BANGLADESH RURAL ELECTRIFICATION BOARD
DHAKA, BANGLADESH

PBS POLICY INSTRUCTION 300-2

SECTION I
POLICY

SUBJECT: MEMBER SERVICES/POWER USE

Date of Approval :25/02/1981
Last Revision : 19/02/2020

PURPOSE:  To set forth BREB policy with respect to Member Services/Power
Use Programs for PBS and provide information on the nature and function of such

programs.

POLICY: The PBS will be engaged in an active Member Services/Power Use
Program that will enhance the success of the Samity and the members it serves,
develop member relations, and promote the cooperative concept, while utilizing the

Samity services safely and productively.

PROCEDURE: Each PBS management, staff, and the Board of Directors
will continually examine the PBS position in the area of Member Service from the

stand point of services being provided by the PBS.
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A. Pattern of Action

1. Appraise objectives, policies, and activities relating to Member Services/
Power Use.

2. [dentify areas where efforts need to be initiated or expanded.

3. Determine what resources may be allotted for improving or expanding

needed services.

4. Develop plans for needed activities and appropriate funds.

B. Program Plans

1l Each PBS shall prepare a Member Services/Power Use work plan and budget using

BREB's Member Services/ Power Use Plans and Priorities as a guide.

% Inform Directors about the program. A successful plan needs the interest and
support of the Board and Senior General Manager/General Manager in order to
provide adequate funds and facilities for effective operation, and exercise personal

leadership in the program as opportunities occur.

3 The responsibility is with the Senior General Manager/General Manager to
implement policy and supervise the Assistant General Manager, Member Services

who will plan and carry out the Member Services/Power Use program.
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MEMBER SERVICE/POWER USE OBJECTIVE:

Enhance the financial stability of the PBSs through programs having targets for:

A. Emplovee Education

Provide Training, education, and continuing information programs for all

employees.

B. Member Education

Develop member education programs on the PBS/village level, utilizing Village

Advisors and other available resources within the segment of rural education.

C: Member Relations

Establish a complete program of member relations to support the concepts of area
coverage, ownership, and control of the PBS by it's membership, and safe use of

electricity.

D. Government and Public Relations

Strengthen community relations to gain greater understanding and acceptance of the
cooperative influence in the community. The newsletters published by BREB shall
be distributed to persons, consumers, elites and different organizations as per the
mailing list. The mailing list shall be updated every six monthly. Govt. Semi-Govt.,
Autonomous bodies, Socio-Economic Development agencies, Local Govt.
Institutions may be included in the mailing lists. Required no. of newsletters may be

collected from BREB,
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B, Area Development

Establish programs for the social and economic development of the area.

F.  MARKETING

Provide technical assistance for members making residential, commercial,
industrial, and agricultural installations. Provide technical assistance for members

to improve power factor, load factor, and system losses.

MEMBER SERVICES/POWER USE FUNCTIONS

A. Prepare a departmental work plan and budget.

B. Conduct membership drives.

C. Prepare educational material for use in member education programs within the

guidelines and in support of BREB recommendations.

D. Plan and conduct member education meetings in support of area coverage, member

ownership, member's role for maintaining the system.

E. Prepare a list of newly qualified members each month. Submit to the Board of
Directors for approval and signature of President and Secretary. Distribute to
members.

F. Provide leadership involvement in community development activities.
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G Maintain close contact with BPDB officials for exchange of operating data and

information relating to load shedding plans.

H. Develop a co-ordinated program for exchange of plans and information with

BADC, BKB,RAKUB, BRDB and WDB.

L. Work with schools and colleges in safe uses of electricity, essay writing

competition, scholarship awards, and other areas of youth education.

g Advise and assist members in correct writing installations, improved power factor,

and improved load factors.

K. Be aware of and take remedial action to situations adding to system loss.

L., Be responsible for member electrical service connections and member inspection
programs.

M. Encourage members to report line conditions considered hazardous.

N. Take the initiative with consumers concerning energy substitution. Diesel to
electric, etc.

0. Plan and coordinate the activities of the PBS Annual Meetings.

P Assist the Senior General Manager/General Manager in other activities as assigned.
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Q. Conduct formal training programs for Village Electricians and Village Advisors.
The BREB Training Directorate will assist by developing appropriate training

materials to be used in these programs.

