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PREFACE TO FIRST EDITION

The sale of Power constitutes one of the key areas in the Board's operations.
Maintenance of accounts in connection with the area is, at present, regulated by the
Instructions contained in -the Board’s Manual of Instructions, Pari-I, as amended to-date.
This Manual was framed gver three decades ago. Since then. a sea change has come
about in the strength of the consumers served by the Board as alsoin the size of its
business. Fpurther with a view to putting the accounts of the SEBs on commercial lines
and facilitating Inter-Board comparability, the Govt. of India have framed, ‘'The Electricity
(Supply) (Annual Accounts) Rules, 1985, under Section-69 read with Section-18 (f) of The
Electricity (Supply) Act, 1948. These Rules circulated vide Govt. of India Gazetee
Notification dated 31-10-1985, have standardised the forms for preparing annual account of
the Boards, the structure of Accounts Classification and the Basic Accounting Principles and
Policies. The Board has engaged M/S AF Ferguson & Co., as Consultants for implementation
of Uniform Commercial Accounting Systems and Procedures in the context of the aforesaid
Rules. The consultants have, inter-alia, examined the existing Rules, Regulations and
Procedures relating to the Sale of Power and have, after holding detailed discussions
with the Officers and Staff of the Distribution System Divisions at Patiala, Ludhiana and
Jalandar finalised the Manual of Sale Power. Its distinctive features have been presented
separately in this Booklet.

This Manual supersedes the relevant portion of the Board's Manual of Instructions
and the accounting instructions issued from time to time in connection with maintenance of
consumers accounts. The manual does not contemplate any change in the existing
allocation of dutiesresponsibilities of the staff in the sub-division, as also of the Sub-
Divisional Officer.

The Manual has been approved in terms of the decision taken by the Board in its
14/85 meeting held at Chandigarh. Chief Accounts Officer has been authorised to amend,
modify and issue clarifications, as may be necessary, with respect to the Manual, within
the frame work of the Rules framed by the Covt. of India.

Co-operation received from the CEs, DS, North, South and Central and their Officers
in finalising this Manual and the work done by the Officers of the Commercial Accounting
Cell of the Board in this behalf are gratefully acknowledged.

V.B., VOHRA, ACA
Chief Accounts Officer
P.S.E.B., Patiala,




PREFACE TO REVISED EDITION

As some of the provisions of manual on Sale of Power were considered to be at
variance with the existing ingtructions/practices, a sub-committee headed by Director
Commercial was constituted to review the manual. The revised manual has been prepared
by the sub-committee after thorough discussions and keeping in view the provisions of the
latest sales instructions and also the practical difficulties being experienced in the field
in the implementation of some of the prevailing instructions.

Chapters I to VII dealing with the instructions issued by the Computerisation Cell,
Chandigarh, in respect of computerised billing have also been incorporated in this
manual for the guidance of staffin DS Sub-Divisions/Sub offices.

Suggestions for the improvement in the manual would be most welcome and may
be sentto Commercial Accounting Cell, Patiala.

R. S. Anand
Chief Accounts Officer
P S.E.B., Patiala.
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7

8)

Account Code 23.4 on account of unbilled revenuse for electricity
supplied at the year-end. This provision will meet the ends of
the Commercial Accounting.

Accounting for write-off of bad debts

Any receivable from Sale of Power to be written-off shall be
charged to the Revenue Account under Main Account Code 79.4
as bad debts written off, without touching the general provision
for doubtful debts directly.

Memorandum Account of Categorywise Energy Sales

A provision has been made for a DS Division to compile and
submit an account of categorywise sale of glectricity under
Account Code 92, alongwith monthly account. The information
will flow from the books of account inan integrated form with
an inbuilt control over its accuracy. At present the information
is received through separate statistical statements without
establishing any inter relationship.

B. Provisions to reflect accepted Commercial practices
and to meet Management requiremenis

b

2)

3)

4)

Free supply of electricity to Board employees

At present, rebate allowed to the employees on account of
supply of power is taken as reduction of revenue. This rebate
will hence-forth be shown separately in ledger and adjusted
as an item of expense for employees welfare.

Billing in case of locked premises

In case of locked premises, the consumers are to be billed on the
pasis of their average consumption, instead of minimum charges,
as is being done at present.

Annual surcharge on permanently disconnected consumers

At present, surcharge on defaulting amount is levied on yearly
basis by credit to revenue. By fhis book transfer, defaulting
amount is increased and full credit is taken in the revenue
account even though the recovery of outstanding amount might
itself be bad or doubiful. Henceforth the surcharge will be
levied and recovered if and when the consumers turn up 1o
pay the bill,

Part payment of electricity bills

Where part payment of a bill isallowed, the consumer has to
approach the officer every month for authorisation to make part
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BASIC ACCOUNTING POLICIES
[As per The Electricity (Supply) (Annual Accounts) Rules 1983]

Timing of Accounting for Revenue

Revenue from sale of power shall be accounted for on accrual basis. The accounting
for Revenue shall thus be totally delinked from timing and the extent of actual
collection of revenue from consumers. Where the sale of energy prior to the end of a year
has not been billed, a provision for such unbilled revenue shall be made at the year end so
as to treat the amount as revenue in the year of supply of power,

Treatment of certain items Recoverable from Consumers

2. The accounting policy on treatment of certain items recoverable from consumers
is laid down below with reference to each such item :

(1) Electricity Duty

Electricity duty recovered from consumers and forwarded to the Government is
neither a cost nor an income to the Board It should thus be kept out of the
Revenue Account altogether. In order to reflect the liability truly, the amount of
duty assessed but not collected from consumers and the amount of duty collected
from consumers but not yet remitted to the Govt. shall be shown separately in
the accounts,

(2) Minimum charges

Minimum charges levied in case of consumption below a specific minimum
consumption during a billing period or during a year shall, for the sake of
working convenience, be treated fully as revenue from sale of power although
strictly only a part thereof relates to sale of power,

(3) Treatment of Delayed Payment Charges

Charges recovered from consumers for delayed payments should not be clubbed
with the revenue from sale of power but shown separately since these are more
in the nature of a financial charge.

(4) Accounting for Bills of Theft of Energy

Income arising from the bills raised for theft of power, whether on a consumer
or an ocutsider, shall be reported as income and reported under a separate
account head provided for such revenue,

Provision for Doubtful Dues from Consumers

A fixed percentage of dues from consumers & (except for a slight variation in the case
of large consumers) shall be maintained as a provision for meeting debts which turn bad.
Accounting for write-off of Bad Debts

Any receivables for Sale of Power to be written off shall be charged to the Revenue
Account as bad debts written off, without touching the general provision for doubtful debts
directly,

(1)




PART—I
SALE OF POWER




0l-Categorisation of Consumers

Responsible Action Timing

Commercial 1. In accordance with Board's tariff policies and As and when

Directorate other relevant considerations, create creation of a new

of the Board consumer categories for the Board as a category is nece-
whole. The assessment and realisation ssitated.

of revenve to be classified under Main
Account Head and Sub Heads pertaining to
under mentioned categories as given in
Chart of Accounts.

1) Domestic

2) Non-residential

3) Large Supply

4) Medium Supply =

5) Small Power

6) Public Lighting

I) Agriculture and Irrigation

8) Bulk Supply

9) Grid Supply |

s f RoStuss7t Aas o on, -

2. Intimate change in category of consumers
to all the concerned Sub Divisions, Divi-
sions and Circle offices.

NOTES :

1. The consumers categories shall conform to
Board's tariff policies.

2. In case of temporary connections revenue
assessed and realised shall be merged
with the corresponding permanent category
for accounting purpose.




02-Creating meter reading/billing groups

Responsible Action Timing
sDO 1. Have the map of area under the Sub As and when
Division prepared showing various H. T.

supply lines and feeders along-with

distribution Sub-stations.

2. Have the Number of consumers indicated
on the area map categorywise on each
Feeder/Sub-stations.
. =

Revenue 3. Isolate small, Medium, Large, Bulk !&Hd crid o——"1 /{@vv(“’ L S
Accountant supply consumers. Such consumers should
(R.A) not be mixed with other consumers.

4. Divide domestic and N.R.S. consumers

into approximately equal Zones, One Zone
shall be billed in odd months and other in
even. Each zone should have distinct
feeders which do not supply to the other
zone, where billing is computerised the
instructions as per chapter V and VI of
the Annexure to the Mannual shall be
followed.

5. Croup other consumers viz AP and Public

Lighting in one or more billing groups
depending upon the number of consumers
and area so that tney can be billed as
per Billing Programme.

6. Further group CONsSumers into groups of

such a number of consumers sO that bills
can be raised as per billing programme.
(Normally such group should not have
more than 400 consumers except in case of
A.P. consumers where due to un-metered
tariff more number of consumers can be
accommodated.)

7. Assign number to each group sO formed.

In case of monthly billed consumers,
pilling groups to be billed in odd months
should have odd numbers and those to be
billed in the even months should have even

numbers.

h,




Reponsible Action Timing

8. Keep a Billing Ledger for each group sO
created. In case of SP, MS,LS Bulk and
Crid supply consumers, Sub-divide the
Billing Ledger into feeder wise sections,
where necessary. However, in case number
of S.P. consumers is large separate ledger
for S.P. consumers should be kept.

0. Keep a separate ledger for temporary
connections, sub-divide consumers cate-
gorywise. However, for accounting
purposes revenue assessed and realised
shall be merged with the corresponding
permanent categories.

10. Pass Books shall be maintained in duplicate
in case of L.S. & M.S. consumers, whereas
for other categories meter-cards shall be
maintained at consumers premises as per
existing instructions.

11. The new Billing Ledgers may started as
and when required to accommodate the
new connections released during the year.
Normally any change in grouping and
billing arrangement should be made, if
considered necessary from the month of
Apriland new Ledgers in such a case

~ started from April.

12. Create meter reading record for each
billing group.

NOTE : There should no inter mixing of consumer
categories in any billing ledger.

FORM TITLE FORM NO.
Billing Ledger SOPI, SOP-1 (a) SOP-1(b)
Meter Reading Record Existing
Pass Boo Existing
3




0-3 Drawing up the Billing Progromme

Responsible

Action

Timing

REVENUE lir

Accountant
with approval
of SDO.

Assign dates of meter readings to each billing group
so that all consumers are covered within a billing
cycle, As far as possible, the billing programme
of ledgers covering the feeders, on which Large
Supply consumers are connected should be so
formed that the reading dates of the Large Supply
consumers fall between 25th of a month to Tt il
the succeeding month. Asfar as possible billing
Programme should not be changed during the
year once intimated to computer centre,

Correspondingly, fix date for bill issue, due date
for payment and due date for temporary disconnec-
tion.

Determine available staff of Meter ‘Reading, Ledger
Keepers and Bill Distributors and allot billing
groups to them. One billing group should not be
alloted to more than one Meter Reader/Ledger
Clerk/Bill Distributor.

Draw up the billing Programme/showing for each
staff member, the activity and the billing group
to be taken up during the month.

Rotate the duties of the staff amongst themselves
by alloting different areas to a meter Reader,
Ledger Keeper and Bill Distributor.

Beginning of
the year

Monthly

As and when
necessary.

FORM TITLE FORM NO.
Billing Programme SOP 3




04-Monitoring adherence to the Billing Programme

Action Timing

1. Provide copies of the billing programme 1o the Béginning of the

concerned staff year and as and
when any-:

change occurs.

UuDC 2. During the month, enter dates of execution of During the
Revenue billing activities against the scheduled dates month
j provided for in the Billing Programme.

3. The adherence to the ‘Billing Programme' should  Daily
be monitored on a daily basis and departure from :
schedule be apprised to the RA

Revenue 4. As certain the causes of deviations, if any, from As and when
Accountant the programme and record observations in the
column provided in the billing Programme.

5. Put up the executed Billing Programme to SDO.

SDO 6. Look into the causes of deviations, if any, and
take appropriate remedial action.

7. Intimate the changes, if any, made in the Billing
Programme to the computer centre.

FORM TITLE FORM NO.
Billing Programme SOP -3




05—Release of New Gonnection

Responsible

Consumer 1,

clerk (CC)

Revenue 2.

Accountant/

Ledger keeper

Action

Timing

Prepare the service connection order after
ensuring that all the requisite formalities as
required under the rules have been complied with.
Put up to R. A. for eniry in the Billing ledger and
allocation of account number.

Enter consumers name in billing ledger and a new
account number in the following manner |—

i) The first tWo numerical digits will stand for the
pilling group No.

ii) The last three digits will stand for the serial

number of the consumer within the billing
group. This would be determined by last serial
number already existing. (Number in between
that fall vacant because of a disconnection must
not be used again.)
Where the billing is computerised intimate the
detail of New Connections to the Compute:-~
center on master file. Follow instruction laid
down the chapter 4 of Annexure.

iiiy If the premises of a certain consumer are
diseonnected only temporarily, a new account
number, should not be given to that consumer
when his premises are reconnected in his name.

iv) Ifa consumer gets his connection shifted, he
should be given a New account number,
according to the group in which his new
premises fall. Computer centre should be
informed about the change on the perscribed
form —The Advice for the change of Account

Number/Ledger.

vi) If a consumer has peen dis-connected and has
not discharged bills, his account number will
stand in his name until he has discharged his
bills. When he clears the dues, this account
number should be permanently closed and a

6

As and when

o




Responsible Action Timing
red line drawn against his name in the remai-
ning blank columns and the word “Closed’ on
date recorded in red ink in the remarks
column.
Ledger 3. Enter the consumer account Number on the SCO
Keeper Sign the SCO with date and put up to R.A.
Revenue 4. Ensure that consumer account number has been
Accountant correctly alloted and entered in the respective
the billng Ledger. Sign the SCO with date and
forward to SDO.
SDO B. Sign the service connection order (SCO) after Same day
ensuring that the prospective consumer has
complied with all the formalities prescribed by the
Board. Return the SCO to Consumer Clerk.
Consumer 6. Enter the details of SCO issued in the service
Clerk register alongwith Account No. alloted.
7. Hand over the SCO to JE-II for execution after
obtaining his dated signatures on job order
control register (JOCR) and on duplicate copy of
SCO.
JEs 8. Release the connection and hand over to the CC As and when
after entering details.
Consumer 0. After making entries in the service register and Same day
Clerk job order control register, forward the SCO to
Ledger Keeper.
Ledger 10. Make an entry in the billing ledger for initial
Keeper readings, fixed monthly charges e.g. meter rent
connected load etc. Where the billing is compu-
terised, intimate the details to computer through
Master file as stated in Para 2 above.
11. Open anew folio in the meter reading record/new
pass book and enter the initial meter readings and
other particulars from the SCO.
Ledger 12, Sign the SCO in token of having entered the
Keeper details in Ledger and forward it to UDC Reveue,
UDC 13. Check the entries in billig ledger and MRR and sign
Revenue the SCO.

B




‘Responsible Action Timing

14, Forward the SCO to ARA/RA.

ARA/RA 15. Check the enteries and return the SCO and CC.
Consumer 16. File the SCO in consumer case and hand over the
Clerk to UDC Revenue/RA for proper custody as per note
below.

