illegal drugs, or using either while on the job
is strictly prohibited and will result in disciplinary action. Every Meter Reader is covered under
the Laclede Gas Company Controlled Substance Testing Policy ~ Pipeline. Employees covered
under this policy may be randomly selected to provide a sample for drug testing on any given day.

Personal Injury or Accident

All personal injuries, both on-the-job and off-the-job must be reported on “Report of Personal
Injury” (F-1257) available from your supervisor. Notify a supervisor as soon as practical for all
on-the-job injuries that require medical attention.
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Equipment

The equipment furnished by the company includes 2 Combustible Gas Detector (CGD), with
charger, a cell phone (see Meter Rezding Cell Policy, page 4), with charger, a flashlight and
holder, read-out unit (RDU), with charger, clipboard, pencils and mirror.

You are responsible for making sure that the CGD, the cell phone and RDU are charged and in
good working condition when reporiing to work. The CGD must be tested on a daily basis. Any
meter reader equipment not working properly must be turned in to your supervisor for
replacement. The CGD must be “or” and carried on the outside of clothing above the waist. As
with Read Documents, this equipment is not to be left in your vehicle overnight, and both the
CGD and meter read documents must be kept dry.

Transportation

Most meter readers have “walk” routes and use their own personal cars to travel to and from their
assigned route. A daily travel allowance (payable monthly) is provided to cover this expense.

Those assigned to car routes (off hour antl specials) are provided with a Company car to complete
their work. Cars are located at four garages — Berkeley, Shrewsbury, Forest Park, and 720 Olive.
Y our supervisor will let you know if’ you need to pick up a car and from which location.

- Any defects or car problems should be reported to the garage where the vehicle is assigned.
For 720 Olive cars, report any problems to the Forest Park garage.

- Record the car number and mileage on the cover sheet attached to your route.

Drivers License Policy

All meter readers must be able to produce a valid drivers license and be responsible for knowing
the current status of their license at all times. A failure to notify the Company of any suspension
revocation, cancellation, lost privilege, or disqualification of the license will subject you to
discharge. Additional details an be found in the Company’s Drivers License Policy — Contract
Employees, effective January 17, 1997.

Bidding/Trading Books

Bidding/Trading books when a full set of routes becomes available due to employee attrition or
customer growth, meter readers without a full set of routes may bid on the open set. The open set
is then awarded to the senior bidder. Meter readers may trade no more than three books during
any 12 month period. In addition, rio books may be traded after an employee’s retirement request
has been filed or during the bidding process for any set of books.

Preference Work

Special routes, often called appointment routes (A.M. or P.M.), and trace vehicle operator are two
types of Meter Reading work that are assigned using preference sheets signed by those interested.
If this type of work is available, it ‘will be assigned to those on the preference sheet by seniority.
Otherwise, other work will be assigned.



Meter Reading
Cell Phone Policy

This departmental policy governs the use of Meter Reading Cell Phones and is in addition to any
other company policies governing the use of cell phones. The policies in this document are
mandatory; to the extent any of these policies are inconsistent with any other company policy,
these policies govern . They are designed to protect Laclede, its resources and personnel.
Violation of these policies is serious and provides grounds for disciplinary action up to, and
including, the termination of your employment.

¢

The phone must be on at all times during the workday. The phone may not be turned off for any
reason.

The phone must be on your person or with you at all times using the belt clip that has been provided.

The phone must be charged each evening, with the cell phone charger supplied, in order that the
battery has a full charge.

If a phone has been malfimctioning (lost battery power, unable to send or receive calls, Trac2Me not
running, if equipped, etc.), it must be reported to Meter Reading supervision immediately.

All supervisory inquiry calls must be responded to within 5 minutes if not initially answered.
No personal use of the Company cell phone is allowed.

Employees are required to pay for replacement cell phone/equipment if it is determined that the loss
or damage to the cell phone/equipment is the result of the employce s negligence, and is not
accidental or the result of normal “wear and tear”.

If you discover any odor of gas, if your Combustible Gas Detector (CGD) alarms, or if you are
advised of gas odor by the customer, exit the premise and report it immediately with the Company
cell phone.

The Trac2Me GPS software, if equipped, must be ninning at all times during the workday.

Employees working appointment routes are required to use cell phones to contact the customer if the
employee is running late and is not going to be able to be at the premises by the appointed time,
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II. CONDUCT ON ROUTE

Be polite and courteous at all times. In the face of deregulation, customer satisfaction is ‘more
important than ever. Remember, to the customer — “you are the Company”. Refer any complaints or
inquiries beyond your scope to the Customer Relations Department at 621-6960.

Note any special instructions on an account prior to attempting to read the meter.

For inside meters, knock and yell “Laclede Gas™ or “gas man” loudly. Allow the customer enough
time to get to the door before moving on. This has become the most common complaint customers
have regarding meter readers. In addition, take note of any special instructions to wait longer for a
response.

Wipe your feet before entering the customer’s house and take care to prevent soiling, damaging, or
defacing any of the customer’s property.

Take special care to close doors, gates, or other means of entrance.

Respect the customer’s wishes as to way of entry or other special instructions. Always announce
your presence before entering through an open or unlocked door, so as not to alarm the customer.

Take care when walking through a customer’s yard. What does not appear important to you may be
valuable to the customer.

Smoking is not permitted while on customer premises.

The use of matches or any other cpen flame to gain visibility to read the meter is prohibited.
VIOLATION OF THIS RULE MAY RESULT IN DISCIPLINARY ACTION.

Do not attempt to calculate the amount of a customer’s bill. If such a request is made, furnish the
customer with the reading you have taken and refer them to Customer Relations.

Property Damage — Report any possible damage you may have caused to your supervisor as soon as
possible. Record what happened on the read document and inform the customer that you will report
the incident to your supervisor, and that a Company representative will be in contact to review the
claim. It will also be necessary for you to complete a Property Damage Report as soon as possible
after the incident.



III. METER READING DOCUMENT

A sample page from the meter reading document is on page 11 followed by explanations of each item
and information on how to record various situations.

All readings and other written instructions should be clear and legible. Remember that other employees
must interpret what you have written.

Never leave an account blank. Each account must be marked as either read or closed.
All routes have a meter reader’s signature card and route review page.

Signature Card — This card should be dated and signed by the meter reader and will show the maximum .
stops and total meters for the route. The card has an additional column: “Daily Alarm ok™? This refers
to testing your Combustible Gas Detector (CGD). The answer should be “yes”. If Daily Alarm *“Not
Ok”, see your supervisor for replacement. (See page 7).

Route Review Page — Each book contains a cover form titled “Meter Reading Daily Route Review” (see
example on page 8). Any changes or other items on your route that need attention must be listed on this
page. These include changes in sequence, coding, meter number or location, service work needed,
outside meter closes, not on route/cannot locate accounts, problems with keys, or anything else that
requires attention by office clerks or supervision. Report items requiring immediate attention to your
SUpErvisor.
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METER READERS DAILY ROUTE REVIEW

PLEASE REMEFBER:

EMPLOYEE HUVBER | 234

CURRENT DATE  3/6[90 BOOK IS CLEAN 7/
TURNED, i KEYS

PLEASE LIST BELOW ALL PAGES AND SEQUENCE HUMBERS THAT NEED ATTENTION:

PAGE # ) SEQUENCE | CHANGES
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7 200 Mie H “DiffecenT
3 520 C- Boshes
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32 | 4180 | KoR ?oesm 1L wloel = Lock CHANGE
25 ['43sp | Delete Codo.
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A.

Description — Meter Reading Document

Please refer to page 11 for an example of each of the following descriptions.

1.

2.

10.

1.

12.

13.

14.

15.

16.

17.

18.

19.

20.

Page number.

Route number.

Office - Designates division (Laciede or St. Charles).

Reader number — Write in your 4-digit employee number here on the first page only.
Date — Enter current date on the first page only.

Sequence — The read sequence begins with 0010, 0020, etc. New meter sets will be coded

0000. When new sets are added or changes made in the sequencing of accounts, nine
sequence numbers are available between accounts. This allows for future sequence

numbers of 0011, 0012, etc.
Address/phone number (if available).
Customer name.
Rate, customer class (industrial, commercial, residential), and division.
Meter number.
Space to record reading or close information.
High — Low reading range.

Read codes — Circle “V™ after verifying reading and meter number if your reading is outside
the high-low indexes. (Code “M” is not used.)

Previous month’s actual or estimated reading.

Number of dials on the meter.

Meter location — Either Qutside, Inside, or Inside-Trace, ME Dev, RE Dev, or RI Dev.
Grid code.

Estimate count — Number of months meter has been estimated. (Accounts with estimate
codes of 02 or 06 require a special card to be left — see pages 21-22).

Account number.

Meter Reading Instructions and other “Hot” remarks are located here.



e

21.

22.

23,

24,

| “Off” designates a meter which should be off and locked. These meters are still required to

be read monthly.

Must Be Read Code *** - Appears below sequence number on accounts coded “Do Not
Estimate”.

Inspection or Annual Read Code — Indicates whether an inspection or an annual inside
reading is due at this meter. These need only be completed when access to the meter
is gained (see page 14).

Trace ID Number — These accounts are read by the trace van. Do not attempt to read trace
meters unless otherwise instructed.
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B. Verified Readings

Readings outside the high-low boundaries printed on the document must be verified by double
checking the position of the dials and the meter number. To show you have verified, circle the
“V” next to your reading on the document. (See example #1, page 16.)

NOTE: All readings equal to the high or low index do NOT need to be verified. All
verification must be done at the meter site.

C. Closes

If you are unable to read a meter, leave a white Meter Reading Close Tag — F-946 (see below) after
checking off one of the reasons listed on the back. Write “C” (Closed) in the space for the reading
on the read document. If you are unable to leave a card, write “NCL” (no card left) and reason
(dog, ice, etc.). (See example #2, page 16 — no card left).

Anytime you close an outside meter or remote device, an explanation is required. Write the reason
(dog, bushes, mud, etc.) to the right of the account. (See example #2, page 16 - outside closes.)

List all NCL’s and outside meter closes on the route review page. If you are prevented for any
reason from reading multiple meters, such as an entire street or neighborhood, notify your
-, supervisor immediately or before you leave the route.