R. Conduct formal training programs for village electricians and village advisors. The
BREB Training Directorate will assist by developing appropriate training materials

to be used in this programs.

PBS shall arrange a refreshers' course for each village electrician at least once in a

year in the PBS HQ or in any than within the PBS service area.

SOURCES OF ASSISTANCE

A. Member Services/Power Use Personnel of BREB concerned PBS Monitoring &
Management Operation Directorate will assist the PBS in development and
implementation of PBS Member Services and Power Use programs and support

material

B. The BREB Training Directorate will conduct a series of training programs as a
means of ensuring that each PBS has properly trained personnel serving in the
positions of Assistant General Manager, MS. Power Use Coordinator, Member
Services Coordinator, Wiring Inspectors and Senior Wiring Inspectors. The
Training Directorate will also provide support to each PBS in the form of training
materials that can be used when conducting training programs for Village

Electricians and Village Advisors.
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C. The Member Services/Power Use Personnel of BREB will conduct training

workshops and seminars on Member Services/Power Use programs as needed.

D. The BREB Training Directorate will conduct formal workshops and seminars for
Member Services/Power Use personnel on such topics as use of single phase
motors, irrigation, small business and cottage industries.

SECTION II: PRIORITIES

MEMBERSHIP DRIVE PROCEDURES

A. The Consultant shall prepare and submit to SE&D, BREB a preliminary master
plan design for the PBS based on load study as per BREB guidelines and procedure,
locate the line and prepare the preliminary design key map showing the voltages
and design of the system. A copy of the design shall be presented to the PBS Board

of Directors for the concurrence.

B. After Board acceptance, the design with comments, suggestions etc will go to

BREB System Engineering and Design for their input and approval.

. On approval of the design by BREB, the Consultant shall prepare a final list of
villages where distribution facilities will be extended. The Consultants will proceed
with preparation of staking sheets as per priorities and construction target set by the

PBS and approved by BREB.
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K.

Membership drive plan and schedule shall be developed at an official meeting of
the Board of Directors based on the areas and for the consumers covered in the

staking sheets, that is attended by an BREB Member Services/Power Use Officer.

The PBS Management shall proceed with the preparation of records, forms,

publicity, member instructions, and logistic support.

The PBS Management will select one volunteer from each village to be a support

person in communicating to his village people.

A one day training course will be arranged by a BREB Member ~ Services/Power
Use Officer in each Thana where the drive will be conducted. The course will be

for the PBS personnel and village volunteers working in the membership drive.

One week prior to the membership drive, Upazilla elites will be invited to meet
with the PBS Management in a convenient location for a briefing on the concepts of

the Rural Electrification Program and the procedure for the membership drive.

Publicity materials for membership drives shall be distributed by the selected
village volunteers, Union Council Chairmen, School Administrators, businessmen,

and other responsible people.

The PBS will establish one or more membership drive centres in each Union. The
drive will be thoroughly advertised in advance. The PBS will accept membership
applications for a time period of one day.

Membership fees collected shall be deposited in the bank at the end of each day.
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L. The membership applications received shall be properly recorded with a
membership list being prepared. This list shall be submitted to the Consulting
Engineer for necessary action relating to decisions for line construction and staking

of villages.

M. For extension of distribution system, the Consultant shall prepare the staking sheet
prior to the membership drive. The result of the membership drive will not
influence the quantity of staking done by the Consultant, rather it will dictate

whether that section of line or staking lot goes for construction or not.

CONSUMER CONNECTIONS

A. Each PBS will post an Assistant General Manager, Member Services, a Power Use
Coordinator, a Member Services Coordinator, and one or more Wiring Inspectors or

Senior Wiring Inspectors for each Thana in the PBS service area.

B. All the above shall attend and successfully pass the required training courses.

(% The Assistant General Manager, Member Service and Power Use Coordinator, with
assistance from the Member Services Committee of the Board of Directors, will
organize the initial house wiring classes for Village Electricians in each Thana to be

taught by the Wiring Inspectors/Senior Wiring Inspector.

