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Procedures for Billing

Schedule Preparation :

Meter reading supervisor must prepare a schedule for Head of the office approval before
start of the month starting from the 1st working day of the reading month & finishing by
30th instant for categories A, B,C, D, E & J . Schedule for F, H should be on the last day
of the month in format (C-1). For consumers of F and H, Assistant Engineer will take
meter Reading. He may utilized Snap shot technique for reading and also for the proof of
the Readings. Office Head will allocate reading collection responsibility .In addition for
G2 and G3 category GM office will collect on 00:00 hours of 1st day of month by
remote metering, confirmed by manual reading with concern Grid personnel . For Utility
Meter reading, concerned Energy Audit Division will collect and process for the bills.
For Snap shot meter reading, ESU head will issue a Sanction order for the temporarily
engaged meter readers every month, for the excess consumers readings, beyond the limit
of regular meter readers reading responsibility (C-2).

Meter reading procedures are as follows :-

a) Meter reader shall take meter reading of all consumers in the meter reading book
issued to him by his supervisor. He shall fill in all columns and put his initial in the
signature column (C-3). Finally he will prepare a MRS( meter reading summary) for
sending to respective Computer center ,countersigned by his supervisor .

b) In case of Out soursing, allocated meter reading will be collected by the vendor
personnel and will prepare MRS sheet to be sent to respective Computer center (C-4).

c) Leased out Snap- shot meter reading will be collected by the vendor personnel as per
contractual procedure. ESU head will issue a sanction letter (C-2) monthly as per
schedule, and finally MRS to be sent to respective Computer center through Internet/
descrived in the vendor contract.

d) Meter reading unit shall be rounded to multiple of 5 e. g. last digit of the reading will
be read as 5, except in case of zero for manual readings only. For the Snap- shot
meter readings the visible amount will be entered, leaving the decimal part.

e) Meter reader shall also fill in the meter card attached to the meter and initial the same
with the date (C-5).

f) Meter reader shall also take note of the condition of the meter, seal and its
installation, location, etc. for defective meter and submit a report to his supervisor in
(C-6

g) In case of meter reading including Snap- shot meter readings, condition of the meter,
meter seal and its installation to be entered in the meter Inspection Report /software
format , prior to sending to Computer Center. A report need to sent to computer
center also to S&D div. (C-6).
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h) Meter books/accounts shall be arranged Feeder-wise to facilitate taking of meter
reading easily and analysis of system loss. For snap shot and future identification and
analysis a 17 digit consumer coding will be prepared by the snap-shot contractor (C-
8).

i) The supervisor shall maintain meter book register and delivery reports to keep the
track of the meter reading, bill preparation and bill delivery (C-9).

J) New consumers shall be accommodated in the same meter reading book of the area if
possible or a new meter Handover sheet shall be used. A meter handover sheet in
triplicate will be generated , one to Consumer, 2™ copy to consumer file and 3 copy
to supervisor for entry in reading book and computer data entry (C-10).

k) If a meter reader cannot take the meter reading of a consumer for reasons beyond his
control he shall put in an estimated meter reading based on past three month’s
consumption and mention the reason it in the Remark column (reason of estimation).

I) The supervisor as a monthly routine shall cheek 10% of the meter readings by
physical inspection and will rectify the readings if necessary as per rule and put
comment. Supervisor shall put his signature as a token of checking in random reading
sheet (C-7) finally report his findings to concern Assistant Engineer.

m)Meter readers shall be rotated in every 6 months and shall not be posted back to the
area from where he was transferred till he has worked in all other locations of ESU.

Meter reading for Snap shot billing :

a) Snap shot meter reading has been introduced to avoid controversy in actual
consumption to billed amount and in house reading preparation. By the help of
Mobile Apps. Reading will be collected at actual with a stored picture as a proof,
including GPS location , timing etc. of reading site.

b) Reading will be collected in sequence and processed readings will be sent to
computer center. A summary report (C-6).will be prepared by data entry
supervisor for any discripancies observed finally passed for computer billing.
In this level 100% validation is needed.

¢) Meters will be identified by Mobile Apps through RFID/Q-code/Bar-code affixed on
meter.

d) Snap shot meter readers will perform the job as per instruction E/in Charge.

Meter reading for computerized billing :

a) Meter reader shall take reading in accordance of C-1, C-2 and will fillup C-3 or C-4 .
Mv meter reading data sheet (C-1) ,(C-3) & (C-4). issued by the ESU
head/supervisor in accordance with the monthly schedule.



b) Meter reader shall report on defective installation/meter in (C-6).