Atthe close  17. Prepare 2 summary of connections applied for,
of the connections released and connections pending
execution alongwith the agewise analysis in the

month.
following manner from Service Register :—
i) SCOs pending execution issued less than 30
days before date
iiy SCOs pending execution issued more thand 30
days before days
18. Putup the SCO summary sheet and service register
to SDO
19.  Scurtinise the summary cheets & service Register.
sDhO 0. Enquire into each case of delay in execution of

SCO and take appropriate action

Note :
i) Consumer cases for LS, M5 & Bulk supply
shall be in the custody of RA

ii) Consum ercases of AP & g P supply shall
be in the custudy of UDC Revenue.

iii) Consumer case of DS &NRS supply
shall be in the custody of CC.

|

Form No.

Form Tittle

sCcoO Existing -

Billng Ledger gOP-1, SOP-1 SO

gervice Register Existing

Meter Reading Existing
Existing

Pass Book

|




06 Procedure for change of Meter and control thereof

Responsible Action - Timing

SDO 1. When challenge of meter by consumer is accepted  As and when
or the meter needs to be changed on the basis of
departmental observations as per instructions laid

! down in SMI-113 after recovering cost of meter

if necessary, as per SMI-109, Imstruct the consumer

clerk to issue meter change order (MCO).

Consumer 2. Prepare the MCO in duplicate and record the Same day
Clerk particulars of MCO issued in the (MCO Section)
Job order Control Register (JOCR).

3. Get the MCO authorised by SDO and forward
original copy to JE.

4, Obtain dated signatures of JE against the relevant On forwarding
entry in the JOCR and or the duplicate copy of MCO
MCO.

Junior 5. Visit the site and change the meter. Same day/next
Engineer day.
6. Fill the information required in the MCO under

dated signatures and forward it to Ledger Keeper,

Ledger 7. Enter the meter reading of the removed and new -do-
Keeper meters on the meter reading record/pass book and

in the Billing Ledger in the columns provided for

Also record the revised meter rentals, if any, in

the Billing Ledger. When the Billing is compu-

terised supply the necessary information to

computer centre as per chapier of the Annexure.

8. Enter the meter charges to be levied, if any, in the -do-
Sundry Charges and allowances Ragister (SC & A
Ragister) where such meter charges were not
recovered in the first instance as per step-I above.

9. Put dated signatures on the MCO in token of
compliance of Steps 7 & 8 and put upto UDC Revenue, -do-

uDC 10. Check the entries in the MRR/Pass Book and Billing
Revenue Ledger with reference to MCO and forward the
MCO after signing the same with date to RA -do-
Revenue 11. Ensure the compliance of step 10, Add dated signa-
Accountant ture and forward it to CC.

9




Responsible

Action

Timing

Consumer

the following manner :—

i) Opening balance of number of MCOs un-executed

if) MCOs issued during the month
iiiy MCOs effected during the month

iv) Closing balance of MCOs.
a) More than one month old.
b) More than 3 months old.

Scrutinise the Summary Sheet.

and take appropriate action.

l2. Enter the MCOs effected in the JOCR (MCO Section)

13, Make a summary from the MCO Section of JOCR in

14. Put up JOCR alongwith summary sheet to SDO.

15. Investigate the reasons for non-execution of MCOS

-do-

Monthly

At the close of
the month.

-do-

From Title

Job Order Control Register
(MCO-Section)

‘Sundry Chages & Allowance Register
Meter Change Order
Meter Reading Record

Pass.Book

10

Form No.

SOP-5

SOP-6

Existing
Existing
Existing




07—Reading of Meterg

Responsible

Action

L]

Timing

SDO/DS, JE-I
=-II Meter
Zeader

1. As per billing programme readings of the meter shall
be taken by the following officers [ officials :-

i) SDO/DS —For all LS consumers and other
categories of consumers having
metering equipment with both
CTs & PTs.

i) JE-I - —All MS consumers and other
categories of consumers having
metering equipment with CTs.

iii) Meter —All other consumers like SP, AP,
Reader SL, general & B. S.7not covered
against item No. (i) & (ii) above.
For meters installed on poles,
meter reading shall be taken

with the help of L.M.

Before going for meter reading, ensure that account
numbers have been opened in MRR for all new connec-
tions released after previous reading date by
comparison with billing ledger,

Visit the consumers’ premises and enter reading in
the meter reading record (MRR) /[ Meter blank (for
computerised billing) Pass Book & meter cards
placed at consumers premises under his dated
signatures. Where meter cards/pass books etc., are
found to be missing it has to be reported and
ensured thatsame are placed at site ‘and readings
recorded therein.

Compute consumption by reducing the old reading
from the new reading.

If consumption is prima facie not comparable with
the previous pattern of consumption, check meter
for any apparent defect.

If meter seems to be defective make appropriate
remarks in the Meter Reading Record/Pass Book Meter
Blank and meter Card /Pass book placed at consumer’s
premises and on the blank meter reading report sheets
as provided as per chapter 8 Para-lL

11
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Responsible

Action

Timing

Ledger
keeper

Revenue
Accountant

10.

s

13.

If the premises are locked, make aremark in the
Meter Reading Record/meter Blank as ‘L’ aud on the
blank pages provided as per Chapter 8-Para-1.

If the meter number does not tally with the number
mentioned in the meter reading record note the new
meter number alongwith reading inthe meler reading
report sheet for correction in all other relevent
records.

Forward the MRR/Pass Book to the Legder keeper
after all the ponsumers meters have been read and
entered in the Meter Reading Record.

In case of Computerised Billing, the defects noticed
should be indicated on the 'Meter Blank’ as per
provisions of Chapter of 3/Annexure

Make out a list of cases where meter number did
not tally with the MRR showing consumers name,
account number and the meter number of old and
new meter and put up to RA.

Ascertain the reasons for change in meter number
and take corrective action. Bring irregularity, if
any, to the notice of SDO.

The various observations made in meter reading
report sheets, shall be attended and compliance
ensured by bringing the same to the notice of SDO.

As per billing
programme

—do—
!

—do—

Each billing

cycle.

Asand

—do—

when

Form Title Form No.
Billing Programme SOP 3
Meter Reading Reccrd ; Existing
Pass Book Existing
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08—Control over Defective/Inaccurate Meters

Zesponse

Action

Timing

SDO/E-1/Meter
Inspector

Ledger
Keeper

RA/SDO

RA/Ledger
Keeper

—‘fﬂ/@ﬂ

To ensure that proper action is taken in cases
where premises are found locked or meter is found
defective/inaccurate and to see the pattern of such
observation in respect of a particular ccnsumer,
maintain the following record.

24 blank meter reading report sheets shall be
provided in the beginning of the MRR to record
the observations of the SDO/JE/Meter Reader/Meter
Inspector in respect of a particular case indicating
the defects noticed and forward MRR to Ledger
Keeper as per para-8 of Chapter-0T7.

Prepare an abstract of the observations made in
meter reading report sheet and put up the same to
SDO through RA.

Scrutinise the exception reports generated by
computer centre and putup to RA;SDO for taking
further necessary action.

Review the defects noticed in the abstract sheet by
Meter Reader/Meter Inspector and get the same
verified through JE-I/JE-II. The cases of Dead Stop
burnt/sticky meters shall be got verified immedia-
tely and the verification reports forwarded to Ledger
Keeper through RA.

Where on verification by JE-I/JE-II meter installed
at consumers premises are found to be dead stop/
burnt/inaccurate (including sticky) Ledger Keeper
shall make entry to above effect in the remarks
column of the billing ledger and start billing on

average basis as per chapter 6 and 11.

NOTE : Where pass book for meter reading are
maintained individual consumer pass books
shall be reviewed for taking necessary
action.

Review Exception reports received from computer
centre and take appropriate ation.

13
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Immediately




09 - Maintenance of Register of Variation In Consumption of Energy.

Responsible Action

Timing

UDC Revenue 1. Maintain separate register of variation of Energy As a whan

UDC/RA

SDO/JE

RA/UDC

consumption for general category cOnsumers and
Industrial Supply consumers to record the variation
in consumption of electricity by consumer.

2. Compare the units consumed during the current Monthly
billing cycle with the normal Monthly/Bi-monthly :
consumption of the consumer during the previous
billing cycles. In case of Industrial consumers
actual consumption recorded should also be
compared with normal expected consumption per
Kw of similar industries.

3. If there is any fluctuationjvariation in consumption
of 3% or more, to be worked outon the basis of
maximum recorded consumption during the last
three reading cycles (i.e.3 monthly basis for
Industrial and others and six . monthly basis for
general), record the details in the comsumption
verification register.

4. Forward the register fOr investigation as provided
in SMI-201 as under :—

sDO For all LS consumers and other consumers
having metering equipment with both
CTs & PTs.

JE-I For MS & SP connections.

JE-II For general connections.

5. Investigate the variation in consumption Record the  Immediately

finding in the Register and return to SDO/RA,

. <Carry out the necessary adjustments in the SC & A.
Register. Inform the computer centre on the
prescribed proforma of S5C & A-Advice for
charges & allowance. Issue job order where so

required.
FORM TITLE FORM NO
Consumpon Variatioa Rzgistar. Existing
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10—Preparation of Bills other than Large Supply Consumers,
(Where Billing is not Comupterised)

Respounsible Action Timing
Ledger 1. Before receiving M.R.R./Pass Book, transcribe the As pea billing
Keeper following data in the Billing Ledger from the previ- Programme

ous billing cycle's page :—

1) Old readings.

2) Mster Rentals,

3) Arrears of previous bills.

4) Other fixed charges, e.g. service rentals, ser-
vice charges efc.

2. Post the adjustment to be made as per Sundry
Charges & Allowances Register in the relevant
column of Billing Ledger as per Chapter 16.

UDC Revenue 3. Carry out overall check as per Chapter 19.

Leger Keeper 4. Receive the MPR/Pass Book and enter new readings
and the units consumed in the Billing Ledger,
Round off the meter reading 0.5 and more, to one
and ignore the fraction less than 0.5.

5. In case oflocked Premises/Defective or inaccurate
Meters where the consumer has to be billed on
provisional average units basis, record the average
units in place of actual units consumed in the
consumption column. Mark ‘D’ in case of Defective/
Inaccurate Meters and ‘L’ in case of 'locked’ premises
alongwith the consumption so recorded.

6. In case of nil/low consumption (when reading has
actually been recorded) the consumer will be
billed in accordance with the monthly minimum pay-
ment clause of the relevant tarriff, where the
accuracy of the meter is not under dispute. Other
cases are to be dealt as per Chapter 11/12

1. In case consumer is to be billed for minimum
charges, record the acual units consumed separa-
tely in the relevant column of the Ledger.

NoTE: The new reading column should be filled
in from the MRR/Pass Book and is not to
be adjusted for average units and
recorded in the consumption column.

15




Responsible

Action

Timing

UDC Revenue

Revenue
Accountant

10.

LI

12,

13.

15,

16.

17.

Compute the various elements of charges as per the
tariff schedule and fill'in the columns provided for.
Take the help of Ready reckoner wherever
available,

Work out the total amount due from the consumer
after taking into account all the charges, arrears
and the sundry charges and allowances.

On completing the entries in a page, total it and
ensure that foot totals cross tolly.

Prepare bill in single copy as per the ledger
eniries.

Enter date of issue and due date for payment for bill
both in case of payment to be made in cash or by

cheque. Enter these on the top of tre Billing Ledger also.

Forward the Billing Ledger along with the bills to
UDC Revenue, '

Check the following :

i) Carried forward balance from previous page.
ii) New readings with MRR/Pass Book.

iii) Calcuation of Energy and other charges.
iv) Posting from Sc&A Register in Billing Ledger.

v) Tally the bills with the corresponding entries
in the ledger.

Get the mistakes, if any rectified from Ledger
Keeper under his signature.

Sign the Billing Ledger in token of having done the
exercise of prescribed checking of ledger as per
standing instructions.

Check the following :—
(i) That bill has been raised to all the consumers.

(ii) Check the acuracy of the billing (percentage
of bills to be checked shall be as per Board's
instruction) "

(iii) Sign the Billing Ledger in token of having done
the exercis= and record the agcount number of
consumers whose bills are checked.

16

Same day




Responsible

Action Timing

SDO

Revenue

e

SDO

Ledger
Keeper

18.

19.

20.

21,

UDC Revenue

Check the accuracy of billing (percentage of bills
to be checked chzall be as per Board's instructions).
Sign the Billing Ledger in token of having done the
exercise and record the account number of consu-
mers whose bills have been checked.

Authorise and sign the bills for issue other other
MS, Bulk and Grid Supply Consumers, which shall
be authorised by SDO.

Buthorise and sign the bills for issue in cases of
MS, Bulk and Grid Supply consumers.

Follow the procedure outlined below to account for
surcharge on delayed payments after due date : —

a) Locate consumers in jhe Billing Ledger who One day after
have not made payment within due date. due date.

b) Calculate surcharge due and post in colum
provided for in the Billing Ledger.

¢) Check that surcharge due has been correctly  Same day
posted in the relevant colnmn in all cases of
delayed payments,

FORM TITLE FORM NO.

Sundry Charge & Allowances

Register SOP-6,

Billing Ledger SOPI, SOP-1 (a) SOP-1(b)

Bill

Existing

Meter Reading Record Existing
Pass Book Existing
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11 —Billing for defective meters

Responsible Action Timing
Ledger In case meter is found defective on the basis As and when
Keeper of report received from the concerned staff, the

following action should be taken for adjustments in
the past billing.

Dead Stop or burnt meter.

i) Issue MCO and follow the procedure as per
chapter 6.

ii) Overhaul the acccount of consumer by levying
adhoc charges based on the average consum-
ption of last 3 or 6 months or the average of the
same months of the preceeding year, which-
ever seems to be reasonable for the period the
meter remained inoperative (As per Sales
Manual Instruction SMI No. 115), Post the details
in the SC&A Register. Get the amount checked
by UDC Revenue and approved by RA.

iif) On report after the personal enquiries by
technical staff about the special occasion, during
the period meter was burnt or dead with could
have resulted in abnormal consumption, The
consumer should also be billed for such probable
consumption as assessed by the field staff,
This information should be sent to computer
centre on the format ‘Meter Blank'.

2. In-accurate meter :—

i) In case of single phase meters, where the
accuracy of the meter is doubtful or the meter
is found creeping forward, no adjustment in
accounts may be carried out but the meter
should be replaced. Issue MCO and follow the
procedure as per chapter—8
Inform the computer centre on the prescribed
format

ii) Where inaccuracy of single phase meter is
found to be pronounced by the competent
authority as laid downin chapter-8 or in case

18




Responsible Action Timing

v

of three phase meter, itis suspected cr fouud
to be inaccurate, take the following actions :—

a) Bill the consumer provisionally, from the
date of report till final result about the
accuracy/inaccuracy are received or repla-
cement of defective/inaccurate meter
with a new meter, on the Dbasis
of average consumption of last 3or 6
months or the average of the same months
of the preceeding year, whichever seems
to be reasenable as per SMI-115, Cet the
amount checked from UDC Revenue
and approved from the Revenue Accountant
for bills upto Rs. 1000 and from SDO/DS for
bills above Rs. 1000 The amount chargeable
must be determined with-in-a period of
one week by ARA/RA or SDO as the case
may be.

b) post the amount so calculated in the Billing
ledger for the purpose of billing in the
usual course alongwith basis of charge.

c¢) make remark ‘provisional’ in the Billing
Ledger in the remarks column and stamp
the bill ‘provisional’.

d) intimate the RA to take furthsr action to get
the final report expedited as per the rules
framed by Board so as to decide the further
amount to be charged/adjusted in the
account of the consumar for the period, if
any, during which the metsr remained
in accurate.

e) In the next billing cycle, bill the consumer
on the meter reading, as per new meter
installed and if new meter has not been
installed, *bill the consumer on the average
units arrived at as per 2(a) directly
in the billing ledger.