METER READING CLOSE TAG (F-946)

: [J 1 did not gain access to
your meter. If you want to
DEAR CUSTUMER : make arrangements that
, will provide Laclede access

to your meter and avoid
estimated bills, please

SORRY | WAS NOT ABLE contact the business office
TO READ YOUR GAS at 621-6960.
METER. [J Bushes are blocking the
meter or outside reading
PLEASE SEE THE REASON device. '
CHECKED ON THE [ Dog is in the yard.
REVERSE SIDE. [1 Gate is locked.
[2 Access to the meter is
IT WILL BE NECESSARY blocked.
FOR US TO ESTIMATE [ Unable to use key
YOUR NEXT BILL. O Locked from inside
YOUR METER READER U Dog
j [J other:
If possibie, please remedy the
condition checked in the next
‘ l,_ Lﬂﬂlﬂde Eas 3 weeks so that your next bill
| ' 12 can be based on actual usage.

F-946-Rev 12-88



G.

Meter Number Differences

The Laclede badge number on the mater should agree with the meter number on your document.
If it does not, double check to make sure you have the right address and/or apartment. In some
cases, the meter has been changed since the document was prepared. Draw a line through the
meter number printed on your route and write the actual number above it. (See example #3, page
17))

List all meter number differences on the route review page.
Reading Instructions
1t is your responsibility to read and comply with all reading instructions printed on the document.

New instructions should be added to provide information about hard to locate meters, preferred
access/entrance, special customer requests, dogs in yard, etc.

To add instructions — write “Code™ followed by the information you want added. To remove
instructions ~ write “Delete” next to the remarks. (See example #4, page 17.)

List all changes in read instructions on the route review page.

Sequence Changes

If you wish to change the sequence nuraber for any address, cross out the current sequence and
write in the one you would like assigned.

NOTE: Do not re-sequence books if you are swinging on another meter reader’s route since
he/she may prefer the existing sequence.

Sequence 0000 accounts represent rew meter sets. Look at the route or a street guide to determine
where the address fits on your route. Request help if needed. Indicate the proper sequence on the
document. (See example #5, page 17.)

All sequence changes must be listed on the route review page.

Questionable M.E. Readings

If your readout unit (RDU) produces an index that is far out of range, record a reading of one less

than the low index and do not verify. (This action will cause the account to appear on the re-read list.)
Enter the RDU reading with a question mark on the right next to the estimate count.

If questionable readings persist, or it is obvious that your RDU is defective, call a supervisor. In

most cases, a new RDU will be delivered to you on your route. Otherwise, you will be asked to
complete your remaining M.E. stops by recording one less than the low index without verifying, as just
described. (See example #6, page 17.)
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Listings Not On Route

I

If an address obviously does not belong on your route, write “C” in the space for the reading and
“NOR” to the right. (See example #7, page 18.) If five or more are not on route, call the a
supervisor for help. Record any listings not on route on the rounte review page.

No Listing

In situations where a meter should be on your route but is not listed, record the information
(addxess, meter number, readings) at the bottom of the page where the account belongs, If five or
more are missing, all the office for help. Record all “no listing” situations on the route review

page.

Cannot Locate

If you are unable to find a street, address, or meter, write “C” in the space for reading and “CNL”
(cannot locate) to the right along with what could not be located. (See example #8, page 18.)

If you cannot locate an entire street, or five or more addresses, call the office for help. List all
cannot locate accounts on the route review page.

Service Work Needed

Report all situations where service work is needed on the meter or where the meter has been

damaged or defaced. Examples include RE, ME or RI loose or hanging off wall, moisture in glass,
glass painted, dials missing or broken, etc.

Also report any meters that have been removed, or vacant buildings that have been condemned or

-show signs of vandalism. (See example #9, page 18.) List all accounts needing service work on

the route review page.

Inspect Meter Codes

An account coded “***Inspect Meter***” indicates that a meter has not been inspected for 25
months, These accounts are reprinted on a document titled “Inside Set Inspection” and, attached
to the back of your walk route. If access to the meter is gained, complete the inspection
information on this document. Information needed includes completed inspection code A (piping
is in acceptable condition), B (refer repairs to C & M), C (refer repairs to SAID) or E (not all
piping accessible, however what is visible, 1s acceptable). The meter reading, comments,
employee ID number, completion date, and “did detector alarm- Yes or No” must be completed.
(see example document on page 19). The accounts requiring inspection are listed in sequence

order similar to the regular read document. You are required to attempt to gain access only on
mside meters without a remote reading device.

Each inspection completed during the regular route is compensated (currently 35 cents per meter)
due to its designation as additional work. All meters on a service must be inspected for
compensation to be paid for those meters. However, meter readers are not required to complete
the inspections on these routes. In the event a meter in which access is not a problem, that
particular route may be reassigned to obtain an inspection.

I4



METER NO.

Extra Reads

All meters receiving an inspection and not on the back of the regular read route or MTRS Service
Order, should be written on a “accessible extra meter reads” blue card. The information that is.
required 1s employee number, date, meter number, meter reading, inspection code, address (if
available) “Did detector alarm- yes or no” circled. These cards are to be turned in with your route,

(see example below).

ACCESSIBLE EXTRA METER READS

INSIDE INDEX INSPECTION

A

> P B > P > X

F-4451A - Rev 1/04

B

D T @ @w @
QO g O 0 0 O O

m m m ™m m m m m

ADDRESS OF METERS

TEmMPLNO | DAlE

TYPE OF DEVICE
BE/ME/R}/TR
RE/ME/RI/TR
RE/ME/RI/TR
RE/ME/RI/TR
RE/ME/RI/TR
RE/ME/RI/TR
RE/ME/RI/TR
RE/ME/RI/TR

DID DETECTOR ALARM  COMMENTS
YES / NO

YES/NO L

YES /NO
YES /NG

YES /NQ

YES 7 NO

YES / NO
YES/NO —

RETURN TO METER READING DEPARTMENT, ROOM 1208
NOTE: USE THIS FORM ONLY IF THERE IS NO OTHER ORDER FOR THE METER

15



EXAMPLES - COMPLETING READ DOCUMENT

#1 Verified Readings

e o 2 xic g o A ofe 3 sl a9 o o x ek e e o e i o e ke g age o X e s ak ok e ol e o e e afe e e ke e e sk e ke 3 e e 3 i ke e kol s e e e sk e el ol ok i ol skl o

9310 FORHMAN RD , KNIPF KW ILLIAM I 13446A
314-544-3176
2220 HEATING—RES-LAC 5864 TO 5952 ' 4 DIAL INSIDE -RE DEV EST 00
00085239 REAMING__SES 1 __(Ow  PREV  S3l10 591016-002
e e 9 3 e Tk A o o e e A e bl sk e dode o v ok ko R e ke ek ok e e kR e X Kol X N o xR o e bk e o e e e e sk i e e o o e ol o
9306 FORMAN RO MURP HY 5 TT HOT HY 1344 6A
314-316=3573
2230 HEATING-R €S -LAC 8096 T4 8223 4 OIAL [NSIDE EST 09
500142217 READING _$ 21 (D prev 2018 59 1614-003

i ok 2 3 e M e e 3 e o B el ok N 70 8 A sk o e o e deak 3 ok ok d R 3k e At A ek ek Bl e e momok 0 T e ot 0 o oK A0 gk e i ok Bkl

A #2 Closes
No Card Left

& .
Mok 2 R e ok ke e 2 e 80 e Bk e R v 3 e i B ol ek o o Aol 3 ek ke X A N R R o ik 9k KO 3¢ A e o o o ke ok el e e el e

4301 BIG CHIEF OR BEEN oM A 13435A
~633-6214 _ NCL - DOG

U130 HEATING ~R €S ~L AC 4536 T0 4605 & DIAL [INSIDE EST 05

060145504 peaoine__ <o v u PREV 4493 585944~001

e %8 7 4¢ e R o A e e e e e 0 of 4 e R 0 w5 Ak e AR BRI o A o o R S o B ot e oo 33 e e A R 4 S o ok o ot e ol b ok ko

Outside Meter Closes

1‘***##*******#*####*#*#*#*t****wm:*****#*#*#***####*##m##****##***ti***#***#t*###*t

9032 BIL CHIEF DR SCHNEIDER: MICHAEL 13435C
—-677+3148 '

0820 HEATING-RES~LAC 7630 TO 7919 4 DIAL INSIDE -RE DEV EST 00

C00932723 READINS____ESQ____ v 4  PREV 7775 585981~C03
:**********##**#****#**##**4*i#*#*#*#*****#****##*#*****************##*#**********1

4424 CAYUGA OR HERZING s JOHN W 134458
314-631-3492 RQUSHES

0825 HEATING-RES~LAC 8272 TO 8353 4 OIAL OQUTSIOE EST GO
000878707 READING____ & v M PREY 8222 586965-001

2 ] %***}#****#***#*#***t***##*#*t************#*****##**#*#**1*##***#****#*##******
. ’ ) - )
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i m3 #3 Meter f## Differences

a0 0 3 2 e ok e ade e o ofe ke e e e i e e o e ol ok el e e i i e afe e s e e e ke e e e s ke ok ofe g ek e ok e ok 3iode sk o ok i i e B oo g i

9314 FORMAN RD REDEL sLOUISE ‘ 134464
314~544-8220 _
2210 HEATING—-RES-LAC 3297 10 3392 4 DIAL INSIDE EST Q0

bioyo | T
READING _(2QYS _(bu  PREV 3239 591018-002

g****¢*********************g********w*¢*¢**#$**¢t*tt#¢#¢¢¢*#tt*itt#**tt*##*t*i¢**;

#4 Special Reading Instructions

e e A4 30 50 2 ¢ e 0 O 40 o 0 e B o K e K TR A e e A T R T e N K ok el e e Rk ks e R M ok ok b okl b b Ak

9113 SIOUX DR GRIWILEICHARD A Code tLnder] 34350
~63 1=5544 Rueedn
0240 HEATING-RES-LAC 3891 TO 9011 4 DIAL INSIDE -RE DEV EST ca
000328215 READING__10OS v u  erev 8817 603430-001
A o A e sk e e e e 0 R R o o R R o G 4K ok oK R %K ok e ek A e ek o R e e ok HOR RO R K o o o ol o o o o
9117 SIOUX DR KOHLMANN » JOHN R JR 13435D
314~631-6617
0250 HEATING-RES~LAC 5560 TO 5636 & DIAL INSIOQE £ST 00
- 000016337 READING D3 v 4 PREV 5513 603432-001
) READIHG INSTRUCTIONHS BRWL g  Nelete  ngth
EP T it Ao s e ool IOk o oK o A o ol R Ak e A0 e 3 T e ok K B R % MR e MOk e e Tk o e v e o ke TR ol MO R o

#5 Sequence Changes
400 2 6t e ok e Xe A RO R AR R T R A T oK B o 1 RO ke B ok ol e e K e e R B O A R A T O o A ol o R e O K e #