B Each candidate in the Village Electrician courses must successfully pass both a
written and practical test given by the BREB Training Institute. Candidates
successfully passing these tests will be certified by BREB and be eligible to wire

houses in the villages
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E. The Assistant General Manager, Member Services shall keep abreast of
construction progress and initiate wiring programs on a timely basis so that village

house wiring will be completed when HT and LT lines are ready for energization.

F: As house wiring is completed, inspected, approved, and as service drops are
installed in a village, the member shall make his security deposit. Upon
completion, the Finance Department will issue the Consumer Meter Order to the

Assistant General Manager, O&M for meter installation.
G. The Assistant General Manager, Member Service shall report to the Senior General
Manager/General Manager on the progress in meter connections. The PBS shall

report to BREB.

CONSUMER SERVICES

A. The Member Services/Power Use staff shall provide individual service, referred to
as ONE POINT SERVICE, rélating to bill complaints. These complaints may
relate to meter performance, billing, or rate explanation.

B. If another PBS department is involved, such as construction or maintenance, the
Member Services/Power Use personnel shall personally accompany the consumer
to that department to insure that he is given One Point Service with in a minimum

amount of time.

C. The Member Services/ Power Use staff shall respond immediately to member

outage reports and follow up for assurance that the member's service has been

restored.
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The Member Services/ Power Use staff shall respond to requests for change of

meter or relocation of meter, giving personal attention and explaining PBS policy.

The Member Services/Power Use staff shall set the example in employee behaviour
and observe thét all consumers are treated with respect by all PBS employees.

Field trips may be required to solve service problems. When appointments are
made by PBS personnel, they must be promptly kept. Honesty includes being on

time and doing what is promised.

MEMBER EDUCATION

The PBS Management will appoint one member from each energized village to

serve as a Village Advisor. The Village Advisor will serve a major role in member

education in his village.

B. i)

iii)

Revision:

Each PBS shall arrange general orientation course/workshop for village

advisors at least once in a year in the PBS headquarters or in any Thana

within the PBS service area.

Each village Advisor will be paid T.A.

to attend the training

course/workshop in the manner as decided by the PBS from time to time,

through board proposal and approved by BREB.

PBS will spend such amount as decided by the PBS for each invited village

advisor for their entertainment during the day of training only. Cash money

will not be provided for entertainment.
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C. The Village Advisors will be given orientation in cooperative concepts, PBS terms
and conditions of electric service, billing and collection policies, line extension, and

other PBS functions in member services.

D. His major role is to present the cooperative spirit. This will be achieved through
educating the member on the basic concepts of the PBS and encouraging honesty
among his people.

E. The PBS Assistant General Manager, Member Service shall utilize the Village
Advisor in conducting member education meetings within the village or a

combination of villages.

F. Each village should be scheduled for a member meeting and a meeting will be held
at least one time per year. The meeting will be conducted by the PBS staff and the

Village Advisors.

G. Educational materials and training aids shall be provided by the PBS or REB for all
educational meetings conducted for member education.

H. The Village Advisors shall be utilized for communicating basic information which
affects the consumer-member such as policies, procedures, tariff, load shedding,

load management programs, planned line maintenance and outages.

L The Village Advisors shall attend a one day "update" refresher course at the PBS

Headquarters or area designated by the PBS approximately one time per year.
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SINGLE PHASE MOTORS THROUGH 10 HORSE POWER

A. The PBS Member Services/Power Use Department shall continue to promote the

utilization of single-phase motors through 10 hp in the PBS service area.

B. Representatives of the Member Services/Power Use Department shall attend BREB
Training Directorate workshops on single-phase and three-phase motors when

offered.

C. The department personnel shall continue to observe within the PBS service area in

order to determine the following;

l. Location of existing motors

% Size of motors

3. Source of energy

4. Market for single-phase motors

D. The Member Services/Power Use personnel will make available to the membership,
cost analysis comparing electric single-phase motors through 10 hp with

three-phase motors of the same size and with diesel engines of comparable capacity.

E: The Member Services/Power Use personnel shall be responsible for explaining to

the consumer the contractual arrangements, if any, for single-phase and three-phase

service.
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2N The Assistant General Manager, Member Service will communicate with BWDB,
BRDB, BSCIC, Bangladesh Krishi Bank, RAKUB and BADC through BREB
Member Services/Power Use Department to determine programs available for the

PBS consumers utilizing electric motors.