4. Checking of Consumers Meter:

An officer as assigned by the head of the office shall check every month 50 Nos. of the
meter reading of consumers selected by head of the office on random basis and he shall
submit report with his findings to the head of the ESU in the (C-7), in case of
discrepancy head of the ESU shall take action as per rule. Officers shall also initial the
meter card as evidence of their inspection. This way minimum 1% of the total consumer
of ESU shall he checked every month.

5. Procedures for preparation, checking & delivery of Electricity Bill.

Billing procedures are as follows:

a) Bill forms (C-11) (C-12). ... (C-13). for different categories of consumers shall
be of different colors and size as mentioned below:

Category of Consumer Color Size
A. Domestic/ single Register White 13CM X 22CM
B. Multi Register Metered Bills Pink 13CM X 22CM

b) All bills shall be checked by supervisor and put electronic signature / pass away.

C) Consumers of F & H should be checked by concerned Assistant Engineer and put
live signature . For G2,G3 consumers and Utility (G1, 11,12 & 13 ) and Zonal bills, GM
commercial office will check and put live signature.

d). PDB employees and PDB installation/offices shall be billed like a normal
consumers. Electricity bill of PDB employees shall be paid by the concerned employee
from his own ( He will draw Electricity allowance along with monthly salary) as per
metering . On the other hand Office/ installation will be billed as a normal consumer &
will be adjusted by book transfer against budgetary provision of respect office.

e) Computer center will prepare necessary billing summary for concern ESU for
reporting.

6. Consumer Ledger Keeping Procedures:-

a) All consumer’s Electronic Ledger will be preserved and maintain by respective computer
centers and for G2,G3 consumers and Utility (G1, 11,12 & 13 ) and Zonal bill, Dhaka
computer center will preserve and process. All Regional computer center will send
consumer ledger data ( Data migration) to Dhaka computer center ( BPDB Central ) at the
end of the each billing month for backup. In addition Dhaka computer center will publish
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consumer’s bills in wavesite. Consumers may get bills printed by themselves and payment
are acceptable on the basis of wave bills. SE Energy Auditing will preserve all meter entry
data for Utility and also 132 and 230 KV consumers , ESU imports for zonal bills ( needed
for Energy balance ). SE Energy Auditing also will maintain Energy Balance data
throughout the country.

b) A Defaulter list to be prepared by the computer center on the basis of receivable
amount or individuals months outstanding, as required by ESU.

c) Electrict bill need to show the outstanding/ arrier details. Any arrier showing 2 months
outstanding will be treated as Disconnection Notice. (C-14)..

d) A monthly summery of billed units, amount billed and account receivable of individual
customer shall be prepared

e) (C-101) by Computer Center as consumer summary ledger

f) (C-102) by GM office as Utility and EHV consumer summary ledger
g) (C-103) by ESU as 11KVfeeder MOD,

h) (C-104) by ESU as 33K Vfeeder MOD,

i) (C-105) by ESU as overload and burnt Transformer.

j) (C-106) by ESU as new Connection.

k) (C-107) by ESU as irrigation connection.

I) (C-108) by Computer Center as ESU's summary.

m)(C-109) by Computer Center as catagory wise bank collection.

n) (C-110) by SE EAU as ESU's import / correction.

0) (C-111) by Computer Center as Collection, Receivable status

p) (C-112) by individual branch of Bank as Daily collection

q) (C-113) by Bank, Centrally as weekly collection

r) (C-114) by Computer Center as Customer billing details

s) (C-115) by Computer Center as Rebate statement

The followings are Included in a Electric Bill :-

a) Bill Scroll No., Acounts No., Consumer No., Consumer’s Name, Business
Address/ Mailing Address, Sanction Load, No. of Phase of Supply Voltage, Tariff Class
and sub Class, Present Reading and Previous Readings of KWh, KVARh/ month’s average
Pf., Peak and Off Peak Readings / Flat Reading ( in applicable cases) , Bill issue date, Last
pay date without Surcharge, Total Month’s Electricity Bill , VAT, Month’s total Payable,
Amount payable within one month after expire of Last pay date / next slot of time
extension , Previous month’s Payment and Arrier Status ( Max. of last 6 months) etc.
flollow a Standard Bill Format (C-12) , (C-13) & (C-14)..)

b) In case of Mother & Child type of meter system , all child meters to show the
information as described in sub clause a) and will be billed in respective tariff. The
Mother will show , in addition , the total deduction of all child meters of KWh and KVARh



(in applicable cases) . Then some of the child meters KWh and KVARh will be deducted
from the aggregate units . The remaining amount will be billed in the name of “Common
service” in applicable Tariff of the Main connection category. Composit Power factor
“PFC” will be charged on common service bill of Mother Meter. If Child meters shares any
amount of PFC (in applicable case ) that will be deducted from Mother Meter. ( Follow a
Standard Bill Format(C-12) & (C-13) (C-14)..)