9218 PINTO DR HASTY,TODD 134458

OIS0 314-259~1092

2339 HEATIHG-RES—-LAC 8625 TO 8724 4 DIAL OQUTSIDE EST 0O
001009194 ReapING._ S 6L vy prEV 8565 601493007

Ho e ade e A 2 o e depe e e 2 e 9k o T o dole d ok o) ok o i Ne e oh ok de o ok ok e dc B e oK o e 3 ke g o 0 s e o o o e ol e ke e ok ke e o ag g ok XK R
9214 PINTD DR HUTCHISON, JAMES 134455

2370 314-638~1659

2360 HEATING ~RES~L AC 6897 TO 7012 4 DIAL OQUTSIDE EST 00
CCOa23069 READING__ 1 O0OT _vu  prev 6626 601492~C02

ke e e ok X ko ke ok gk ek oot ol K K B ok e o ot e e ek ot ek Rk RO R R R K Ak b ROk kRl R kol ok

#6 Questionable M.E. Reading
3 e e g o 60 2o o o o o R K o o o RO R a0 R ek R o el e K 3k K e o K o xe o o ot o o e o o e oo R ROk

, 9020 KICKAPOG DR LYBARGERy EDWARD A OOOC { 134458
Y L0 HEATING-RES~LAC 5046 TO 5191 4 DIAL INSIOE ~ME QOEV EST GO
000804598 READING_.SOY 1 VK PREV 4959 594593-00L

*xINSPECT HETER ek Nk e
o e A e one e e b e e e e ek e i ok Rne sk et e e R R ol K o ek e o A6 e koK e R e ek ol e b ARk gl ol o b o sl ook Kok o ok ok S
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‘J‘) #7 Not on Route

D ek ok o s R O O 6 e o o T oK T R e 9 Ko o o o RO K e e o K o R Kk o o b

7822 PINTO OR 1 GOULDCRYJIM R 134458
2350 HEATIHG ~R £S5 AC 7490 TO 7604 & DIAL OQUTSIDE p/C) EST Co
GJ03991 20 ) READING,,__.____C_'_J_______ v s PREV 7420 801495--002

e 0000 B a0 MRk a0 e KK e sk e i sl o0 A AR 0 2803 HOR 46 0 4 K AR R R R R ol e ke A ok e e ok o ol ol e A e o 5

#8 Cannot Locate

3t 30 46 e A e o o e s o o 2 sk A b ok A 9 deode e e ol M S ke e e e o ok o o o ol e e R N o s ok 4 A R ok e ol ol o o o o o o X o o e

92238 PINTO DR _ KENTD'ALL oR M- A ¢, 134458
314—-631-4283 < AMRES .

2323 HEATING-RECS-LAC 7163 T4 7835 & DIAL QUTSIDE £ST 00
001302842 READING______G_______ vV M MY 7688 601499001

WA A R X N A R s dk 0000 e e s i e R A o i o ook o e e g e ok ko s v v ol e ool e 0 o RO N0 R O e o o o o ol ol o o kool e ko ok o
9234 PINTI OR PENUIENR sl - Meter 134458

-&631-%370

2330 HEATING-RES-LAC 5444 T3 5583 4 OIAL INSIDE EST Q0

23830925958 READING _ C/ VoM PREZV 3358 601498-001

e Ao e Tk ok s T gtk ol o ok ol ol ok ke b ot AR o o 4 o b ol ok ol S e e o o o ot ok o 9ok ol e ol ol ok ok kR 8

¢

#9 Service Work Needed

MY NG N IR N T Ok R ik 0 @ kxR X SR ok TR Yok ot e KoK 0 A RN I ko w0k B0 HOK RO ¥l Ko ko o 8 X Rk o

3€09 TURLUGISE DR MITCHELL  KEVIN Glass 134 35C
3 14-0h4=0417 pon
L170 HEATING-% £3-LAC 9018 TO 9146 4 DIAL INSIOE ' nyer EST 05
000971018 READING___ L Y M PREV 8940 604679-002
AR N R RO T Rk b Mk Bk b 1###ﬁﬁ'ﬁ#‘##‘##**#**###*##t***#*#**m*#t***#i***t*’s#****#***
4476 CAYUGA DR : SMITHyd € RE Demeged 134458
1180 HEATIHGE=RES~LAC _ 0587 TO 0683 4 DIAL INSIDE —-RE DEV EST 00
000977032 ReEADIHG . Co yM  PREV 0528 586976-001

A 2 e 3k o e e ¢ e xkdeie ok o 3ok ok ok e s a0 o A ook Ao ok ok ok ok dokofe e e Ak kR R ek i okl e ol 90k ok e ol ks e oo de ek e ok o
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INSIDE SET INSPECTION

PAGE 1 ROUTE 0806 OFFICE LAC REPORT NO CA3310
. "PHEDULED READ DATE 01/16/04 READER No. 1234  paTe (-!5-0Y
)i****************************************************************************
0000 ACCOUNT # 189571-003 METER # 001362861 115378
2708 LEMP AVE 2FL COPELAND, TAMMY J )
COMPLETED INSPECTION CODE METER READING 7225
DID DETECTOR ALARM? (CIRCLE ONE) YES /@@i
COMMENTS
IR R NS N S 2t E R E E R R E R E E R P E P P 2 P S E R T E P 2 E E R R R 2T SRR TS &)
0000 ACCOUNT # 201297-011  METER # 001260459 TRACE DEVICE 11535B
2339 S 7TH ST APTC VEENSTRA,PHILLIP
COMPLETED INSPECTION CODE __ METER READING
DID DETECTOR ALARM? (CIRCLE ONE) YES / NO
COMMENTS
XX EXXEEEEXFK A AUXEEAX XA EXE K XX EX XXX XXX EX XXX XXX XXX XXX XXX XX XXX XXX RN NI XN KNXKXXXXXXKX
0060 ACCOUNT # 189551-009 METER # 001216223 TRACE DEVICE 11537B
2634 LEMP AVE 2FL C DOWNS ,MARY ELLEN 6159
COMPLETED INSPECTION CODE & METER READING
DID DETECTOR ALARM? (CIRGCLE ONE) vss,/¢g§5 ‘
COMMENTS 'TdehlmJ} 4L
K EELFEEXRXEAE X EXAXEE XX E XXX EXEEEXEXET XXX E XX EX XXX XXX XXX XL XEE XXX XXX ERLEXENENNE
0100 ACCOUNT # 189565-019 METER # 000066612 TRACE DEVICE 11537B
. 2628 LEMP AVE APTB TESSIER,ANDREW E
) COMPLETED INSPECTION CODE &4 METER READING | 312
DID DETECTOR ALARM? (CIRCLE ONE) YES‘/GE>
COMMENTS
EEXEEEEXXEEXEEEXEE R XXX EX R AR X EEEEEAXAEXREEXEE XXX EEXEXEEXXEX XXX XXX XXX XXX XX
0105 ACCOUNT # 189543-012 METER # 001385239 TRACE DEVICE 11537B
2626 LEMP AVE COOK,AUBREY B
COMPLETED INSPECTION CODE ___ METER READING
DID DETECTOR ALARM? (CIRCLE ONE) YES / NO
COMMENTS
X XEE XX A XX ER A XA E X R XX AL A EEUREE XXX RELE XXX AR XXX EX AU XXX E R XXX R ERAFX X NN
0115 ACCOUNT # 189539-012 METER # 001075481 115378
2620 LEMP AVE — ROSE , JACQUELINE ,
COMPLETED INSPECTION CODE (& METER READING 33 7/
DID DETECTOR ALARM? (CIRCLE ONE) YES /(NO}
COMMENTS Mot Al Pipirg  Ac {. ble
EXRAXEXEXE XXX EXEX XA XX XX XX ALXEXR A XX EXXXX XXX XA XX XA XXX ENXIEEEEX XX XX XXX EXXE XX XXX EEAXXXX XXX
0125 ACCOUNT # 189538-001  METER # 000862822 RE DEVICE 11537B
2616 LEMP AVE 2FL INACTIVE 35C
COMPLETED INSPECTION CODE [ METER READING & 9°-

DID DETECTOR ALARM? (CIRCLE ONE) ,YES / . _ —
COMMENTS Proinie Fpi‘ﬁd At @w} e f_Enky RE - ggs¢

f EEEEEEE TS TS EE S S S S EEEESEEES SIS LSS R TS XSS E SRR FELEESEIEIFS SR ESSESFEES RS EEEL LT
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IV. ANNUAL READ ROUTES

All inside meters with remote devices need to be read annnally at the meter. Each route has a list of
these meters printed in regular route sequence order on a document titled “Annual Device Reads”.
These documents are completed according to their grid locations to form a route.

Annual read routes differ from regular walk/car routes in that they are not considered task jobs. Instead,
each route requires a total of eight hours of work, unless, of course, you complete your route in less
time. Since Annual Read Routes may consist of meters from two or more regnlar routes, you may want
to “drag” your car, It is important, therefore, that you record your mileage driven from the office to the
end of the route to receive your mileage allowance. The mileage amount should be recorded on the
cover sheet.

Description -~ Annual Read Route Document
(See following page.)

1}  Reader No. — Record your 4-digit employee number here. You are required to record it on the first
page only.

2) Date — Record date here. You arerequired to record it on the first page only.

3) Meter Readings — Once access is obtained, record the meter reading here.

4) Comments —~ Record the outside device reading or trace reading here if access is obtained. If
“access it not obtained, put a brief comment here (i.e. N/A, refused, etc.), and leave a yellow Meter
Reading Close Tag — Annual Reads (F-947). See Page 22. Do not record the outside device
reading if no access 1s obtained.

5) Completed Inspection Code — Record completed inspection code (A) Piping is in acceptable
~ condition (B) Refer repairs to C & M (C) Refer repairs to SAID (E) Not all piping accessible.
However, that which is visible is acceptable. An unacceptable condition is defined as plttmg of the

base metal. Surface rust is acceptable. (Refer to pocket card.)

6)  All inspections must also answer the question: “Did detector alarm? Yes/No” (Circle One).
Follow appropriate procedure if detector did alarm.

7)  Time Recording - Record the time you complete each page on the bottom right corner of the page.