G. The Assistant General Manager, Member Service shall utilize the Member Services
Committee within the Board of Directors, as well as the readily available groups of
Village Advisors, employees, and Advisory Council Members, to inform the PBS

members of the advantages of using single-phase motors through 10 hp.

H. The Assistant General Manager, Member Service shall report significant activities
in promoting the use of single-phase motors through 10 hp to the Senior General

Manager/General Manager.

IRRIGATION

A On a continuing basis, the Assistant General Manager, Member Service shall

implement a plan to develop irrigation in the PBS service area.

B. The Member Services/Power Use personnel shall attend BREB sponsored seminars
and workshops on irrigation that are designed for PBS personnel and for local

contractors installing irrigation pumps and motors.

€. The Assistant General Manager, Member Service shall communicate with
government agencies through BREB Member Service Department to determine

services available to the farmer for irrigation.
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D. The Member Services/Power Use personnel shall be knowledgeable of
manufacturers, distributors, and dealers of irrigation equipment to determine its
availability and to identify the suppliers of irrigation equipment.

E The department personnel shall inform the irrigation equipment suppliers of the

consumer needs and potential market for single-phase irrigation equipment.

F. The Assistant General Manager, Member Service, in cooperation with BADC, will
survey the PBS service area to determine the number of irrigation pumps in use,
types of systems, sources of energy and location of well sites in relation to PBS
power lines. The purpose of the survey is to identify prospective customers and
possible well sites for both single and three phase electric irrigation systems.

G. The Member Services/Power Use personnel shall make personal contacts with
prospective consumers of electric irrigation equipment in order to inform the user of
the service available to him and the advantages of electric irrigation equipment. The
prospective consumer would be any farmer with a good well site within 130 Ft
(39.63M) of PBS power lines or a farmer who has leased irrigation equipment and

his site is within 130 Ft (39.63M)of PBS power lines (3.28 Ft= 1M).

H. The Member Services/Power Use personnel shall assist the farmer in an advisory
capacity on proper application and installation of electrical power to all types of

irrigation equipment.
2 The Assistant General Manager, Member Service shall prepare and utilize energy
cost analysis for comparing irrigation systems using different sources of energy and

encourage conversion of diesel to electric for irrigation pumps.
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J The Assistant General Manager, Member Service shall record electric pumps and

motors used in irrigation and maintain the following information:

L Type of well 4. Estimated hours in use

2 Size of motor 5. KW demand, if possible

3. Phase of motor

K. The Assistant General Manager, Member Service shall utilize the Member Services

Committee within the Board of Directors, as well as the readily available groups of
employees, Advisory Council Members, and Village Advisors, to inform the PBS

members of the advantages of electric irrigation and services available.
L, The Assistant General Manager, Member Service shall report the significant
activities related to the utilization of electric services for irrigation to the Senior

General Managet/General Manager. The PBS will report monthly to BREB.

SMALL BUSINESS & COTTAGE INDUSTRIES

A. The Member Services/Power Use personnel shall attend seminars directed by the
BREB Training Directorate concerning electric services used in small business and

cottage industries.

B. In cooperation with BSCIC, the Assistant General Manager, Member Service will
monitor the PBS service area to be aware of electrical services presently being used

in small business and cottage industries and their planned expansion.
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C, The Member Services/Power Use personnel will assist members in contacting
electrical distributors, dealers, and manufacturers that supply electrical equipment

for small business and cottage industries.

D. The Member Services/Power Use personnel shall be the link of communications
between BREB, PBS, and suppliers of electrical equipment in order to promote the

productive uses of electricity.

E The department personnel shall utilize competitive cost analysis to show the
economics of electric service in small business and cottage industries over alternate

sources of fuel.

F. The Assistant General Manager, Member Service will utilize the Member Services
Committee within the Board of Directors as well as the readily available groups of
employees, Advisory Council Members, and Village Advisor in presentations and
promotions of productive uses of electricity in small business and cottage

industries.

G. The Assistant General Manager, Member Service shall report to the Senior General
Manager/General Manager significant activities in small and cottage industries.

