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PREAMBLE

It is Imperative for the Discoms engaged in supplying electricity to
the consumers to-develop a fool proof system of assessment, realization
and also the position of its debtors at the year end to ensure that the
Company is getting necessary returmn on its capital investments as prescribed
under the Indian Elect.(Supply) Act, 1948, Elect. Act.2003. Power Sector
Reforms Act, 1999 as amended from time to time and rules made there
under. To achieve this goal, it is most important to keep proper account
of energy purchased for sale during a particular period and actually sold
to the consumers to ascertain technical/ commercial losses not only in a
sub division but also on each feeder in a Sub-Division/ Division/ Circle or

Zone.

Keeping this object in view, efforts were made to revise the existing
Bradma Billing System based Revenue Manual to that of computerized
system of billing and related guide lines to lay down a proper system of
feeder wise assessment, realization of revenue and out standings of a sub-
division in accordance with the requirements for the purpose of management
control and taking remedial measures to reduce losses.

Correct assessment of the revenue of the Discom fromsale of
electricity is of paramount importance for which following point need to be
kept in view.

1) The power supplied to the consumers’ pt;'mfs'eahcomwymetm

80 as to ensure that the metering equipments installed are within

the permissible limit of accuracy.

ii) The meter/ maximum demand indicator as well as CTs/PTs installed
with the meter are of adequate capacity commensurating with the
actual load in use and that correct multiplying factor has been
indicated in the record so that correct consumption of energy supplied

can be ascertained.

(1)



iii)

v)

vi)

In case of Large Industrial,‘Mediurn Industrial Power, bulk supply for
mixed load, Non Domestic Service and other category of consumers
having connected load above 50 KW the Unit Officer of the sub-

beinatalodatconst.:mmpmmb‘osnndanmgetoonsummry
month, while recording of readings, that the CT/PT are working
pmpedysomatmemmaybenochancaoﬂossofrwenue.

besidesoheraspectstochmgemeoonwmeffaavemga under
clause 19(d)(vii) of the General Conditions of Supply except the
cases under sub-clause aforesaid (il) which will be taken care of
by the Assistant Revenue Officer as well as Internal Audit Party.

The Unit Officer/Junior Engineer of the sub-division should ensure
that proper metering arrangement exists to record the consumption
of electricity in their offices, work shop, residential quarters, Banks,
Post Offices, shops, street lighting, pumping loads of the colony
including clubs, hospitals, indoor stadium etc, of the electricity
generating, transmilting and distributing undertakings so that proper
energy accounting could be ensured besides revenue assessment,

In case of consumers whose contract demand/maximum demand/
sanctioned connected load is above 50 KW/KVA as may be
applicable the Unit Officer should himself see that proper class of
supply according to the tariff structure and subsequent amendments
made, has been indicated on the Service Connection Order, so that
proper application of tariff could be ensured. In other category of
consumers too, it should be ensured that general conditions of
application of tariff as are in force are followed properly including

(2)

vii)

viil)

recovery of rent of transformers. No service connection order should
be issued urlass separate agreement in the proforma appended with
the General Conditions of Supply is executed in all such cases
where stipulation of the contract demand is necessary under the
relevant provisions of the tariff.

For flat rate tariff category of consumers the actual connected load

should be got physically verified by the concemed Junior Officer or

any other responsible official at least twice in a year, preferably in

Oct. and April so that assessment of revenue could be made according

to the actual connected load or the sanctioned load (which ever is

higher) as per provisions of tariff/General Conditions of Supply.

Action for computation of energy consumed in case of direct supply
to the points of Public Street Light connections for proper billing be
taken as per Commercial 100,

The Unit Officer should see that proper metering arrangements exist
at all incoming points of supply to find out the Transmission and
Distribution losses in a sub-division and should check thoroughly the
reasons of losses where the difference in energy transmitted and
sold is beyond permissible limit.

Above points will help the unit officer not only in reduction of

Transmission and Distribution Losses, but will also enable to serve the
consumers in a better way.

m1wmmmelemlanﬂmwd
on 23.4.2004. This comes Into effect from 23.4.2004,
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1.

CHAPTER-

METER READING AND BILLING PROGRAM

To maintain regular cash ﬂqw round the month with the available
man-power, every unit office is required to prepare the BILLING
PROGRAM for meter readings, preparation and distribution of bills
to the consumers and collection of revenue. It is desirable that bills
are issued weekly every month. For this purpose No. of consumers
‘supplied power from a particular feeder shouid, as far as possible,
remain approximately equal for meter reading, distribution of bills,
and cash collection in every week/ month.

Toundorstandsomofthephmeslnusofocblllng,mesameare
defined here under for guidance :

a) Fuder-Meamawpplylinewhlchemanatesfmmasub-

station to feed electricity to the distribution transformers connected
from that line.

