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1.

300 - Commercial Operation Procedure

301 - Meter Reading Procedure/Guideline:

; Schedule 2

Meter reading supervisor must prepare a schedule before start of
the month starting from the 1st workinz day o’ the reading month
& finishing by 25th/26th ianstant for categories A, D, E & J &
schedule for F, H & I should be cn the last dav of the month in

format 301/4.
Meter reading procedures are as follows

Meter reader shall take meter reading of all coasumers in the
meter reading boock issued to him by his supervisor. He shall
fill in all columns and put his initial in the signature column.

Meter reading shall be rcunded to multiple of 5 =2.g2. last digit
of the reading shall be read as 5, excert in casz of zero.

Meter veader shall also fill in the meter enrd atiached 'o the
meler and initial the same with the /late [(Fermat - 301/1).

Meter reader shall also take note of the cornditicn of the meter,
seal and its installation, locatior, ete, for defective meter
and' submit a report to his supervisor in “ormat - 301/2. -

Meier reader -shall also fill in the meter bocok contrcl sheet of
the meter book Format 301/3.

Mater reader shall take another m:Ler 1eading book from his
supervisor after returning the prev.ous on= tc him in accordance
with the monthly schedule described in 1. iUnder no circumstances
more than 2(two)} books should be issued tc a mwmeter reader at a
time. No book should be issued to z meter reader before return
of book previously issued. Metz2r books shall zemain under the

custody of supervisor.

Meter book shall contain ar index (Fcrmat No. 2DI1L/%), Meter book
control sheet (Format No. 201/3) and 120 pages witn paZe » .mber.
20 pages in the end shali be reserv.d fo-~ new consumers in Lhe

nren.

The cover page of the meter readin; beocok shall have book No.
area/route and name of the cffize.

Meter reading page shall be as per Format No. 201/7' for all
categories of consumer (other than H.T. consumer).

Meter bouvks/accounts shall be arranged Fesder-wis= te facilitate
taking of meter reading easily and analys:s of System loss.

The supervisor shall maintain a register imeter bock register to
keep the track of the meter reading btook (Formal - 301/8).
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New consumers shall be accommodated in the same meter
reading book of the area if possible or a new meter reading

book shall be used. g

If a meter reader cannot take the meter reading of a
ggggﬂherhjg£Hreaign§dbeyond his control he shall put in an
estimated meter reading based on past three monthkly
consumption and mention it in the remark column (estimated
& reason). Lynh S

' monthly
The supervisor as a /routine shall check 10% of the meter
readings by physical inspection
of the consumers meter. Detected discrepancy if any is to
be coqreétea and action taken as per rUIe.'Supé}visor shall
put his signature as a token’of checking.

After checking the meter rcading bLook tie supervisor shall
send the same to the billing section and keep record in

meter book register Format No. 301/8.

Meter reading shall be rotated evecy 5 months and he shall
not be posted back to the area from where he was
transferred-till he has worked in all other areas of ESU.

Meter reader shall enquire at random from 10% of the
consumer whether the have received thes bill of the Jist
wonth and record his findings in the remark column of the
meter reading page, "Bill" shall indicate receipt of bill &
"Bill X" shall indicate non receipt.

Meter reading for Computerized Billing:

Meter reader shall take reading in meter reading data sheet
(Format No. 301/9) issued by the supervisor ia accordance
with the monthly schedule.

Meter reading shall be rounded to muitiple of &.

After taking the meter reading, reler reader shall submit
the sheet to the supervisor daily & keeos recoard in the
meler reading aheel regrgtior of compu er billipg in the

Format - 301/8.

Meter reader shall report on detective insta!lation/meter
in Format - 301/2.

The supervisor shall check the Ilata sheet and also make
sample checking on 5% of the reading taken by Lthe meter
‘reader either on the same day or in thz following day of
submission of the sheet by physical inspection. Then the
supervisor shall send the data sheet to the computer centre
for billing and keep the reecord in the register (Format -

301/8).

bS
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302

As
B.
2 C.
124

E.
F.
G

1.

Checking of Consumers Meteor:

An officer as assigned by the head o

check every day 20 Nos. of the

selected by heond of -the
submit report with h

the Format No. 10 in case of di
Officers 8

is findings %5 the head o
screpancy head of the ESU
hall also initial

shall take action as per rule.

the meter card as evidence of their
minimum 1% of the total consumer of ES

every month.

