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SECTION - II

ELECTRIC ENERGY SALES - CONSUMER ACCOUNTING
AND
ACCOUNTS RECEIVAELE
PART -1

ELECTRIC ENERGY SALES AND CONSUMER ACCOUNTING

A. Purpose

To establish procedures necessary for setting-up consumer
records and files, meter reading records, calculation and
distribution of electric bills to consumers, record the bills
and payments to the Accounts Receivable Ledger, post to the
Sales Journal and record the revenue in the General Ledger.

B General

These procedures as outlined will provide the necessary
information required to ensure that the billing records are
properly maintained and accurately recorded in the PBSs’
Books of Accounts.

s Membership/electric service application

i Before a person can receive service from a PBS, he/she must
first make application for membership. The Application Form,
along with the approved House wiring Inspection Certificate

and Consumer Depcsit Slip, is forwarded to the Billing
Section for recording the Membership Application Form Number
on the Consumer Meter Order (CMO) and placing in the

Consumers File.
S The AGM Member Service 1is responsible for maintaining the
membership records.

3. The applicant must make a written request to the AGM - Member
Service Farr electric service by completing the
Membership/Electric Service Application.
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D. Service Agreements

1

There are Six (6) types of service agreements which must be
completed if the consumer is other than a residential
consumer under single phase:

Commercial/industrial BREB Form No. 230-A
Provisional service BREB Form No. 230-B
Irrigation BREB Form No. 231
Street lighting/security light BREB Form No. 232
Charitable institutiocn BREB Form No. 233
Residential consumers BREB Form No. 234

(3 phase)

b BLO S o Mo T 6 )]

Agreements must be executed in accordance with Instructicn
300-25 and 300-45 or other rules and regulations which are in
effect in the BREBR/PBSs.

The Member Service Department is responsible for obtaining
service contracts. The Service Contract will be prepared in
duplicate. The original «copy will be Provided to the
consumer and the duplicate copy will be forwarded to the
Billing Section for billing purposes and it will be placed
in the Consumer Files.

Temporary Service/Provisional Service - Advance Payment

As per Instruction 300-30 and 300-45, the consumer shall pay
in addition to the charges for electricity the cost of
connection and disconnection service, less the value of
aterials removed and returned to stock. Advance deposits in
payment of the electric bill and the cost of facilities must
be made prior to the installation of the facilities.

House wiring Inspection Certificate

The AGM - Member Service is responsible for maintaining the
records on Consumers house wiring Inspection Certificates.
Before a Consumer Meter Order is prepared, the Billing

Section must have an approved copy of the Inspection
Certificate on file.
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G. Consumer Deposit

1: The Consumer Deposit Receipt (BREB Form No. 223, Exhibit

shall be wused to record the receipt of deposit from the
consumer. All consumers are required to deposit an amount as

per Instruction 300-30 in the form of a consumer deposit.

Deposit Receipt will serve as a receipt for the collection

report and documentation in the Billing Section.

2 The Consumer Deposit Receipt Form shall be in Four(4)copies
form and will be sequentially pre-numbered. The first
will be Provided to the consumer, the second copy
will be attached to the Collection Report BREB Form No.
13, the third copy will be forwarded to the Billing
Section for retaining in the Consumers Files, the
copy will remain with the receipt book. The pre-printed
receipt number will be recorded on the Consumer Meter Order.

H, Consumer Deposit for Irrigation

1L, The Consumer will pay “Consumer Deposit” prior to
connection. The PBS will decide the amount of the deposit
payable.

2. An Official Receipt (BREB Form No., 223/ (Exhibit 1) will be
provided to the consumer against hlS/ her deposit.
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Instruction for completing

CONSUMER DEPOSIT

(BREB Form No. 223, Exhibit 1)

All information on this form must be filled up by the person issuing

the receipt.

The serial numpber must be pre-printed and will be the same

on all three (3) copies.

Fill-in with complete name, father's name and address.

Enter the subsidiary ledger account number.

Amount of taka collected.

Member signs and date.

Signature of collector, designation and date.
e Signature of person placing copy in consumers file and date.
g Signature of Cashier who posted to daily collection report,

subsidiary ledger and date.
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T Consumer Meter Order

Al The Consumer Meter Order (BREB Form No. 201, Exhibits 11,1-

5/ can be prepared after all of the following required
documents have been received:

Membership Form

Written Request for Electric Service
Consumer Deposit Receipt

House wiring Inspection Certificate
Agreements for Service, if required.

* ok o o ok

The Consumer Meter Order (CMO) is a pre-numbered form and is
prepared in duplicate by the Billing Section whenever a meter
is to be installed, connected, disconnected, or removed.
Change of meter Will Dbe treated as an installation and
removal)This type of work shall not be done without a properly
executed Consumer Meter Order except for Disconnect for
Non-payment in which case the Consumer Meter Order will be
prepared from the Collection/Disconnection List.

P The Consumer Meter Order form is used for multiple types of meter
work. The examples of the uses of this form are as follows.

a. For installation and connection of meter to serve a new
consumer.

b For disconnection - without removal of meter.

c. For reconnection of meter which was previously disconnected

but not removed.

d. For meter change - removal of present meter and installation
of new fused meter.

(Meter Change may occur in same place or in different places.
When meter change is made in different places, mark "Yes" in
installed, connected, disconnected and removed along with
"position change". When meter changed is made in same place, mark

"Yes" in installed, connected, disconnected, and removed along
with meter change).

e. For removal of meter-without replacement.
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BREB Form No.201 A Exhibit-Il-1

.......Palll Bidyut Samity-1/2/3/4
CONSUMER METER ORDER

ORDER PART (DONE BY BILLING SECTION)

CMOQ NO: (1) APPN NO: (1)
Name: (1) CMO Date: (1) [ Appl. Date: | (1)
Address: (1) Father:
(1 Rate Schedule: (1)
Book No: | (1) Account No: (1)
Manufacturer: (2) ] Meter No 2) Birth Date: (1)
Installation: | | Member No: (1)
Connection: | Deposit No (1) Member Form No: (1)
Disconnect: | Deposit Date (1) Amount: (1)
Remove: | Inspection No (1) Data Approved: (1
Position Change: Connected Load (1) Service Drop wire (ft): (1)
Meter Change: I Prepared By: | (1) ]
Special information:
EXECUTION PART (DONE BY O&M SECTION)
KWH/DEMAND METER CURRENT / POTENTIAL TRANSFORMER
METER DATA NEW/PRESENT OLD/REMOVE CIT DATA NEW I OLD
MANUFACTURER (2) MANUFACTURER (7) I
METER SL.NO (2) METER SLNO (7) (7)
BULK MTR SL.NO (2) RATIO (7)
TWO PART MTR(Y/N) (2) MAIN SEAL NO (6) (7)
TYPE 2) DEMAND SEAL NO (6) (7)
Lol ) PIT DATA
PHASE (2) MANUFACTURER (7)
MULTIPLIER: 7 METER SL.NO (7) (7)
Peak Off peak RATIO (7)
KWH READING: (3) MAIN SEAL NO (6)
DEMAND READING: (3) DEMAND SEAL NO (6) (7)
MAIN SEAL NO: (3)
DEMAND SEAL'NO 3) RGP RRIGATION
BOX SEAL NO: (3) TYPE OF IRRIGATION
WORK DONE BY 3 SEASON START (1)
SEASON END (1)
METER RECORD POSTED 4
METER BOOK POSTED 5. REMARKS (8)
CUSTOMER LEDGER POSTED 5
CUSTOMER FILE ; 5
Billing Assistant Billing Supervisor AGM Finance/DGM
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BREB Form No.201 B Exhibit-11-1
.......Palll Bidyut Samity-1/2/3/4

CONSUMER METER ORDER

ORDER PART (DONE BY BILLING SECTION)

CMO NO: (1) APPN NO: (1)
Name: (1) CMO Date: (1) | Appl. Date: | (1)
Address: (1) Father:
(1) Rate Schedule: (1)
Book No: | (1) Account No: (1)
Manufacturer: (2) I Meter No (2) Birth Date: (1)
Installation: | [ Member No: (1)
Connection: | Deposit No (1) Member Form No: (1)
Disconnect: | Deposit Date (1) Amount; (1)
Remove: | Inspection No (1) Data Approved: (1)
Position Change: Connected Load (1) Service Drop wire (ft): (1)
Meter Change: I Prepared By: | (1) ]

Special information:

EXECUTION PART (DONE BY O&M SECTION)
KW H/DEMAND METER CURRENT / POTENTIAL TRANSFORMER
METER DATA NEW/PRESENT OLD/REMOVE C/T DATA NEW | OLD
MANUFACTURER (2) MANUFACTURER (7) L
METER SL.NO (2) METER SL.NO (7) (7)
BULK MTR SL.NO (2) RATIO (7)
TWO PART MTR(YIN) (2) MAIN SEAL NO (6) (7)
TYPE 2) DEMAND SEAL NO (6) (7)
XOLTS @ PIT DATA
PHASE (2) MANUFACTURER (7)
MULTIPLIER: (7) METER SL.NO (7) (7)
Peak Off peak RATIO (7)
KWH READING: (3) MAIN SEAL NO (6)
DEMAND READING: (3) DEMAND SEAL NO (6) (7)
MAIN SEAL NO: (3)
DEMAND SEAL NO 3 FOR IRRIGATION
BOX SEAL NO: (3) TYPE OF IRRIGATION
WORK DONE BY 3 SEASON START (1)
SEASON END (1)
METER RECORD POSTED 4
METER BOOK POSTED 5, REMARKS (8)
CUSTOMER LEDGER POSTED 5
CUSTOMER FILE . 5
Billing Assistant Billing Supervisor AGM Finance/DGM
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BREB Form No.201 c Exhibit-Il-1
....Palll Bidyut Samity-1/2/3/4
CONSUMER METER ORDER
ORDER PART (DONE BY BILLING SECTION)
CMO NO: (1) APPN NO: (1)
Name: (1 CMO Date: (1) | Appl. Date: | (1)
Address: (1) Father:
(1 Rate Schedule: (1)
Book No: | (1) Account No: (1)
Manufacturer: (2) | Meter No (2) Birth Date: (1)
Installation: |, | Member No: (1)
Connection: | Deposit No (1) Member Form No: (1)
Disconnect: | Deposit Date (1) Amount: (1)
Remove: | Inspection No (1) Data Approved: (1)
Position Change: Connected Load ()] Service Drop wire (ft): (1)
Meter Change: | Prepared By: | (1)
Special information:
EXECUTION PART (DONE BY O&M SECTION)
KW H/DEMAND METER CURRENT / POTENTIAL TRANSFORMER
METER DATA NEW/PRESENT OLD/REMOVE C/T DATA NEW | OLD
MANUFACTURER (2) MANUFACTURER (7) i
METER SL.NO 2) METER SLNO (7) (7)
BULK MTR SL.NO (2) RATIO (7
TWO PART MTR(Y/N) (2) MAIN SEAL NO (6) (7)
TYPE (2) DEMAND SEAL NO (6) (7)
Lo @ PIT DATA
PHASE (2) MANUFACTURER (7)
MULTIPLIER: (7) METER SL.NO @) (7)
Peak Off peak RATIO (7
KWH READING: (3) MAIN SEAL NO (6)
DEMAND READING: (3) DEMAND SEAL NO (6) G
MAIN SEAL NO: (3)
BEMAND SEALNO 5 FOR IRRIGATION
BOX SEAL NO: (3) TYPE OF IRRIGATION
WORK DONE BY 3 SEASON START (1)
SEASON END (1)
METER RECORD POSTED 4
METER BOOK POSTED 5, REMARKS (8)
CUSTOMER LEDGERPOSTED _ 6§
CUSTOMER FILE B
Billing Assistant Billing Supervisor AGM Finance/DGM
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BREB Form No.201 D Exhibit-11-1
....Palll Bidyut Samity-1/2/3/4

CONSUMER METER ORDER

ORDER PART (DONE BY BILLING SECTION)

CMO NO: (1) APPN NO: (1)
Name: (1) CMO Date: (1) [ Appl. Date: | (1)
Address: (1) Father:
(1 Rate Schedule: (1)
Book No: | (1) Account No: (1)
Manufacturer: 2) | Meter No (2) Birth Date: (1)
Installation: |, | Member No: (1)
Connection: | Deposit No (1) Member Form No: (1)
Disconnect: | Deposit Date (1 Amount: (1)
Remove: | Inspection No (1) Data Approved: (1
Position Change: Connected Load (1) Service Drop wire (ft): (1)
Meter Change: I Prepared By: | (1) |
Special information:
EXECUTION PART (DONE BY Q&M SECTION)
KW H/DEMAND METER CURRENT / POTENTIAL TRANSFORMER
METER DATA NEW/PRESENT OLD/REMOVE C/T DATA NEW | OLD
MANUFACTURER (2) MANUFACTURER (7) i
METER SL.NO (2) METER SL.NO (7) (7)
BULK MTR SL.NO (2) RATIO (7)
TWO PART MTR(Y/N) (2) MAIN SEAL NO (6) (7)
TYPE (2) DEMAND SEAL NO (6) (7)
YOLTS @ PIT DATA
PHASE () MANUFACTURER (7)
MULTIPLIER: ) METER SLNO (@) @)
Peak Off peak RATIO (7)
KWH READING: (3) MAIN SEAL NO (6)
DEMAND READING: (3) DEMAND SEAL NO (6) (7)
MAIN SEAL NO: 3)
OEMAND SEALNG 0l FOR IRRIGATION
BOX SEAL NO: (3) TYPE OF IRRIGATION
WORK DONE BY 3 SEASON START (1)
SEASON END (1)
METER RECORD POSTED 4
METER BOOK POSTED b REMARKS (8)
CUSTOMER LEDGERPOSTED _ 5
CUSTOMER FILE \ )
Billing Assistant Billing Supervisor AGM Finance/DGM
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BREB Form No.201 E Exhibit-II-1
....Palll Bidyut Samity-1/2/3/4
CONSUMER METER ORDER
ORDER PART (DONE BY BILLING SECTION)
CMO NO: (1) APPN NO: (1)
Name: (1) CMO Date: (1) [ Appl. Date: | (1)
Address: (1) Father:
(1) Rate Schedule: 1)
Book No: | (1) Account No: (1)
Manufacturer: () I Meter No (2) Birth Date: (1)
Installation: | | Member No: (1)
Connection: | Deposit No (1) Member Form No: (1)
Disconnect: | Deposit Date (1) Amount: (1)
Remove: | Inspection No (1) Data Approved: (1)
Position Change: Connected Load (1) Service Drop wire (ft); (1)
Meter Change: | Prepared By: | 1) ]
Special information:
EXECUTION PART (DONE BY O&M SECTION)
KW H/DEMAND METER CURRENT / POTENTIAL TRANSFORMER
METER DATA NEW/PRESENT OLD/REMOVE C/T DATA NEW OLD
MANUFACTURER (2) MANUFACTURER (7) M
METER SLNO 2) METER SLNO 7) )
BULK MTR SL.NO (2) RATIO (7)

TWO PART MTR(YIN) (2) MAIN SEAL NO (6) (7)
TYPE (2) DEMAND SEAL NO (6) (7)
oIe @) PIT DATA
PHASE (2) MANUFACTURER (7)

MULTIPLIER: (7) METER SLNO (7) (7)
Peak Off peak RATIO (7)
KWH READING: (3) MAIN SEAL NO (6)
DEMAND READING: (3) DEMAND SEAL NO (6) (7)
MAIN SEAL NO: (3)
DEMAND SEAL NO (3) FOR IRRIGATION
BOX SEAL NO: (3) TYPE OF IRRIGATION
WORK DONE BY 3 SEASON START (1)
SEASON END (1)
METER RECORD POSTED 4
METER BOOK POSTED B REMARKS (8)
CUSTOMER LEDGER POSTED 5
CUSTOMER FILE 5
Billing Assistant Billing Supervisor AGM Finance/DGM
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Preparation of Consumer Meter Order

BREB Form No. 201 (Exhibits II-1 to II-5)

For self contained meters

Billing Personnel will record this information at the time
CMO is initiated.

Meter Tester will record this information when meter 1is
issued to Lineman.

Lineman will record this information when work is completed.

Plant Account Assistant will indicate completion of Meter
Record Cards.

Billing Personnel will indicate completion of these records
after CMO is returned and Consumer Account Number is
assigned.

For C/T and P/T metering

B O&M Department will record this information if padlock
seals are used.

s O&M Department will record this information at the time
equipment is installed.

8. Remarks are recorded by anybody having noteworthy
information. In <case of meter and service are removed,
all removed materials will be listed. If additional space
is needed; reverse side can be used.

NOTE: Where there are no entries in a column, the column must
contain N/A for "not applicable®
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T.1 Flow Chart of Consumer Meter Order(for new Consumer only)

Billing Section

i Prepare a Consumer Meter Order by filling in all

known information.

2. Send original copy to O&M Department.
Retain one copy in Pending File.

4. Prepare Meter Reading Sheet and Consumer Subsidiary Ledger.
Place these in appropriate books. '

5 Prepare Consumer File and file Membership form, Wiring
Inspection Report, Deposit Receipt, Contract,
Correspondences, etc. = Hold file for assignment of

Consumer Account Number.
O&M Department

T Perform work ordered by the Consumer Meter Order.
2. Record all applicable data on Consumer Meter Order Form.
3 Send original to the Billing Supervisor and if the meter is

new, forward the Meter Record Card to the Assistant Plant
Accountant after giving account no.

Billing Section
1 Remove copy of Consumer Meter Order from Pending file
and file in Numeric File.
2 Hold original in Suspense file until first meter reading when
Meter Reader shall assign Consumer Account Number.
3. After first reading, record Consumer Account Number
on Consumer Meter Order.
4. Send to Assistant Plant Accountant.