SDO f) Determine/derive the resulis of checking of  As and when
inaccurate meter from the relevant docu-
mets/checking agencies within 7 days of

19




Action

Timing

Responsible

SDC/Consumer

Clerk

Revenue h)

Accountant

UDC Revenue i)
1))
k)
Y

Reveuue m)

Accoutant/SDO

of their receipt (viz. Meter Test Order, XEN
(ME), Electrical Inspectcr) and pass orders
to RA alongwith relevant documents.

So for as receipt of test results etc. of the
challenged/inaccurate meters are concerned
the procedure as prescribed in SMI-113
should be followed and ensure that the test
results of such meters are received from
M.E. laboratory at the earliest.

Forward the documents to UDC Revenue.

Based on the percentage of inaccuracy
calculate :

i) The amount that should have been
charged for the period as per Abridged
Conditions of Supply Clause 14 (e) and
also till the period inaccurate meter has
been removed.,

ij) Work out the amount already previously

charged from the consumer for the
period under considezation.

iii) Find out differsnce for (i) and (ii) and

post the same in the SC & ' A Register in
the relevant columns. Also calculate the
units that should be billed and reduce
there from the units already billed.
Enter the same in the units consumed
column of SC & A Register.

Separate bill should be prepared on the
basis of I (iii) as per preface of chapter-18.
Stamp the bill so prepared ‘provisional bill
cleared’.

Write ‘cleared’ against the words ‘provisi-
onal’ in the Billing Leger.

Check the above and sign in token of there.

Authorise and sign the hill as per chapter 19.

20

Same day

On preparation
of bill.

As and when




Responsible

Action

Timing

NOTE: Where the Billing is computerised, the
computer will render the bill on the basis
of Average consumption. The instructions
contained in the chapter 3 of The ann-

exure to the Mannual may be followed,

FORM TITLE
Billing Ledger

Sundry Charges &
Allowances Register
Meter Change Order

21

FORM No.
SOP 1, SOP 1(a),
SOP 1 (b), SOP (2)

SOP 6
Existing




12-Billing in case of locked premises

Responsible Action Timing
Ledger In cdse the MRR/Pass Book/Meter Blank indicates
Keeper that premisés are found locked, take the following

action in addition to the procedure laid down in
chapter 10:

D

2)

Consumer shall be billed on the basis of average
consumption, to be computed as Pper Sales
Instructions contained in SMI-155

\
Make a remark ‘provisional’ in the remarks

column of the Billing Ledger, and stamp the
bill ‘Provisional’.

3) (a) When actual reading is available, sub-divide

4)

5)

6)

)

the actual units consumed into billing
cycles and calculate the energy and other
charges as per Board’s tariff. Find out the
difference between provisional amount
bills and amount so calculated. Enter the
amount in the Billing Ledger element wise
in the columnsprovided for. Enter the
difference between actual units consumed
and the units already billed in the units
consumed column. Get the amount sO
calculated verified from RA wunder his
signature,

(b) Where the billing is computerised, this
exercigse will be done by the computer.

Write ‘cleared’ and month in which cleared
against the words ‘provisional’ marked earlier
in the Billing Ledger.

Stamp the bill ‘provisional bill cleared’

Where the amount of the provisional bill cleared
is negative, make the minus entries in the
Billing Ledger element wise in the columns
provided for.

Stamp the negative bill ‘not payable’. However
the bill shall be distributed in the usual manner

22

As and when

While preparing
the bill




Action

Responsible

Timing

Note : Ifduring the next billing cycle, premises
are still found locked, the matter should
be brought to the notice of the RA/SDO

Take further action as per Board's instructions.

From Title Form No.
Temporary Disconnection Order SOP 18 (CS-12)
Billing Ledger SOP 1, SOP 2
Meter Reading Record Existing
Pass Book Existing
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13—Billing of Consumption by Board Employees.

Responsible

Action Timing

Ledger
Keeper

1. Bills are to be prepared at the prevailing tarrif As per Billing
programime,

2. In case of consumption by employee, where the
Board grants limited free supply of electricity,
the bill should be raised for the entire consu-
mption at the prescribed rate including meter
rent, electricity duty etc.

-

3. If the actual consumption is more than the free
limit, the credit will be given only for the maxi-
mum units prescribed,

4, Ifthe actual consumption is less than credit
should be given only for the actual energy
charged.

B, Enter the rebate allowed in the relevant column
provided in the Billing ledger.

6. (i) In case of New connection to Board Employees
intimate the details to computer cenire on the
progroma—DMaster file,

(i) In case the existing consumer, change of
premises if any will be intimates to compute
centre on the format advice for the change of

Name & Address.

Form Title Form No.

Billing Ledger SOP-1 or As Generatid By Computer
Bill Existing
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14 Regrouping of billing group and the accounting procedure for billing

Responsible

Action

Timing

Revenue
Accountant
with aﬁproval
of SDO

Ledger
Keeper

Consumer
clerk

Ledger
Keeper

Where regrouping of billing group is required
due to bifurcation of charges, in-crease in number
of consumers in a ledger or change of feeder etc.,
take the following actions :—

Allot new consumer account numbers as per the
regrouped billing group(s). Enter the new account
numbers on the consumers' cases and intimate the
same to Ledger Keeper and consumer Clerk,
Intimate to Computer centre on form. Advice for
change of Account Number and Ledger Group.

Cross refer the old and new consumer account
number in the :

1) Old Billing Ledger

2) New Billing Ledger

Write the new consumer account number in the
Service Register and consumer case against old
account number.

Open a new account in new MRR as per regroup-
ping and close the account in the old MRR with
cross reference in both the MRRs.

(1) While making the energy bill for the first
time after regroupping, the procedure
contained in SMI-157 may be adopted.

Indicate both old and new account numbers on the
first bill issued after regrouping.

For switching over from Manual Biliing' to
computerised billing the procedure as given in the
chapter 4 of the Annexure ‘A’ should bo followed.

Before comme-
ncement of first
billing cycle of
financial year.

Same day

As and when

|

FORM TITLE FORM No.
Billing Ledger SOP 1, SOP(20)
(1b) SOP 2
Service Register Existing
Meter Reading, Record Existing.




15 —Signing and Delivery of Bills

Responsible Action Timing

S.D.O./RA 1. Inorder to economise the time of Sub divisional
officers/RA and Ledger Clerks. Respectively, a
“Signature stamp'’ may be used by Sub-divisional
Officers/RA when issuing consumers’ bills and a
“'date stamp’’ may be used by Ledger Clerk to
mark on the bills, date of bill and grace date.

2. The signature stamp should be affixed to the bills
by the Sub-divisional officer/RA himself or in his
presence. A signature stamp is as binding legally
asan actual signature and as such in the case of
fraud, a Sub-divisional Officer/RA will not be
absolved from his responsibility merely because the
signature stamp was affixed to a bill instead of his
actual signature. It is, therefore, essential that the
signature stamp should always. be kept by the Sub
divisional Officer/RA in his personal and safe custody.

Note : Bills will be signed by the SDO/RA as per
instructiens issued by the Board from time
te time.

Bill Distributer 3. Refer Billing Programme to determine Billing  As per Billing
Croups for distribution. programme.

4, Collect bills from Ledger Keeper against proper
dated acknowledgment on the last page of concerned
billing ledger.

5. Distribute bills Same day/next
day

6 Obtain consumer's/his representative’s signature on  Immediately
the Delivery Book.

7. Reportto UDC Revenue about the bills distributed Daily

daily.
UuDC 8. Enter the date of bills distributed in the Billing
Revenue programme,
Form Title Form No.
Billing Programme SOP 3
Bills Existing
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16. Maintenance of Sundry éharges & Allowances Register, and Sundry
Allowance Adjustment-Register Preparation of Abstracts.

(=)

‘esponsible Action Timing

All type of adjustments relating to any recovery/
refund of revenue shall be compulsorily routed
through this register. Separate Register should be
kept for each group by each Ledger clerk or pages
allotted for each group in one register, It should be
ensured that items of one group of consumers under
any category are not intermingled with the con-
sumers of other group (s)

2. (A) Sundry Charges & Allowances Register
(Form SOP-6)
This register will embrace the following
type of transactions.

(1) Over and under charges in the previ-
ous Dbills including prior period
over /junder charges.

(ii) Bills raised on accounts of Theft of
Power & Malpractices.

(iii) Sundry services rendered by the Board
viz charges for duplicate bills, Bill
challenge fee, Meter challenge fee,
Resealing charges, Fuse replacement
charges, Reconnection fee ete.

(iv) Adjustment of annual minimum charges
under Annual Minimum charges clause
of Street Light Tariff.

(B) Sundry Allowances Adjustment Register
(SOP—-6 A)

The following type of transactions the credit for
which 1s to be given to the consumers through
energy bills will be recorded in this register ;—

(i) Adjustment of final energy bills against
consumers’ securities.

(il) Adjustment of interest on consumers’
security deposits
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Responsible Action Timing

(iii) Adjustment of interest on Debentures.
(iv) Write off of Bad debts.

(v) Adjustment of amount received under
ARPC schemes and interest thereon where
payable.

(A) Sundry Charges & Allowances Register (SOP— 6)

This register is to be maintained on the following

lines :—
Ledger (i Make an entry in the register giving complete As and when
clerk particulars of chargefrefund in the relevent column.

The units charged are to be indicated in the columns
6 & T while in case of refund, these are to be entered
as minus items. Write the amount under the
relevant Account code per contra debit/credit to
23.1 & 23.2 as the case may be. Transcribe the entry
into the Billing ledger. Put up the register alongwith
the Billing ledger to U,D.C.

UDC. (ii) Check the details and amount entered by the ledger Immediately
clerk., Append dated signature and put up the
register and Billing ledger to ARA/RA

ARARA (iii) Check the entries in the register with the billing
ledger. Append dated signature in the register
and return it alongwith the Billing ledger to the
ledger clerk.

Note : —Where the billing is computerised, the
amounts of charges/refunds should be
entered in the relevant advice to be sent to
the computer centre. UDC/RA should see
that all the entries from this register have
been duly incorporated in the relevant

advice.
Ledger (iv) a) Work outtotals of each group at the end of At the end of
Clerk the month, the month

b) Transcribe groupwise totals into the Abstract
Register for Sundry Charges and Allowancas
(SOP--14) separately for charges and allowances
under each category. This will give account

a8




Responsible

Action

Timing

ubDC

ARA./RA

Ledger Clerk

U.D.C.

ARA/RA

Ledger
clerk

codewise total of chargesjallowances for each
category during the month.

¢) Where the billing is computerised, work out the
totals of advices of sundry charges & allowances
d) Tally the totals of sundry charges as per Abstract

ledger of Billing ledgers, SOP-15 with that of abstract

of Sundry Churges Register (Form SOP —14) or with
the advice for the sundry charges to be sent to the
computer centre and put up to ARA/RA,

e) Tally the figures and append signature in the
billing ledger/advice.

3. (B) Sundry Allowances Adjustment Register
~ Form SOP-6A).

This register should be maintained in the following
manner :—

i) Make entry of Sundry Allowance as per para 2B
above categorywise under each account code,

ii) Transcribe the eniry(s) in the Billing ledger or
enter it in the ‘advice form' to be sent to the
computer centre.

iii) put up the register alongwith the Billing ledger
to the U.D.C.

iv) Check the entries in the register and their trans
fer to Billing ledger/advice. Append dated
signature.

v) Check the entries in the register and their
transfer to the Billing ledgar/advice. Append
signature in the register. Return the record
to the Ledger clerk.

a. Carry out the totals of the register under sach
Account code and cross tally.

b. Tally the totals of Sundry Allowances Adjustment
Registers (Form SOP-6A) and that of totals of
‘abstract register of Sundry Charges and Allowances’
(Form SOP 14) for allowances with the totals of
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Immediately

Same day

At the close of
the month




Responsible

Action _ Timing

u.D.C.

R.A.
U.D.C.

d)

sundry allowances column in the abstract ledger of
Billing ledger (SOP-15).

c) In case of computerised billing, tally the totals of
Sundry Allowance Adjustment Register form SOP-6(A)
and totals of abstract of sundry allwances (SOP-14)
with the totals of advice of sundry alowances to be
sent to the computer centre.

" Check that the totals of allowances as per abstract ~ Same Day
of Billing ledger (SOP-15) tally with the totals of abstr-
act of sundry allowances (Form SOP-14) and abstract
of Sundry Allowances Adjustment Regisrer (SOP-6A).

e) Record the following certificate in the Abstract On 3rd of next
Ledger of Billing ledgers (SOP-15) \— monfh

wCertified that the totals of sundry charges in the
Abstract ledger tally with the totals of abstract of
sundry charges (SOP-14). Totals of sundry allowan-
ces tally with the totals of allowancs as per abstract
of sundry allowances (Form SOP-14) and Sundry
Allowances Adjustment Register (Form SOP-6A).
Sign the certificate and put up to RA.”

Sign the certificate in token of check.

4. Incorporate the abstract of sundry charges &  4th of next
allowance (SOP-14) in the abstract for monthly month
assessment J.V. (Form SOP-16) under each
category.

5. Prepare J].V.(s) from the Sundry Allowances
Adjustment-Register (SOP-6A) Abstract of crediting
231 & 23.2.-Revenue from Sale of power and
ED per contra debit to various Account codes.
Do not include this/these ].V.(s) in the Monthly
assessment of Revenue cum J.V. as per step 4.

FORM TITLE FORM NO
1. Billing Ledger SOP 1, SOP 1(a), SOP 1(b), SOP 2
2. Sundry Charges & Allowances SOP.-6

Register
3. Sundry Allowances

Adjustment Register SOP-6 (A)
4. Abstract of Sundry Charges &

Allowances SCOP-14
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17 - Accounting for under charges/overcharges detected by Internal Audit.

Responsible Action Timing
Reveuue Receive the half margin in duplicate from the As and when
Accountant Internal auditor/AQO (Field) and forward the same to
U.D.C. Revenue.
UDC Revenue 2. Enter the details of half margin in the register of  Same day
half margins.
3. Scurtinise the half margin and put up to RA with ~ —do—
comments.
Revenue 4. Scurtinise the half margin along with the com- —do—
Accountant ments of UDC. Record observations on the half
margin about the extent of acceptance of Internal
Auditor's observations. Put up the half margin
to SDO for his approval.
sDO 5. After receipt of Half margin, take following

actiqn, ' —

@

(1)

(iii)

Examine and approve all the Half'margins .
involving arithmetical ‘miscaléulations and

wrong application-of tarriff etc., and .accept
those relating to incorrect metering and
compensation amount relating to theft of
energy, after satisfying about the correct-
ness of the amount raised in half margin
due to under chargesjover charges.