2 the office shall

metor rinnding of consumers

—~ Procedures for preparation, cheching &
delivery of Electricity Bill.

Billing procedures arc_as follows:

Billing supervisor shall
readihg books received
billing clerks for prepara

Billing clerk shall
meter reading boo

_prepare_the bil
k and simaltaneoas!

rogister. The bill shall be checked Dby
before delivery. Meassenger poon 1hall
copy of the bill to

from the meter read
tion of bills.

“the consume:r. Jdrd

shall be delivered to the supervisor cf

the billing supervisor,

To faci

preparation, checking and delivery. BL1

delivery control

register

(Formal

maintained in the billing gsection.

Bill forms(Format No.301/7) for
consumers shall be of different cu

mentioned below:

Category of Consumers Colour
Domestic White 13
Irrigation Green 13
LTI Yellow 13
Non-residential
Light & Power Pink 13
Commercial Blue 13
White White 22

White 22
While 22
¥hite 22
White 22

cupy
ledger section by

inspection.
U shall be checked

delivar

of

office on randon basis and he_ahnll
f the ESU in

This way

allocate/distribute the meter
ing seclion among

1 in triplicate based on
y Fill
the supervisor

in bill

lat & 2nd
the bill

litate proper monitoring,

1 preparation and
No.11)

different
louyrs and size as

cin
cia
cin

cn
cin
cin
cin
cm
cm
cm

shall be

categories of

n o=

b S [

Mo

____Size

22
22
22

22
22
28
28
238
z28
28

cm
cm
cm

cm
cm
cm
cm
cm
cm -
cm
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All bills shall be checked and signed by the sup=rvisor.

7 i e Dt T P o ¥ 2
= AD Commercianl shall wake samole chech and sigp =1LUL1

B,C,J calegory of billa and check 1% of other bills
(A, D, E categories).

- F, G, H & I categories of bill shall ve checked and
signed by the head of the office who skall also check
minimum 1% bills of other catzgories.

Fascimile of the signature of the head c¢f E3U shall be
stamped in all categories of Fills.

B Bill register: Category-wise bill registars (format No. 12)
shall be filled in by billing clerk and each paje shall be
totaled and monthly summary of all pages shall be prepared.
AD commercial operation/bililing supervisor snall check and
initial the bill register. Head of the office will check
the billing performance from time to time at least
fortnightly thereby chectﬂgt leaslt |% of the records.

6. Offices from the of{jcéé of CE, SE, & XEN shall ianspect e
ESU and submit report in format 10 -0Cl circu.a2ted by the

Boanrd. A

303 Consumer Ledger Keeping Procedures

1 Ledger book (Format No. 13) shall be used. Thz debit column
shall be filled in by ledger keeper frem 31d copy of the
bill received from the bill sestion within 3 days of
receipt from ledger section and ocutstanding balunce shall
be recorded. The credit column sha-.l be filled in based on
2nd copy of the bill received from Banking Section.

Banking Section shall collect Bank Statz2ment ard Znd copy
of the bill from collecting branches of the bazk cvery day.
Banking Section shall check and reconcile bank statement
and bill copy and keep a daily bank collection register of
all bank branches Format No. 30372.

No back/parallel enlry shall be¢ made 1r the consumces
ledger. After ceach debit./credil 2antry is made the ledger
shall be balanced at the szame time. Ledgcer clerk shall sign
the ledger in the appropriate cclurr.

. Defaullers list .shall be prepared by the ledger clerk at
the end of each month and Lhe lis: of such consumers with
overdues more than 2 monlhs shal_. ke submitted to the head
o the office in the lst week of the fallowing month. A
control sheet for . control of overcdues is aittached Format
No. 303/3. The Head of the office shal. issue subsequent

.ipstruction after his perusal for sction. : '

X i Disconnection notices shall be issued Ly the ledger
section.