Assistant Plant Accountant

1= Completes Meter Record Card.
2 Sign Consumer Meter Order.
Za Send to Member Service Department.

Member Service Department

L. Complete Member Service Department records.
2o Send to Billing Section.
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Billing Section
i85 Record Consumer Account Number on Consumer File , all
documents in the file, and consumer records.

2. Sign Consumer Meter Order.
3, File in Consumer File.
4, File Consumer File.

I.2 Consumer Meter Order Register

The Billing Section will establish and maintain a Consumer Meter
Order Register (Exhibit III). Apprcopriate entries will be made in
the Register in order that the information is recorded to show how
many Consumer Meter Orders have been prepared, how many have
been sent to O&M Department and balance waiting for action.
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Exhibit-III

............... lssnwmnsmmaroe
CONSUMER METER ORDER REGISTER
Date | Number of CMO issued from Billing Section | Initial of Mumber of CMO returned from Q&M Initial of Balance (issued less worked) (C)
(2) (A Receiving by Department (B) Receiving
New Met er Re- Disconn | O&M New Meter Re- Disconn | by Billing New Meter Re- Discon
Conne | Change Conne | ection Department | Conne | Change | Conne | ection Section Conne | Change | Conne | nection
ction ction ction ction ction ction

Mm@ @] M (2) M@ mian] @ [ @0

(1)

~
Note: Disconnection except DNP list
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Consumer Meter Order Register

Instructions for completing Exhibit III

i Enter the name of the PBS

2% Enter the

date Section (A)

L The Billing Department will record all the types of
Consumer Meter Order written and submitted to the O&M
Department.

D The Billing Department will secure initials of the person

in the 0&M Department receiving the Consumer Meter Order.

Section (B)

1. The Billing Department will record all types of
consumer Meter Orders returned from the O&M Department.

2. The O&M Department will secure the initials of the person
in the Billing Section receiving the Consumer Meter Order.

Section (C)

The Billing Supervisor will record the balances

daily of all the types of consumer Meter Orders outstanding.
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J. Consumers File

15 The Billing Section will maintain a personal file folder
for each consumer. The file folder will be a
recording type folder 11 inches by 14 inches. This
folder may be colour coded by class of consumer. The face
or front of each folder will have a printed 1list
of contents (Exhibit 1IV). The following documents will be

placed in the files
v Membership Application

v' Consumer Deposit Receipt

v Irrigation Advance Receipt

v Temporary Advance Receipt

v House wiring Inspection Certificate

v Agreement (s) for Service

v" Consumer Meter Order (after completion)

v’ Copies of Debit/Credit Memorandum

v’ Completed Meter Reading Sheet (s)

v' Completed Receivable Ledger (s)

v’ Any correspondence to/from the consumer

Zie Certain requirements must be met by the individual

before receiving service of a PBS. All of the above are
explained in detail in the procedures which must be

followed by the PBS Employees.
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Exhibit-IV
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Personal File

Instructions for completing Exhibit IV

The Billing Assistant will record the Account Number from the
Meter Reading Sheet when assigned.

The name of the PBS will be pre-printed on the folder.
All information is taken from the Membership Application.

The Billing Assistants will tick the folder when each item is
received and the date.

Extra spaces for other information to be placed in the
folders.

Class of consumer will be mentioned on the file cover.

Name of Feeder and Lot to which the consumer belongs to
will be given on the cover of file.
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K. Meter Reading Book(s)

Meter Reading Books shall be assembled by the Billing Supervisor. The
Meter Books shall contain the number of meter reading sheets that the
Meter Reader can finish reading in one day, there may be exceptions to

finish in one (1) day but under no circumstances more sheets can be read in
two (2) days.

All Meter Reading Books are numbered using a nine(9) digit numbering
system Dbeginning with first one digit for BREB code, second three digit
is PBS code, third two digit is for zonal office code and fourth three
digit is respective book no. For an example: 100101001.

K.1l Meter Reading Sheet(s)

I

The Billing Assistant will use the Consumer Meter Order to prepare a

Meter Reading Sheet(s) (BREB Form No. 202 or 203, Exhibits IV-1 and IV-
2) .

. The Meter Reading Sheet(s) must contain the Consumer's name, address and

father's name as they appear on the Consumer Meter Order. Also the
location of the Meter, the Meter Number, the date set and multiplier,
etc. of the meter and then placed in the Meter Book.

. Meter Reading Sheets are not to be removed from the Meter Book when the

service 1is only disconnected. When the service is completely removed,

the Meter Reading Sheet should be removed from the Meter Book and placed
in the Consumer's File.
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'Bnéa_ﬁﬁgﬁmif NO. 202 .

: Sy ._Exhi_t:)_;_:-_l\g,-.y .
eading Sheet o

- Remark

: ...Use

T

| Connected Losd: (2)

Name: . (3)

Father's Name:’ {3) o

Mdresi and'-- Contract no:

Gl

nmum No: (t)

: Mc'-- LT-A; LT DI, I.T"DZ LT-

)
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Meter Reading Sheets

Instructions for completing BREB Form Nos. 202 (Exhibits Iv-1)

The Billing Assistant prepares the Meter Reading Sheets form the

Consumer Meter Orders by listing the following information
Section (A)

£ i The Meter Serial Number
2. The date the meter was installed
B The date the meter was removed

Section (B)

1. Padlock seal number

2 The connected load

3. The consumer’s name, father's name and address with contract
no,

Section (C)

Lo The Account Number will be assigned by the Meter Reader
the first time if the meter is read for a new connection.
2 The Billing Assistant will circle the appropriate rate (type

of consumer)

For Meter Reading personnel

Section (D)

Ls The date the meters were read (DD/MM/YY)

2. Record the present meter reading

3 Substract previous reading from the present- enter the total
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BREB FORM NO. 203 Exhibit—1V-2
Consumer Meter Order Sheet

Date KWH Defer | Meter | KWH | Demand Kw Remark
Reading ~ ence See Reads Demand
\ /12 () |2 [@) [ [ (3)
M
/10
/09
/08
fo7
/06

/04
/03
/02
/01
/12
M
/10
f09
/08
107
/06
/05
f04
/03"
702
/01

Meter Serial No., Meler Date Instalied - Dale Removed
(1) (4) (2) (3)

Serial No. (1)

Connected Load: (2)

MName: (3)

Father's Name:  (3)

Address and Conlract no: (3)

Account No: (1)

Rate-LT-B, LT-Cl, LT-C2, LT-T, MT-1, MT-2, MT-3, MT-4, MT-5, MI-6, HT-1, HT-2, HT~3, HT-4
EHT-1 (2) '
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Meter Reading Sheets

Instructions for completing BREB Form No. 203 (Exhibit IV-2)

The Billing Assistant prepares the Meter Reading Sheets form the

Consumer Meter Orders by listing the following information
Section (A)

The Meter Serial Number

The date the meter was installed
The date the meter was removed
Multiplier, if any

Section (B)

-~ o N

4. Padlock seal number

o The connected load

6. The consumer’s name, father's name and address with contract
no.

Section (C)

3 The Account Number will be assigned by the Meter Reader
the first time if the meter is read for a new connection.
4, The Billing Assistant will circle the appropriate rate (type

of consumer)
For Meter Reading personnel

Section (D)

The date the meters were read (DD/MM/YY)
Record the present meter reading

Substract previous reading from the present
Record the multiplier from the meter
Multiply D 3 by D 4 - enter the total
Record demand reading

0. Multiply D 6 by D 4 -enter the total

= 1w o <1 oy U
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K.1.1 LT-B, LT-Cl, LT-C2, MT, HT & EHT Consumer Meter Reading

1.,

Meter Books for LT-B, LT-Cl, LT-C2, MT, HT & EHT Consmer along with all
consumers connected with demand meter_will not be taken to the field for
recording of the Meter Readings. The Sr.GM/GM/DGM/Office incharge in Sub-
Zonal Office will assign Supervisory Level Employees for the meter
Reading. The Billing Supervisor will prepare list (as per Exhibit “A”)
according to the number of employees to be assigned monthly. The
Sr.GM/GM/DGM/Office incharge in Sub-Zonal Office will rotate the
assignment on a monthly basis so that the same employee does not read the
same Meter every month.

All MT, HT & EHT consumers reading will be talken by the officers.

Demand meter reading will be taken by Supervisor level employees. For
Meters other than Demand meters, reading will be talken by Grade 4 (four)
and above level employees.

. The reading (KWH and Demand) along with the new seal number will be

recorded on the Industrial/Irrigation/Demand Meters (LT-B, LT-C1,
LT-C2, MT, HT & EHT Consmer along with all consumers connected with
demand meter) Reading Lists (Exhibit A) by personnel assigned to the
read those Meters. When completed the lists will be handed over to
the Billing Section. The Billing Section will transfer the reading
and seal number from the lists to the Meter Books. These lists will
be preserved in the Billing Section for futrure reference, if the

need arises.
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Exhibit-A

INSUTIRAL/IRRICATION/DEMAND METER READING SHEET

Account Name and Address Meter KWH Demand | Old Seal | New Seal | Date
- Number | Reading | Reading | Number | Number | Read

(Name of the Employees )
DeSIGNALION: ...euvieveveerrneneeriansnennienns
DB asnsuGnibs it
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INDUSTRIAL/IRRIGATION/DEMAND METER READING SHEET

INSTRUCTIONS FOR COMPLETING EXHIBIT "A"

To be recorded by the Billing Section when they prepare this list

of all the Industrial/irrigation/Demand Meter Consumers in each
Meter Book.