Half margin relating to wrong metering/
theft of energy etc., can be approved by
by the SDO involving amounts upto-
Rs. 2,800/- and cases involving amount
above Rs. 28500/- shall be accepted after
the approval of XEN/DS concerned.

Cases to be approved by SDO/DS athis
level should be finalised within 2 days. The
cases to be forwarded to XEN/DS or Deputy
Director CBC in case of L.S. consumers
for approval should be sent by SDO
within 3 days of receipt of half margin and
amount debited/credited in consumers’
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Responsible

Action

Timing

_ Revenue
Accountant

Ledger
 Keeper

UDC

Revenue
Accountant

UDC Revenue

10.

1%

12.

accounts within 10 days after obtaining
orders of XEN/DS. or Dy Director CBC as the
case may be.

(iv) Half margins approved by SDO/XEN/DS

concerned shall be returned with orders/
observations to the Revenue Accountant.

(v) Those half margins which are not accepted
by the SDO/XEN (DS) should be returned
to IA/AO (Field) alongwith reasons of
non-acceptance. This would be dealt
with as per standing instructions on the
subject, (half margins approved by A.O.

" Field should only be returned to him).

Get the accepted charges posted in the Register
of Half margins through UDC Revenue and
forward half margins along with Register of Half
margins to Ledger Keeper.

Post the amount with details in the Sundry
Charges and Allowances Register from the Half

- Margin. Write the Sundry Charges & Allowances

entry numbers with date against the relevant
entry in the Register of half margins and forward
o R.A.

Return one copy of half margin to Audit with
observations of SDO/XEN after 2/10 days as the
case may be through R.A.

Forward the half margins, Register of Half
margins to UDC Revenue.

Check that the charges/allowances have correctly
been entered in the SC & A Register Forward
half margins and SC & A Register to R.A.

Check the above and get the entriesin the
SC & A Register approved from SDO.

Prepare summary of the Register of half margins
and forward to RA.
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Responsible Action Timing
Revenue 13. Receive the summary and take appropriate
Accountant action for clearance of pending half margins. Monthly

FORM TITLE FORM No.
Sundry Charges & SOP 6
Allowances Register

Register of Half Margins SOP 17
Permanently Disconnected SOP 21
consumers' Ledger ((PDCL)

Bill Existing
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18—Procedure to be followed in case of challenged bills

Responsible Action Timing

With a view to minimise the disputes relating to
the current bills, the bills for arrear amount arising
out of under assessment detected by Audit, by the
field staff or at the instance of the enforcement staff
should be separately issued, except. for the charges
relating to the arrears concerning general charges
as given in Schedule I of the Appendix-IV of Sales
Manual, which can be charged through the current
bills. The detailed procedure and the Competent
Authority for dealing with the bills challenged by
the consumers are laid down in the SMI No. 158.
However, these cases shall be processed in the
Sub-divisional Office, as under :—

R.A. 1. i) Receive the application of the consumer regar- As and when
ding challenging of the bill.

ii) Mark the application to the Cashier for receiving
the amount as below :—

a). Current bills Prescribed challenge
fee+50% of the curr-
ent bill amount,

b) Arrear Bill Prescribed challenge
fee +20% of the arrear
bill amount.

c¢) Arrear debited at Prescribed challenge
the instance of fee +759% of bill amount
Flying squad where the bill is chall-

enged/review appeal
is filed after the stipu-
lated period of dis-
connection.

NOTE: [ncase the mistake Isapparent 1.e. wrong
calculation or the billed consumption is more
than 5 times the normal cycle consumption,
only average bill on the past performance
alongwith bill challenge fee sghall be got
deposited after due aporoval of SDO/DS
concerned. The bill challenge in such cases
shall preferably be decided before the due
date.
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Responsible

Action

Timing

Cashier

uDC
Revenue

R

SDO

2. 1) Receive the specified bill challenge fee against

3.

B.A. 16 and part of the challenged bill amount
against RO-4/Cash Stub.

ii) Record the details of the amount received
on the consumer application and forward it
to the UDC Revenue,

i) Maintain a Challenged Bills Register (Form
SOP-17)

ii) Enter the details of the challenged bills and
the amount deposited by the consumer in
the said register (SOP-17).

iii) Scrutinise the challenged billin the light of
the consumer's application and put up the
same to R.A,, alongwith his comments.

4. Check up the above and put up to SDO along-
with his comments,

8. Process the cases according to the following
procedure ;—

a) For refunds on account of arithmetical mis-
calculations or incorrect balance carried
over, approve the refund/write back and
pass necessary order to the Revenue
Accountant,

b) For over charges pertaining to the unaudited
period including the current bill, powers to
decide such cases are as under :

Refund/write-back Authority
Amount Involved to approve
i) Upto Rs. 2,500/- SDO/DS
ii) Above Rs. 2,500/. XEN/DS

Note :—Refund/write back in case of LS
consumers would be allowed with
the approval of C.B.C. only.
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f

Responsible

Action

Timing

c)

iii)

iv)

d)

For arrears debited at the behest of the
Audit or pertaining to the Audited period :

Refund Amount
involved

Authority to approve

Upto Rs. 2,500 SDO/DS in concurrence

with the A. O. (Field)

Above Rs. 2,500;- XEN/DS in concurrence
and upto Rs. 10,000/, with the A.O. (Field)

Above Rs. 10000/. SE/DS in concurrence
and upto Rs. 30,000 with Dy. C.A. of res-
pective Zone

Above Rs. 30000/. 5.E./DS in concurrence
upto Rs. 1 lac with the Chief Auditor,

Above Rs. 1 lac Committee consisting
of M/F&A and Member
Incharge Commercial
Directorate after obtain-
ing comments of Chief
Engineer/DS concerned

(Cases to be submitted

by C'A. to the Committee)

For amounts debited at the instance of
Flying Squad :—

Total Amount of Authority to Review

the Bill

Upto Rs. 10,000/- SE/DS after obtaining-
comments of Director/
Enforcement

Beyond Rs. 10000/~  Zonal Level Committee.
and upto Rs. 5 lac.

Above Rs. 5 lac Member Incharge
Commercial through

CE/Commercial.

In case the refund amount/challenged bill
amount is within the competency of the
SDO, pass orders and return the case to the
R.A., for adjustment through Sundry Charges
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Responsible

Action

Timing

R.A,

Ledger
Keeper

UDC Revenue

10.

1Rk

& Allowances Register. For cases beyond
his competency, forward the case immedia-
tely to the higher authorities.

-

f) After receiving the requisite approval from
the Competent Authority, forward the case
to the R.A. for adjustment through Sundry
Charges & Allowance Register,

Receive the requisite order of the competent
authority alongwith the consumer's application
and send it to the ledger keeper,

As & when

Post the entry in the Sundry Charges & Allowances Same day

Register and enter the SCA entry No' on the
consumer's request/orders of the Competent
Authority and putup thecase to the UDC
Revenue.

Post the entries in the Register of Challenged
Bills.

If the bill is found to be incorrect, the bill chall-
enge fee shall be adjusted through SC & A
Register and the grace period allowed to the
consumer shall be extended by the period
intervening between the date on which fee is
deposited and the date on which the consumer
is rendered the correct bill or period of 15 days
for all the consumers (except LS consumers in
whose case 7 days) whichever is less. The
cases where consumer fails to make payment
of the revised bill within the extended grace
period, 10% surcharge shall be leviable on the
revised bill amount.

Where the billing is computerised the information
will also be sent to computer centre on the
prescribed form of Advice.

Where bill is found tobe correct, the bill
challenge fee shall be forefeited and 10%
surcharge shall be levied on the total amount
of the challenged bill.
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Responsible Action Timing

12, The decision on the bill challenged shall be
intimated to the consumer through registered  Same day/next
post, allowing him to pay the due amount day.
within 7 days from issue of the letter, failing
which his connection shall be disconnected.

FORM TITLE FORM NO.
Challenged Bills
Register SOP-17
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19—Overall Check of Accuracy of Pesting in the Billing Ledger before
commencement of next Billing Cycle, where the Billing is not
Computerised,

Responsible

Action

Timing

UDC Revenue

1. To ensure the accuracy of posting in the Billing
ledger during previous billing cycle take the
following steps.

R

- and the amount assessed during previous

if)

iif)

iv)

Add the balance amount brought forward
billing - cycle as per Billing Ledger.
Post surcharge column after the Due date.

Calculate the total amount collected for the
relevant Billing group during the previous
billing cycle from the monthly  Cash
Collected Abstract, monthly Bank Collection
Abstract and monthly Cheques Dishonoured
Abstract as worked outin SOP-11 against
the net collection column for the relevant
billing group.

Total the amount collected during the
previous billing cycle as per realisation
columns of the billing ledger.

v) Tally the amount as per step (iii) with

vi)

vii)

viii)

ix)

x)

amount as per step (iv).

Reduce the amount collected ag per step
(iv) from amount calculated as per step (i)
& (ii) to work out the balance,

Tota the balance carried foward column of
billing ledger.

Tally the amount arrived as per step (vi) with
amount as per step (vii).

Investigate for the differences, ifany, and
rectify the error.

Sign atthe foot of the last page of billing
ledger of of previous billing cycle with
remarks ‘over all accuracy checked’.
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Before issue of
current bill,




Responsible

Action

Timing

Revenue Acct,

2.

Ensure that overall check has been carried out
and sign the Ledger along with the remarks of
UDC Revenue in evidance of the same and see
that totals of balance brought forward plus
Assessment during the month (Energy
charges and other charges & Rentals, Sundry
charges-Sundry Allowances) plus surcharge
less realisation is equal to totals of balance
carried over to next month (Board’'s dues+ED
respectively)

FORM TITLE FORM No.
Billing Ledger SOP. 1, SOP-2
Monthly Cash Collected
Abstract,

Monthly Bank collection
Abstract

Monthly Cheques
Dishounred Abstract J

SOP-11
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20—Meter Reading for Large Supbly Cousumers

Responsible

Action Timing

SDO I

UDC Revenue 6.

7.

8.

- Revenue 9.
Accountant

10.

—_— .
Visit consumers’ premises to take meter readings. As per Billing
Programme

Take meter reading jointly with the consumer
or his authorised representative and note the
same in the Pass Book maintained for meter
reading and also in the Pass Book maintained at
the consumer’s site,

Meter reading shall be signed jointly by the
consumer and the SDO in the Pass Book,

If the meter readings/meter appears prima facie
to be un-reasonable/inaccurate, make investi-
gation and note the result of the same in both
the Pass Books.

Hand over the Pags Books to UDC Revenue,

Enter the meter readingson a printed format
as prescribed by C.B.C.

Where SDO has made observations for any
unreasonable meter readings on the Pass Book,
transcribe the same on the printed format.

Forward the printed format alongwith Pass
Books to RA.

Check the printed formatin relation to Pass
Books and forward to C.B.C. after getting it
signed from SDO/DS,

Take follow up action, if required, in the light of
para-4 above, in case of revenue matters and
pass on other cases to Consumer Clerk who
will take the necessary orders of SDO for other
items and take action,

FORM TITL FORM No.
Pass Book Exigting
Format L.S. consumers -
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21—Preparation of bills for Large Supply Consumers,

Responsible Action Timing

UDC/CBC 1. Receive the printed formatsduly filled inby  As and when
the Sub-division and tick check list for LS
consumers maintained.

2. On the basis of Meter Reading Record, prepare Same day
a rough bill on the printed calculation sheet
in duplicate and forward to AE/AEE.

AEE/AE 3. Check the calculation sheets cent per cent.
Prepare the bills in duplicate.

4. Forward the formats submitted by sub division,
calculation sheets of bills and the Consumers
Ledger to the Deputy Director/CBC.

- DD/CBC 5. If consumption appears to be unreasonable ins-
pite of the SDO's observation report (if any),

after scrutinising the previous record of the
consumer approve the bill as prepared above
and raise the queries separately to SDO/XEN/
DS as the case may be.

6. Return the bills to AE/AEE.

AFE/AE 7. Get the bills posted in the Consumers' ledger
maintained by CBC and note 'Provisional’ in
remarks column of the Consumers’ Ledger if
queries have been raised.

Concerned Clerk 8. Send original copies of the bills and one copy
of the calculation sheets to Sub-Division along-
with queries raised, if any.

DD|CBC 9. After sending the bills, review the casesof
abnormally lower/higher than unity power
factor, wide variation in energy consumption
and defective meters not changed for periods
exceeding 2/3 months and take up the cases
with SE (DS)/Director (Enforcement)/XEN (M.E.)
with copies to XEN (DS) concerned, till finalisa~
tion of the same.

FORM TITLE FORM No.
Format for LS Existing
consumers

Calculation sheet Existing
Corisamers Ledger , Existing.
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22. Posting of LS Bills & Distribution

Responsible Action Timing
Revenue 1. Receive the bills alongwith the calculation  As and when
Account sheets and the queries, if any, from CBC.

UDC Revenue

rRevenue
Accountant

Ledger Keeper

UDC Revenue

10.

11

12.

Verify from Billing Ledger to ensure that all
bills have been received and follow up for the
bills not received, if any, with CBC.

Forward the bills alongwith the calculation
sheéts and queries to the UDC Revenue.

Scrutinise the queries (other than technical
issues) with reference to records and forward to
RA alongwith his observations.

Check the above and forward the bills to
Ledger Keeper.

Before receiving the bills, post sundry charges
and allowances in the Billing Ledger from SC &
A Register,

Enter meter readings in the Billing Ledger from
the Pass Books,

Enter the details of the bills in the Billing
Ledger.

Enter arrears of previous month and sundry
charges and allowances from the Billing Ledger
in the bill. Calculate the surcharge due for
delayed payment and enter the same in the
place provided in the bill.

Forward the bills and Billing Ledger to UDC
Revenue.

Check that sundry charges and allowances
have been correctly entered in the Billing
Ledger,

Check the Billing Ledger with reference to
calculation sheeis and forward the same and
Billing Ledger to RA.
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As and when

On receipt of
bills

Same day




Responsible Action Timing
Revenue 13. Cross check the above and putup the bills
Accountant along with queries raised by CBC and observa-

tions to SDO.
SDO 14. Authorise and sign the bills and return to RA.
Revenue 15. Forward the bills to Bill Distributor.
Accoutant
Bill 16. Deliver the bills and obtain consumer’s dated
Distributor signature on Bill Distribution Book,

FROM TITLE FORM No.
Billing Ledger SOP 2
Sundry Charges and SOP 6
Allowance Register

Bills Existing
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23 _ Assessment of Revenue for Flat Rate Billing—A.P. Consumers

Responsible ' Action Timing

Ledger Keeper 1. Maintain a Billing Ledger in form SOP-1 (a) for At the beginn-
each Billing Croup of flat rate/consumers. ing of the year
Specify connected load for eacih consumer.

2. Enter the revenue assessed in the Billing As per billing
Ledger under the relevant columns for the Programme
month. The energy charges would generally
remain unchanged from the previous month
and should be transcribed therefrom.