Nolices issued Lo

reconnected shall
reading seclbion cshall

be
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consumers.

rpn employee
like a normial
shall be reimbursed frq:

o

receivable shall
the ledger book -

Head of Lhe office

9.
sqoid P s Afery w3 T3

GG

faq 7 WM

fyg ¢ @ oiffgy”

36w fafee

ar3755 3930

facrg BraT
sgeTdl A /AT

afamren o offae o

h

oS un I
noled

Le inlorme d
installati on/ue Fieaen
1%

1 Lhe respechiye |

A monlhly summary of Lilled units
be preparved and kept in

Ledgor conl ol

shall

consumer in Jedgor monthly.

w53 I TP 8 §R I
seerm T Ffagr @ichs AIEME A7 T SIA

L4

LR

(%

50

a.iivsc:nnnected/

and cepsumer’
dale and meter

in ledgor W ita
accordingly.

ahall be billed
Jeclrivily bill o £ ENY employees

umuunt.biljed and account
the front pages of
203/4.

sheel Focmal No.

cheek al least 1% of total

S3F AGNIGT ATITS ATEE GHET PN feabT
STl TR 1 T51 FEed YA

| Eera faund Al RyEsos

e ——— =

o oifacl Gigld csﬁﬁ‘&/c\szﬁsﬁ afg meTl 3@
sTara oifiy fafyee 236 |

o Wiehg fr G 136 /0 o0 afg eyt
wa o o an el 730 | .
o wific Fam 3w 31 xRgied 13 oifsd @
e vy frive 2403

o oifaw fafes 133 F@f g o12 OIfEx
fafse fafum =72 ! '
& i faom fagr @

%3@ IBTT NIGIE &
3Sfae IATW

+der i 23E 44
ardEs AT TrACE SIrE
qress 2ofe ¢ 3Ird A
fafacy 220 1

SRl AW 9 NGV A, fafas 30T
g e e e 9 T BRAR oG BTt
fafie 223 |

I LR F CAr AN L RS fafis 3@ |
so1 faAcy Arcafes £ 2 wrbTEe AACGE AT
Grfis zi@ 1 OUS/0nE :

¢ oifiey T s hertea org oray fam onl
Ffys TR .-



—————— i ——

AMCHA AN @ 1T o AN @ LU RTATy O arny TR o1214

I fafaes 230
. amer #67 af amey @ 47 o Bifaym T3 9.9

wgd 7¢ g OIfFY : !
: w ot wd awry ThyeE o Y3 o oifye farfics
Lt is
Y v s ¢q WioTH P Ay YR =% wiovd I i
fawa T . wzerd AF FR/AIETE A INF FFE AAES

aqf e WA

77¥14) T/ G TE wierzd LA A6 AFeT Towd ac ffie T3
s fang afaorfys fiw SEgFEsS ATABTE AT

N Yo I3

5§ @ o AFEN O ATedl o ST

freig ST :
sfswior ey #agr frfice ez @l

naerf) e/ AvIE . mreraE R Py MARed fowa aer Mfos T
B3 0OLT &T FEMIH (AN ATSIT AV ATIAT
Pev frfics 7204

wara framaes e 5 ofearg maTa feara ol crogrE 73 JET ¥

sgraymge FHFEH JFT s #fs WiEw TETTa%T FALF ATFAT S0 S fAy=ave

i1 marg TRERg YER $HET

3y oA fufre Afas@N feer/ e Tasnz vafs wangd At Py afxges §37
qon WS Te wfre MfagrorT #rF 43 IYI SA I GIETA FEN A0S WIKTAAT T ALTT

Frgr IT AT F39: TG 1R IAIH +fucs rxe ¢ ufi 13T FA g 135 AT WY Y- 2
YT Ty 503 IIT FIV AA0F FAE 1WA

202 A% SEAT U AR fAImg BT R3/6/e 2 ¢ iy BTy @A b/a /Y T8 SR
SEATY oMy I Ty 1 4% euHENCT Aifyy arag ST Al , Sa-afavms 4K afkfies
fastaa 9 Qo wead o srarfone nfd® OICE AGTE A UF 9 TRT #HA fraryr ctayr TIFNTL,

=

. srofioree s fiw @i d aresTfT e avan FSF5 T TEE AT (P arm a3 GIATA FATASTIFTACR
57 7yfes wiars frarg afes foam sy ot trayr 730 1 SFA PrTye RNIIATT TMIMS 99
47fSee wara frarzy of A9y 8 rfram 777 #faws 7343 |

L}



2 Colleclion, Remitlances & Reporting Procedures for
‘collocting Banks, reconciliation of Bark Stitcment

- The procedures of collection, reporiing reconciliztion of
Bank Sltatement are as {ollows:

Designated Bank Lranches within the jurisdiclion of
Com.Opn. Divn./ESU shall collect electrici‘y bills from the
consumers afier giving scroll No., cignature and seal as
- evidence of receipt of momey and return the paid consumer
- copy to the coensumer or his represcentalive.