1. Record the Account Number as it appears on the Consumer
Subsidiary Ledger.

2 Record the full Name and Address as it appears on the
Consumer Subsidiary Ledger.

3. Record the Meter Number from the Meter Reading Sheet.

To be recorded by the Personnel assigned to read Industrial/
Irrigation/Demand Meters.

4. Record the KWH reading from the Meter.
B, Record the Demand Reading from the Meter.
6. Record the 0Old Seal Number from the Meter Reading Sheet.
o Record the New Seal Number from the Seal as it is placed on
the Meter.
8. Enter the Date the Meter was read.
9. Any noteworthy remarks.
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K.2 Meter Book Control Sheet

Each Meter Book will have a control sheet on the Book (BREB Form
No. 206, Exhibit V). The sheet will show the Book Number, the
date the meters were read, number of accounts in book, the number
billed and the total KWH consumption for each month by class of

service.
K.3 Meter Reading(s)
L The Meter Reader must accurately read and enter the readings on the

proper Meter Reading Sheet by determining that the serial number on

the meter 1is the same as on the Meter Reading Sheet, all seals
should also be checked.

2 In order to save time and to simplify the billing procedure, the
Meter Reader will record the readings in multiplies of five (5) KWH
except multiplying meter.

3. If the Meter Reader 1s unable to read the meter for any reason, a
meter report must be prepared (see Meter Report - K.4).
NOTE: The PBS management may introduce the practice of taking meter

readings by messengers on test basis 1in course of delivery of
bills, in order to verify that meter reading is properly taken by
the meter readers. Similarly, proper delivery of bills to consumers

by messengers, may be verified on sample basis by meter readers in
course of taking meter reading.
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BREB FORM No-206 Exhibit-V

METER BOOK CONTROL SHEET

Book N6 s

Date No Accounts No Billed KWH Consumption

(3) 3) (3) (3) 3) (3) 3) (3) 3)

2) “) ) ) ) (5) (5) (6) (6) (6)
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Meter Book Control Sheet

Instructions for completing BREB Form No. 206 (Exhibit V) All

the information will be recorded by the Billing Personnel:

L The Meter Book Number.
P The date the meters were read.
H By the Class of Consumer -LT-A, LT-B, LT-Cl, LT-C2, LT-D1, LT-DZ,

LT-E, LT-T, MT-1, MT-2, MT-3, MT-4, MT-5, MT-6, HT-1, HT-2, HT-3,
HT-4, EHT-1, EHT-2).

i The number of accounts in the Meter Book.
B The number of meters that were read and billed.
6. The total KWH consumption.
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K.4 Meter Report

i 48 The Meter Reading personnel (Meter Reader, Wiring Inspectors or any
one assigned) shall be instructed how to identify and report all

Meter irregularities by preparing the Meter Report (BREB Form No.
205, Exhibit VI).

2. These Meter Reports shall be left in the Meter Book when the Meter
Books a.re delivered to the Billing Section.

The PBS Finance Department personnel, under the supervision of the
Billing Supervisor, shall be instructed to prepare a Meter Report for
obvious and suspected irregularities not reported by the Meter

Readers.
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BREB FORM NO-205 Exhibit-VI
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METER REPORT

Instruction for completing BREB Form No. 205 (Exhibit VI)

Information to be recorded by the person making the report

i Lead seal number( The appropriate field).
2is Meter padlock seal ( The appropriate field).
93 Position of meter board( The appropriate field).
4, Condition of meter board.
5. The identifying condition about meter.
6. Position of meter.
e Condition service drop.
8. Enter the consumer actual load.
9. Enter the side connection situation.
10 Service mast condition (Y/N).
11. Service entrance condition (Y/N)
12 Condition of grounding( The appropriate field).
13: Fuse of main switch /cutout in good condition(Y/N).
14. Is the main switch in workable condition(Y/N)?
15. Are others wiring in workable condition(Y/N)?
le. Enter the actual voltage.
17. If power is illegally used by consumer from bare conductor ?2(Y/N)
18. How financial condition of the consumer is?( The appropriate
field) .
19, How many separately located houses are covered by single
meter connection?
20. ow the amount of power used by consumer in comparison to his
financial condition?
2ikis Is the consumer installed capacitor?
22. Actual power factor level.
23 Description about use of illegal Electricity.
24, Description of complain of consumer (If any).
25, Description of inconsistency of electricity use (If any).
26 Describe Consumption of excess load use without approval.
2. Area cover under irrigation with shallow /Deep tube well.
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Meter Reports Issued List

1. The Billing Section shall prepare a Meter Report issued List
(Exhibit VII) in duplicate before the Meter Book is billed.

25 As they are prepared, the original copy of the Meter Reports Issued
List along with the Meter Reports shall be submitted to the 0&M/MS
Department for investigation and appropriate action. The duplicate
copy will remain with the Billing Section and shall be noted as to
what action was taken.

3. After investigation has been made and necessary action has been
taken, the completed Meter Report shall be returned to the Billing
Section where the Meter Reports Issued List shall be noted for
action taken. The Finance Department shall keep the General Manager
informed of Meter Reports remaining unattended on a monthly basis.
The O&M/MS Department personnel shall complete the Meter Reports
Issued List by reporting the action taken. This Meter Report Issued
list shall be provided to the Billing Section after all Meter
Reports on the Meter Report Issued List have been investigated
and appropriate action has been taken.
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BREB From No.

Exhibit -V11
——————— (1) ----=====——---PBS
METER REPORT ISSUED LIST
SL. Consumer Account Meter Irregularity Action Date
No. name No. No. reported taken previously
reported
(2 (3) (4 (5) (8) (7) (8)
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Meter Reports Issued List

Instructions for completing Exhibit VII

All information will be taken from the Meter Report

1, The name of the PBRS
Z5 Serial number of the Meter Report
2, The consumer’s name
4. The consumers account number
By The consumers meter number
6. Irreqgularity reported
75 What action was taken
8. The date previously reported, if any.
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K.5.1 Meter Report Register

1. The Billing Supervisor shall prepare and maintain a Meter Report
Register (Exhibit VIII) to record all transactions in regards to
Meter Reports.

b This Register shall be posted daily so that the total outstanding
Meter Reports can be determined at any time.

K.6 Meter Reading Schedule

1, The Billing Supervisor shall prepare a schedule (Exhibit IX)
showing the Month, Name of the Meter Reader (s), the Meter Book
Number to be read on each day of the month. This Schedule shall be
displayed on the wall in the Billing Section Room.

24 The Billing Supervisor shall make reassignment of the Meter Books
to the Meter Reader at least once in every six (6) months to
discourage possible collusion.
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METER REPORT REGISTER

Exhibit -V111

No. of No. of Meter No. of Meter
No. of Meter
Meter Report retuned | Report pending
Date Report sent to Remarks

Report form with

received &M MS Q&M MS 0&M MS

(1) (2) (3) (3) (4) (4) (5) (5) (6)
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METER REPORT REGISTER

Instruction for completing Exhibit VIII

The date report is f£filled up.

The number of Meter Reports received from the Meter
Reader and others who prepare a report.

The number of Meter Reports submitted to the 0&M/MS
Department.

The number of Meter Report returned from the 0&M/MS
Department.

The number of Meter Report pending with the 0&M/MS Department.

Any noteworthy remarks.
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BREB FORM NO.

..............

. Exhibit-1X
............. G vsimmiavain.. . PBS

--------------------
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3. (4

&

Y

(4)

..............................................

(5) Signature of Billing Supervisor
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METER READING SCHEDULE

Instruction for completing Exhibit IX

1. The name of the PBS

2 The month for which the schedule is prepared for
5 The name of the Meter Reader

2 The Book Number to be read on that date

e Signature of Billing Supervisor.
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L. Account Numbers

k. The Meter Reader will assign the Consumer Account Number to
New Connections the first time the meter is read.

2. The Meter Reading Sheet will be arranged in the Meter Book in

numerical sequence after the Account number has been assigned.

3. The first one number will be assigned for BREB, the next

three numbers will be assigned for PBS (according to

serial), the next two number will be assigned for PBS zonal
office/Head Office, the next three number will be assigned for
Meter book number, next four numbers will be the location by

sequence number of the meter the meter reading sheet.

first consumer in a Meter Book will be assigned number 1000.
The Meter Reader(s) will determine and leave/keep sufficient
numbers between each assigned number for adding future
consumers. The first consumer in Book one (1) therefore will be

assigned Account Number 1-001-01-001-1000 etc.