20



ANNUAL DEVICE READS

GE . 2 ROUTE 0806 OFFICE LAC REPORT NO _CA3310 XAUTO DEVICE=*
SC’ )JULED READ DATE 01/16/046 READER NO. C}Z DATE (’gi
*- R R EE ST E R EE S SRS S SRR S S SR LSS S XS EE SIS SEES SRS SRS ESE LSS ESSEEREEEEL SRS
00y0 ACCOUNT # 189547-011  METER # 001142558 TRACE DEVICE 11537B
2630 LEMP AVE APTA WILLIAMS,TRACEY _
COMPLETED INSPECTION CODE __ METER READING (g;
DID DETECTOR ALARM? (CIRCLE ONE) YES / NO
COMMENTS n

el
¥ INSPECTION NEEDED xx=x
EREE AR R AR AN R R AR R R R R R R X R R AR R AR AR R RN A AT AN R RN AR R AR IR R R XX

0095 ACCOUNT # 1895464-011 METER # 001086811 TRACE DEVICE 11537B
2628 LEMP AVE APTA = ROBERTSON, LARRY
COMPLETED INSPECTION CODE (2 q;) METER READING
DID DETECTOR ALARM? (CIRCLE ONE) YES 7 NO
COMMENTS

* INSPECTION NEEDED xxx
R RN NA R E RN R E AR E AN R RN R R R AR AR RN R R X R R XXX R AR R F AR RERR XXX

0120 ACCOUNT # 189537-003 METER # 000821899 TRACE DEVICE 115h37B
2618 LEMP AVE GIBSON,ROBERT MR
COMPLETED INSPECTION CODE _ METER READING
DID DETECTOR ALARM? (CIRCLE ONE)Y YES / NO
COMMENTS

¥ INSPECTION NEEDED xxx
Y T2 TSRS SRR SRR SRS RS ST RS S SRR

0160 ACCOUNT # 196798-009 METER # 001181346 TRACE DEVICE 115378
. 1818 SIDNEY ST 1FL TRUEMAN'S PLACE
JOMPLETED INSPECTION CODE ____ METER READING
21D DETECTOR ALARM? (CIRCLE ONE) YES / NO
 LOMMENTS

¥ INSPECTIOGN NEEDED x*x
P I IR I R I R s I R E S SRR RIS AT SR L EE S S L

0170 ACCOUNT # 196794-003 METER # 001238931 TRACE DEVICE 11537A
1308 SIDNEY ST 1FL EBERLINE,AUGUST
COMPLETED INSPECTION CODE ___ _ METER READING
DID DETECTOR ALARM? (CIRCLE ONE) YES / NO
COMMENTS

INSPECTION NEEDED =xxx
EE R A KR ERR RN R LR KRR AR KRR RN R R R R LR AR A AR AR AN AR AR AN R R RN XK RN K

175 ACCOUNT # 196795-001 METER # 001238901 TRACE DEVICE 11537A
1328 SIDNEY ST 2FL EBERLINE,AUGUST J
COMPLETED INSPECTIGN CODE ___ METER READING
DID DETECTOR ALARM? (CIRCLE ONE) YES / NO
COMMENTS

INSPECTION NEEDED xxx
AR LR AR R KRR AR EE R L AR R R AT R AR R R ER RN E R IR RA R R AR XA RE AR A AR NN

80 ACCOUNT # 196791-002 METER # 000825113 TRACE DEVICE 11537A

1306 SIDNEY ST 1FL BRDOKS,RICHARD E
METER READING

COMMENTS -

R KK AKER KX E XK E A LN KX XA E X E XX XXX E R A E XN KL XXX E RN KR XEKK

a
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-~ _‘J_t"

Laclede Gas

METER READING CLOSE TAG - ANNUAL READ (F-947)

IMPORTANT

Dear Customer:

Please call Laclede Gas at
621-6960 to schedule a
meter reading appointment.

On_________ ,wemadea
special visit to read your
gas meter, but were unable
to gain access.

It is very important that we
obtain an actual reading of
your gas meter as soon

as possible,

Calt us at 621-6960 between
8:00 a.m. and 4:30 p.m.
Monday through Friday to
schedute a time for us

to read your gas meter.
Note: Evening and Saturday
appointments are available

upon request.

Your prompt reply is
appreciated.

621-6960

F-947-Rev. 890
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V. SPECIAL METER READING CARDS

Special read cards may be attached to the front of your route, These
and industrial accounts which require special handling (see examples

The accounts should be printed on your document in proper sequence with instructions

METER WORK TO SPECIAL
veeder) along with the date and
needs to be written on the read
necessary.

DESK CUST ACCT™.
your employee number,
document. Verify and

below).

identify large volume commercial

“REFER ALL
Use the card to record all readings (front, rear,

In the case of special read cards only, nothing
update meter location information on the card if

NOTE:  Before you leave the meter, make the subtraction manually using the previous month’s
index to assure an accurate reading. e e e
T eI Ah;DAoooﬁéé; -"T':' GY - J_;\‘cqouN_f'NuMBER READ RT. |[READ SEQ.|  Grid TY | s1A
§ r:léySNNELL AIRCRAFT: .+ DS | 2p3227-002 mngﬁaaad' _ DL?9 | 34765B) 301
% . i . Rate .} r Reading Info .,
~§:’. H‘E]‘ AVIATISN&;@% e _hg_f:u‘,,gfe;[Lf,g ' OFF PARKING LOT NEED-;HJ%QFOREP
*[FFressure Facior - Billing Nomfgg{tﬁ? ( @'.QUTSIDE ETER
1-bhh I CORREGTED METER REGISTRATION
T s P i e
“ iR S SFCCRE mB L 8
m“yéme'f"i*c’ omi Rear var Redder No. " Remarks
Lo Np7 |
Y25 L S ‘
' sl
ESS cY ACCOUNT NUMBER | READ AT, JAEAD SEQ.| Grid ¢ | sTA
ER%EQE‘???DCOUIS INT 04 [192867-001 0779 0170 1474?0 30 2|1
CITY OF ST LOUIS - Rate Town Code | Meter Reading Info HHTEIDL METER |
10155 NATURAL BRIDGE J9CL 999 HERTZ CAR RENT OUND SILVER
Pressure Factor  Billing Notes Meter Number | Meter 5ize | BLDG NEW EAST TERM #1
2.7529 8-18-94 87813 38M CORRECTED METER REGISTRATION ]
o FIOAEDd [ Comb W R | (oo, SG WB o (10
: 5-16-94" VEEOER C.§ M.O Mg s
O ™ Day | Yr. e Difterenc: - A Fean .J:, Reader No. |  Remarks
| BLlssrss| 305600383000 o 135727 o G5
T 1001823490 30019 V372440 377002 0% | s
3 V319 Ysisopr) 79648 1034/57q - DL 8GP | I- 552
2| 4 7 Vs28yvd 27790 Y335710- (%223 |- | 557
/ L2 VL VB 5p s |7 3plizn - B/ |-
Add To Sk e e Top o Bot 0 Voader_ X
 Dight Index - Bt} . Rear 7 ,
M.
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Vi. THREE MORTH CLOSE CARD

If you are unable to gain access to a meter where the estimate count equals
02; a green Three Month Cloae Card (F-935) must be left for the customer.

- Before leaving the card, write the cycle in the top left box (see
below). The cycle being read is on the signature card.

- Alsa fill in the "Date to Read Meter" section before leaving the
card. NOTE: This date is three weeke (21 days) from the current
date. A calendar with the date to be written on the card will be
available to you prior to leaving with your route.

R R R T T TP T TP L S

4411 BIG CHIEF DR MAS EKyFRAMK A 1 34
HEATING =R £S~LAC L768 TO' 1350 4 DIAL - INSIOE m

009579282 READING ____ . _______ v ou PREV 1717 58596%-001
RING DUCRBELL~-STATES NO RE OEVICE HERE
READLNG INSTRUCTIONS FDAL

Uk s g ek o o 3 ofe oo e e % e 0 ok kX e e 3ok o ok e R ek 3 ook T 3% T 9 0 e ik e a2 e Ao e 0 ok g R o koK 00K K ok o e o o

THREE MONTH CLOSE CARD {F-935)

Dear Customer;

Ca several occasions our meter reader has been unable to oain access to
aur meter on vour premises and your bills have been estimated. Since we
know that you are interested in receiving a bill that represents the
ACTUAL amount of gas used, we suggest the following:

» Provide a customer meter reading for next monih's bili.
Compleie the attached postcard 3 weeks from teday (the date you
received this notice} and prompily mail it 1o Laclede. By completing
and returning this postcard 3 weeks from 1oday, you may avoid an
estimated bili next month should our meter reader again be unable
10 ODIaIN 2 reading.

& Order customer reading cards so that you can supply us with a reading
each month. -

tf vou are not at home when the meter readér calls we will use the
readina vou supply us to render vour bill. {Laclede will still need to
read vour meter at least once a vear.) To order customer readina
cards simply complete and return the attached post card, or call us

at 621-6960.
THANK YOU

PLEASE TEAR GFF CARD ALONG THE DOTTED LINE

—— PLEASE READ YOUR GAS METER IN 3 WEEKS
L__ _J21DAVS}ANDMAILONTHATDATE. | [ | | | 1 |
' TS A oM R
MARK YOUR READING IN THE DATE TO READ METER M
APPROPRIATE SECTION: FRONT OF YOUR (AS METER.

1} tiyour melder has dlals, please
mark the EXACT position of
the hands on the disls provided,

2) It your meter has a Digital
Readout, piease mark the
reading In the lour boxes
provided here,

PRINT HAME

ADDRESS |

8 Laclede Bas
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VII. SEVEN MONTH CLOSE CARD

If you are unable to gain access to a meter where the estimate count equals 06,
a blue Seven Month Close Card (F-4452) must be left for the customer.

Tty fr s s i visda ey Wore el disle s Lo S s e e el el de el R s A s e s o e e sa s £y e sle el Ce S Tz et aluny ey sy e e

4527 MARY AVE THOMAS #DONNIE JR 1L648A
314-652-8663 ) -
0221 HEATING-RES-LAC 2102 TO 2102 4 DTAL INSIDE ( EST Ob)
OFF 000151536 READING —_— Vo PREV 2102 345275-0013
BASEMENT ;

SEVEN MONTH CLOSE CARD (F-4452)

Dear Customer

~ For a number of months our meter reader has been unable to

\} gain access to your meter, and your bills have been estimated.
‘ Since we know you are interested in recelving a bill that represents
the ACTUAL amount of gas used, we suggest you schedule a
special meter reading for a date and time convenient to you.

Simply complete and mai! the attached card. Appointments are
available 8 am. - 9 p.m. Monday - Friday, and 8 a.m. - 3 p.m. on
Saturday (please aflow a 3 hour ime span for more efficient
routing). There will be no charge for the appointment.

KEEP THIS REMINDER
SPECIAL METER READING MON. TUE. WED.
APPOINTMENT ON:
i APPOINTMENT DATE :I'HU. .FRI. SAT.
Laclede Gas am. am.
$21-5950 Between p.m. and p.m.