The bank shall prepare 2 daily statement of reczipt of
electricity bills in prescribed Format No. 17 from i1he paid

2nd copy of the‘bill.

Concerned collecting bank branch shall send daily slatement
together with paid second cony of the electricity Bill
every day to the concermed COD/ESY. In cuases where such
bank statemeanils are not received from 1Ye conecerned
ol TewlUing banh braweh Sankinpg degpayert o1 ol o nEsD
cshall arrange colleclivn al least ownce in a week so that
monthiy statements can be prepsred wilhin lhe prescribed

time limit.

The cellecling bank branch shall send monthly statements of
. bank accounts maintained with it for the purpowse of
collection ‘on behalf of EPDE and Govi. duty¥. The Lanking
deposit cell shall recouncile the collections dul v credited
to these accounts with the daily bank staiemert already
received to ensure the daily collections are duly credited
to EPDB’s account and Govit. duty with the Gevi. account .

‘Banking cell shall verify the paid electricity bill with
daily bank statement entry in the prescribed bank deposit
register leaf and make summary of ZJally bark stztements of
all collecting banks in prescribed Fornat No. 203/2

i 0 T N i B

The cell shall authenticate the hill Ly putting i itial on
‘the paid copy of the bill and sort iLhson according tc ledger
groups and then make list in duplicate of the vaid bills
and handover these Lille topelher wit . copy of -the list to
the ledger section and retain the other copr. of the list.

Banking cell shall make u summary u! daily collections
bankwise at the end of the month as rer Format No.l8 and
shall also Prepare a total summary of collcction by all
collecting branches and send copy ol bankwise summary to
RAO & Finance Directorate.

~]
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Banking cell shall pursue collecting banks to transfer the
collection to their regional bank weekly. It will prepare a
monthly statement of collection, remiltance and DBank
balance in Formal No. 19 and ahall send caopies to RAO and

‘Director, Finance.

RAO of BPDB shall reconcile the statement of transfer of
fund by collecting bank branch with the amount remitted and
received by collecting bank branch with the amount remitted
and received by the regional bank. RAO shall collec”
monthly collection statement from the regional collecting
bank and maintain a register. Regional bank shall transfer
fund on 1lst 10th & 20th of every month toc central
collection account in Dhaka.

RAO shall prepare a remittance slalement from regional bank
account to central collection aceount in Formatlt No. 20 and
shall send it to Director, Finance togelher with a copy of

regional bank stalement for reconcil .ation.

Finance Directorate shall reconcile the statement of
transfer of fund by regional bank with thal received by
central collection account.

The overnll monthly riconcilintion of collecltion shell be
completed by 20th of the following month by the Finance

Directorate.

In case of any discrepancy =t any stage it shall be tak:
up with the bank by the concerned BI'DB offices in the area.

BPDB shall have collecting both of Bank if possible ‘in
those commercial offices where BPDR owns Lhe building and a
collecting branch is not availaﬁle asarby. -

L]
At the end of the month the Banking cell will reconcile
collection against cheques with the monthly banlk statement

& pursue any cheque if not collecie:l and prepare 3 monthly
bank reconciliation statement for each bank branch.

cop300 X
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Par Bill Preparaticn Bill Delivery (]

For Meter Beading \
! Daka ! Signature Date of | 'gignature | Date "Signature) Date :Hignlturelii[nature
of | of Y oreturn ) Kk of e af o el ol voof b of i
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'-3. AlLer Laking penal aclions,

- 4. Mobile courts shall also

" Note: 1. BPDB should also, as far as pessible,

illegal connextions:

Procedures for detection of

)
Detection of illegal connections may pbe made in the follo-

Wing wnys - N
(a) Inspection by PDB’'s Officers % Agencies and report in
the Format No. 21.
(b) Door to door survey Dby Agencies engaged Dy PDB and
reports obtained in the same Format.
(c) Information received from any other source (Newspaper,
The information may be

Telephone, Letters, etc.l. _
recorded in the format and produced before the ESU

Head.
ESU Head shall arrange to verily the case it required and
take appropriate actions as follows - AT
(a) Consumers violating the rules but aot stealing may be
warned by a Letter Foermat No. ZZ.
(b) Persons stealing electricity shall be disconnected
and case {iled in the PDB Court.
endeavour should be made Lo
regularise him as per prevalent ru.es.
detect and take action on the

spot and report in the above Format.

o5 . A register shall be maintained to record the detections and

to tfollow up subsequently (Format-23).

expedite giving

connection to such consurers (small consumer)} if the

system permits.

2. Through mass media, appeal Lo sublic should be made to

give information about illegal consuners.

distribution transformer may be metered to compare
Lthe sold energy with supplied energy. If the loss is
high, then special drive may Le: Laken up to identity the
illegal consumer even in the evening with police help.

3. Each

306 Disconnection/Reconnec tion Proucedure.

Procedure lor disconvectivn/reeconnection of electricity consun:ss

are-as follows I-

Disconneclion

1% Consumers with over dues (defaultzrs) more than 60 days

sha.J.l be served with notice for disconnection to pay their

o

ik
HE

v TR

e ey

e

.




%y

cdues within 10 days of receipt notice (Nctice format-Z4).
The notices shall be served by hand or any othker suitable

means.

Ledger section shall maintain a register for notices served
and check them whether the defaulters have paid up their
dues. If not, ledger section shall prepare and submit the
tfinal list to the Head ot ESU. T8

On the basis of the approved list disconnection crder shall
be prepared in duplicate and signed by the Ledger
Supervisor and sent to disconnecting section tor action.
The slips shall be arranged area-wise and shall bear "the
pole No. ftor -easy identification (Format - 25). :
Disconnecting section after disconnrecting the defaulting
consumers and serving one copy to the consumer shall return
the slips to ledger section atter entering the numbers in a
register. After recording in the ledger the s.iips shall be
preservved. 11 o consumer pays his olues Lhe same siip shall
Le wsed for reconnection order & lour execution. The slips
shall be reutrned back to ledger section tor recording and
finally kept in consumer's personal File.

Consumers who do not turn up for reconnection wthin 7 days
shall be listed and checks conducted to see if the
consumers are without electricity. If they are tfound in
induldging malpractice legal action through Magistrate
shall be taken.

6

.7.

';ggconnection of disconnnected consumers

cttice atter

Disconnected consumers shall contzct the

paying all dues inciuding discommection/reconnection fees,
late payment surcharge, etc. as assessed by ESU.

Banking Cell shall examine/check whether all charges' as
mentioned in (G) have Leen paid Lo the designated Bank and
subsequently chech with the bank =statsmevt zed raport to
the ledger section and meter section.

Kevonnection vrdetr shall Le provessed by Ledger Section
only if all charges have been paitd. Tle payment shall
finaily be verified with the bank stz=tement received
alterwards,

Head of ESU shall approve the recornection it he finds it
in order and authorise service ccnuoection/the operation
group to take action for reconnecticn.

After reconnection the =lips shall be returned to ledger
section contirming that the consumer has been relonnected
mentioning meter No., account No., date cf reconnection in
the space provided in the slip. The slips shall bs enterec
in a register from the reconnecting section.
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procedures for Meler Rapgig/ﬁeplncemgﬁngalibration

I'rocedures for above activities are 4s tollows =

B Meler Repair
: ‘-1.1.- All meter jdentitfiecd as delective 3haxl be sent to Zonal
prover Jetter mentioning

3 - - Meter Repair‘Workshup through
meter serial No., malke, voltage, amps, phase, etc.