The PBS will report to BREB monthly.
AGRI-BASED AND OTHER INDUSTRIES

A. The Member Services/Power Use personnel shall attend, as offered by BREB,

training on agri-based and other industry.
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B, The Assistant General Manager, Member Service will develop a plan of action for

agri-based and other industrial development within the PBS service area.

C. The Member Services/Power Use personnel will observe the PBS service area on a
continuing bases to determine electric services presently being used in agri-based

and other industry.

D. Private agencies and government organizations shall be utilized as needed to

promote the productive uses of electricity in agriculture and industry.

E. The Assistant General Manager, Member Service will coordinate the plans for
industrial development as prepared by the planning commission within the PBS

service area and give assistance in fulfilling these plans.

B Competitive cost analysis shall be prepared and utilized by the Assistant General
Manager, Member Service to show the economic advantages of electrical energy in

agribased and other industry.

G.  The Member Service/Power Use Department shall utilize the Member Services
Committee within the Board of Directors, as well as the readily available groups of
employees, Advisory Council Members, and Village Advisors in promoting the

productive uses of electricity in agribased and other industry.

H. Significant activities related to this area shall be reported to the Senior General

Manager/General Manager and to BREB.
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RURAL HEALTH AND FAMILY PLANNING

A. The Member Service/Power Use personnel will support family education relating to

the importance of good health practices and family planning.

B. The department personnel shall attend, appropriate training seminars on rural health
and family planning.
8 The Member Services/Power Use personnel, in cooperation with the Ministry of

Health and Population Control, will support government and community
organizations that have objectives related to improving rural health conditions and

family planning.

D. The Assistant General Manager, Member Service shall utilize the Member Services
Committee within the Board of Directors, as well as the readily available groups of
employees, Advisory Council members and Village Advisors, to support

educational programs on good health practices and family planning.

E. The Assistant General Manager, Member Service will report to the Senior General
Manager/General Manager and to BREB on significant activities in rural health and

family planning.

ELECTRIC SERVICE IN THE HOME

A. The Member Services/Power Use personnel shall maintain a current list of

electrical home equipment showing initial cost and estimated monthly operating

costs,
B. The department personnel shall promote the purchase and use of equipment among
the membership of the PBS.
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9 The Member Services/Power Use personnel shall arrange with the shops in the
market to stock and sell electrical appliances. The shops shall also be encouraged
to stock and sell approved electrical tools and equipment.

X All personnel within the Member Services/Power Use Department shall continually
place emphasis on safety and adequate wiring installations as per PBS instruction
300-19.

E. The Assistant General Manager, Member Service, with the assistance of other PBS
personnel, shall develop a plan to encourage the local manufacturing of small
electrical appliances for domestic use in Bangladesh.

Ei All groups previously listed should be utilized for presentations and demonstrations
of domestic electrical appliances for use in the home.

G. Reports shall be given to the Senior General Manager/General Manager, as well as
BREB

Revision:

BANGLADESH RURAL ELECTRIFICATION BOARD
PBS Instruction 300-2 : MEMBER SERVICES/ POWER USE

Original Date Reviened by Approved by Section & Page Rev. No

25/02/81 BREB BREB BOARD 300-2-20 8(02/2020)
Revision Dates: 31/10/1.988, 11/12/1990, 2571171891, 3171071996, 24/12/2013, 29/047/2014,
04/05/2014, 19/02/2020

f i
" W‘( - (_ (Md. Mo2ammel Hug) (Vld Abdul Khaleque)
( ozibur Rahm

(Md Duhidul Islam nnsultanl TAPP BRFY Consult W TAPP
Consultant TAPP BREB  “onsuitant TARR RF?}ﬁ’D nsuitant. 1 BREB
bR O QT TSR e Fi i sa900

(Md Ahsanul Haqu fDebasm@mﬁtw

“onsultant TAPP BRRER oD TAPP. BREB (Kamml Atsan Mollik)
Asst. Secy. (Board), BRER.



SECTION III

NAME OF THE REGISTERS USED IN
THE MEMBER SERVICE DEPARTMENT

—

Muster Register

Public Relation Register

Wiring Information and Wiring Inspection Register

One Point Service Register

Consumer Member Register

Wiring Inspection Report and CMO Receipt/Handover Register
Upazilla-wise electric connection application Register

Membership Application/Electric Connection Application Register

Lol -l O

Movement Register

,_.
L

Consumer Member Meter Renewal Register

I1. New Connection Application Register Under Deposit Work (Appendix-K)

REGISTER DETAIL AND USAGE

1 Muster Register

A) All register and information of files used in Member Service Department shall be
entered into the Muster Register (Appendix A1, Appendix A-2). Size of the register 13"
x 9" (1/2" plus or minus in size may be done if necessary).