C) For the “Common service bill” all the child meter account holders will be
combinely responsible for payment and security of the Mother meter . Follow the latest
instruction for Common service bill preparation.

b, ARIE JEge e e s-

2 7 1 PRICR (@, (P19 (FI9 QA0 6T Ao 0oal @ e 1 TF 1 R RTINS I SIHF
W o7 AR I 1 =F | AR I ez | Qe S TIPS #AfRR Ffre 280 |

S (I QRCE AT o FoF) MR e ML Wed AR 12 PHtabitad e 2307 |

21 o (fo9) MR i TER e AgRTe [eiRee 310 A2E 9 ©1 TRAS JRC @ (K61 M
RroRTT FRCe = OF YT TR IR B 7T SLTR *RTS! SO FNFO[ [0 22T
LM Q2] 0o 237 (C-11) |

© | AR @ e [ead reer GaAbwE 5 © (o) NoR Sifks s [t e 7eEE
G SfEfbe e Torme 72 AR -3 G 2AfSATT FATATH AT 3 0o 27 |

81 3 3pfs ( BRF F-e H) fbeas a1divs © (o) MR I AR [Ke SR Ifege @
(AT Y ATIRAT ST IRCHTLCR G9F[ G |

¢ | I G35f6 OIEE (( GfF F-8 H) o ((foF) o™ Sifess Awead e e a=ifer siiefby
(992T) I TOITS AT YEE TR (TAISAT ALY QTP AW FRCHTLCTT Hg[ 0T |

b | e 9350 FoTER ((GRE F-8 H) © (=) NER SIS TN {61 TR Go2S Tolo
ATATTE ETE TG (AARAT AL LI NG TL-JGHF |, AfEF ARG @7 Sermee

FRCHTLCNR 597 G |
51 e e -
(5) 75 fe1 foreg 3fefe e oifos -
%) Sl oA ( Fixed ) &) foxre e

¥) ST vrer
¥) sf7qea =* ( Variable) ¥) @=ife sret
o) sfsfae s ( Additional)F) [« erer, So= |, Grreaw 2o



q) DC / RC o1&
1) T30 T
¥) PFC bl&t
8) ST FICTF BISt
5) (Gf3: f@
®) &y s
q) S o ( Govt duty ) F) VAT
©) (FAR @7 ( Security ) J) AR TNTS

ol AR (FIfER 8-
(5) 4T Aw fog o oy MR wcF yq fofets g @ifer. <21 =R | @7

TN AT AT 9, Fwawe |, Fer ¢ Toitarwa o<y, @, Feew o7 ffwe
P9 TOJIM FIOG P AP #I1G[ AN |



BANGLADESH POWER DEVELOPMENT
BOARD

Part -2, New Connection Procedure

( New Connection, Reconnection, Line extension, cost sharing,
Meter Seal , Penal Bill etc.)

FOR
ELECTRIC SUPPLY UNITS

General Manager, Commercial Operation,
Biddut Bhaban, 1 Abdul Gani Road, Dhaka -1000.
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BANGLADESH POWER DEVELOPMENT BOARD

Part -3, MOD Preparation

( Monthly Operation Data ( MOD) for ESU’s & Utility’s Imports, Sale,
Receivables, Generation Unit’s Gross & Net Gen., IPP’s Net Gen., Fuel
Consumption & Cost etc.)

FOR
ELECTRIC SUPPLY, UTILITY, GEN. & IPP UNITS
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(PROVISIONAL AND FINAL MOD )

General Manager, Commercial Operation,
Biddut Bhaban, 1 Abdul Gani Road, Dhaka -1000.
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BANGLADESH POWER DEVELOPMENT BOARD

Part -4, Forms and Office Orders

( Different Standard Forms for Distribution, Generation, & MIS
related for BPDB and prevailing Office Ordes for Commercial
activities etc.)

FOR
ELECTRIC SUPPLY, UTILITY, GEN. & IPP UNITS
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General Manager, Commercial Operation,
Biddut Bhaban, 1 Abdul Gani Road, Dhaka -1000.

( Attach Various Forms )

A. Forms

1) Billing Related C-1 to C-20

2) Collection reports, Bank and Mobile vending C-21 to C-25
3) New Application and Consumer Related C-81 to C-98

4) MOD Related C-101 to C-120

5) Generation related C-125 to C-130

6) BPDB MIS Related C-131 to C-145
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B.  Office Orders and Approval, Billing Procedure
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( Add more Office Orders)
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