3 Zonal Repair Workshop shall receive them and sort out
* , meters as repairable and non-repairable. Ones which are
i beyvond repair shall be surveyed and soid as scrap after
E 3 oblaining approval of competent authority. IZ serviceable
E 3 spares are recoverable trom the above meters that shall be
E 3 done.
3 ﬁ_ 3. Zonal Workshop alter repairving ca.ibrating the_met&ré and
3 3 putting dial seal and shall presevrvs for issue to ESUs.
. Meter Replacement
2 L As a matter of policy each meter shall be replaced every
seven years by a new/serviced & calibrated oned by Zonal
-2 ® Workshop. The mesLer Lhuas vopr L ed whntl be =ment Lo Zonnl
- _' Workshop onlonyg wilth an lelte? tur chaehind nnd cajibration.
rF = The serviced meters shinll be issued to ESUs for reuse.
B ﬂ Z. The Zonal Workshop shall take up vepaira/recalibration of
E & the meter and after recalibrating they shall put special
: ;; dial seal so that the meter cannot be oodened by the field
B 3 offices. ;
- 3. To ftacilitate this replaccmcht programmne each ESU shall be
: b : provided with at least 100 Nos. single phase and 25 Nos. 3
3 - phase meter of good make calibrated and properly sealed by
E = Zonal Workshep.
;” 4. Each ESU shall maintain a register menticning A/C No. whose
N meters have been replaced and alse record the same in the
= consumer card attached with Lhe application form.
i pistribution of newly procured Meters

1. AlLl new meters procured by RPDB shall we allodted to SE on
A thee vocommendat bon ol donal vchiel Emfineer by the G.M.,
- =e Commercial Operation. Melees wilio be senl to 2Zonnl Workshop
tor checking their accuracy/vecalibrating them if necessary

and sealing.

4 »f 2. Zonal- Chief Engineer shall Le kept intformed ot the meter

sent to the Zonal Workshop in his &arvea.




; : of the colony, employe&s' quarter at

7onal Workshop shall keep a register tor checking and
calibrating both new meters and old meters separately and

their final distribution to ESU.

whicvh ave [ound Jeleullve ahnll be

‘s Newly procured meters
Necessary contract

replaced by the suppliers at their cost.
‘provisions shall be incorporated.

ealing ol Meters

1 . pial seal (special copper seal) shall be placed b& the

Workshop with special pliers only.

AP Base plate test terminal block/enclosure shall be sealed by
the tield ofticials with plastic seal of high quality
containing number. Field offices shall maintain a register

tor use of seal.

to Sat'egua.vd L.he maintenance of seal, the

3. In ordelr
ifetter mentioning

consumers ahall be kepl aware through
provision of Electricity Act.

2048  Procueodures ,l‘m_-_“mel;__@_g‘ing nnd l_':_i__l_l__i___qg_',(Lt_‘___(_al’t';g;es. colonies &

cmp loyoen

Te Head of all ESU will install meter in a.l PDB offices, sub-
stations, store, rest house, worlkshop, complain centre, PDB
club & community centre, water pumnp and security lighting

PDBR colony oOT outside

and all other PDB installations/places.
Z Bill as per meter reading lLor all oltizes and installation
aa i &l Do. lare to be wrepared.

3. Bill in case of PDB oftices, sab-stations, store, rest
house, workshop, complain centre, pp8 club & community
centre, water pump & security lighting of the colony, etc.

jg to be prepared with energy unit charge and demand charge
only.

4. The bill as per sl. No. 3 is to be shown paid up in the

ledger by adjusbtmenl. on Lol tranalfer.

t.o be maintained for the adjustrent

5. A separate register is
in Lhe consumer ledw=T.

Lills nul iLois nlso Lo Ioee enbrered

G . Bill in case ot employees residing either in PDB quarter or

outside is to be preparvead and served. s

T The employee will pay the bill in fu.l in the deisgnated
Bank and will get Lhe amount equivalznt to r=bate amount
reimbursed from the respeclive olftices oOn production of the

paid copy ol the Lill.

43
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311.

In order to reflect the true picture of %
and collected amount in the ESU record &
ledger, mniscelliieo
reading book are to be maintained. In case
connection 9
been collected and energ

made
Taka billed and collected are reflected p

of accounts. The usual forms o1

COQMERCIAL OPERAT

e ——EE I R P

ION PROCEDURE FOR ELECTRIC SUPPLY PART-3

Miscellncousn Ledger, Bill fogiator & Moler Rending Boolk

he energy billed
MOD miscellneous
s bill register-and riscellneous meter
of temporary
r unauthorieed connection from where revenue has
y billed the reflection should be
{he energy and the
roperly in the book
ledger, bill register and

" the above documents so that

meter reading book can be used for the purpese.