B) Muster Register may be divided into two parts appropriately; first part for information of
the registers and other part for information of the files.

C) The Register shall have approximately 100 pages with page numbers (good quality

binding is essential).
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2z Public Relation Register

A) The Register columns shall be printed in covering two pages (Folio Register). Each page
must have page number (attached details in Appendix-B).

B) The Register shall have 300 pages and size of each page shall be of 13" x 9" (1/2" plus
or minus in size may be done if necessary).

C) Every column of the Register shall be filled in properly after each public relation
meeting.

3. Wiring and Wiring Inspection Register

A) The Register columns (attached details in Appendix-C) shall be printed covering two
pages. (Folio Register).

B) The Register shall have 400 pages and size of each page shall be of 13" x 9" (1/2" plus
or minus in size may be done if necessary).

) Each page shall have page number.

D) There will be Register for PBS HQ and separate Register in Zonal Office.

E) Fresh register will be opened as soon as one register in completed.

F) Electrician will fill up the register with their own hand

G) At the end of each month Member service officer will review the wiring inspection
report for that month and put his comments and take necessary action.
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4. One Point Service Register

A)

B)

9)

D)

The Register shall be printed in covering two pages (according to attached form in

Appendix-D).

The Register shall have 400 pages and size of each page shall be 13" x 9" (1/2" plus or

minus in size may be done if necessary).
Each page shall have page number.

Details information relating Register usage and one attached form for point service has

been enclosed (Page-I1II-5).

5. Consumer Member Register

A) There shall be one register for each area.

B) Each register shall have a content at the beginning where page number shall be stated for
union-wise village locations.

)} There will be village-wise separate serial number for the Members. This will facilitate
preparation of electoral roll.

D) Serial number for Membership shall be kept reserved for each area as per approved
chronology. On approval of membership number according to the serial these shall be
recorded village-wise in the aforesaid register. For this, there may not be the village-
wise continuity of serial numbers for the Members.

E) The size of each register shall be 13" x 9" (1/2" plus or minus in size may be done if
necessary).

F) Number of pages for the Register shall be 500.
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G) The register columns shall be printed in covering two pages as per attached sample

(Appendix-E).

H) Each page shall have page number.

6. Wiring Inspection Report and CMO Receipt/ Handover Register

A) Wiring inspection report along with related papers shall be despatched to billing section

from Member Service Department through this register.

B) CMO will be sent to the O&M Department by the billing section. O&M department will
send CMO to Member Service Department for new connection only on completion of
job. Member service would send CMO after completion of work within the one day to

billing section.

C) The size of the register shall be 13" x 9" (1/2" plus or minus in size may be done if

necessary).
D) Number of pages for the Register shall be 200.
E) The register columns shall be printed in covering two pages as per attached sample
(Appendix-F).
F) Each page shall have page number.
2 Thana-wise Electric Connection Application Register

A) Separate register shall be maintained for each Upazilla.

B) Register columns shall be printed as per attached sample (Appendix-G).
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C) The Register shall have 400 pages and size of each page shall be 13" x 9" size (1/2" plus

or minus in size may be done if necessary).

D) The stated columns shall be printed in covering two pages.
E) Number of pages for the Register shall be 500.
F) Each page shall have page number.

G) CMO will be returned to the billing section through Member Service Department after

installation of meters (newly connected) by the O&M Department.

H) CMO for new connection meter shall have application number and age of the member.

1)) CMO shall be prepared and sent to o&M Department within next working day after the
papers for new connection are sent to billing section from Member Service Department

for preparation of CMO.

8. Membership/ Electric Connection Application Register

A) The Register column shall be printed in covering two pages as per attached sample in
Appendix-H (Folio Register).

B) The size shall be 13" x 9" size (1/2" plus or minus in size may be done if necessary).

C) The Register shall be of 500 pages.

D) Each page shall have page number.