M. Bill Processing Schedule

The Billing Supervisor shall prepare this form Exhibit X each

month for the individuals to record completed work assignments.
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Exhibit-X

PBS INSTRUCTION 200-06
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Reviewed by
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Section & Page
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Bill Progressing Schedule

Instructions for completing Exhibit-X

All the information is recorded by the Billing Section

1. The name of the PBS

2, The month for which the schedule is prepared

3% All the Meter Book Numbers in numeric sequence

4. The date the meters were read and the name of the Meter

Reader who read the meters

S, The Billing Assistants record the date the bills were
prepared and the name of the Billing Assistant who prepared
the bills

6. The Billing Assistants record the date the bills were

posted to the Consumer Subsidiary ledger and the name of the
Billing Assistant who posted

T The Bill Deliverer records the date the bills were
delivered and name of the Bill Deliverer

B. The date the delinguent accounts consumers were placed on
the disconnect 1list and the name of the Billing Assistant
who prepared the Disconnect for Non-payment List
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Rate Schedule (s)

All consumers shall be billed monthly at the rates and
charges as specified in the PBS/BREBR approved Rate Schedules
which are applicable to the classification of consumer for
which the PBS has made the Electric Service available.

The Rates may be revised from time to time; the consumer will
abide by the revised rates or have the option to disconnect

service from the PBS.

Rate Chart(s)

Rate Charts should be prepared by the Billing Section (Exhibit
XI) to save time in the bill preparation, a separate chart must
be prepared for each classification of consumer.

A new Chart must be prepared whenever there is a rate revision.
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Exhibit-XI

.................. (1)ceeeerien....PBS
RATE CHART (2
Service | Demand Net Gross
KWH | Amount Charge | Charge Bill YAT IM | Total | L.P.C Bill
3) (4) ) ) (6) M 1 ay | & 9) (10)
Revision:
PBS INSTRUCTION 200-06
Original Date Reviewed by Approved by Section & Page Revision No.
03/1987 BREB BREB Board PBS-AP-2-1-30.1 3
Revisions : 03/1996, 24/12/2013, 19/02/2020
= (Md. Abdul Khal l1°
Rahman { ammel o TAPP.B
onsiant TAPP. BRER Commtont i), ConéCitan; TARP.BRE o
5 G ™ 59400
gﬁ LYY T @TE W i
o A Hamd) (Debasish Chakrabortty)

N, TAPP BRER

Asst

mmﬂm,ﬁ?mm Mottty



RATE CHART
Instructions for preparing the Rate Charts (Exhibit b2 A
information will be taken from the approved Rate Schedules

&% Name of PBS

2. Type of Rate Chart (Tariff Schedule LT-A, LT-B, LT-Cl, LT-C2, LT-Dl, LT-D2,
LT-E, LT-T, MT-1, MT-2, MT-3, MT-4, MT-5, MT-6, HT-1, HT-2, HT-3, HT-4,

EHT~1, EHT-2]) .

Be List KWH in multiplies of five (5)

4. Enter the charges from the Rate Schedule for the number
of KWH

5. Enter the amount of the demand charge.

6. Add columns 4 and 5, enter total

T Enter the VAT for that number of KWHs

B Add columns 6 and 7, enter total

9 Enter the amount of Late Payment Charge(LPC). It will apply

to the amount in column 6 (net bill)

10. Add columns 8 and 9, enter total
ki Blank column for any additional charges
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P Electric Bill (s)

i After the Meter Book has been read and delivered to the
Billing Section preparation of the Electric Bill (BREB Form
No. 222) can begin. This will be in two (2) copies sequential
pre numbered bill form.

2 The first step of the Billing Section is to determine that
all the Meter Readings have been recorded and extended. If
the Meter Reader has failed to record a Meter Reading, the
reading should be estimated and consumption recorded. The
Control Sheet shall then be completed.

3 The charges will be determined from the approved Rate
Schedules in effect. The Meter Book will be retained by the
Billing Assistant until all the Bills are prepared by
computerized billing system. The number of Bills prepared and
the KWH recorded on the Electric Bills must agree with the
number of accounts read and the KWH amount posted on the
Meter Book Control Sheet.

4. After reconciliation, posting of the Electric Bill to the
Consumer Subsidiary Ledger can be done.

By The Billing Supervisor shall rearrange assignment of the
Billing Assistants for preparation of -2 and maintaining
subsidiary ledger at least once in a year.

6 The ‘Billing Supervisor shall rearrange the assignment of Bill
Delivererat least once in every six month for timely delivery
of the bills.
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i I Electric Bill -Less than One Month Service

Due to Meter Reading Schedules, Meter Reading are frequently
taken before service 1is connected or energized for a full
month. In such cases special billing treatment is as follows:

I. First reading after service is connected/energized:

A. Domestic /Irrigation/ Small Industry/ Construction/ Educational,
Religious and Charitable Institute, Hospital/ Street light, Water
Pump and Battery Charging Station/ Commercial and Office/ Temporary
Service/ Industry/ Complex (Tariff Schedule LT-A, LT-Cl, LT-C2, LT-
pl, LT-D2, LT-E, LT-T, MT-1, MT-2, MT-3, MT-4, MT-5, MT-6, HT-1, HT-2,
HT-3, HT-4, EHT-1, EHT-2)

1. For service period up to fifteen (15) days: the account shall be
billed. Energy charge shall be accounted for on actual consumption.
Other charges such as Demand Charges, Meter Rent, Transformer Rent
(if applicable), etc. shall be one half (})of the specified month
charges.

2. For service period of more than fifteen (15) days: The accounts
shall be billed for full month charges. For service period of less
than fifteen (15) days, The accounts shall not be billed for the
month except in case of disconnection.

B. Irrigation service (Tariff Schedule LT-B): No special billing
treatment- referred to PBS Instruction: 300-33.

II.Last reading after service is Disconnected:

A. Domestic/ Irrigation /Small Industry/ Construction/ Educaticnal,
Religious and Charitable Institute, Hospital/ Street light, Water
Pump and Battery Charging Station/ Commercial and Office/ Temporary
Service/ Industry/ Complex (Tariff Schedule LT-A, LT-B, LT-Cl, LT-C2,
rr-p1, LT-D2, LT-E, LT-T, MT-1, MT-2, MT-3, MT-4, MT-5, MT-6, HT-1, HT-2,
HT-3, HT-4, EHT-1, EHT-2)

1. The account shall be billed for full month charges.
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nsumer S idia e

The consumer Subsidiary Ledger (BREB Form No.225, 225A, 225B, 225C,
2250 .Exhibit XII,XII-I,XII-II,XII-III,XII-IV) will be wused for
each account in the Meter Book. The Consumer Subsidiary ledger Book
Sheet(s) will be in the same numerical sequence as the Meter
Reading Sheets in the Meter Book. The Consumer Subsidiary Ledger
Books will have the same corresponding number as the Meter Book.

The Consumer Subsidiary Ledger Sheet 1is prepared from the Consumer

Meter Order the same time the Meter Reading Sheet is prepared.

3a After the Electric Bills have been prepared and the KWH amount
reconciled with the Meter Book Control Sheet, the Electric Bills

are then posted to the Consumer Subsidiary Ledgers.

4, The total amount of the net Electric Bill, Vat, Installment
meter and other charges will be posted to the Consumer Subsidiary
Ledger BREB Form No-225, 225A, 225B, 225C, 2250 respectively.

LPC will be posted when it is collected.

5. After posting all the Electric Bills for that Meter Book Number to
the Consumer Subsidiary Ledger Sheets in computerized system or an
adding machine tape if required will be taken of the KWH amount and
the Taka amount of all the accounts posted to the Subsidiary Ledger
Sheets. The tapes of the Taka amount on the Electric Bills
Consumer Subsidiary Ledger Sheets must be equal. The KWH amount
posted to the Electric Bills, Consumer Subsidiary Ledger Sheets and

the Meter Book Control Sheet must all agree.

6. If all the totals agree, the Electric Bill is ready for delivery to

'the Consumer.

T e As the Collection Reports are received from the Accountant,

Paid Electric Net Bills, VAT, LPC, Installment of Meter are posted

to the Consumer Subsidiary Ledger Sheets. BREB Form No-225,
225B, 225C, 2250 respectively.
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BREB Form No. 225 Exhibit-XII

CONSUMER SUBSIDIARY LEDGER -NET BILL

Name Yone mumcwos s (1) eeeenn.. Meter Serial NoO T iwws ws CL)oavs ¢ ovmns o
Father’s Name :........ (LY anie v cimen o Account No B o sraven e (A wss vommny 353
Address Bl B o w S (1 5 55050 bn
Line | Date Meter KWH Bill Bill Amount Amount Balance Remarks
No. Reading Use no. No. Net paid
Issued | Paid/ BilL{Tk) Net
DM/CM Bill
Adj. (Tk)
No.
1) (2) (2) (2) (2) (2) (2) (4)
2)] (3] (3) (3) (3) (3)
3)
4)
S)
6)
7)
8)
9)
10
11
12
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CONSUMER SUBSIDIARY LEDGER-NET BILL

Instructions for completing BREB Form No. 225, Exhibit XII

1 Record the information from the Consumer Meter Order and/or

Meter Reading Sheet.