Pz e MAIL THIS CARD
METER READING APPOINTMENT REQUEST
Please read the gas meter at the Allow 7 days

tor malling and

service address shown below on:
APPOINTMENT DATE  Processing

Mondzy - Friday Saturday
0O 8am.- 12noon O 4pm.-7pm 0O sam.-12noon
O1t2noon- 4pm, O épm.-9pm. O 12noon- 3pm.
am. a.m. {Please allow a 3 hour time span between

W] p.m. - p.m. 8 am.-9p.m. Mon.-Fri.,or8am.-3pm. Sat)

SERVICE ADDRESS ACCOUNT HUMBER
(FROM YOUR GAS BILL)
Telephone Number st Serdce Address
REQUESTED BY:

{Ploasa print) Name Other Daytime Telephona Number

- 25



-

VIII. GAS LEAKS

If you discover any odor of gas, your Combustible Gas Detector (CGD) alarms, or you are told of one
by the customer, report it immediately to Order Control at 342-0800. If there is a strong gas odor inside
a building, do not place the call from that location. Exit the premise before making the call.

The dispatcher will inquire about the strength of the odor and provide you with further instructions, if
necessary.

In most cases, the service department will arrive on the scene within an hour, The safety policy states
that if the customer is not home to provide access when they arrive, the gas will be cut off as a safety
precaution, and will remain off until access is provided for inspection.

Be sure to report ALL customer reports of gas leaks, even if you cannot detect any odor.

Key on Book Leaks — In reporting a gas leak for a key on book account, access for the service
department must be provided. If the key is for the basement and the basement is bare of valuables, the
basement must be left open, but advise the dispatcher to note the order “lock basement upon leaving”.

Otherwise, you will have to remain in the area until the service department arrives to investigate. Notify
your supervisor in this case,
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C.
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4.

IX. GAS DIVERSION

Some customers devise a variety of ways to use gas without paying for it. The most common is a
by-pass where a flexible connector, rubber hose, or iron pipe is used in place of the meter. Other
methods include reversing the meter or tampering with the dials or other parts in any way that interferes
with the meter’s measuring function.

If you find an irregular connection or suspect diversion for any reason, report the facts fo the office at
the first available opportunity. Do not alert or confront the customer with what you have found.

A bonus is paid for all theft reports resulting in a verified case of gas diversion.

fpem0m/— 1

Y|

WING OCCK VATVE

METER PAR

MEIEH SEU PROPERLY

FLEY.ISLE WSE B/P

SOLID PIPE D/P

METER WEVERSED B/ SERvICE
- —— FOUR TYPES OF DY-PASSES fRex Srﬁﬂ'a
SERVICE TAP B/P _—

8ol T TA L ST M I S e e PR SR
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X. KEYS

Many customers have entrusted Laclede with keys to use for their monthly meter readings. It is very
important that these keys be handled with extreme care af all times.

The following department rules apply with regard to customer keys:

1.

2.

If a key breaks off or gets stuck in a lock, call the office immediately.
If a key is lost, notify the office immediately.

If a key does not work for any reason (lock change, etc.), note this information on the cover page
of your route.

If an account is marked “key on book” but you do not have the key on your ring, note this on your
route and cover sheet.

If you bave a key you cannot identify, or which does not belong on your route, inform your
supervisor the next day.

There may be times when a customer offers you a key to their residence for future use. Inform that
you will have an authorization form and return envelope sent. Mark the document “Wants to send
inkey”.

If the customer insists on giving you the key, note on your document that a key was received, and
give it to the supervisor or clerk the next day.

NOTE: If you receive a key while on route, you may request the customer sign the document
page or elsewhere with a note indicating permission to use the key at a given address.
Otherwise, a signature card will be sent from the office and must be signed and
returned before the key can be used.

If a customer requests that their key be returned, you may release it to them under the following
conditions:

a.  The person making the request is identifiable as the owner/tenant of the property.

b.  The customer’s signature is obtained with a brief note acknowledging that the key was
returned. The bottom or back of the document may be used for this purpose.

* All the above actions require a notation on the cover page of the route.
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XI. SAFETY

All meter readers should be aware of the potential dangers involved in their job. Most accidents are
caused by carelessness. By paying close attention to your surroundings and using basic common sense,
you can work safely and prevent injuries.

NOTE:
Manual provided by your supervisor.

A

For more complete information on safety practices, read Laclede’s Accident Prevention

Potential Hazards

Below is a list of some of the potentizl hazards that may confront you while on the job.

1. Dogs
2.  Broken or obstructed stairs
3.  Loose rugs and stair coverings
4.  Holes in flooring
5. Open pits or excavations
6.  lcy streets/slippery sidewalks
7. Waxed floors
8.  Exposed spikes or nails
9.  Broken glass
10. Defective doors
~11.  Sharp instruments
12.  Low beams, or other obstructions
Safe Practices
}.  Wear only substantially soled shoes not easily punctured by exposed nails.
2. Do not vault over fences, walls, or barriers.
3. Test carefully any device usecl as a temporary support.
4.  Make sure your flashlight is in good working condition before you leave the office and use it
so that passageways and dark areas can be properly lighted.
5. Bealert for floor openings, broken steps, low pipes or beams, clotheslines and projections.
6.  Enter reading instructions on. any account where special caution should be taken due to a

potential hazard.
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Dog. Bites

Dog bites are the most common danger to you as a meter reader. Although there is no perfect
method of countering a dog’s attack, below are a few suggestions to keep in mind when dealing
with dogs on your route.

1. Any dog, even small ones, can be dangerous.

2. Never back a dog into a corner or approach it from behind.

3.  Avoid sudden movements — this provokes fear.

4.  Be careful of all dogs that are chained and stay well beyond their reach.

5. Never pet or approach puppies.

6. I possible, request that the owner secure or confine the dog until the meter is read.

7.  If confronted, stay calm and back away slowly—never turn your back or run.

8.  Never point or wave your flashlight at a dog, except in self defense.

All dog bites, however minor, must be reported to your supervisor, and should receive medical

attention. Try to remember details of the incident (address, owner, type/color of dog) since all dog
bites are reported to the local police and/or health department.

Company Vehicles

All meter readers using Company cars are expected to drive carefully and must obey all traffic and

parking ordinances and State Motor Vehicle laws. Fines due to violations of these laws are the

responsibility of the operator. In addition, the following guidelines apply:

1. Passengers are not permitted except when the reason pertains to Company business.

2.  If possible, avoid parking in alleys or customer driveways.

3. Never leave the engine running or the keys in the car while the vehicle is unattended.

4.  Any defects in the vehicle should be reported to the garage where the vehicle is assigned.

5.  Accidents or damage to Company vehicles should be reported to the office immediately by
telephone. Also use the accident report form in the glove compartment to record details of

the incident.

6. Refer to Laclede’s Motor Vehicle Safety and Maintenance Manual for further information.
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XII. INSTRUCTIONS FOR SPECIAL ROUTES

Quality Control

Whole or portions of routes are re-read one or two days following the regular reading. The pages
are stamped ““Quality Control” in red at the top.

Some customers may question two readings in such a short time. If asked, explain to the customer
that a portion of meters are re-read to insure quality performance of the meter reader. Offer your

LD. card and tell the customer they may call the Company at 342-0614 to verify that you are
scheduled to be there.

Re-Reads

Accounts appear on the re-read list whenever one is left blank, or when a reading falls outside the
high/low boundaries and is not verified by the meter reader. After office review, the accounts
which require another reading are routed. “Re-Read” appears in the upper right comer of the page.
- Enter your employee number end the date where indicated on page.

- Verify ALL readings.

- Make sure your RDU is in good working order and M.E. brush contacts are cleaned with
spray and brush, if necessary.
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Meter Read Only Orders

Entry Items on Order — See sample document on following page.

1.  Index Reading — Mark the exact position of the dials on the meter on the diagram below
“Current Meter Reading”. Write the index on the line following “Top/Front/Meter”.

2.  If the meter is equipped with a remote reading device, record that reding directly below the
index reading on the line following “Bot/Rear/Device”.

3. If the meter is equipped with a “Trace” device, use the Short Range Programmer (SRP) to
obtain the trace reading and record it on the line following “TRACE READ”.

4,  Verify the meter badge number. If not correct, note the correct number in the comments
section at the bottom of the order.

5. If the meter is equipped with a trace device, verify the device number. If not carrect, record
the correct number on the line directly above the trace reading.

6. Order Status — Enter eitheraC, Vor X.

C - Complete - Indicates reading has been obtained.

V — Visited - Indicates stop was made, but reading was not obtained. A brief but
descriptive comment is required (such as “no answer”, “would not
admit”, etc.).

X - Cancelled - Indicates unable to make stop. A comment is required on all

cancelled orders. For appointments, a phone call to the customer is
also required politely explaining why you are unable to honor the
appointment, If the customer wishes to reschedule, have them call
customer service at 621-6960.

7.  Employee Number — Record your 4-digit employee number.

8. Date Completed — Record the current date.

9, Time Start — Record time of arrival.