9, Movement Register

Movement Register shall be maintained for officers and employees separately. Register as per

sample in Appendix-I-1 shall be used for officers and that of Appendix-I-2 for employees.
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10.  Consumer Member Meter Renewal Register

A) The Register columns shall be printed in covering two pages as per attached sample in

Appendix-J (Folio Register).

B) The size shall be 13" x 9" (1/2" plus or minus in size may be done if necessary).

C) The Register shall be of 300 pages.

D) Each page shall have page number.

E) Other expenses as in column 14 means expenses of nail, button, tape, screw etc. For
renovation work only the price of the material used out of the listed material shall be

entered into column 14.

RULES FOR THE USE OF FORMS/ REGISTER AT ONE POINT SERVICE

1. Form will be used as per attached sample (13"x9") Karnaphuly paper (Appendix-D).

2. Register column (printed) would be used as per attached sample (page size 13"x9") 400 pages
(Appendix-D).

3. One form shall be used for each service.

4. At the end of each month, following explanatory notes of one point service application shall be

maintained in the last page of the register.

a. Total complain number

b. Type of maximum complain and number

C: Waiting for settlement

d. Comment and signature of Member Service Officer.
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5. Year-wise service number shall be maintained in the register.

6. The solution of consumer complain should be written in brief in one point service register.

T Member service coordinator will be in charge of the one point service. Experienced Wiring
Inspector will be in charge of the above member service coordinator post is not yet created in
the PBS.

8. After the receipt of complain at one point service each person involved will after appropriate
solution handover to next place at his personal responsibility.

9. After completion of all work, the form will return back to one point service. The person on duty
at one point service will inform the consumer the final result.

10.  The applications those are kept pending for settlement shall be maintain in thana-wise pending

files and the applicant shall be provided with service number written on a piece of papers.
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ANNEXURE -1

TRAINING REQUIREMENTS

The training programs for Village Advisors and Village Electricians shall be as per following:

VILLAGE ADVISORS

CONDUCTED BY PBS AGM (MEMBER SERVICES)

1. PBS General Orientation.

2. Role of Village Advisors in PBS Program.

3. Unit wiring and Safe Use of Electricity.

4. Instructions relating to PBS connections & Line Construction Criteria.

5. Procedure of collection of bills and its effect on PBS Program, Complaint on Meters,

Discussion on various current Problems of the PBS. (Load Shedding, System loss, Right-of-
way, Illegal Use, Theft of Wires, Meter Tampering, Illegal practice by employees, Local Co-
ordination, Supply Interruption, Disconnection, Role of Village Advisors in organizing

Motivation Meetings etc.)

Each Village Advisor will participate in one-day (7 hours) refresher course once in a year.
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VILLAGE ELECTRICIANS (For all)

CONDUCTED BY PBS AGM (MEMBER SERVICES)

Orientation.,

Rural Electrification and Its Background.

Area Coverage Rural Electrification.

Concept on PBS.

Organizational Structure & Board of PBS.

Financial Management of PBS.

Role of Village Electricians in PBS House-wiring.

Role of MS/PU Co-ordinator, Wiring Inspectors on House-wiring.

= oaE A R W B

General Idea on PBS Distribution System.

=

Concept on Electric Power.

1. Basic Arithmetic.

12.  Electrical Measurement and Definition used.
13.  Concept on Electrical Circuit.

14. Wiring Materials.

15, Fundamental Rules of Wiring.

16.  Idea on Equipment used for Wiring.

17.  Procedure of Wire Jointing and Exercise.

18.  Idea on Board Wiring and Exercises.

19.  Necessity of Grounding (Theory & Practical).
20. Fuse and Fusing.

21.. Service Entrance.

22.  Procedure of Wiring Rural Houses.

23.  PBS Instruction 300-19.

24.  Load Calculation, Wire Selection, Determining Voltage Drop according to

distance.
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25.  Visit to Rural Houses and Preparation of List of Materials Use for House
Wiring.

26. Concept on Service Drop, Meter Loop, Service Mast.

27, Material required, Location and Procedure for Installation of Single Phase
Meters.

28.  Different Procedure of Fixing Service Drops.

29.  Fixation of Remuneration of Village Electricians.

30.  House Wiring (Practice). |

31, Electrical Safety.