3. Total the assessment made for the current month After prepara-
component-wise and of the Connected Load tion of Billing
column. Ledger for ths

month
UDC Revenue 4. Reconcile the previous period's assessment

with amount calculated as per step 3 above by :

i) Adding new connections' assessment.

ii) Adding excess assessment on account
of extension in load allowed to existing
consumers.

iii) Reducing the disconnected consumers’
assessment.
iv) Reducing the difference in assessment due

to reduction in the sanctioned load.
5. Check the overall accuracy of the totals by

multiplying the totals of the connected load with
the relevant tariif.

Revenue 6. Cross check the revenue assessed for a month
Accountant under hig dated signature.
NOTE :

For flat rate A.P. billing form No. SOP-1 (a)
shall be used whereas for tubewell conne-
ctions covered under metered supply form
No. SOP-2 shall be used.

FORM TITLE FORM No.
Billing Ledger SOP-1 (a) & SOP-2
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24 —Accounting Procedure where Meter is Challenged

Responsible Action Timing

UDC Revenue 1. On the basis of test results received (viz. Meter As and when
Test Order, XEN (ME) Divn, report etc.) calculate
the percentage of inaccuracy in the existing
meter as per SMI-114 and overhaul accounts as
per SMI-113 and clause-14 (c) of Abridged
Conditions of Supply.

Where power factor surcharge has been
previously worked out on average basis as per
Clause-14 (j) of Abridged Conditions of Supply,
for want of actual test results of the meters, the
same should also be re-worked out on the basis
of test results,

Revenue 2. Check the above and put up to SDO for Same day
Accountant approval.
SDO 3. Acccord approval after checking the basis of -do-

calculations for overhauling and return to R.A.

R.A. 4. Instruct Ledger Keeper to make necessary -do-
entry in Sundry Charges & Allowances Register.

Ledger 8. Follow the procedure prescribed as per -do-
Keeper Chapter 16.

FORM TITLE FORM NO.

sundry Charges &

Allowances Register SOP 6
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25— Accounting Precedure for issue of Separate Bills for Undercharges in the

Previous Bills and for Theft of Electricity.

Responsible

Action

Timing

Ledger Keeper

uDC

Revenue
Accountant

SDO

Revenue
Accountant

As provided in Chapter-18, the bills for arrear
amount arising out of under-assessment are to be
issued separately except for charges concerning
general charges as given in Schedule-l of
Appendix-IV of Sales Manual. If the amount of arrear
bill is negative, no Separate bill is to be issued and
adjustment of such amount shall be carried out
through éundry Charges & Allowances Register for
the next month bill amount.

1. Enter the charges in the Sundry Charges &
Allowances Register as per Chapter-16, 17, & 18.

2. Issuea separate bill for Arrear/Theft of energy
which should be marked on Top as Arrear/
Theft of energy bill in capital letters.

3. Enteron the bill, issue date and due date and
depict the nature/details of charges being billed
in the relevant space in the bill form.

4. Forward the bill (s) alongwith Sundry Charges
& Allowances Register to the UDC Revenue.

5. Check the bills so prepared with the supporting
record and forward the same to R.A.

6. Check above and authorise all the bills (except
Large Supply consumers).

In case of A.P. flat rate consumers, hand over
the Pass Books to the consumers, after making
entries therein indicating the receipt No. &
date. Ensure that separate bills have been
raised in all the cases required.

7. Forward Large Supply bills to SDO /DS,

8. Authorise Large Supply consumers’ bills and
return to R.A.

9. Forward the bills alongwith Sundry Charges &
Allowances Register to Ledger Keeper. Date of
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Responsible Action . Timing

igsue of bills shall be entered in the Register of
Sundry Charges and Allowances in the remarks
column, alongwith dzspatch No. and date of the
forwarding letter.

Ledger 10. Post the bill (s) in the Billing Ledger in the Same day
Keeper Sundry Charges column. Where ledger is under

issue, post the bill amount separately (in red ink)

in the Sundry charges column of the Ledger for -

that month. In case, the ledger has already

peen igsued for the month, the arrear bill be

jssued after making ifs entry (in red ink), in

advance in the Sundry Charges column of the

ledger page for the next billing cycle.

In cases where billing has been computerised,
intimate the details of charges debited to the
Computer cenfre through the prescribed form of
Advice for Sundry Charges/Allowances.

11. Write the due date in the remarks column, -do-

12. Forward bills to Rill Distributor.

13. While carrying forward the balances to the next -do-
month’s page carry the balance, if any, on
account of separate bill separately in red ink,
where separate bill issued ig for the next month,
the payment received should be entered in the
month of receipt and payment should Dbe
considered as advance payment.

14, In the realisation column, there will be two -do-
entries for the cash realised, one for the normal
billing & other for the separate bill raised in

red ink.
UDC Revenue/ 15. Ensure that the procedure laid down asper -do-
Revenue paras 13 & 14 has been properly followed.

Accountant

T e e

FORM TITLE FORM No.

Billing Ledger SOP 1, SOP 1 (a), 1 (D) SOP-2
SC & A Register SOP 6

Bill Existing
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26—Collection of payment in cash for Energy Bill

Responsible

Action

Timing

Cashier

Receive cash from consumers as per bill (For
part payments refer Chapter-31)

If payment is received upto due date, receive
net amount payable.

If payment is received after due date, receive
the gross amount ie.. net amount plus
surcharge.

Make out a Cash Receipt in each case as under:-

A) Where the billing is computerised and the

cash is collected through Registrex Machine.,

The Registrex Machine will print the receipt
on the bill and bill-cum-receipt shall be
handed over to the consumer. The cash
stub which is detached from the bill shall
be sentto the Computer Centre and the
cash stub generated through the front slot
of the machine shall be retained in the
5/Divn. as a substitute for RO-4.

B) Where the billing is computerised but cash
is not received through Registrex Machine.
Make out a cash receipt R.O.-4. The
original (receipt) copy shall be handed
over to the consumer. The cash receipt
shall be detached from the computer bill
and stappled with the office copy of R.O.-4
at the time of receipt of cash. The office
copy shall be sent to the Computer Centre.

C) _When the billing is not computerised and
the cash is received through Registrex
Machine.

The receipt will be printed at the back of
the bill which will be returned to the
consumer. The cash stub obtained from the
front slot of Machine shall be used in
5/Divn. as substitute for R.O. 4.
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Responsible

Action

Timing

upC
Revenue

Revenue
Accountant

10.

5

12.

D) Where the billing is not computerised and
the cash is received manually.

R.O. 4 receipt in duplicate shall be used.
Original copy shall be hianded over to the
consumer and 2nd copy will be retained in
the Sub Divisional Office, as office copy.

Hand over the Dbill and original copy of the
receipt to the consumer.

In case of AP flat rate consumers, hand over
the pass book to the consumer after making
entry in the Pass Book, indicating the amount,
RO-4 receipt No. and date,

Enter in the Consumer Cash Receipt Book, the
amount collected through RO-4s and cash
stubs. The amount shall be further segregated
in the columns provided for in the CCR Book.

Total each column in the CCR Book and cross
tally the foot totals, Tally the cash and cheqgues
in hand with the amount received as psr CCR
Book and other cash receipts as per Cash and
Bank Manual-Chapter-02.

Check that all the receipts have been entered in
the CCR Book. Check' the serial number of the
cash receipts. Original copy of the cancelled
receipts should be attached with the duplicais

© copies.

Check the totals of CCR Book & append
signatures. '

Test Check the entries in the CCR Book from
RO-4/cash stubs as per norms fixed by the
Board from time to time.

Tally the cash including cheques received at
counter with the totalas per CCR Book and
other cash receipts (BA-16) as per Cash and
Bank Manual-Chapter-2.
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Same day




Responsible Action Timing

13. Where Registrex Machine is in use, operate Same day
Z-key and tally the same with X-Key operated
by the cashier.

NOTE : In no case both X and Z keys should
be in the custody of one person.

15. Investigate the differences, if any, immediately.

16. Sign the CCR Book certifying the accuracy of At the end of
cash verified with the CCR Book and certify its the day
transfer to Cash Book.

NOTE: (1)U.D.C. Revenue/ARA/RA should
personally see that the daily cash
realisation statement received from
the Computer centre does tally with
the CCR Book and should sign the
statement in token of their check.

Cashier 17. Enter the daily cash collected date wise in the Daily

Monthly Cash Collected Abstract, (SOP-11)

billing group wise, in the columns provided for.

18. Total the Monthly Cash Collecied Abstract, Monthly
billing groupwise, for energy and other
charges and electricity duty.

NOTE : (1) Accept the advance payments or
payments in excess of the bill made
by the consumer and issue cash
receipt (RO-4) for the same.

(2) In case of computerised billing, the
detailed procedure for receiving cash
on account of energy bills is given
Chapter-VII of the annexure A to this
Manual.

19. (I) Members of the staff employed in the various

Sub-divisional Offices of the Electricity Board
other than those authorised to receive cash
are warned that they should not receive cash
from the Publicin payment of their bills. Any
consumer offering money to any member of
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Responsible

Action

Timing

the staff for making payment of his bill in the
office should be requested by that employee to
make the payment in the office himself or
through his representative to the cashier at the
counter and to obtain the official receipt for the
same. Any member of the staff disregarding
the above instructions would be suitably dealt
with. The cashier also should not receive any
payment from any official on behalf of any other
consumer.

ii) Payment of Board's Bills should not be
received except by the offices which issued
the bills.

FORM TITLE FORM No.
Consumer Cash Received Book SOP-10
Monthly cash collected Abstract  SOP-11
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27—

Collection of bills through Postal Money Orders

Responsibea

Action

Timing

UDC Revenue

RA/ARA

Cashier

UDC Revenue

10.

1.,

Receive the postal money order (MO) and
authorise the cashier on the the coupon of the
MO to receive payment.

Make the entries in column ! to 6 of the Register
of Money Orders Received datewise/monthwise
and put the register to ARA/RA.

Attest the entry in the register with reference
to the coupon of the MO.

Send the register of Money Order Received to
cashier after filling relevant columns and direct
the postman for receiving the money to the
cashier,

On receipt of payment, enter the same in
column 7to9 of Register of Money Orders
Received.

Make the cash receipt as per Chapter 26.
Enter the receipt in the CCR book.

Putup the Register of MOs Received and RO-4/
Stub to the UDC Revenue.

Ensure that cash receipts (RO-4) Stub have been
made for each MO received.

Sign each entry in the Register of Money
Orders, Received and put up to ARA/RA.

Verify and sign the entry in the Register.

MOTES
When Money Order is received affer the
close of cash counter, the CCR/Cash
Book shall be re-opened after obtaining
the orders of RA/SDO and the procedure
as outlined above shall be followed.

As and when

Immediately

At the end
of the day

FORM TITLE FORM No.
Register of Money
Orders Received SOP 12
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28 — Posting of Cash Receipts in the Billing Ledger, where Billing is not Computerised

Responsible Action Timing

Ledger Keeper 1. Obtain the Consumers’ Cash Received Book from Daily
cashier and post the receipts in Billing Ledger
in the columns provided for. Make a remark
in the remarks column ‘By Cheque' with its
number where cheque is received.

2. Tally the monthly total of Monthly Cash Collec-
ted Abstract with monthly total of the realisation
column of each Billing Ledger.

3. Investigate the differences, if any, and rectify -do-
the same.
UDC Revenue 4. Check all the entriesof posting in Billing Monthly

Ledger from CCR Book and verify the overall
check given in step 2 above under his signature.

Revenue 5. Counter check the above under his signature -do-
Accountant as per the norms fixed by the Board.

NOTE : Itis not desirable to entrust the duty of
checking of totals and posting etc. in
the Billing ledger to the cashier or any
other official performing the duties of
cashier in addition to his own duties.

FORM TITLE FORM No.
Consumer’s Cash

Received Book SOP 10
Monthly Cash Collected Abstract SOP 11
Cash Stub Existing
Cash Receipt (RO-4) Existing
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29—Collection of payment through Cheques/Demand Drafts

Responsible

Action

Timing

Cashier

Acceptance ofa cheque received in payment of
the Board’s bill is always subject to the cheque
being honoured and the receipt issued therefor
will be considered "“Provisional” until the cheque
has been encashed.

1. Receive the cheque/demand draft alongwith
the bill and scrutinise the same for its validity
apparentely. No outstation cheques/demand
drafts ‘are to be accepted.

2. If payment is received upto the due date,
receive the net amount payable.

3. If payment is received after the due date, gross
amount (l.e.net amount plus surcharge) shall
be recoverable, but cheque/draft presented
even if for lesser amount shall be accepted.

4. Make a cash receipt as per Chapter-26

5. Return the bill'along-with the original copy of
the Cash Receipt/Cash Stub to the consumer.

6. Record the RO-4/Cash Stub in the Consumer's
Cash Received Book. Note the consumer's
name and his account number on the back of
the cheque.

I. Enter the Pay-in-slip of cheques in the
Remittances Register. Follow procedure for the
remittances made into Bank as per Cash and
Bank Manual.

8. Follow the procedure as per Cash and Bank
Manual on dishonour of cheques. Enter cheques
dishonoured date-wise in the Monthly Cheques
Dishonoured Abstract.

9. Reduce the monthly total as per Monthly
Cheques Dishonoured Abstract from the Monthly
Cash Collected Abstract.

10. Return the dishonoured cheque to the consumer
and ask him to pay cash in lieu of the cheque/
fresh cheque as per instructiens of the Board.
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Immediately
on receipt of
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Immediately
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Monthly

Same day




Responsible

Action .

Timing

Ledger
Keeper

LE,

12.

13.

14.

Post the cheques dishonoured from the Remiit-
ances Register in the individual consumer'’s
account in the Billing Ledger as a minus entry
in the realisation side. Add suitable remarks
of dishonour of cheque against the original
entry in the C.C.R. Book.

In case the cheque has been dishonoured for
the fault of the consumer e.g., non-availability of
funds, difference in the signatures etc., collect
the bill amount in cash fresh cheque including
surcharge and follow the procedure as if the
payment has not been received.

In case the cheque is dishonoured for no fault
of the consumer, case for waiving of the
surcharge shall be dealt with as per instructions
contained in SMI-181.

(a) When payment is made by the Consumer in
cash or by a fresh cheque in lieu of the
dishonoured one (or the cheque is returned
by him duly amended, if there wasonly a
correction to be made therein) the entry
should be made direct in the Main Cash
Book as well as in the Consumer’s ‘Ledger,
and receipt in- Form BA-16 granted to the
consumers.” . A Suitable note should be
added in the Consumers’ Cash Received
Book against the entry relating to the trans-
action of the original cheque and also in
the relevant duplicate copy of RO-4/Cash
Stub. :

14. (b) Where  the billing is computerised and no

payment is made by the consumer in lieu of
thie dishonoured cheque before the close of
the month. The following procedure snould
be followed :

(i) Post the gross amount of the bill in the SC &

A Register which will be intimated to the
Computer Centre on the relevant Advice.