10. Time Complete — Record time of departure.

11. Comument — Record all descriptive but brief explanations.
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REVIEW ORDER REASON

! 773940-003 Office Located LACLEDE a
; 08696 C 0
P (Field Rlouted R (Djispatched: Order No. 0400 Dist. Area
; Gnd No. "E % Account No. 773940-003
‘Nate Scheduled 01/16/06 Meter No. 001212538
AM PM AL X Meter Size 275RW | oo TR-INSIDE
"SERVICE INFORMATION: _ Tes 10 NSHL g 07 WECL Leak information WD WATCH FUDN
Curb Box 02 EECL piger 00 Service 10 NSHL Leak # Class
Material PLASTIC Branch Service N|| Location

Detected Gas:

REQUIRED INSPECTIONS: **INSIDE SET* " nify DETECTOR | \AORTE P! PRAACE
D i (3

Daiica-Mioabe

N N,

I— W 4 eI HMDe
M " Name JOHNSON, BEVERLY ~ "xE8 i
Service Address 4218 IOWA AVE 1FL Cust Phone 314-353-4669
Township ST LOUIS,MO 63111 Owner/Tenant RENTER
Special Inst: SOMEDNE HERE ALL DAY TD ADMIT. CUST REQ ACTUAL READ,METER
Special Inst: NOT READ SINCE 3/03 DUE TO FAULTY TRACE '
JOB DESCR. HTRS 16 x%x METER SERVICE ORDER x*#%# NTR STAT ACTIVE

METER READ ONLY
TAKEN 11/17/99 OWNER: VIRGINIA AVE PROPERTIES; 3301 MAGNOLIA; 771-3301

LAST COMPLETED ORDER NO GAS 04/09/01 07608 TENANT=003

OMMENT |
A > Ordered By _ BEVERLY JOHNSON

Bl

| OFFICE USE ONLY: Date Taken 91706/04ime Taken 16-28-02 Operator 06541 DIEKEMPER, RARTHA

f

e e b e et e
~y

“Mailing Address City ST ZiP

Aeter Sets: Town Code _001-ST LOUIS Route __2353

Rate 2RL __ Revenue Class ___ 001 Norm -4126p4qg 1360 7oy code _ T
‘BVC Press __LOW Geographic Location 01BEF1AD402A1B

|

( ) CHECK IF EXTRA FIELD WORK DONE. SEE REVERSE FOR COMPLETED INFORMATION

Main Meter 001212538 COMPLETION INFORMATION ]
Old Meter No. 001212538 <% — . __ NewMeterNo. _ __ __ . __ o __
Device Number __ 809625180 —. __ __ DeviceNumber ___ __ __ _ _ _ __ __ __
No. of Dials: ___ % No. of Dials:
Location; __ TR-INSIDE Size: __275RW __Llocation: _____________ Size:
D.R. METER Meter Found DR Not DR
REPORT Deyice Founc DR Not DR
CURRENT METER READI i NEW METER READING:
READINGS ==> ““5191E  LAST READI DATE 12/30/03
INDEX READING Mult INDEX READING Mult
Top/Front/Meter O /
Bot/Rear/Device E f /
Veeder /
HIGH/LOW READINGS FROM SYSTEM: Low 2214 High 5229 veyified
| ORDER .':i\ -EMPLOYEE DATE TIME ART TIME PLETE
{ STATUS _ N/ _NUMBER COMPLETED _____ >~ ——
11 | Service Person Signature .
-1 | Comment (l}) {
;1 11 - J :




Appointment Orders

Special attention should be given to the time for customer appointment orders. Generally, you can
identify an appointment order by reading the special instructions listed on the order. Some specifically
list time periods (8-11 a.m. etc.) while others indicate only A.M. or P.M. under the “Date Scheduled” at
the top left. (See examples on pages 36-42.)

- Review and plan the route before leaving the office to assure all appointments are made on
time. If an appointment will be missed or you’re running late and the customer’s telephone
number is shown, call the customer o apologize for running late, and do one of the
following:

1. Offer a later time to make the appointment; or
2. Give them the option to reschedule the appointment by calling Customer Relations at
621-6960.

* Indicate on MTRS Order what time customer was called and other pertinenf
information, FAILURE TO DO SO COULD RESULT IN DISCIPLINARY
ACTION,

- Leave a pink Meter Reading Appointment Request (F4475) if you are unable to read an
appointment order (see page 35.)

Non-Appointment Orders

Customer Accounting Orders — These orders are sent out to verify high/low readings, etc., for
billing purposes. The ORDERED BY section reads “03 NAME” with TIME WANTED -- AL (all
day). Do not leave a close card if unable to gain access.

Read Program “Cold Calls” -- These are special read attempts made on accounts not read for 12
months or more. The ORDERED BY section has “Rd Program”, TIME WANTED - AL, and
SPECIAL INST - “Need Actual Rdg” or “Need Rdg — Estimates”. If closed, do not leave a close
card.

ML.E. - R.E. Devices

For ML.E. and R.E. devices, attempt both an inside and outside reading. If only an outside reading can be
obtained, enter “V” for “STATUS”, and enter the outside reading in the “Comment” section. {See
examples on page 40.)

"TRACE — SRP Readings

The order should be atamped requesting serial number and trace reading. SRP units must be returned
when you finish your route. Off hour workers should turn their SRP’s in on the ninth floor upon
completion of their work. (See example on page 41.)

Extra Readings
If there is more than one meter present at the address, record meter numbers and readings for all meters

present. Use the Accessible Extra Meter Reads form. (See example on page 15.)
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Inspections

Many orders need a corrosion inspection on the meter and the pipe leading to the meter. See Inspect
Meter Codes on page 14. Be sure the inspection is large and legible. The question “Did Detector
Alarm? Yes/No” must be answered. (See example on page 36.)

REMINDER: Be sure to report anything you would on a normal route — leaks, diversion, coding
changes, meter number differences, service work needed, etc.

WE WERE UNABLE TO GAIN
ACCESSON / /
 SORRY WE MISSED YOU.

PLEASE CALL LACLEDE GAS AT
-621-696() BETWEEN 8:00 AM.

AND 4:50 P.M. MONDAY THROUGH
FRIDAY TO RESCHEDULE A
METER READING APPOINTMENT.

Laclede Gas -
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REVIEW ORDER REASON

M i g g

270696-001 " ffice Located  LACLEDE
(F)ieid (Rjouted R (D)ispatched: Order No. 040012537 Dist. C Area 03
_.Grid No. H116278 Account No. 270694-001 |
ate Scheduled 01/14/Q4 Mater No. 000905051 .
AM X PM AL Meter Size 250AM |oc. INSIDE
]
" SERVICE INFORMATION: Tee 27 NSBL Main 07 WECL Leak Information NO MATCH FOUND
Curb Box 02 WWCL Riser 04 NSBL Service 11 NSBL Leak # Class
Material COPPER Branch Service N]| Locatio
: ‘ Doe(t;:gter(]i Gas: DID DETECTOR
REQUIRED INSPECTIONS: x*INSIDE SETxx Saource of Gas: ALARM?
] *SPECIAL S.E.1.x YER %—\
Name RIDLEY,PAGETTE S ]
Service Address 2700 HEBERT ST Cust Phone 314-652-94]11 i
Township ST LOUIS,MO 63107 Owner/Tenant OTHER
Special Inst: 9-12NOON
i Special Inst: READ METER Y
I JOB DESCR.  MTRS 16 xxx METER SERVICE ORDER xxx MTR STAT ACTIVE
: METER READ ONLY
‘ TAKEN 06718/91 BASEMENT
{ I
1 AST COMPLETED ORDER INSPECTION 03/28/95 07661 TENANT=001 i
COMMENT ‘ s
; Ordered By _ PAGETTE !
—
 OFFICE USE ONLY: Date Taken 01/08/04Time Taken 89.44.49Operator 86885 MOTTA, BARBARA
*--Maﬁling Address City ST ZiP
eter Sets: Town Code _001-ST LOUIS Route 1113
iF{ate _2€L _ Revenue Class 010 _ Norm . 1433Add -1124 Tax Code __T |
SVC Press _ LOMW Geographic Location i

( ) CHECK IF EXTRA FIELD WORK DONE. SEE REVERSE FOR COMPLETED INFORMATION

Main Meter 000905051 COMPLETION INFORMATION
Cld Meter No.- 000905051 __ __ __ __ ___ New Meter No. __ _ . o 0 o o
Device Number __ . _ __ . _. . _—_ __ Device Number __ __ . . _. . __ ..
No. of Dials: G No. of Dials:
Location: _____INSIDE Size: _250AM____ location: Size:
D.R. METER Meter Found DR Not DR
REPORT Device Found DR Not DR
CURRENT METER READING: NEW METER READING: _
59011 ’o'\erg “v(:J: zrf'a _59‘:12
554-‘ ’654‘“ rASJJ 3‘567 763‘,
READINGS == 2347E LAST READ' DATE 12/15/03
INDEX READING Mult INDEX READING Mult
Top/Front/Meter 3T 29 / /
Bot/Rear/Davice : !/ /
" Veeder ! /
1 HIGH/LOW READINGS FROM SYSTEM: Low 2382 High ____ 2405 Verified B
3 . —_—
4 ORDER EMPLQOYEE DATE e TIME START  TIME COMPLETE
status & numser 1921 compieren /9 oM 055 re
Service Person Signature
Comment

36 : —




;
i

iy

et At WV

REVIEW ORDER REASON

270696-001 " " ffice Located ~ LACLEDE _
(Field  (Rjouted R (D)ispatched: Order No. 040012537 Dist. C Area 03
. Grid No. H11627B Account No. 270694-001
‘Date Scheduled 01/14/04 Meter No. 000905051
E\M X PM AL Meter Size 2650AM [oc. INSIDE
} .
SERVICE INFORMATION: Tee 27 NSBL Main 07 WECL Leak Information N0 MATCH FOUN}
Curb Box 02 WWCL Riser 06 NSBL Service 11 NSBL Leak # Class
Material COPPER Branch Service N L.ocation
Detected Gas: DID DETECTOR
REQUIRED INSPECTIONS: *xx*INSIDE SETxx Source of Gas: ALARM?
*SPECIAL S.E.I.x
YES 1 —NO——
Name RIDLEY,PAGETTE -
Service Address 2700 HEBERT ST Cust Phone 314-652-9411
Township ST LOUIS,MO 63107 Owner/Tenant OTHER
Special Inst: 9-12NOON
Special Inst: READ METER Y é
JOB DESCR. MTRS 16 xxx METER SERVICE ORDER xx¥ MTR STAT ACTIVE
l METER READ ONLY
TAKEN 0464/18/91 BASEMENT
LAST COMPLETED ORDER INSPECTION 03/28/95 07661 TENANT=001
COMMENT
] Ordered By __PAGETTE
! OFFICE USE ONLY: Date Taken 01/08/047ime Taken 09%.494.49 Operator 06885 MOTTA, BARBARA
“Mailing Address City ST ZiP
Meter Sets: Town Code _001-ST LOYIS Route __ 1113
}Rate _2Ct . RevenueClass ___ 010 _ Norm .1633Add .1124 Tax Code _ T
“SVC Press __1L OW Geographic Location
{ ) CHECK IF EXTRA FIELD WORK DONE. SEE REVERSE FOR COMPLETED INFORMATION
[ Main Meter 000905051 COMPLETION INFORMATION
Old Meter No. _000905051 __ __ __ __ __ New Meter No. _ __ __ __ __ ___ — — o
Device Number _ . . __ __ __ __ __ Device Number ___ __. o o — — o o __
No. of Dials: G No. of Dials:
Location: _____INSIDE _ Size: _ _250ANM Location: Size:
D.R. METER Meter Found DR Not DR
BREPORT Device Founc DR Not DR
CURRENT METER HEADING NEW METER READING:
READINGS ==> 2347E LAST READ DATE 12/15/03
INDEX READING Muit INDEX READING Mult
Top/Front/Meter ! /
Bot/Rear/Device ! /
Veeder / /
%’HIGHILOW READINGS FROM SYSTEM: Low ____ 2382 High ____ 2405 Verified
] .
1 ORDER EMPLOYE DATE . TIME START TIME COMPLETE
STATUS LNUMBER 513“( compLETED _ [ — {404 [0t 30 {o
Service Person Signature
Comment Ao Btswait J
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REVIEW ORDER REASON