2. Record from the prepared Net Bill and enter the balance.

3 Record "Paid" Net BRills, Debit/Credit Memos and extent the
balance.

4. Record Disconnection/Reconnections, etc.
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BREB Form No. 225

-A

CONSUMER SUBSIDIARY LEDGER -VAT

Exbibit-XTI-<1

Name ... 8 . Meter Serial No :........ (L) o e v i e e
Father’s Name :......... (T ¥sm s o5 54 Account No  :........ (1) eceenen..
RADrEEs B s o s see (1) 5 ven v von s
Line | Date Meter KWH Bill Bill Amount Amount Balance Remarks
No. Reading Use no. No. VAT (Tk) paid
Issued | Paid/ VAT
DM/CM (Tk)
Adj.
No.
1) (2} (2) (2) (2) (2) (2) (4)
2) (3) (3) (3) (3) (3)
3)
4)
5)
6)
7)
8)
9)
10)
12
12)
123)
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CONSUMER SUBSIDIARY LEDGER-VAT

Instructions for completing BREB Form No. 225-A, Exhibit XII-I

s Record the information from the Consumer Meter Order and/or
Meter Reading Sheet.

2. Record from the prepared Electric Vat and enter the balance.

3. Record "Paid" Electric Vat, Debit/Credit Memos and extent the
balance.

4. Record Disconnection/Reconnections, etc.
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BREB Form No.

Name

Father’s Name :

" s s 0.

Address

PR

225=B

CONSUMER SUBSIDIARY LEDGER -LPC

Meter Serial No

.. Account No

Exhibit-XII-II

CRCE

Line
No.

Date

Bill
no.
Issued

Bill
No.
Paid/
DM/CM
Adj.
No.

Amount
LPC(Tk)

Amount
paid
LPC
(Tk)

Balance

Remarks

1)

(2)

(2)

2)

(3)

(3)

(3)

(3)

3)

<)

S)

6)

7)

8)

9)

10)

11)

12)

13)
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CONSUMER SUBSIDIARY LEDGER-LPC

Instructions for completing BREB Form No. 225-B, Exhibit XII-II

1= Record the information from the Consumer Meter Order and/or
Meter Reading Sheet.

2 Enter the LPC balance when LPC will be collected.
3. Record "Paid" LPC, Debit/Credit Memos and extent the balance.
4. Record Disconnection/Reconnections, etc.
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BREBR Form No.

22526

Exhibit-XII-III

CONSUMER SUBSIDIARY LEDGER —-INSTALLAMENT OF METER

Name: 2y oceos v (L) 5 aam s Meter Serial No:....... 1) CR——

Father’s Name :.... Lo wwm vy Account No  :....... (1) .oun

Address = i.i...i.i.ieaa. (ki v v wva
Line | Date Meter Bill Bill No. Amount Amount paid | Balance | Remarks
No. Reading no. Paid/ Install Installment

Issued DM/CM ment of of meter
Adj. No. meter (Tk)
(Tk)
1) (2) (2) (2) (2) (2) (2) (4)
2) (3) (3 (3) (3) (3)
3)
4)
=)
6)
7
8)
9)
10)
11)
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CONSUMER SUBSIDIARY LEDGER-INSTALLMENT OF METER

Instructions for completing BREB Form No.225-C,Exhibit-XII-III

1. Record the information from the Consumer Meter Order
and/or Meter Reading Sheet.

2 Recordfrom the prepared Installment of meter and
entexr the balance.

3 Record " Paid "Installment of meter, Debit/Credit Memos
and extent the balance.

4. Record Disconnection/Reconnections, etc
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BREB Form No. 225-D Exhibit-XII-IV

CONSUMER SUBSIDIARY LEDGER -OTHERS

Name Tiane w e (1) ...... Meter Serial No :........ [ 1) [ ——
Father’s Name :....... {1l) s ven iy o3 Account Mo = fiw. s sms 0 1) AR
Address T § Qe W aneds (L) & e mass

Line | Date Meter KWH Bill Bill | Amount | Amount | Balance | Remarks
No. Reading | Use no. No. Others paid
Issued | Paid/ (Tk) Others
DM/CM (Tk)
Adj.
No. o]

1) (2) (2) (2) (2) (2) (2) (4)
2) (3) (3) (3) (3) (3)

3)

4)

5)

6)

7)

8)

)

10)

11

1:2)
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CONSUMER SUBSIDIARY-OTHERS

Instructions for completing BREB Form No. 225-D, Exhibit XII-IV

2ol Record the information from the Consumer Meter Order and/or

Meter Reading Sheet.

2 Record from the prepared Others and enter the balance.
3 Record "Paid" Others, Debit/Credit Memos and extent the
balance.
4. Record Disconnection/Reconnections, etc.
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Consumer Subsidiary Ledger Control

All Consumer Subsidiary Ledger Book (s) must contain a Consumer
Subsidiary Ledger Control Sheet (BREB Form No. 227,227-A,227-
B,227-C,227-D,Exhibit-XIII,XIII-I, XIII-II, XIII-III,XIII-IV) in

front of the Book.

After reconciliation of the Electric Bills with the Meter Book

Control Sheet, the Consumer Subsidiary Ledger Control Sheet can be
posted.

The computerized system or in case of manual billing an adding
machine tape will be taken of the Taka amount of Electric bills
and the total KWH consumption of each classification of consumers
for each Consumer Subsidiary ledger Book and recorded in the

appropriate columns on  the Consumer Subsidiary Ledger Control
Sheet.

As the Collection Reports are received from the Billing
Supervisor, the amount recorded in the "Distribution" column will

be posted to Consumer Subsidiary Ledger Control Sheet for each
Book.
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BREB Form No.227 Exhibit-X1II
CONSUMER SUBSIDIARY LEDGER CONTROL-NET BILL

BoOk NO.=======~(1)-=ssnremne
Date | Number Billed No. of Min. KWH Billed Amount Billed(TK) Amount Paid | Balance
Bills (TK) (TK)
@E (GG [@)[C) (G |Q)|E@) ] ) (3)
@ | @@ (@O [E)]|E)[6)[6)]E®)] () (7 (7) (8) ©)
* For future use, if decision regarding minimum bill is received from BERC
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* For future use, if decision regarding minimum bill is received from BERC

Consumer Subsidiary Ledger Control-NET BILL

Instructions for completing BREB Form No. 227 (Exhibit XIII)
Every time there is posting done to the Consumer Subsidiary
Ledgers, entries must be made on the Controcl Sheet.

i Record the Consumer Subsidiary Ledger Book Number (the same as
the Meter Book Number) .

2 Record the date of the Electric Bill.
3 List the Classification of Consumer.
1. Record the number Billed by classification of Consumer.

5.Record the number of minimum Bills by <classification of
Consumer.

6.Record the KWH Billed by classification of Consumer.
7.Record the Taka amounts billed by classification of Consumer.
8.Record total amount of Taka paid, (all classifications)

9.Record the outstanding balance.
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BREB Form No.227-A Exhibit-XIlI-I

CONSUMER SUBSIDIARY LEDGER CONTROL-VAT

Book NO.-==----- (1 )esaumcsas

Date Number Billed Amount Billed-VAT (TK) Amount Paid- | Balance
VAT (TK
@@ @] O §) §] ™ m

(2) @ | @ | @ (5) ®) (5) (6) (7
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Consumer Subsidiary Ledger Control-VAT

Instructions for completing BREB Form No. 227-A (Exhibit XIII-I)

Every time there is posting done to the Consumer Subsidiary
Ledgers, entries must be made on the Control Sheet.

1. Record the Consumer Subsidiary Ledger Book Number (the same as
the Meter Book Number) .

2. Record the date of the Electric Bill.
3. List the Classification of Consumer.

4. Record the number Billed by classification of Consumer.

5. Record the Taka amounts billed by classification of Consumer.
6. Record total amount of Taka paid, (all classifications) .
Ts Record the outstanding balance.
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BREB Form No.227-B

CONSUMER SUBSIDIARY LEDGER CONTROL-LPC

Exhibit-XIlI-ll

Book NO.-=---=-(1)-====-----
Date Number Billed Amount Billed-LPC (TK) Amount Balance
Paid-LP
@1 ® | @ [ @ @) ) m |
(2) 4) 4) (4) (9) (5) (5) (6) (7)
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Consumer Subsidiary Ledger Control-LPC

Instructions for completing BREB Form No. 227-B (Exhibit XIII-II)
Every time there 1is posting done to the Consumer Subsidiary
Ledgers, entries must be made on the Controcl Sheet.

1= Record the Consumer Subsidiary Ledger Book Number (the same as
the Meter Book Number) .

2 Record the date of the Electric Bill.
s List the Classification of Consumer.
4. Record the number Billed by classification of Consumer.