312, For proper recording of the
absolutely essential for this purpose.
be maintained me
deposits on the basi
be signed by the Head of the office.
used for the ledger.

the receipient sha
ncknowledgement of refund. Thin ahnll

Security deposit, @ Ledger is
Security Ledger is to
ticulously to record all the security
s of the Bank Statement and ledger is to
Froforma 312/1 is to be
In case of refund of cecurity deposit
11 have to sign in <he ledger as
alao ho signed by the

Head of Office.

313.

313.1

313.2

Defination of amount billed & amount collected

The following components shall constitute the net billed
amount/net collection and grass billed amount and gross

collection:—

Net billed amount/net collection amount shall colprise
of the following components: -

a) Energy charge
b) Demand charge
c) Service_charge

Miscellneous billed nmount/collectiou amouni shall

comprise of the following componpents:

a) Service connection Charge

b) Diasconnection f. Neconneciion Feo

c) Late payment surcharge

d) O thewTs (X-former rent, Meter
testing fee, Sale of form and others)

collection

Misc. billed amount should be equal to misc.
only nfter

amount i.e. these items will be taken on account
collection.




shall be eqnl to 31351 %

S 313.3 Gross billed/collection

E 3 31%.2.

:f;; .313.4 Interest earned on PDB’'s deposit and deduction made by
= 4 the bhank on account of revenue stamps and other bank

charge shall be accounted for separately and shall not
effect the collection amount (Revised Format No. 18 &

>, ?. 19 are enclosed).

it and Govt. duty shall not be shown in

3135 Security depos
hall be

. the amount billed or amount collected and s
jndicated only for reference.

314. Consumer Account Numbering Procedure

314.1 Consumers will have categorywise account numbers. All
numbers will begin with  Alphabat of Tariff Class. For
example domestic consumers A/c Nos. will begin like A-

1, A-2, A-3 and so on. ’

_.'\-"i.."'.x.' a

3 314.2 1f a consumer A/c number falls wacant because of
e = permanent disconnection oOr any other reasons the same
shall be filled up by a new consumer. A consumer A/c

'E f shall be treated as vacant when the arrears if any is
E 3 cleared. 0
] 314.3 The percentage of consumer billed should be determined

by the number of active consumers and number of

consumers actually billed (Format MOD-310/2) .

- 314.4 Consumer ledgers shall be maintained according to
category of consumers.

315 Tariff changing procedure

E & 315.1 If a consumer wishes to change from one tariff class
E 3 to other this may be allowed with the approval of the

lead of ESU. Consumer will need to deposit additional
B security money if required for the nesw changed tariff
4 clusa., All dues muntl alpo be cleaved hefore changing

the tariff class.

{ff 315.2 The consumer account pumber skall also be changed and
transferred to the ledger of the appropriate tariff
class.
E ] 206 -
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Procedure (Annexurq-1)

gTEDPS FOR RRPLACEMENT orF Oub METERS:

rs by XEN concerned

15 Collection of new mete

o A Teating nf new metoers at ZRS.
which are found okey, 8are tc be takeﬁ back

| B Meters _

Ef to replace old meters:

' ;: S G ) meters &re found defective, gupplier ghould be
% intimated for replacement at their owWh coat &s per

= contract. :

.i % 5. - LF condition of rﬂplqcement is not lncarpornhed in the
5 contract docpment, then recnlibratioﬁ & dial genling

. 3 with copperl seal will be made ntT ZRS .

: } 6. New/Corrected meters mentioned in para 5 & 6 to be used
5 to replnce the exixting meters. The base plate &
=1 enclouser box of these newly : inastal 1l moters will be
gf qanled with plaatic luul!uvh aenlfterul scal.

3 1. Records of - these B3 per prcforma enclosed proforma-l
should be kept bY the concerned XEN; <cop¥ of which

g should be given Lo ‘GM, commercial operation for

fie: o § : monitoiring.

g, Flow chart of gteps, ! Lo 7 are shown below!
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