(i) This amount should be reduced from the
total monthly assesment of Revsnus by
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Responsible

Action

Timing

giving suitable remarks in the Sub Main

Revenue Ledger so as to
assesment of revenue.

avoid double

FORM TITLE

Billing Ledger

Consumers' Cash Received
Book

Cash Stub

Cash Receipt (RO-4)

FORM No.
SOP 1, SOP 1 (a), 1 (b), SOP-2

SOP 10
Existing
Existing




30—Accounting of Bills collected through Bank

Responsible : Action | Timing
Ledger 1. Stamp the bills ‘Payable at Bank’ with the name While prepar-
Keeper of bank branch, ing the bills
Cashier 2. Follow the procedure as per Cash and Bank

Manual for collection through bank.

Ledger 3. Receive the bank scroll from Cashier showing : ~ Daily
Keeper : :

(ir Name of the consumer
(ii) Account number
(iif) Amount received
(iv) Date of receipt etc.

4. Post the cash collected in the Billing Ledger Daily
from the Bank Scroll, Write the total amount
posted in the Billing Ledger, billing groupwise,
duly sub-divided in SOP and other charges and J
ED;on a separate sheet. Forward the
Bank Scroll and the sheet to UDC Revenue,

8. Where the billing is computerised, the instruc-

tion contained in para 7.3 of the Annexure ‘A’
should be followed.

ubDC 6. Tally the totals as per Bank Scro]] with the billing -do-
groupwise totals as per the sheet and posting
in the Billing Ledger.

Cashier 7. Post the billing group-wise cash collected in -do-
the Monthly Bank Collected Abstract,

8. Add the monthly totals as per Monthly Bank Atthe end of
Collected Abstract in the Monthly Cash month
Collected Abstract. .
FORM TITLE FESRM No.
Billing Ledger SOP 1, SOP 1(a), 1(b) SOP 2
Monthly Bank Collected Abstract SOP 11
Bill Existing

58




31—Acceptance of Instalments/Part Payments

Responsible Action Timing
(A) INSTALMENTS OF ARREARS AMOUNT
SDOJXEN/SE 1. Authorise the payment by instalments on the: As and when
application of the consumer if the rules framed
by the Board soallow for the particular case
(SMI-180).
2. Forward the application to RA. Immediately
Revenue 3. Forward the application to UDC Revenue. -do-
Accountant 3 '
UDC Revenue 4. Enter the instalments allowed in the Part Same day
Payment Register (PPR) - :

S. Forward the part Payment Register alongwith
application to RA.

Revenue 6. Check the Part Payment Register with th= -do-
Accountant authorised application and initial the Part
Payment Register.

1. Authorise the Cashier on the bill to receive As and when
the Ist instalment, stating the amount to be consumer
received. presents the

bill to RA.

8. Forward PPR to Ledger Keeper and apphcatlon Same day
to UDC Revenue for filing. ’

Ledger 9. Make a record of the instalments allowed in the -do-
Keeper Billing Ledger against the consumer’s account
‘in the remarks column in red ink.

10. Forward PPR to UDC/Revenus.

Cashier 11. Accept tne amount of instalment if authoris;ed As and when
on the bill. However, recover the surcharge
on instalment amount of the bill if the consumer
does not make payment within the due date.

12. Make a consplcuc)us remark ‘Part Payment’ on Immediately

the RO-4 and the CCR Book in red ink.
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on receipt of
cash




Responsible

Action

Timing

UDC Revenue

Ledger Keeper

UDC Revenue

Ledger
Keeper

13

14.

18.

16.

11.

18.

19.

B)

Where Registrex Machine is in use make a
remark on Cash Stub and on the CCR Book in
red ink.

Enter the instalment amount received in the
Part Payment Register and ensure that
instalment has been accepted only if allowed
already by the competent authority.

While posting the cash receipts in the consumer
account, mark ‘Part Payment Received'in the
remarks column of the Billing Ledger.

In the subsequent months when separate bill
has been prepared for the balance arrears, in
respect of which instalment has been allowed
previously, forward the bill to UDC Revenue.

After referring the Part Payment Register, calcu-
late the instalment amount to be received plus
surcharge, if any, and note the same on the bill
and getit authorised from RA.

Return the bill to the Ledger Keeper.

Enter the instalment amount so indicated on the
bill in the remarks column against the
consumer's accountand forward the bill to
bill distributor.

Part Payments of Current Energy Bill

Normally in the case of current energy bills,
the part payment is not to be allowed. However,
the Board being a commercial organisation
should not refuse part payments of the current
energy bill. Acceptance of part payments by
the Board from the consumer is, however,
without prejudice to the right of the Board
to recover the balance amount of the bill on or
before the due date. Upto the period of 7 days
after the due date of the bill, the consumer
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Daily

Same day

As and when

Same day

Same day
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Recponsible

Action

Timing

(&

shall be liable to pay the balance amount Plus
109 surcharge on the unpaid amount of the bill
(excluding the part payment already made),
failing which he will face disconnection of the

supply.

However, Board being a commercial organisa-
tion, may have to allow sometimes the part

payment in rare and genuine cases, to aviod
the hardship likely to be faced by sucha

consumer in case his supply is disconnected. In
such cases of part payment, the basis for
allowing part payment should be on the record.
Such part payment, however be allowed by AE/
AEE only upto the bill amount of Rs. 1000/- and
for amount above, it should be allowed by XEN
and above. While allowing part payment,
it should be ensured that atleast 50% of the
amount is deposited in the first instance and
such part payments are allowed for a maximum
period of two Dbilling cycles including the

current cycle.

With regard to disconnection of such cases
where part payment has been allowed, the
competent authority shall be required to
exercise his judgement that by deferring the
disconnection, the recovery of the balance
amount is not jeopardised.

Follow the procedure in case of part payments
on the lines as indicated in Part-A above.

While issuing bill in the subsequent months, the
bill rendered shall be for the balance
amount plus total bill amount for the current
month plus surcharge, if any.

Process the bill for issue to consumer as per
normal procedure.
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Responsible Action Timing

NOTE : (1) The defaultin payment of instalments/
part-payments on the part of consumer,
shall render his premises liable for
disconnection.

(2) Where the billing is computerised
intimation of receipt of part payment
shall be sent to the computer centre on
the prescribed Form of Advice.

FORM TITLE FORM No.

Billing Ledger SOP 1, SOP 1(a) SOP 1(b), SOP-2
' Consumer'’s Cash Received Bc ok SOP 10

Part Payment Register SOP 13

Cash Receipt (RO-4) Existing

Cash Stub Existing
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32 _Preparation of Monthly Revenue Abstract and passing of Accounting Entry.

Responsible

Action

Timing

uDC
Revenue

I

When all the entries have been made in the
Billing Ledger and pagewise totals have been
obtained and cross tallied, the pagewise totals
should be carried forward so asto arrive at
the monthly total of each column for each
category of consumers. Balances transferred to
PDCL shall also be carried forward to next
pages to arrive atthe monthly totals.

Where the billing is computerised cross check
the totals of the Billing Ledger with the assess-
ment summary for each group received from
the computer centre and post the figures in the
Sub-Main Rev. Ledger (SOP-15)

Having cross tallied totals of the columnwise
entries in the Billing Ledger with the totals of

Abstract of Sundry Charges & Allowance Registers

(SOP-14) and Adjustment Register for Sundry
Allowances and Monthly Cash Collected Abstract,
take following steps for the preparation of
monthly Revenue Abstract :—

i) Prepare Sub Main Revenue Ledger for each
consumer category separately.

iil) Obtain total of each column in the Sub Main
Revenue Ledger and cross tally the foot
totals.

iii) Post the monthly totals of SOP-14 & SOP-15
in the Main and Abstract-cum J. V. so as
to arrive at the Monthly totals of revenue
assessed for sub division as a whole,
Cross tally the foot totals. With the help
of carbon process the aforesaid entries
shall be recorded in triplicate in the Maia
Abstract-cum [.V. This will give net figures
of Assessment of Revenue & ED under
each Account code for each category of
consumers. The grand totals of the abstract
will give the Account code-wise figures
of Assessment of Revenue ° ™0 for the
Sub Division as a whole.
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At the month
end




Responsible

Action

Timing

Revenue
Accountant

sSDO

Revenue
Accountant

Divisional
Accounts Section

10.

iv) Forward the Monthly Abstract of Sundry
Charges & Allowance Register, Sub Main
Rev. Ledger and Main Abstract cum J.V.
to RA.

Check the entries in the Ledgers, and records
referred to above under his signature.

Put up the following records to SDO :

1) Sup-Main Revenue Ledger.

2) Abstract of Sunday Charges & allowances
(SOP-14)

(8) Main Abstract cum JV.

Review the revenue assesed/realised. Sign the
Abstract and return to the Revenue Accountant.

i) Detach two perforated copies of Main
Abstract cum JV from the book and send
them to Divisional Accounts section.

i) Cet prepared other JVS and other Returns
from UDC Revenue and send these to
Divisional Accounts Section.

Receive the above abstracts. Pass the relevant
accounting entries for assessment of revenue
cosumer categorywise for each Sub-division
and incorporate into the books of accounts as
per Compilation of Accounts Manual.

Pass relevant accounting entries for amount
collected from Sundry Debtors for Sale of
Power and ED. dues from Permanently

disconnected consumers for SOP and E.D.

Consumer categorywise for each Sub-Division.

Consolidate the balance amount due consumer
categorywise for all the sub divisions as per
Main-Revenue Abstracts for SOP and ED
separately and reconcile the same with the
corresponding accounts in the General Ledger.
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[
Responsible

Action

Timing

L1,

12.

13.

Prepare a Journal Voucher to create Liability
for Electricity Duty Payable to Government to
the extent of Electricity Duty recovery ws per
the Main Revenue Abstract.

Where consumers are charged at the discounted
rate for the electricity duty consumed and
thereby the amount is recoverable from the
government prepare a journal voucher to debit
the state government and credit the revenue, if
need be.

Make payments of electricity duty to govern-
ment by following the procedure as per Cash
and Bank Manual.

NOTE : Permanenily Disconnected Consumers shall

be treated as Distinct Category in itself for
this purpose.

FORM TITLE FORM No.

Billing Ledger SOP 1, SOP 1 (a)
SOP 1 (b) SOP 2.

Monthly Cash SOP 11

Collected Abstract

Sub Main Revenue SOP 15

Ledger

Main Revenue Abstract SOP 16

Cum JV

Mothly Abstract of SOP 14

SC & A Register
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33—Preparation of Temporary Disconnection Orders (TDCOs)
relating to Non Payment of dues

Responsible

Action Timing

A) Where the Billing is not computerised the

Ledger Keeper

Revenue
Accountant

SO,
Révenue Accountant

L:edger Keeper

Revenue
Accountant.

following procedure should be followed.

1. Refer Billilig Programme to determine-billi'ng Daily
group due for temporary disconnection,

2. Ensure that cash/cheques received from
consumers till date have beeu posted in
Billing Ledger. !

3. Scrutinise Billing Ledger to identify
consumers liable for disconnection in
accordance with the power for disconnection
contained in SMI-176, Prepare separate lists
of such cases and forward to - Revenue
Accountant.

4, Scrutinise the lists with reference to Billing

Ledger and put up to SDO for approval}
forwarding to higher authorities.

5.+ After verification approve the list of cases
falling under his competency and sign other
lists for forwarding to the higher authorities.
Return the lists to Revenue Accountant,

6. Pass on the approved list to Ledger Keeper
for ‘preparing Temporary Disconnection
Orders and forward the other list to the
higher authorities for approval.

7. Prepare TDCOs for consumers so identified
in duplicate.

8. The TDCO should contain inter alia, the
following:

(1) Name, address and Account number of
consumer.
(2) Amount due on outstanding bills.
9, Put up TDCO book to Revenue Accountant.

10. Authorised TDCOs in case of DS/NRS/AP
connections as per approved list and
forward other TDCOs to SDO.
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Responsible

Action iy ‘ Timing

8:.D.0.

Ledger Keeper:

11. Authorise TDCOs after ensuring that TDCOs
have been prepared as per approved list
and return the same to Ledger Keeper,

12. Enter the TDCO number with date of issue
in the remarks column of Billing Ledger
against each relevant consumer.

13. Enter the TDCOs in the TDCO Section of
Job Order Control Register (JOCR).

14. Forward the original copies of TDCOs to
the JE after obtaining his dated signature on
JOCR.

15. Keep ftrack of the cases: forwarded to

Revenue
Accountant higher authoritles for approval and apprise
; the S.D.O. for further action.
B) Where the Billing is computerised the following
-procedure should be followed.
UDC Rev./RA 1) - Scrutinise the T.D.C.O lists sent by the
computer centre to see that the payment
of energy bill has not been actually
received against the TDCOs. Where the
consumer has made = the payment  remarks
to this effect should be added in the TDCO
list. Score out the TDCOs where the payment
has been received.
2) Putup the list of TDCOs to the SDO.
5.D.O 3) Examine the TDCO list, and authorise their Same day
issue and return it to UDC/RA
UDC RA 4. Enter the TDCOs in the TDCO section of the ]ob Immediatety
Order Control Register (JOCR).
8. Forward the list . of TDCOs to the' -JE after
obtaining his dated signature on JOCR
6. Keep track of TDCOsissued to watch their °
compliance.
FORM TITLE FORM NO. :
Billing Ledger. . . SOP 1, SOP 1 (a) SOP 1 (b), SOP 2
Billing Programme - SOP 3
Cash Receipt G Existing
Cash Stubs =+ Existing
THEE- fioh a5l o C5-16
Job Order Control Rﬁglster oF i0 |
(TDCO Section) ; SOP 19
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34—Effecting of TDCOs relating to Non-Payment of dues and Reconnection

Responsible

Action

Timing

Junior
Engineer

Ledger Keeper

Revenue
Accountant

Cashier

Receive the TDCOs from Ledger Keeper

Visit consumer’s premises with the original copy
of TDCO to effect the disconnection, Note the
meter readings on the TDCO.

NOTE:In case consumer produces the cash

3.

4,

regeipt for the amount TDCO was issued,
the details of receipt should be noted on
TDCO and connection should not be
disconnected,

Return the TDCO to Ledger Keeper after signing
it alongwith the remarks '‘Effected” or as per
note above and state the manner in which
TDCO has been effected (Disconnection should
be done from the T-Junction or from the pole
as the case may be). Simultaneously hand over
a list of disconnected consumers at the concer-
ned Complaint Centre for entry into separate
register so that Complaint Staff is aware of these
cases.

Enter the details of TDCO effected in the TDCO
Section of JOCR.

Enter the TDCO effected with the date ofits
execution and meter readings in the remarks
column of the Billing Ledger against the
consumer’s account. (Note TDCO effected
shall be forwarded to CC/UDC/RA to be filed in
the consumer case).

Receive application from the consumer for
reconnection, Check that consumer has paid the
amount due from him and then instruct the
cashier on the application to collect the
reconnection charges,

Receive the Reconnection charges and issue cash
receipt (BA-16) to the consumer as per Cash and
Bank Manual, Record Cash Receipt (BA-16)
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Responsible

Action

Timing

Revenue
Accountant

Ledger
Keeper

SDO/RA

Ledger Keeper

Junior
Engineer

Ledger Keeper

10.