5. Record the Taka amounts billed by classification of Consumer.

6. Record total amount of Taka paid, (all classifications)
T Record the outstanding balance.
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BREB Form No.227-C

CONSUMER SUBSIDIARY LEDGER CONTROL-INSTALLMENT OF METER

Exhibit-XIH-11I

Book No,-------- ) —
Date Number Billed Amount Billed-loM (TK) Amount Balance
Paid- loM
(3) @) (3) @) @) (3) (TK) (TK)
(2) (4) (4) (4) ©) ©) (%) (6) (7
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Consumer Subsidiary Ledger Control-INSTALLAMENT OF METER

Instructions for completing BREB Form No. 227-C (Exhibit XIII-III)

Every time there is posting done to the Consumer Subsidiary
Ledgers, entries must be made on the Control Sheet.

1. Record the Consumer Subsidiary Ledger Book Number (the same as
the Meter Book Number) .

2. Record the date of the Electric Bill.
3. List the Classification of Consumer.
4, Record the number Billed by classification of Consumer.

5. Record the Taka amounts billed by classification of Consumer.

6. Record total amount of Taka paid, (all classifications)
7. Record the outstanding balance.
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BREB Form No.227-D

Exhibit-XI1I-1V
CONSUMER SUBSIDIARY LEDGER CONTROL-OTHERS
Book NO.-——--(1)
Date Number Billed Amount Billed-Others (TK) Amount Balance
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Consumer Subsidiary Ledger Control-OTHERS

Instructions for completing BREB Form No. 227-D

(Exhibit XIII=IN)

Every time there 1is posting done to the Consumer Subsidiary

Ledgers, entries must be made on the Control Sheet.

L Record the Consumer Subsidiary Ledger Book Number (the same as

the Meter Book Number) .
Py Record the date of the Electric Bill.

3. List the Classification of Consumer.

4. Record the number Billed by classification of Consumer.

5 Record the Taka amounts billed by classification of Consumer.
6. Record total amount of Taka paid, (all classifications).
7. Record the outstanding balance.
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P.2 Consumers Billing Data

The Consumer Billing Data
must be completed for each Consumer

Sheet (BREB Form No.

228, Exhibit XIV)

Subsidiary Ledger Book.

will be done when the entire Book has been posted and verified.

Revision:
PBS INSTRUCTION 200-06
Original Date Reviewed by Approved by Section & Page Revision No.
03/1987 BREB BREB Board PBS-AP-2-1-45 3
Revisions : 03/1996, 24/12/2013, 19/02/2020

(Md. Mozibur Rahman) Consuitant TaPR 5

i

Consultant TAPP BRER

(Md.

‘bﬂﬂﬂfanr,mp#mp

(Md.

o~
o

(Md. Duhidul Isia [g)ﬁ
‘P

L33 BT AT T SIS HERE 72 59900

{Debasish Chakrabority
PD TAPP BRER

85t. Se

amme)
onstitan}. mp;:ggg’ép

(Kamn

This

L

0

1 Ahsan MMM



2
L
%;g BREB FORM No-228 CONSUMER BILLING DATA Exhibit-XIV
gg ) MONTH OF.......
Q Book NUMBER OF ACCOUNTS BILLED
= No
g.‘-‘l LT-A [ LT-B | LT-C1 | LT-C2 | LT-D1| LT-D2| LT-E | LT-T | MT-1 [ MT-2 [ MT-3 | MT-4 | MT-5 | MT-6 | HT-1 | HT-2] HT-3 | HT-4 | EHT-1] EHT-2 | Solar | Office | Resale Total
5--5:’ Dom) | (Irri) | (Sdnd) | (Const)| (CI) | $2%eEC| {Com)|(Temp) | (pom) | (Com) | (Ind) | (Const)| teme | (Temp) {icome | (com)| (L.Ind) | (Const) | (2040 | (Above tise
LE Salion) ::'""'" ;‘I"‘""' MWy | domw)
25 L\ _
S E
U&
w
2 )

d38 davi ueynguo
(bny taunie nmjl'-%)’-o

Revision: _
PBS INSTRUCTION 200-06
Original Date Reviewed by Approved by Section & Page Revision No.
BREB BREB Board PBS-AP-2-1-45.1 3

03/1987
Revisions : 03/1996, 24/12/2013, - 19/02/2020

(Md. Ahsan Hague /é
Cons:ﬂfantTAu}lPB ] Moebackin ¢
basish Cha

PD.TAPP BR

YR3 X ¥ 78Ty WS e ) 34400

6

gV LISECD
A 1TpayPN)




Consumer Billing Data

Instructions for completing BREB Form No. 228 (Exhibit XIV)
1. Record the month of preparation.
2. Record each Meter Book Number.
3. Record the total number of Consumers Billed by Classification.

4., Record the total number billed (all classification).

5. After all the Meter Books have been listed, the totals are
footed and cross footed.
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Consumer Billing Data

Instructions for completing BREB Form No. 228-A (Exhibit XV)

1. Record the month of preparation.
2. Record each Meter Book Number.
3 Record the total number of minimum bills by Consumer

Classification.
4, Record total number of minimum bills (all classification).

safter all the Meter Books have been 1listed, the totals are
footed and cross footed.
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Debit/Credit Memorandums

Billing adjustments are made in the form of a Debit/Credit
Memorandum (BREB Form No. 235, Exhibit XV) . This will be a pre
numbered form prepared in triplicate. The first and second copy

are provided to the consumer, the third copy 1is forwarded to
the Billing Section.

Debit/Credit Memorandums are posted directly to Individual
Consumer Subsidiary Ledgers and each Memo will be listed on the

Sales Journal. The preparation of a separate Journal Voucher 1is not
necessary. '

Previous months adjustments are thereby recorded as current month’s
transactions.
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BREB FORM No-235

..................

DEBIT/CREDIT MEMORANDUM

Exhibit-XV

(2) (2)
DEBIT CREDIT
Date (3) DM/CM No. (4)
Name:
Father’s Name: Dey_|/Mhenn | A58
7 Consumer Acct. No
Address: (5)
Work Order No.
(6)
We debit/credit your account with TK........ccooveeenere(8)
Account No. Account Title Debit amount Credit amount
9 €) (&) )
Total (10) (10)
Exp_lanatfon: (11)
(12) (12) a2)
Posted by: Recommended by: Approved By
Distribution: 1 and 2 to Consumers 3. For Accounting
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Debit/Credit Memorandum

Instructions for completing BREB Form No. 235 (Exhibit XV)

All information is recorded by the person preparing the
memorandum—- attach supporting documents, if any.

1 Record name of PBS

2. Check if this is a Debit or a Credit to the Consumers Account
and tick accordingly.

3. Record date of preparation.
4, This form is to be pre—-numbered.
5. Record Consumers Account Number.

6. Record the Work Order Number, if applicable.

7. Record full name, father's name and address as it appears on
the Consumer Subsidiary Ledger Sheet and Meter Reading Sheet.

8. Record the taka amount of the Debit/Credit Memorandum.

9. Enter the Account Numbers, Title and amount for each account
affected by this Memocrandum.

10. Record the total amount of all adjustments.
11. Record detailed explanation for the adjustment.

12. Signed by the Billing Assistant who posted the Memorandum to
the Consumers Subsidiary Ledger.

13. Signed by Billing Supervisor.

14. Signed by the AGM-Finance/Deputy General Manager /Office

in charge in Sub-Zonal Office.
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R. Sales Journal

After all the Electric Bills and Adjustments have been recorded
to the Consumer Subsidiary Ledgers and the Consumer Subsidiary
Ledger Control Sheets, the Sales Journal (BREB Form No. 240,
Exhibit XVI) can be prepared.

The Sales Journal is in two (2) sections, the first section
(Exhibit XVI-A) of the Sales Journal is wused to record the
KWH sales by classificationof consumer, the second section
(Exhibit XVI-B) of the Sales Journal is used to record the
taka amount billed Dby classification of Consumer.

After 1listing all the Consumer Subsidiary Ledger Books, both
sections of the Sales Journal are footed and cross footed. The
totals of the KWH Sales and Taka amocunts are posted to the BREB
Form No. 550 - Financial and Statistical Report. The totals of
the Taka amount billed are posted directly to the General
Ledger, this eliminates the need to prepare of Journal Voucher.
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g BREB FORM No-240 ELECTRICITY SALES JOURNAL Exhibit-XVI-B
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SALES JOURNAL

Instructions for completing BREB Form No. 240 (Exhibit XVI)
Section (A)

1. Record the month prepared and each Consumer Subsidiary
Ledger Book Number.

2 Record the KWH Sales by Consumer Subsidiary Ledger
Book for eachclassification of consumer (extra

spaces have Dbeen provided for classification not listed)

3. Record the total by Consumer Subsidiary Ledger Book
for all classification of consumers.

4. After all the Consumer Subsidiary Ledger Books have been
listed this section is to be footed and cross footed,
this information will be pcsted to the BREB Form No.
550 Financial and Statistical Report.

5. The totals of (4) must equal

Section (B)

i N Record the month prepared.

2% Record the taka consumer (extra listed) .amount billed space

has been of each provided classification for accounts of not

Js Record all miscellaneous accounts and the taka amount
billed, if any account is not listed on form.