270694-001 C T ffice Located LACLEDE
(Flield  (R)outed R (D)ispatched: Order No. 040012537 Dist. € Area 0%
Grid No. H11627B . Accaunt No. 270694-001
[ "Pate Scheduled 01/14/04 Meter No. 000905051
' ‘jgﬂ\M X PM AL Meter Size 250AM Loc. INSIDE _
i
"SERVICE INFORMATION:  Tee 27 NSBL Main 07 WECL Leak Information NO MATCH FOUN®
Curb Box 02 WWCL Riser 04 NSBL Service 11 NSBL Leak # Class
Material COPPER Branch Service N | Location
' Detected Gas: DID DETECTOR
REQUIRED INSPECTIONS: #xINSIDE SETxx Source of Gas: ALARM?
*SPECIAL S.E.I.x :
Name RIDLEY,PAGETTE
Service Address 2700 HEBERT ST Cust Phone 314-652-9411
Township ST LOUIS,MO 63107 Owner/Tenant OTHER
Special Inst: 9-12NODN
Special Inst: READ METER _ Y
I JOB DESCR.’ MTRS 16 xxx METER SERVICE ORDER xx¥x MTR STAT ACTIVE
: METER READ ONLY
! YAKEN 064/18/91 BASEMENT
LAST COMPLETED ORDER INSPECTION 03/28/95 07661 TENANT=001
i COMHENT
Ordered By _ PAGETTE
* OFFICE USE ONLY: Date Taken 81/08/084Time Taken 09.44.49 Operator 06885 HOTTA, BARBARA
i _Mailing Address City ST ZiP
- Meter Sets: Town Code _001-ST LOUIS =~ Route_ 1113
Rate _2CL. Revenue Class 010 _ Norm . 1633Add -1124 Tax Code _T
JSVC Press __LOW Geographic Location

( ) CHECK IF EXTRA FIELD WORK DONE. SEE REVERSE FOR COMPLETED INFORMATION

Main Meter 000905051  COMPLETION INFORMATION

e,

Old Meter No. _009905051. __ __ _ __ __ NewMeterNo. _ . . . _ _ . __ _
Device Number . _ __ __ __ __ __ __ __ Device Number _. . . 0 o o .
No. of Dials: 9 No. of Dials:
location: ___ INSIDE = Size: __250AH Location: Size:
D.R. METER Meter Found DR Not DR
REPORT Device Found DR Not DR
CURRENT METER READING: NEW METER READING:
C) €y ) €) O
[ IR I F I
¢ 3 4 4 3 [ Ll ¥ 13 [ 3 4
READINGS == 2347E LAST READ' DATE 12/15/03
INDEX READING Muit INDEX READING Mult
Top/Front/Meter / /
Bot/Rear/Device ! /
Veeder / /
}.-HGH/LOW READINGS FROM SYSTEM: Low ___ 2382 High ____ 2405 Verified
, ,—!OHDER EMPLOYEE DATE X TIME START  TIME COMPLETE
if | STATUS NUMBER 23 compteTeD _[-14:2¢ -
1{ | Service Person Signature -
‘1| Comment Can. Frdolom — Called © 1045 lett pessra
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REVIEW ORDER REASON

(Flield  (R)outed R (D)ispatched: Order No. 040003909 gt S Area Oi
. Grid No. 18578B Account No. 415568-001 E
?ate Scheduled 01/14/04 Meter No. 001235218 :
AM X PM AL Meter Size 250AM | oc. OUTSIDE !

! : . ——
SERVICE INFORMATION: Tee 02 SSHL Main 07 WWCL Leak Information NO MATCH FOUN}
Curb Box 00 Riser 02 WEHL Service 02 SSHL Leak # Class !_
Material PLASTIC Branch Service  N|| Location i
; ‘ : Detected Gas: i
REQUIRED INSPECTIONS: Source of Gas: !
:
Name FERGUSON,HAROLD T 1
Service Address 1701 ELDON RIDGE CT Cust Phone 636-532-2843 ]
Township CHESTERFIELD, MO 63017 OwnerfTenant OTHER 1
' Special tnst: NEED VERIFIED READ HRE,KCNK AT FNRT DR FOR ACCESS {
.~ Special Inst: Y |
JOB DESCR. MTRS 146 *xx METER SERVICE ORDER xxx . MTR STAT ACTIVE ;

METER READ ONLY

LAST COMPLETED ORDER NO GAS 11/704/97 04540 TENANT=001

COMMENT  X0248
Ordered By _MR_FERBUSON

OFFICE USE ONLY: Date Taken 01705704 ime Taken 02.38.000perator 07965 WAGNER, SONYA

- Mailing Address City ST ZiP

vleter Sets: Town Code _188-CHESTERFIELD Route 1885
Rate _2RL_____ Revenue Class ___001 __ Norm 1.1167Add :2152 Tax Code _ T
BVC Press ___INTERMEDIATE Geographic Location

( ) CHECK IF EXTRA FIELD WORK DONE. SEE REVERSE FOR COMPLETED INFORMATION

FLPPCI TR WU P [ T N

PR

St e

Main Meter 001235218 COMPLETION INFORMATION

OO0 OO0

Old Meter No. __ 001235218 _  __ __ __  _ New MeterNo. __ . _ _ __ __ __ __ __
Device Number __ . ___ . ___ __ _ __ _. Device Number __. . _. . __ __ __ __ _._
No. of Dials: 4 No. of Dials:

Location: OUTSIDE Size: __250AH Location: Size:

D.R. METER Meter Found DR Not DR

BREPORT Device Founct DR Not DR

CURRENT METER READING; NEW METER READING:

Q

READINGS == 8794V LAST READ DATE 12/29/03
INDEX READING Muit INDEX READING Muft

Top/Front/Meter Qs> ! /
Bot/Rear/Device ! /

- ‘leeder ! /
HIGH/LOW READINGS FROM SYSTEM: Low 8836 High ____ 8865 verified
f

+-"ORDER EMPLOYE DATE . TIME START TIME COMPLETE

STATUS C NUMBER F 23Y COMPLETED /“/‘{'BL( [eris [
Service Person Signature
Comment

39
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,REVIEW ORDEF{ HEASON

; 0 Office Located ~ LALLEDE N
| (Field ]SR)g)uted R (D)ispatched: Order No. °4°°1°7°3Pist. N Area O
. Grid No. ' Account No. 235013-00
‘ ‘Pate Scheduled . 01/1 6/04_ Meter No. 000155347
X Pm AL Meter Size 175RW | g, RE-INSIDE
, SEFWICE INFORMATION:  Tee 11 WEHL pain 01 NNCL Leak information MO MATCH FOUL
i CumbBox 03 SSCL Riger 00 Service 07 WEHL {1 joak# Class
Material COPPER Branch Service NI { Location -
Detected Gas: iD DETECTOR
REQUIRED INSPECTIONS; ~**INSIDE SETxx Source of Gas: :
, ¥SPECIAL S.E.I.x*xC/B SURV-LK REP ¢ ALARNM ¢
. ﬁ! \
i Name MARSHALL »J
Service Address 852 CARSON RD Cust Phone ~ 314-521-0990
Special Inst: ANNUAL RDG-- DEVICE HERE; READ ACTUAL MTR
s Special Inst: ¥ 8AM-~12PM x Y
: JOB DESCR,. MTRS 16 xxx METER SERVICE ORDER *xx MTR STAT ACTIVE
: METER READ ONLY
| TAKEN 10/17/90 UNDER WINDDW
i JAKEN 08/17/88 READING INSTRUCTIONS SKa6
¢ COMPLETED ORDER HAZARD 18/22/701 06958 TENANT=001

OMMENT X5769
Ordered By MS

: o

! OFFICE USE ONLY: Date Taken 01707794 ime Taken 1539 170perator 00086 BANDY , TAURA i
/, ~Mailing Address City 8T zZiP '
Meter Sets: Town Code _250-ST LOUIS Route . 0958
Rate _2RL _____ Revenue Class 00}  Nomm -50327qd -1526 Tax Code

] ’SVC Press _ INTERMEDIATE Geographic Location

|

( ) CHECK IF EXTRA FIELD WORK DONE. SEE REVERSE FOR COMPLETED INFORMATION

Main Meter 000165367  COMPLETION INFORMATION

——y

40

Qld Meter No. 000155367 _ __ __ _  __ New Meter No. . - — o — o o — —
Device Number ___ . . 0 o o e Device Number _. __ . _ . — — ——
No. of Dials: ___% No. of Dials:
Location; __ RE-INSIDE Size: __175RW Location: Size:
DR METER Meter Found DR Not DR
1| REPQRT Device Found DR ‘ Not DR
i | CURRENT METER HEADiNG NEW METER READING:
o) ) &
READINGS ==> 7629R LAST READ DATE 12/12/03
INDEX READING Mult INDEX READING Muit
Top/Front/Meter 1354 / /
i | BovRear/Device 22 56 / /
~ “Veeder /
HIGH/LOW READINGS FROM SYSTEM: Low 7687 High 7726 Vorified 3
i ;
.v{ ORDER EMPLOYEE DATE 7 . TIME START TIME COMPLETE
I status _ - numser 1224 comprerep {1024 eSS AL
1| | Service Person Signature
] Comment




REVIEW ORDER REASON

7537644-001 “ fice Located  LACLEDE
i (Field (R)outed R (D)ispatched: Order No. 040004621 pist, C Area O
b _Grid No. H126148 Account No. ~ 753744-001
“Date Scheduled 01/14/04 Meter No. 001238957
AM X PM AL Meter Size 250AM {oc. TR-INSIDE ‘
L S ——— g
)~ SERVICE INFORMATION: Tee 02 EEHL Main 07 NSCL Leak Information NGO MATCH FOUNT
| CurbBox 00 Riser 02 SNHL  Service 20 EWHL Leak # Class
| Material  PLASTIC Branch Service N|| Location
Detected Gas:
| REQUIRED INSPECTIONS: Source of Gas:
Name GATHING , TOMMY
Service Address 4308 WEST BELLE PL GCust Phone 314-371-0342
I Township ST LOUIS,MO 63108 wner/Tenant OWNER
i Special Inst: KNK/RING AT FNT DOOR ‘mm “mi Y1 -7 2 |
Special Inst: '31 | - Y
| s mmm_.__—& |
r7JOB|3ESCR. MTRS 16 xxx METER SERVICE ORDER x*xx MTR STAT ACTIVE
METER READ ONLY
TAKEN 01/12/96 RING THE DOORBELL, WAIT LONGER ALWAYS HOME