Nm:HowtoalIdeercodoeanweubeundmbodbya
diagram at Appendix-A,

b) Monthly billed consumers ~Means the category of consumers
to whom bills are issued on monthly basis.

c) Bi-monthly consumers - Means the consumers to whom the

bills are issued on bi-monthly basis i.e. for two months
consumption.

NOTE: Presently bi-monthly bills are issued to all category of
consumers except TEMP/ MIP/ SIP(URBAN)Y PSL/ MIXED LOAD/
LARGE INDUS. POWER and all other connections having load
above 18.65 KW (i.e. 25 HP).

(4)

HOW TO PREPARE THE BILLING PROGRAM ?

As already discussed In para 2 above, the binders of bi-monthly
billed consumers of the sub-division should as far as possible be
divided equally to be billed in EVEN/ODD months respectively plus
the monthly billed consumers. The monthly/bimonthly consumers of
rural area should further be so arranged that binders/villages covered
in a group falls in route order for the Meter Reader/Bill Distributor
and are supplied power from one specific feeder. It should further
be arranged as far as possible in such a way that the consumers
supplied power from one feeder are spread over to either even or
odd month. The other aspect to be taken care of is that cash collector
do not visit one and the same collection center more than once in
a month, unless the billing is required to be done in more than one
billing cycle because of excessive number of consumers in a particular
villagetown. This arrangement is necessary to economize expenditure
on TA/DA. specially in rural areas. The collection dates in respect
of the consumers of Head quarters should fall in such a way that
there is no rush of work with the Cash collectors and consumers
do not hesitate in depositing the monthly bill because of a long
queue.

As far as possible, the due date of bills, so arranged that the number
of depositors at one counter should not be more than 200

approximately on a particular day. ~ ¥

The related terms used for preparation of Billing Program are defined
here under :

i) Even Month : means the month which can be divided by two
l.e. Feb, April, June, August, Oct., Dec.

i) Odd month : means the month which can not be divided by two
i.e. Jan., March, May, July, Sept., and November.

iif) Bill Group/Billing Cycle : Under computerized system of billing,

(5)



the total number of consumers are divided equally in four billing
?foups in each of the Even and Odd month and the months are
identified by following codes :

BI-MONTHLY MONTHLY
Even Month.  Code Even Month Cote
1st Group 21 1st group o1
2nd Group 22 2nd group 02
3rd Group 23 ard group 03
4th Group 24 4th group 04

BI-MONTHLY MONTHLY

Odd month. Code Odd month. Code
1st Group 15 1st group 05
2nd Group 16 2nd group 06
3rd Group 17 3rd group 07

4th Group 18 4th group 08

The meter reading binder numbers pertaining to each group therefore
should be numbered as 2101/2201 in even month and 150171502
in Odd mmmeﬂ\ebhdefnumberomeyoonwnmwm be
known as 0101/0102 and 0501/0502 respectively.

Thebillingpmgramprepaéd.shﬂbesubmﬂﬁodhmm .
Sr. Accounts Officer (Computer Co-ordination Cell or the other ;‘::
from accounts side nominated as nodal officer for billing work for

examination and approval with a copy to concerned Computer agency

S0 as to issue the bills accordingly. The Unit officer on receipt of

approved program, shall submit one copy to the Divisional Officer

for information and to keep a watch that the sub division is adhering

to the program strictly to ensure timely issue of bills.

(6)

The meters installed at the premises of the consumers ordinarily will
be read by the meter reader on one and the same day/date every
month oronce bi-monthly but if it is necessary to accelerate or retard
the date of meter readings, no notice will be taken if the acceleration/
retardation is upto 4 days but if the period exceeds by four days the
minimum billing charges/ billing demand and fixed charges will be
correspondingly increased/ decreased, as the case may be, for the
purpose of billing to the consumers,

It is necessary that date of meter readings is noted invariably not
onlyhmeterreadhgmoud(kW)bymemmd«butalsoin
MB-11 by the ledger clerk. It should however be ensured that billing
demand charges/ minimum billing/ fixed charges are invariably billed
for 12 months in a financial year,

It should also be kept in view while recording the readings that no
notice is taken for the fraction of readings as he is o note down the
reading in whole number of unit except in case of final disconnection/
change of meter. In case of new connection he should note down
the initial reading, date of connection, CT/PT ratio, meter particulars,
Multiplying Factor, Body Seal No. and Terminal Seal No. and work
out the consumption as under :

Suppose initial reading of a meter is 0.51 and present reading is
10.43 in the meter, he will note only 10 in the MRR and shall work
out the consumption as 10-0.51=0.49XMF, if any, but in case of final
disconnection if the actual reading is 20.90 and the previous reading
was 10 the reading will be recorded as 20.90 in MRR/ MB-11 and
consumption shall be worked out as 20.90 - 10 = 10.90 x MF, if any.
In other words the consumer shall be billed throughout the currency
of the connection for whole number of units and not for fraction of
readings except in case of release of new onnection/change of
meter/final disconnection of supply.