11

13.

14.

18.

16.

18,

19.

20.

number, amount and date of receipt under his
signature on the application.

Forward the application to RA.

Instruct the Ledger Keeper on the application
to prepare Reconnection Order (RCO).

prepare RCO and put up to RA in case of DS,
NRS/Ap and to SDO in case of others for authori-
sation alongwith the application of the consumer,

Authorise the RCO and return to ‘Ledger
Keeper.

Fill in relevant columns of TDCO Section of
JOCR from RCO.

Handover the original copy of RCO to JE after
obtaining his dated signatures on the JOCR.

Visit consumer’s premises and effect
reconnection,

Note the meter readings and the manner in
which reoonnection has been effected on the
Reconnection Order.

Forward the Reconnection Order to the Ledger
Keeper. Also inform the complaint centre about
the 1econnection.

Fill in relevant columns in JOCR.

On the basis of Reconnection Order, make the
entry in remarks column of the Billing Ledger
specifying the date of reconnection.

Check whether the readings on the TDCO and
the Reconnection Order are the same, in order
to ensure that no energy was consumed during
the period of disconnection. If there isa
difference, bring such cases to the notice of SDO
through RA for investigation and further action.

Forward the Reconnection Order to CC{UDC/RA
for filing in the consumer case.
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Same day

-do-

-do-

Same/next
day

-do-
Same/next day

-do-

-do-

-do-




Responsible

Action, Timing

s
Ledger
Keeper

sDO

21.

22.

Prepare a summary of TDCO GSection of the Monthly
JOCR in the following manner and forward it to
to SDO through RA.

1) Opening balance of TDCOs pending
execution.

2) TDCOs issued during the month.

3) TDCOs effected during the month.

4) Closing balance of TDCOs pending execu-
tion.

Further, TDCOs pending execution will be

further analysed as follows :

a) TDCOs issued within 7 days before the
date of summary.

b) TDCOs issued before T days of the date
of summary.

Investigate into cases of delay in execution
of TDCOs & cases where consumption was
recorded during disconnection period and take
the corrective action.

FORM TITLE FORM No.

TDCO SOP 16

Job Order Control Register

(TDCO Section) ' SOP 19

Cash Receipt (BA-16) Existing

Cash receipt (RO-4) Existing

Cash Stub Existing

Billing Ledger SOP 1. SOP 1(a), SOP, 1(b), SOP 2
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35-Preparation and issue of Premanent Disconnection Orders (PDCOs) incases
of non payment of dues.

Responsibe

Action

Timing

ubDC
Revenue

Revenue
Accountant

SDO

Revenue
Accountant

Ledger
Keeper

On a fixed day every week, obtain Job Order
Confrol Register (JOCR)-TDCO Section from
Ledger Keeper.

Check that all cash receipts upto the immediatély
preceding day have been posted in the Billing
Ledger and BA-16 in TDCOs Section of JOCR.

From the TDCOs Section of JOCR, identify
consumers liable for permanent disconnection
and prepare two lists separately of such cases
in accordance with the disconnection powers
mentioned in SMI-176.

Put up the lists alongwith JOCR to the RA.

Scrutinise the lists and put upto SDO for
approval/forwarding to higher authorities,

Approve the list of cases falling under his
competency and sign the other list for forward-
ing to higher authority. Return the list to RA,

Forward the approved list to Ledger Keeper for
preparing Permanent Disconnection Orders and
forward the other list to higher authorities.

Prepare PDCOs in duplicate for the consumers
as per listt The PDCO should inter-alia,
contain :

1) Name, address and account number of
consumer.

2) Amount due on outstanding bills.

3) TDCO number with the date of issue and
execution.

Enter PDCOs' particulars in the PDCO Section
of JOCR. Also make an entry of the PDCO
number in the TDCO Section of JOCR against
the TDCO issued, in the remarks column.
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Same day
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Responsible

Action

Timing

SDO

Ledger Keeper

JE

UDC Revenue

RA/SDO

R.A.

10.

5

12.

13.

14,

15.

16.

11.

18.

Forward the PDCO Book to the SDO through RA.

Buthorise the PDCOs after ensuring that PDCOs
have been prepared for all the consumer liable
for permanent disconnection as per the list
approved earlier.

Return the PDCO Book to Ledger Keeper

Forward the original copy of the PDCO to JE
and retain the duplicate copy in the book after
obtaining his dated signatures on the JOCR.

Effect the PDCO and return it to UDC Revenue

Prepare a list of PDCOs effected and putup
to RA/SDO.

Check, Scrutinise the list and send to Computer
Centre on the prescribed form of advice.
When the Billing is computerised.

 Send intimation of deletion/Reconnection to

Computer Centre when Billing is computerised.

Keep track of the cases forwarded to higher
authorities for approval and apprise the SDO
for further action.

Immdiately

-do-
Same day

As and when
required

-do-

FORM TITLE FORM NO.
JOCR-PDCO Section SOP 20

Billing Ledger SOP 1, SOP 1(a), SOP 1(b), SOP 2

Permanent Disconnection CsS-16
Order

12




36 —Effecting Permanent Disconnection and maintenance of Permanently
Disconnected Consumers Ledger

Responsible

Action

Timing

Junior il
Enginesr

Ledger Keeper 3.

BA

ubDC 8.
Revenue

Revenue .
Accountant

sDO 10.

Revenue 1sls
Accountant

Visit consumer’s premises and effect permanent
disconnection by way of removal of meter/
metering equipment and where metering equip-
ment can not be removed, then by removing
the service cable wherever feasible,

Sign the PDCO and endorse on it ‘Effected’
indicating the mode of disconnection and also
record the meter specifications and final meter
readings. Forward the PDCOs effected to
Ledger Keeper.

Enter the details of PDCOs effected in the
PDCOs Section of JOCR.

Find out the ACD amount from the consumer’s
Security Deposit Register.

Adjust the ACD to the extent of bill amount due
and post the same in the SC & A Register.

Where the Billing is computerised, send the
details of Disconnection on the prescribed form
of advice as well the details of adjustment of
Security on the separate prescribed form of
advice to the Computer Centre.

Prepare the bill for the netamount due from
consumer after adjusting the A.C.D. and stamp
the bill ‘Final’.

Forward the bill to UDC Revenue alongwith
supporting ledgers.

Check the above and put up the bill alongwith
supporting ledgers to RA after initialling
the bill.

Check the bill and put up to SDO after initialling
the same.

Authorise the bill and return the same to RA.

Forward the bill to Bill Distributor for
distribution.
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Same day on
which PDCO
received

=do-

Same day

-do-




Responsible

Action

Timing

Ledger Keeder

SDO

Ledger Keeper

12, Atthe end of the month, prepare a summary

from the JOCR showing :

a) Opening balance of unexecuted PDCOs.
b) PDCOs issued.

c) PDCOs effected.

d) Closing balance of unexecuted PDCOs.

13. Put up summary sheet to SDO.

14. Investigate into the cause of delay in effecting

PDCO and take corrective action..

NOTE : In case at any stage after issue of the final

15.

16.

11.

18.

billand during the admissible period for
reconnections any charges/allowances come
to notice, these shall be charged/refunded
through specific bills to be issued to such
consumers.- The procedure shall however
be as detailed éarlier,

Transfer the concerned consumer's Account from
the Billing Ledger to PDCL after reconnection
period is over by making a negative entry in
the Dbalance column against individual
consumer, ifany amount remains due from
permanently disconnected consumers.

However the total of the balance column of that
page of Billing Ledger shall be struck without

taking into account the minus entries. Reduce
the total of minus entries on account of transfers
from the totals atthe end of thep age, Carry
forward both the totals separately to next page.

Give a note in the remarks column of Billing
Ledger Transferred to Permanently Discon-
nected Consumers Ledger (PDCL with its page
number and date.

Enter the particulars of permanently discon-
nected consumer in the PDCL,

Note : PDCL shall have separate sections for each

category of consumers
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Monthly

As and when

~-do-

-do-




Responsible

Action

Timing

Revenue
Accountant

Divisional
Office

19. In case the consumer account has been closed
and nothing is due from the consumer but
under/over assessment comes to notice then
get the account opened in the PCDI and post
the amount there in.

20.

In case of under-charges prepare the REVISED
FINAL BILL and stamp the bill as ‘Revised Final
Bill' and deliver to consumer as per normal
Procedure.

Note :—Where the Billing is computerised follow

21,

the instruction in the paras 3.3 (J & K) and
3.6 of the Annexure ‘A’ to the manual.

In case of over-charges:

a)

b)

Prepare a list of cases where cash is to be
refunded from PDCL, showing account
number, name and address of the consumer
along with amount refundable. Put up the
list to RA.

Verify the list from PDCL and prepare a
journal voucher debiting the dues from
permanently disconnected consumers and
crediting the unclaimed credit balance.
However, where the amount due from
particular sundry debtors was written off
earlier, pass journal voucher debiting the
dues from permanently disconnected
consumer and crediting the miscellaneous
income,

Cet the journal voucher posted in the
Permanently Disconnected Consumers
Ledger with the appropriate remarks in the
Remarks column,

Forward the list along-with JVs to Division.

File the list-sub-divisionwise and post the
amount in un-claimed credit balance sub-
ledger.

f) Refund in cash shall be allowed only on the

application of the consumer for refund.

15

Same day

At the end of
month




Responsible

Action

Timing

Ledger
Keeper

UDC/Revenue

Revenue
Accountant

Dlvisional
Office

22.

24,

25.

26.

2T.

g) On receipt of application for refund verify
the same from Un-claimed Credit Balances
Sub-ledger, prepare a payment voucher
(PV) debiting the unclaimed credit balances
account, Issue cheque by following the
procedure as per Cash and Bank Manual.

h) Post the refund made in the Unclaimed
credit Balance Sub Ledger.

Total each column of PDCL. Make PDCL
Summary Sheet and forward it to UDC Revenue
after tallying the following with the PDCL
Summary Sheet:

(@) The amount transferred to PDCL as per
Billing Ledger.

(b) Sundry Charges and allowances column
totats as per Sundry charges and Allow-
ances Register.

(c) The cask rereived as per CCR Book,

Cross check the PDCL Summary ©Sheet and
Forward to RA.

Verify the PDCL Summary Sheet and forward
the same to Division.

Receive the PDCL Summary Sheet from the Sub
Division,

Tally the additions during the month to perma-
nently disconnected consumers as per PDCL
Summary Sheet with the Main Revenue Abstract
for each sub-division.

Prepare a journal voucher to transfer the amount
due from sundry debtors to amount due from
permanently disconnected consumers.
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At the end
of month

Along with
other monthly
returns

Monthly




Responsible

Action

Timing

28. Comnsolidate the balance outstanding from

permanently disconnected consumers as per
PDCL. Summary Sheets received from each
sub-division and reconcile the same with
corresponding account in the General Ledger.

NOTE : For accounting purposes, only three
account heads namely General, Agricultural &
Industrial supply consumers shall be operated
for amounts transferred to Permanently
Disconnected Consumers Ledger.

FORM TITLE FORM No.

DCO - CS-16

JOCRPDCO SOP 20

Billing Ledger SOP 1, SOP 1 (a) SOP 1 (b)
SOP 2

Bill Existing

Permanently Disconnected SOP 21

Consumer Ledger.
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37—Cash Collection from permanently disconnected consumers entered in PDCL.

Responsible

Action

Timing

Cashier

uDC

R. A,

Cashier

Ledger Keeper

When any permanently disconnected consumer
comes/offers to make payment of outstanding
amount, send him to UDC Revenue.

Calculate the annual surcharge due from
consumer as per the Board's tariff and get it
posted in PDCL through SC & A Register.

Ensure that all the entries from SC & A Register
have been posted in the PDCL.

Check the amount due as per PDCL and get
a final bill issued. Hand over the final bill to
consumer for making payment.

Accept payment. Prepare a cash receipt

(RO—4) against the final bill. Do not use
Registerex Machine for issuing cash receipt.

Enter the cash received in the CCR Book in the
relevant column,

Hand over the original copy of the cash receipt
alongwith the final bill to the consumer.

Post the amount collected as per CCR Book in
the PDCL.

As and when

Same day

After the
close of cash
counter

FORM TITLE FORM NO.
Cash Receipt (RC-4) Existing
PDCL SEPR 21
CCR Book SOP 10
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38 — Reconciliation of Billing Ledger with General Ledger.

Responsible Action Timing
Ledger 1. Extract the balances as per Billing Ledger half Half yearly
Keeper yearly on a summary sheet consumer category

wise and Billing Ledger-wise indicating amount
due separately for sale of power and electricity
duty.

2. Forward the summary sheets to JDC Revenue.

UDC Revenue 3. Test check the summary siieets with reference
to Billing Ledgers and consolidate them
consumer category-wise for the subdivision
as a whole.

4. Forward the consolidated summary sheets to R. A.

RA 9. Forwarded check the summary sheets and have
them to Divisional Accounts Section.
Divisicnal 6. Comnsolidate the summary sheets received from
Accounts all the sub-divisions consumer category-wise
Saction and fally with the corresponding accounts in

the General Ledger.

7. Follow up with the sub-divisions in case of
differences, if any.
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39—Age Analysis of Defaulting Amount

Responsible

Action

Timing

UDC
Revenue

Defaulting amount will be the amount not paid
by a consumer within 2 months, to be reckoned
after the month of issue of bill i.e. if a bill is
issued on any day of a month say Jan. 91 the
amount will be considered as defaulting amount
only if it is not paid by the end of March, 1991.

1. Scrutinise the balance column of the Billing
Ledger.

2. Look at the balance column of Billing Ledger
and identify defaulting consumers as per
definition given above and enter them into
consumer categorywise analysis sheet,

3. For thé consumers listed in the Age Analysis
Sheet, determine the age break up and split the
balance entered in the Age Analysis Sheet into
age columns as follows :—

(i) Balance outstanding upto one year.
(ii) Balance outstanding for a period upto 2 year.

(iii) Balance outstanding for more than 2 years.

4, Prepare the consolidated agewise analysis
sheet as per format SOP-22A.

5. Against each case indicate details as per format
SOP-22.

6. Prepare a separate summary of all defaulting
consumers outstanding for more than 2 years
as per format SOP-23. This may be called a
summary of doubtful balances.

7. Write outa brief history of each case so listed
alongwith the fact whether legal recovery
proceedings have been started or not.

8. The cases for writing off the outstanding amount
by the competent authority should also be pro-
cessed simultaneously.
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Half yearly i.e.
ending March
Sept. every
year.

Half yearly

As and when




Responsible

Action

Timing

RA/ARA 9. Check the statements prepared by UDC
Revenue.
10. Forward to Divisional Office under signature of
AFE/AE (D. 5)
Divisional 11. Merge the Consolidated Agewise Analysis
Office Sheets received from Sub Divisions to arrive
at total agewise balances consumers category-
wise for the Division as a whole.
12 Forward the Agewise Analysis sheet (Form
SOP-22) Consolidated Agewise Amnalysis Sheet
(Form SOP-22A) and Summary of Doubtful
balances to Circle Office.
13 Circle Merge the - Consolidated Agewise Analysis
Office Sheets and ‘abstract of summary of Doubtful
balances of all the divisions and forward to
CE/DS, concerned, Chief Auditor and Chief
Accounts Officer (A & R).
FORM TITLE FORM NOC.
Billing Ledger SCP 1, SOP 1 (a), SOP 1(b) SOP 2
Agewise Analysis Sheet SOP 22
Consolidated Agewise SOP-22A
Analysis Sheet ‘
Summary of Doubtful SOP-23
Balances
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40 —Creating a Provision for Doubtful Debts.