LAST COMPLETED ORDER
COMMENT DISP 1238

NO GAS

07/3G/02

07677 TENANT=001

Ordered By _MR_GATHING

}

/8VC Press

i OFFICE USE ONLY: Date Taken 01/05/06 Time Taken 11.32.18 Operator 00062 MILLER,DONNA

m.%llailing Address City ST ZiP

“Ueter Sets: Town Code _001-ST LOUIS Route __21306

Aate _2RL ___Revenue Class ____ 001 _ Norm - 8333Add 21500 TaxCode _ T
LOW Geographic Location 01B7C060402CED

{ )} CHECK IF EXTRA FIELD WORK DONE. SEE REVERSE FOR COMPLETED INFORMATION

. e e et u e e

\bUR/ ATY GHE BY

Main Meter 001238957 COMPLETION INFORMATION
Old Meter No. _0012389%7 _ _ New MeterNo. __ . __ _ __ __ __
Device Number __0029498857 _ __ _ _ . __ Device Number __ __ __ __ . . _. . __

No. of Dials: 4 No. of Dials:

Location: __TR-INSIDE _ Size: _ 250AHM Location: Size

D.R. METER Meter Found DR Not DR )
BEPORT Device Found DR Not DR

CURRENT METER READING:

LT

1906008

6066D

P00 20

NEW METER READING:

3
T b e e e s - e T & e

Service Person Signature

H Diflcent

READINGS == LAST READ DATE 12/29/03
INDEX READING Mult INDEX READING Mult

Top/FrontMeter 7337 / / ;
Bot/Rear/Device / / i
“Veeder / / i
IHIGH/LOW READINGS FROM SYSTEM: Low ____6096 High ___ 6116 Verified Ik
2 i
1 ORDER > EMPLOYE DATE [ < (Yoo TJ}ME START  TIME COMPLETE | '
status _ &~ nNumBER [23% compretep L ~(4- Y ;
j

Comment

)

A s
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| TAKEN 08/22/94 KNOGCK FRONT DOOR WAIT LONGER
; KEN 03/29/794 ALWAYS HOME .
:C/ Ordered By JOE COHEN

\UﬁFioE USE ONLY: Date Taken 91706/04 Time Taken 14.26.31 Operator 04256 WHITSON, JOSEPHIH

|

e

KEVIEW ORDER REASON

f’

i
!
H
n

1
l

573840-001 Office Locateq  LACLEDE - ' =
(Flield  (R)outed R (D)ispatched: Order No. 040008278 gt € pArggq |
__Grid No. % 5A Account No. ~ 573840-001 ?
‘)Z)ate Scheduted 01716704 Meter No. 001019705 :

M X PM AL Meter Size 250AM |oc.  INSIDE
) _-—
»  SERVICE INFORMATION: Tee 98 WEHL pjajp 06 NSCL Leak Information NO WATCH FOUN
| Curb Box gE:g% Riser 00 Service U8 WEHL " Leak # Class
. Material _ Branch Service Location
: Detected Gas: ~ DIR QETECNR
REQUIRED INSPECTIONS: **INSIDE SETxx ' Source of Gas: ALARMZ
T Name FAIR,MANIE I@:
Service Address 4205 MARYLAND AVE Cust Phone 314-531-7433
i Township ST LOUIS,MD 63108 QOwnerfTenant OTHER
| Special inst: KNOCK FRONT DODOR 8-12NOON
i Special inst: READ PROGRAM Y
] JOB DESCR. MTRS 16 xxx METER SERVICE ORDER ¥x¥x MTR STAT ACTIVE

METER READ ONLY
TAKEN 07/02/796 RING BELL - ALWAYS HOME - GIVE TIME TO ANSKER
TAXEN 07/02/96 PLS READ METER - SOMEDNE ALWAYS HOME -

+~Mailing Address City ST ZiP
“Heter Sets: Town Code _001-ST LOUIS Route __ 2587
Hate 2RL  Revenue Class 001  Norm - 737944 <4770 Tax Code _T
,./SVC Press __LOW Geographic Location

{ ) CHECK IF EXTRA FIELD WORK DONE. SEE REVERSE FOR COMPLETED INFORMATION

e t he e e, Sy -

Old Meter No. ~ 98010197085 = _ New MeterNo. __ . __ . __ __ __ __ __
Device Number _ . . — - . . __ Device Number __ ___ __ . __. __ __ __
No. of Dials: __ 4 _ No. of Dials:
Location: INSIDE Size: _2B0AM | ocation: Size:
—=
| D.R. METER Meter Found DR Not DR
BEPCORT Device Found DR Not DR
CURRENT METER READING ] NEW METER READING:
READINGS =$> 5983E LAST READ DATE 01/06/04
lNDEX READING Muit INDEX READING Mult
Top/Front/Meter el 27] / /
Bot/Rear/Device / /
Veeder / /
HIGH/LOW READINGS FROM SYSTEM: Low 6018 pigh 6041 ygyified
L
- ORDER EMPLOYEE ; . DATE TIME START TiME COMPLETE
STATUS __ = _ C  numser 1234 compreten _[-1b o ITCY 4G
Service Person Slgnature
Comment Fipoag  Prited Badly

Main Meter 001019705  COMPLETION INFORMATION




R

XIII. TRACE VEHICLE OPERATORS

Several meter readers are needed each day to execute the functions of the Automatic Meter Reading
Vehicle (Trace Vehicle Operator). Each cycle is assigned to a volunteer with a preference or the lowest
seniority meter reader.

The operator is required to drive and/or navigate the AMR vehicle in a safe manner to facilitate the
automatic interrogation of all remote trace devices in a given route. You must learn to operate the
on-board navigational system, interact with the Mobile Interrogation Unit (computer/radio interace), and
become familiar with street locations. Fach trace vehicle operator is provided a manual for detailed
instruction and reference. Additionally, you must have a good driving history with the Company to be
eligible for this work. '

The scheduled starting time is 6:30 a.m. unless otherwise noted. You must be willing to work overtime:
as the situation dictates, Currently, all trace vehicle operators meet at the Forest Park location in the
engineers’ offices.

Each cycle also has a set of trace devices that are unread on its scheduled read date for various reasons.
These trace devices must be reread using a second trace vehicle on a subsequent day. This work is
generally assigned to light duty or partiaily disabled personnel if available.
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XIVv. HOW TO READ A GAS METER

A1l domestic gas meters have 'indexes containing 3 or more
recording dials and at least one test dial. Recording dials
are those that register 1000 cu. ft. or more per revolution
of the hand. Readings obtained from recording dials are used
to compute customers' bills. Dials that register 100 pu. ft.

or less per revolution, are test dials and are never included
in the meter read. - —

Test dials

1 7
Recording dials

bt -



In illustration A below, note that recording dials are
divided into ten segments and, because of the gear
arrangement beliind the dial face, the numbering sequence
and hand travel are reversed on each dial. W¥When a hand
is between two numbers, care must be exercised to read
the number that the band has just passed which will
always be the smaller of the two numbers.

IC

\ 10000 PCLREY. 39.000 MR ALY, 1000 ML REY, J

This meter read is 852_ This meter read is

The dial hands of meter indexes are rotafed by a simple
gear train with a 10 to 1 ratio between gears. The

1000 £t. dial gear drives the 10,000 ft, dial gear which,
in turn, drives the 100,000 ft. dial gear, and so on.
Because of the gear ratio, it will take one complete
revolution of the 1000 ft. dial hand to make the 10,000
ft. dial hand move 1/10 revolution (one complete segment).

EXAMPLE: When the hand on a 1000 ft, dial makes
one complete revolution covering ten segments
{0 to 0), the hand on the 10,000 ft. dial will
count this revolution by moving one segment.

GEARS ON BAGK OF DIAL INDEX
¥ .
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Sometimes the hand on a 10,000 ft. or larger capacity dial

will reach a segment mark before the smaller dial hand has
completed its revolution.

EXAMPLE: As the hand on dial B revolves through one
complete revolution, the hand on dial A counts
this revolution by moving one complete segment.
In the illustration, the dial A hand is indicating
that the dial B hand has completed 3 revolutiaons.
However, in checking the dial B hand, you find
that it has not reached the 0 segment mark, and as
a result, has not completed its third revelution.
(The hand on dial A, therefore, cannot.be read as 3.)

The read of these two dials is

RULE: Whenever the hands on 10,000 ft. or larger capacity
dials are on or close to segment marks, the position of the

hands on the preceding smaller dials must be considered to
. insure the correct read,

In the illustration, the hand on dial A is pointing to &,

on dial B it is pointing to 0, and on dial C 1t is indi-~
cating a2 9.

Because the dial C hand has not completed its revolution
{o to 0}z

1. The dial B hand cannot have moved a complete segment,
therefore it is read as a 9 -- not a 0,

2. If dial B is a 9, it cannot have completed a revolu-
tion (0 to 0); therefore, dial A hand cannot have
moved a complefe segment., Dial A is read as a 3.

3. The read 1is 399.

This meter resd is
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Practice Readlngs

'
p
J \

i‘07 1

MNo. 2

AnswertoMNo.1 0005

No. 3

AnswertoMo.2 0028

No. 4

AnswertoMo.3 0364

47

You.r Reading 8 éj \3



N RN
S s A

No. 5

AnswertoNo.4 B653

No. 6

AnswertoMNo.5 3657

AnswertoNo.6 6841

No. 8

AnswertoNo.7 0335
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| Your Reading _1@_2_3



_‘{‘: ""HO.Q
o

g
h

Answerto No.8 4523

No. 10

AnswertoNo.9 3208

gt

No. 11

Answerto No. 10 2050

) No. 12

AnswertoNo.11 5736
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Your Reading _‘Z_ZU



("’"'“‘q Practice Readlngs

J
No. 13
AnswertoNo. 12 7777 | Your Reading 00 6 |
No. 14

}
Answerto o, 13 0001 - Your Reading _@é_
No. 15
AnswertoNo.14 0036 . ) Your Reading.o__!_:)_g_.

. 50



jf HNo. 16

AnswertoMNo.15 0135

Mo. 17

' 199N\ /991 Og
2 M 8\8 M2 ™ o
3 ITNTF 3N 7
@6 654 456

Answer to No. 16 3744

MNo. 18
90
7 3
: 6 5 4
AnswertoNo. 17 0015 : Yous Reading O 3]

- AnswertoNo.18 0312
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