4. Record the total billed for all accounts by each
Consumer Subsidiary Ledger Book.

5 After all the Consumer Subsidiary Ledger Books have
been listed, this section is to be footed and cross
footed, this information will be posted directly to the
General Ledger.

6. The totals of columns (5) must equal column(6). The total in
column (6) is also posted directly to the General Ledger.
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Reconcilement and Aging of Accounts Receivable - Electric

After the Sales Journal has been completed, the Reconcilement

and Aging of Accounts Receivable -Net Bill (BREB Form No.

Exhibit XVII) is prepared. Reconcilement of Accounts Receivable
VAT, Installment of Meter and Accounts Receivable Others
(BREB FormNo.245-A & 245-B, Exhibit-XVII-I & XVII-II

respectively)is also to be prepared.

All the Consumer Subsidiary Ledger Books must be recorded on

this form. The main purposes in preparing this form is

determine the accuracy of the Billing Procedures and the

effectiveness of the Collecting/Disconnecting Procedures.

The Aging will be only in three (3) categories, current, Chirty

(30) days over and ninety (90) days over.
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Exhibit-XVII
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Q’E RECONCILEMENT AND AGING OF ACCOUNTS RECEIVBALE- NET BILL
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Reconcilement and Aging of Accounts Receivable-Net Bill

Instructions for completing BREB Form No. 245

1. Record the month prepared.

(Exhibit-XVII)

2. Record all Consumer Subsidiary Ledger Book Number.

3. Record the beginning balance of net bill(ending balance for the
previous month)

4. Record

5. Record
6. Record
7. Record

the total taka amount billed net bill (current month).
the total taka amount collected net bill (paid bills)
Debit/Credit Memo's taka amount net bill,if any.

the ending balance net bill (current month).

8. List the number of accounts and Taka amount net bill of all

outstanding accounts

(unpaid for the current month) .

9. List the number of accounts and Taka amount net bill of all

outstanding account

days.

(unpaid)

for over thirty (30) days up to 90

10.List the number of accounts and Taka amount net bill of all
outstanding account (unpaid)

11.List

for ninety

(20) days over.

the total number, by Consumer Subsidiary Ledger Books, the
disconnected accounts.

12. After all the Consumer Subsidiary Ledger Books have been listed

in this form,

with

General Ledger (Account No.

Bild)
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Exhibit-XVII-I

o
=3
% MOWIE OF u: i oo o sos Go8 50 V) s siam a5 w0 505 504 S50
;E‘ Book No Beginning Balance- VAT Amount Billed- VAT Amount Collected- DM~ (CM) Ending Remarks
EE VAT Adjustment Balance
g VAT VAT
PE = (2) (3) (4) (9) (6) (7)
531
a‘J
:f""\
iE
5E
=3\
o
=R
33
3
{x
O —
3.5 -
;-;-‘ Revision:
=.0
-;,g J PBS INSTRUCTION 200-06
o 3
gg N Original Date Reviewed by Approved by Section & Page Revision No.
A=
ﬁf 03/1987 BREB BREB Board PBS-AP-2-1-49.3 3
Revisions : 03/1996, 24/12/2013, 19/02/2020

d

8|
*’gﬁ’em mpay pw)




Reconcilement of Account Receivable-VAT
Instructions for completing BREB Form No. 245-A (Exhibit XVII-I)
1. Record the month prepared.
2. Record all Consumer Subsidiary Ledger Book Number.

3. Record the beginning balance of VAT (ending balance for the
previous month) .

4. Record the total taka amount billed VAT (current month).
5. Record the total taka amount collected VAT (paid bills).
6. Record Debit/Credit Memo's taka amount VAT, if any.

7. Record the ending balance VAT (current month).

Revision:
PBS INSTRUCTION 200-06
Original Date Reviewed by Approved by Section & Page Revision No.
03/1987 BREB BREB Board PBS-AP-2-1-49.4 3
Revisions : 03/1996, 24/12/2013, 19/02/2020

=

- / ozammel Hug) (Md.m

o . Co :
(MndzihwRahmﬂﬂ% (Ma, Dunidul Isiam) ,:*omg{m t. TAPP. BREF nsultant TAPP. BREF:
“onsultant TAPP BRE ~onsuftant TAPP BRF

0
mmmqo
s o GO 76T M

/bg/ Deh}sibshlhammﬂm
S, o e

¢ (Rameud Ahsan Mot
Asst Sacy, (12
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RECONCILEMENT AND AGING OF ACCOUNTS RECEIVBALE- INSTALLMENT OF METER
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Reconcilement and Aging of Accounts Receivable- Installment of meter

Instructions for completing BREB Form No. 245-B (Exhibit XVII-II)

1. Record the month prepared.

2. Record all Consumer Subsidiary Ledger Book Number.

3. Record the beginning balance- Installment of meter (ending
balance for the previous month) .

4. Record the total taka amount billed Installment of meter
(current month) .

5. Record the total taka amount collected Installment of meter
(paid bills) .

6. Record Debit/Credit Memo's taka amount Installment of meter, if
any.

7. Record the ending balance Installment of meter (current month).

8. List the total number, by Consumer Subsidiary Ledger Books, the
disconnected accounts.
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Collection/Disconnection List

The PBSs Electric Service Rules and Regulations state that the
service will Dbe subject to disconnection for non-payment of
outstanding Electric Bills.

Collection/Disconnection 1lists (Exhibit XVIII) shall be prepared
daily in duplicate, one copy is given to the AGM-Finance/Finance-
Revenue/O&M who will dispatch linemen to collect or disconnect the
account, the other copy is placed in the pending file.

The copy remains in the pending file until the next list is

prepared, it 1is updated every day from the Consumer Meter Orders,
collection reports and from the 1lists returned by the Disconnect
Personnel.
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Exhibit-XVII

Book No.........c... (1) Date: (2)

Sl | Account | Name Amount to Collect Action by Disconnect Personnel
No. | No.and | and Months | Net | Duty | LPC | Fees Total | Amount Disc. Remarks | Name

Meter | Location | Due Bill Collected | Reading and

No. Initial
1 (3) (4) G 16 ] 0 (8) (9 | (10) (11) (12) (13) (14)
2
3 ) (4) (14)
4
5

™ |6
7
8
9
10
1
12
13
14
15
16
17
Prepared by: Approved by: Assigned to: Certifiedby:
Billing Assistant AGM- Finance/Finance-Rev. Name of Disconnect AGM- O&M
" Deputy General Manager Team Leader Deputy General Manager
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Collection/Disconnection for Non-payment

Instructions for completing Exhibit XVIII

1. Record the Consumer Subsidiary Ledger Book (s) for the list
being prepared.

2. Record the date of preparation.

3. Record the Consumers Account Number and Meter Number from the
Consumer Subsidiary Ledger Sheet,

4. Record the name and location of Consumer.

5. Enter the total months outstanding.

6. Enter the net of the Electric Bill.

7. Enter the amount of the Government Duty.

8. Enter the amount of the Late Payment Charge.

9. Enter all other fees, if any (Except DC/RC Fee).

10. Enter the total amount payable (5)+(6)+(7)+(8)+(9).

11. Record the total amount collected, if any.

12. Record the Meter Reading, if disconnected.

13. Record any noteworthy remarks.

14. Name and initials of Collect/Disconnect personnel who performed
the action.

1.5 Si?mature of the Billing Assistant.

16. Signature of the AGM-Finance/Finance-Revenue/Deputy
General Manager/Office in-charge in Billing Area Office.

17. Name ° of the Disconnect Team Leader assigned to
Collect/Disconnect.

18. Signature of the AGM-Finance/Finance-Revenue/AGM-
O&M/Deputy General Manager/Office in-charge in Sub-Zonal
Office.
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u, Duplicate Electric Bill

1: If the Consumer loses/misplaces his/her Electric Bill and
requests the PBS to prepare a Duplicate Bill, the PBS will prepare a
Duplicate Bill from a completely different book of bills used by the
Billing Section for normal billing. The Duplicate Bill shall be
plainly marked across the bill "Duplicate Bill". Tk. 3606 20.00
(Subject to change from time to time) will be charged for each
duplicate bill (except Govt.semi- Govt. and Autonomous bodies) .

Vs Other Electric Utility Take-Over Consumers

1% As and when Other Electric Utility lines are taken over, the PBSs
are required to extend cooperation in collecting the outstanding
bills from the taken over consumers on the basis of consumer-month
wise lists of outstanding supplied by Other Electric Utility.

2. Other Electric Utility shall remit to the PBSs all consumer
deposits in respect of taken over consumers.

L3 Outstanding bills from the consumers and deposits will be entered
into a memorandum record to be maintained by the PBSs. On collection
of outstanding bills, the collected amounts after adjustment of

consumer deposits if such deposits are not remitted by other utility
to the PBSs at the time of take-over, are to be paid to other

utility.
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ELECTRIC ENERGY SALES - CONSUMER ACCOUNTING

FLOW CHART
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