(7)



9,

Forms for recording Readings :

(a) Form A-10: meant for DS/NDS/PSLUAG/SIP and mixed load
category of consumers, except those whose voltage of supply
is 11KV or above, The meter reader of the Sub-division is
responsible for recording the readings in this form which will be
used for 24 meter readings i.e. for monthly billed consumer, the
form will be utilized for two years while for bi-monthly billed
consumers, it will be utilized for four years. In general the number
of consumer in one MRR should not be more than 150-200
consumers. The idea behind prescribing this limit is that one
meter reader may easily record the readings of 100-125
consumers in congested areas and 50-75 consumers in scattered
areas respectively in a day.

(b) MPB-2 :meant for recording of readings of all MIP consumers
and others whose voltage of supply is 11KV or above. The meter
readings in respect of MIP consumers and other consumers
covered under tariff schedule LT-1 to LT-7 (except MIP) whose
voltage of supply is 11KV/33KV shall be recorded by the Junior
Engineer in MPB-2 which will be countersigned by the Unit
Officer. The Junior Engineer while recording the readings shall
be responsible to check that CT/PT fuses are in-tact and ensure
that Maximum Demand Indicator has been reset at zero. He will
also ensure about comrect M.F. duly taking care that separate
meter/service exists for the purpose for which separate tariff is
in force.

(c) HTB-1 meant for recording of the readings of the Consumers
covered under Tariff schedule LP/HT-1.

The meter readings in respect of large industrial consumers to whom
tariff schedule LP/HT-1 applicable, shail be taken by the Unit Officer
(O&M) in the presence of Assistant Engineer (ST) of M&P Wing and
recorded in form HTB-1 who while recording the readings of maximum

(8)

10.

1.

demand. KWH, KVAH and power factor shall ensure that CT & PT
fuses of the metering equipments, meter body seals are in- tact and
unwmmnmco«dedbymm«s)lsmdotneomcﬂy
taking In to account the Multiplying Factor and there are no chances
of mal-practiceftheft. The MDI should also be sealed properly after
recording the readings and re-setting it to zero to safeguard Discom's
interest. The Unit Officer (O&M) and Assistant Engineer (ST) would
ensure taking of MRI within 30 days after removal of meter.

Asalreadystatad.ﬁureadlngsmto‘berecomedonﬂxeddateand
time. For this purpose @ TENTATIVE meter reading and billing
schedublsglvenhmumrbtwidmhrewedofmconsum

billed on bi-monthly basis :
S. Billing Date of Bill

Date of submission

No. Group/ meter issue of data to Computer
cycle reading. period Co-ordination Cell.
1 1st 5t 10  1st week Day/date fixed
of next by Computer Co-
month, ordination Cell.
2. 2nd 12 to 18 2nd week -do-
of next
month.
3. 3rd 201025 3rd week ™ ¥ ~do-
of next month.
4. 4th 28103  4th week -do-
of this/
next month.

Theabovomramformdirmhasbemﬁxedw%aviewm
ansure that the Meter Readers, Bill Distributors and Cash Collectors
remain busy 10 render better services to the consumers and also

to maintain regular cash flow, round the month.
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12

13.

Thhsyuamwﬂldsofamtemobdmicdstaﬂlndiscomectmgm
supply of defaulting consumers of the particular billing group in each
week.

While recording the meter readings, the official\Officer responsible
forreoocdlngreadhgswllalsonotedownthereadingslnmemw
Reading Card (form A-51) provided/ to be provided at the consumers’
pmnlsea.Nﬂnenddmedayoracomdlngtotheprogram.m
meter reader should hand over the binder to the Assistant Revenue
Oﬁceraﬂnpmnmnﬁmbdbyhﬁna&rmmhgmatmmdm
has been left unrecorded out of the total consumers read and the
consumption has been correctly worked out.

The meter reader will submit, Daily Progress Report daily in form
A-30 in respect of the meters actually read by him mentioning therein
the meters found Bumt/ stopped/ defective/ body seal broken or
tampered etc. locked, meters not found at site and other short
conﬁngsasm&ycomebhlsnoﬁoolnwdlngmal-pmctbeaorm
cases of improper, unfair, unauthorized consumption, abstraction,
use or drawl of electrical energy, to the Assistant Revenue Officer
of the Sub-division who will process all such reports and take
appropriate measures under the provisions of General Conditions
m&mmmmmmmmmmm
Eng!noenwhmmwlmd.smlyhmoofmmmm
m.mmmmhbmmumh

serveduponmommrtomakememaccessibletotakeme '

readings of the meter and billing is made as per Clause 19(d)(W)
to(iv) of General Condition of supply.