32. Electric Fans and tube Lights (Theory & Practical)

33. Concept on Main Switch, Starter, Electric Motors.

Select 1. Motors and Advanced Consumer Wiring.
2 Each Village Electrician will participate in One day (7 Hours) Refreshers Course Once
in a year.
The following programs as listed requirements identify only those programs related directly to the area
of Member Services/ Power Use. The BREB Curriculum Plan provides a complete list of training

programs for the PBS Member Services staff.

Assistant General Manager, MEMBER SERVICES

YEAR CONDUCTED BY BREB TRAINING INSTITUTE

1 BREB/PBS Officer Orientation.

2. Planning and Holding Successful Annual Meetings.
3 Managing the PBS Member Services Department.
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1st.

e ol

PBS Distribution System Introduction.

Basic Consumer Wiring for Assistant General Manager(MS).

Field Training.

Management - Its Nature and Scope.

2nd.

;AT e LS D

3rd.

Sl

YEAR

Revision:

PBS Policy Instruction.

Establishing Good Member Relations.

Conducting a Membership Drive.

Village Advisor Training.

Transport Maintenance.

Advanced Consumer Wiring for the Assistant General Manager (MS).

Labour and Industrial Relations.

Personnel Management.

Office Management.

Records Management.

Electricity Act and Rules.
Training of Trainers (TOT).

Providing Technical & Advisory Services.

Planning and Acting- Getting the Job Done.

CONDUCTED BY REB TRAINING INSTITUTE

i

Introduction to other PBS departments.

PBS Bye-laws, Instructions, Elections.

Preparing Annual Work Plan and Budget.
Performance Appraisal & Employee Development.

Inter-personnel Communications.
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6. Planning and Organization.

Z Management - Understanding People.

8. Coordinating - Essence of Management.
Select. 9. Community and Area Development.
10.  Member Communications and Public Relations.
11.  Controlling - Measuring Results.
12.  Communications Media Course.

13.  Conflict Management.

14.  Directing - Getting Work Done With People.
15.  Decision Power.

16.  Planning - Management Role.

17. Annual Conference.

PBS MEMBER SERVICE/ POWER USE COORDINATOR

YEAR CONDUCTED BY REB TRAINING INSTITUTE

k. REB/ PBS General Orientation.
Ist. 2. Basic Supervision.

3 Basic Consumer Wiring.

. Conducting a Membership Drive.
Providing Technical & Advisory Service.
2nd. Establishing Good Member Relations.
Advanced Consumer Wiring.

Training of Trainers (TOT).

n = Ll [3®

3rd. L Planning and Acting - Getting the Job Done.

1. Management - Understanding People.
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Select. 2.

Inter-personal Communication.

3. Performance Appraisal & Employee Development.
4. Controlling - Keeping Plans on Target.
PBS WIRING INSPECTOR
YEAR CONDUCTED BY REB TRAINING INSTITUTE
Ist. L REB/ PBS General Orientation.
2 Basic Consumer Wiring.
2nd. k, Establishing Good Member Relations.
2 Advanced Consumer Wiring,
1. Training of Trainers (TOT).
3rd. 2 Providing Technical & Advisory Services.
3 Basic Supervision.
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PBS POLICY INSTRUCTION 300-2

TABLE OF CONTENTS

SECTION I :

Member Service/ Power Use Objective
Member Service/ Power Use Functions

Sources of Assistance

POLICY

SECTION 1I : PRIORITIES

Membership Drive Procedures
Consumer Connections
Consumer Services
Member Education
Single Phase Motors Through 10HP
[rrigation
Small Business & Cottage Industries
Agri-base & Other Industries
Rural Health & Family Planning

Electric Service in the Home
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SECTION III : REGISTERS USED IN MS DEPARTMENT

Name of the Register used in MS Department.............c.coceeueinnecne 3-1

Register details and USAZE .......co.ccovrerrcerirrnieiricriecenesee e 3-1

Rules forthe useof one poinl SOrvios. cumasaememessimesssses 3-5
ANNEXURE-I : TRAINING REQUIREMENTS

Assistant General Manager, Member Services
Member Service/Power Use Coordinator
Wiring Inspector

Village Advisors

Village Electricians
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