(10)

CHAPTER - Il

'CONCEPT OF LOCATION NUMBER AND

14.

15.

16.

17.

ALLOTMENT OF ACCOUNT NUMBERS

Tobcatemepmnﬁsesofanewmumerhanarealviuageand
also for the purpose of proper placement of his name in consumers
ledger/Meter Reading Record, the estimator while preparing estimate
of intending consumer shall carefully note on the top of the estimate
ltsel.faedercodeandhaaooownmmbefsandbmﬁonnumbem
ofﬂsepramlseshmedlatelypfecedhgandfouowinglnwhid\an
electric connection already exists so that proper location number can
bealmdbymmetermadermthescowomallotﬁngw
Number by the ledger keeper in the manner given hereunder to
facilitate the meter readings as well as bill distribution.

After ensuring deposit of the amount of demand notice by a
pmpedlvemumr.thoeonmudetkshdlmpmmm
connection order and send the same to Revenue Section for allotting
account number and location number.

When a service connection order of a new connection falling between
existing location number say 15 and 16 is issued, the sub-location
of 1st new connection will be 15:50 while the account number wil
be next to the last number of mt,peru_gllgr ledger. Subsequently,
if a new connection is released between location number 15:50 and
16 the sub-location number will be 15:75 but if it is released between
15 and 15:50, the sub-location number will be 15:26 while the
account number will always be next to the last number of the relevant
ledger irrespective of the category of the consumer. Thus 99
consumers can be adjusted between location number 15 & 16 as
sub locations in a financial year.

ltlstobeundetstoodcseadythatmeaooountnumborlsanouedlo
the premises and not to the consumer and can only be changed
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18.

mnhmwmbrmpmpurposeswmd\boshouwbe
with the prior permission of Sr. Accounts Officer/Accounts Officer
looking after the computerized billing work.
In order to ensure timely disposal of the consumers connection file,
aregisteflnfomAAQlobemaintalnedbymeserviceoonnecuon
derkhdbammepmgessﬂglihommomgaofal!dmemof
service number, account number and location number to the stage
of receipt of files in service connection section, from the various
sections/officials.
mommnnmsmwmawmmmsoo
is retuned back by the Junior Engineer within three days after
releasing the connection.
18.1 ﬂnm:dnumpemdforntovmmmms«vboconmcﬁon
ﬂemmtvariououcﬂonﬁomoemuldbeuundon-

() 2 days

Revenue Section for allotment of
account number as well as location numbers.

Service Connection section for issuing
service connection order and simultaneously
preparing the MF-1 to be transmitted to
Revenue Section for indicating Account
Number and applicable tariff code.

Junior Engineer for release of connection
and return of case file after ensuring that the
material actually used is not more than that
shown in the estimate.

Service connection clerk to make entries in
A-49 register for the date of releasing
connection, connected load, initial meter
: readhg.meterm.wmmbodymlmbed
terminal seal number etc. and transmitting

(i) 1 day

(iii) 10 days

(v) 1 day

(12)

19.

21.

onwards to Revenue Section for :

(a) Complete checking of MF-1.

(b) Entering meter particulars, date of

connection and other relevant details in
form' 3-A.

Theomsmner'sflelscomereaﬁerwﬂlbehmdedoverbmemw
reader for noting down the date of connection, meter no. installed
at consumer's premises, Its initial readings, CT/PT ratio, Multiplying
Factor, Voltage of Supply and Seal number at the body and terminal
dmem.oonnodedlsuubnedbadetc.lnmenewblnderleaf
tobeopenodbyhﬁnsthemymeadmereadlmaofsuch
mmwmmmwammw.mmme
Oﬂbefwipmmsdatedlnihlsons.c.o.lnbkendmaldngentﬁes
in MRR and also in M.B.-11 by the meter reader and ledger clerk
respectively.
The service connection file after completing theabove exercise will
be returned back to consumer's clerk for onward transferring to
moadkoepor.mwmmmmmwdmm.smcom
number wise so that the same could be located as and when
needed. He will also make entry of all such files handed over to him
for record keeping.
mmmmummmrmsmm
ﬂupﬁwmﬁhwhldlmwbnhaumnybeenmuedbmw
consumer(s) after the date of connection. The Unit Officer/Assistant
Revenue Officer are also required to review this register monthly and
toputdatedirﬁdssoasbwawhmathnocaselmedﬁrstbl(s)
isdelayedbeymdmmmmmmdabofmo(mcﬁm
in any case and if delayed, reasons will be investigated to ensure
that no unwarranted delay was there in issue of first bill. However
INCENTIVE for issue of first bill shall be admissible if the same are
issued within a period of 60 days.
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