Respomnsible

Action

Timing

Head Office
C.A.O./JA &R

Consolidate the Summary of Doubtful Balances
received from various Circle Offices.

Prepare a journal voucher to pass an entry for
creation of the Provision for Doubtful Debts
equivalent to the amount as calculated above,

Reverse the Provision for Doubiful Debts in the
beginning of next year.

At the year end

Next year

FORM TITLE FORM NO.
Summary of Doubtful SOP 23
Balances
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41— Accounting for write off of Bad Debts

Responsible

Action

Timing

Circle Office

Divisional
Office

Revenue
Accountant

Examine the ‘Summary of Doubtful Balances'
received from Divisions alongwith the separate
detailed history in respect of debtors which the
division thinks, should be written off.

Identify those consumers against whom the legal
recovery proceedings should have been
initiated but not yet taken up and intimate the

same to the concerned Division after taking the
approval of the SE.

After taking approval of SE, forward cases of
debtors to be written off alongwith detailed
history to the competent authority.

If write off is approved, intimate divisions
concerned by sending copy of the minutes

of the meeting; sanction of the competent
authority.

Receive copy of minutes of meeting /sanction
and convey itto the concerned sub division.
Simultaneously take action to inform the
competent authority viz. Secretary in case of

Cazetted Officers, CE/SE in case of JE/Sub Divnl.

staff and CAO in case of RA/ARA for initiating
disciplinary proceedings as per minutes/
decision of competent authority.

On receipt of decision as per step 5, prepare a
journal voucher to write off the amount due.
Get ]V authorised from SDO.

Get the journal voucher posted in the

Allowances Adjustment Register (Form SOP-6A).

Cive reference to sanction of competent
Authority Permanently Disconnected Consumer
Ledger.

Forward the Journal voucher alongwith support-
ing documents to Divisional office forin
Corporation in monthly accounts.

As and when

As and when

—do—

Same day

Monthly

FORM TITLE FORM NO.
Summary of Doubtful

Balances SOP 23
Permanently Disconnected SOP 21

Consumer Ledger
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42 _Provision for Unbilled Revenue at the end of financial Year

Responsible Action

Timing

UDC Revenue 1. Note down the last date of meter reading
against each Billing Ledger maintained in the
sub division in the Summary Sheet for each
category of consumers.

2. Calculate the number of days falling after the
meter reading date till 31st March.

»

Calculate the number of days of the immediately
preceding billing cycle for each Billing
Ledger.

4. Note down the revenue and units assessed for
each billing cycle referred in step 3 above.

5. Calculate the unbilled revenue and units by
multiplying number of days as per step 2 above
“yith the revenue and units assessed as per step
4 above and dividing the product by the
number of days asperstep 4 above as
illustrated below (—

(1) No. of days or between the last meter readinrg
date & 31st March.

(2) No of days of previous billing cycle.
(3) Revenue for preceding Billing Cycle.
ii) Units consumed in preceding billlng cycle

(4) Unbilled Revenue Rs. 5,00,000x 16 days
60 days '
Unbilled Units 6,00,000 units x 16days
60 days

Note :—In case, where meter readings of a billing
cycle falls in the month of March, for which
bills are not issued in the month of March, the
entire period of Billing Cycle plus the period
between the last date of meter readings & 3lst
March will be taken for working out unbilled
Revenne & Units.
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31st March
every year

16 days

60 days

Rs. 5,00,000
6,00,000
Rs.=1,33,332/~

Say Rs. 1,33,400/-

1,60,000 units




Responsible

Action

Timing

Revenue
Accountant

Divisional
Accountant

Note the Revenue & units so worked in the column
provided for the purpose.

6. Strike out the total of the unbilled revenue and
units column for each category of consumers in
the Summary Sheet of Provision for Unbilled
Revenue and put up the same to RA.

7. Verify the Summary Sheets and forward the
same alongwith J. V. to Division after approval
of AEJ/AEE (DS).

8. Incorporate the J. V. (in the accounts of March) for

the creation of provision for each sub
division, consumer categorywise, after the
approval of Divisional Officer.

9. Reverse the accounting entry passed as per

step 8 above.

Ist day of April
next year.

FORM TITLE FORM NO.
Summary of Provision
For Unbilled Revenue SOP 24
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CHAPTER-I

INTRODUCTION (PART-A)

1.1. Punjab State Electricity Board has introduced the computerisation of Electricity
Bills for its Domestic and Commercial consumers in Ropar Circle in the first instant. The
same now stands extended to though out the state. SP Consumers of these circles have
also now been brought under Computerised Billing Scheme.

1.2 Implementation of any computer-based system involves laying down and
implementation of disciplined methodologics both on the part of the user and the computer
consultants, Correct input must be fed at the appropriate time so that accurate and timely
out puts may be generated. There is, therefore, a need to standard inputs, outputs
reports and control procedures so that computer based system can be successfully
implemented. To achieve this, objective a ‘Procedure Manual’ has been drawn up.

The manual contains the following chapters -

(i) Definition & abbreviations Chapter-I, Part-B
(i) Existing System. Chapter-II
(iii) Proposed computer based system. Chapter-III
(iv) Computer Input data. Chapter-IV
(v) Computer Output/Data/Reports Chapter-V
(vi) Ceneral System, Flow of documents Chapter-VL

& Division of responsibitity.
(vii) Cash Realisation. Chapter-VII.
(viii) Duties of Internal Auditor. Chapter-VIII,
PART-II
Appendices
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Chapter No. 1 ( Part B)

DEFINITIONS

1. Computer

Computer is a complex instrument contrive to work as human brain for all types of
calculations. This sharp brain is fed through special codes language and brings results

in printing.

2. R.C.C.

It is a firm based at Chandigarh contracted by PSEB to computerise the energy bills,
Its full name and title is Regional Computer Centre.

3. C.s.C.

It is a PSEB Liasion Office headed by Deputy Director, Computer Cell. This office
cordinates the work between RCC and Punjab State Electricity Board for supplying valid
data to computer and receiving computerised documents. This office is known as
‘Clearance Service Centre' (CSC). All the queries received from the field offices of PSEB
are to be replied by this office except errors of technical nature answerable after
consultation with RCC authorities.

4. Input Data

These are the documents which are to be submitted in prescribed formats by the
Distribution Sub Divisions to the computer agency. The formats have been discussed in
Chapter No. 4,

5. Output Data

All the computer generated documents/statements are known as output data.
These have been discussed in Chapter No, 5.

6. Error List

The computer Staff converts manually input data into computer language. Various
in-built checks are provided in the computer system to detect the Ooccurance of error. A list
of such errors is called as ‘Error List'. This error list will/have to be checked thoroughly
by the PSEB’s CSC Staff and appropriate corrections will - be fed to the computer for further
action even after collecting information from the Sub Division.
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1. Check digits

In order to detect any possible error, check digit has been provided for consumer
number. Sub Division Code/Account No. and Bill Number. Thus, whenever these control
numbers are specified in the formats discussed in Chapter-1V, the correct digit will be
given by the PSEB staff. These digits are printed against each account number in the
ledger and Bill Stub for example in B/0015-M ‘M’ is a check digit allotted to

account No. B/0015.

8. Record Totals

In various advices, there is a ¢olumn for total number of entries. As such to have

proper control on input data, PSEB will give total number of entries and amount in this
column. These totals will alsg be calculated by the computer and if this total does not
tally with the totals written by the PSEB Sub Division, the record, totals alongwith details of
each entry will be printed in the error list for further rectification by CSC who will if need

be, consult the Sub Divisions’ record.
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Chapter |II

EXISTING SYSTEM

Disposal of A & A Forms up to Release of Connection

Although this chapter has less relevancy with the working of computerised billing
system, Yet its narration is necessary for the guidance of field offices.

2.1 Whenever any DS, CS & SP consumer applies for the electric connection, he
has to render an application on Boards prescribed application and agreement form along-
with the deposit security as per rates fixed by the Board from time to time.

After completing the formalities, an estimate of material to be installed at the
premises of the consumer, is framed and got sanctioned from the competent authority
according to the powers vested in various officers. :

On approval, an intimation of acceptance of A&A form and demand notice is served .
on the consumer for completing the necessary formalities, depositing the service
connection charges and submitting the wiring contractor's test report within two menths
in respect of general consumers. The service connection charges shall be applicable to
all connections to be released from the date of issue of notification No. PSEB/Comm/Etc/
N-11 (B2)/SSm. 239 dated 21.10.82, irrespective of the issue of demand notice or date
of receipt of test report. However, the undermentioned CS&DS applicants shall have the
option either to pay in lumpsum the service connection charges or to pay rentals as per
rate prescribed by the Board from time to tume.

A Applicants from Bet areas.
B Members of scheduled castes, residing in the State of Punjab.
C Applicants falling in Sub Mountaneous areas.

D Applicants falling in (A) category of Border areas.

The connections meant for religious and Charitable institutions run by recognised/
registered associations of Societies registered with Registrar Co-operative Societies.

2.1..1 Allsuch prospective and existing consumers who will pay or have paid service
connection charges in full shall be exempted from the payment of monthly service

rentals.

2.1.2. For connections given before 15.10.1964, the service rentals are recoverable at
rates given in Commercial Circulars issued from time to time.
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As soon as the above formalities are completed and service connection order
has been made out and authorised, but before it is actually issued, the consumers name
should be entered in the consumers ledger and the corresponding account number entered
in the consumers’ ledger, in the service conncection order and in the service register.
But under computerised billing system, bi-monthly ledger is operated. Assuch in order
to keep control over billing of all the consumers a separate register for the allotment of
account number should be maintained in the Sub Division, groupwise and sub groupwise.
Initially, on switching over to computer system, this register should be posted from the
last ledger. Thereafter additions and deletions should be made to serve as a control
register of consumers for the purpose of subsequent comparison with the computerised
ledger. The comparison may be made after two years by the Sub Division to ensure that
no connection has been omitted. Other instructions relating to posting of ledger billing
maintenace of sundry charges allowances register, receipts of cash' from consumers and
remittance into Bank, checking of consumers accounts, maintenance of accounts of
‘Security’ deposits, reconciliation of CCR Book and Sundry charges and allowances
register with abstract of consumers’ ledger are contained in Manual on Sale of Power and
‘Sales Manual’ and also amendments issued from time to time and may be referred *o.

2.2 Abstract Ledgers (Form SOP-15 of Manual)

At the close of each month, categorywise totals from all the group ledgers are
transferred to this Sub-Main abstract ledgers in respect of assessment and realisation
with outstanding balance to be brought forward to the next ledger. The accuracy of the
ledger is also worked out by applying the formula ‘Net amount payable’ plus Surcharge
levied ‘minus’ amount realised is equal to the balance, as arreas to be carried forward
to the next ledger. Intoken of this verification, the SDO/RA is required to add dated
signatures below the column ‘Balance’. Amounts of Sundry charges and allowances as
per main abstract ledger is to be reconciled with the main abstract in Sundry charges
and allowance register. Amount of realisation as per main abstract ledger is to be
reconciled with the monthly totals as per CCR Book. So the abstract ledger is a collective
summary of revenue assessed and revenue realised for all the groups categorywise.
This ledger is the base for preparation of monthly revenue accounts, monthly statistical
returns.
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Chapter—Ili

COMPUTER BASED SYSTEM

3.1 This chapter discusses the billing and accounting procedures incorporated in the
proposed computerised system. An attempt has been made to take care of all possible
situations, which may arise during day-to-day operations in the Billing Sub System of PSEB.
Existing method of functioning in P.S.E.B. has been retained so as to ensure that there is no
disruption of work. This chapter also discusses the processing cycles, defining the
sequence in which processing of various input documents will take place and the
order in which output reports will be generated.

3.2 Billing Procedure.

3.2.1 To facilitate processing, the connections would be divided into 4 groups.
Each group would be processed at the appropriate time in the billing cycle. Every
consumer would be identified by its unique account number. Data relating to a particular
account would comprise of master information and recurring billing information. All
corrections/updations, billing information data relating to new connections, etc. would be
given by P.S.E.B. to RCC two times a month for computer processing. This information
should only correspond to the connections for the concerned cycle. Similarly, payments
received pertaining to respective groups will also be given to RCC four times a month.

3.2.2 Input documents after data entry, will be edited by RCC through the computer.
Check lists so generated will contain details of erronieous inputs. In addition control totals
would be provided for the complete data. It must be noted that data entry involves manual
operations. As such, overall accuracy in data entry cannot be more than 997,. The accuracy
of this data is very largely dependant on the quality of preparation of documents by the
PSEB staff. The responsibility of checking input data would, therefore, rest with the PSEB

All documents and check lists produced by the RCC will be checked by the PSEB by
tallying with the original documents. The same procedure would also be followed for new
connections, advice for modifications of master file, disconnection advices etc. The RCC
would then post all such accounting entries/updations to the computer master file.
Unaccountable entries, will be printed separately to enable follow up action being taken
by the PSEB. After all necessary updations have been carried out, the current meter
readings will be posted and bills would be generated through the computer. The Bills
would also have a stub portion to fecilitate accounting functions within the P.S.E,B.
Other output reports and exception Lists, would also be generated in the same processing

cycle.
32.3 The PSEB would then distribute the computer generated bills to its consumers

91




Payments by cash or cheque would be received at the respective Cash Collection
Centres.

324 After the expiry of the due date of receiving payments and T grace days for the
cycle in question, Bill Receipt Stubs would be given to RCC. After data eniry and edit
list checking, of these documents, as explained above, these stubs will be posted and
Temporary Disconnection Orders printed on computer.

395 The above mentioned processing will be repeated for every billing cycle-once
in two months.

326 Before the generation of ledger, list of inconsistent reading cases is generated and
sent to PSEB Computer Cell. This list is checked by Computer Cell Staff and if any
correction is to be made, appropriate advice is filled and is sent to RCC.

3.2.7 Alongwith inconsistent reading list, a list of those ledgers where period of bill is
not equal to two months is also generated and sent to PSEB computer cell

3928 Before generation of bills, test ledger is generated and sent to PSEB Computer Cell.
This ledger is checked by PSEB Computer Cell staff and the bills are generated after
receiving the message from PSEB Computer Cell that the ledger is OK.

33 Meter Reading and Consumption Calculations

3.8.1 The basic information required for billing is the current electricity meter reading.
Meter reading information would be given by the PSEB to the RCC for computer processing
once a fortnight. PSEB would ensure that only one three-phase meter is installed for
three phase connections.

The Meter Reader while entering the current meter reading and date of reading in
the computer-generated meter blank will also enter a remark code in the applicable
column Valid remarks will be as follows : —

33.1.1 M& T Seal Broken M
3.3.1.2 Meter Terminal Seal Broken HEfE
3.3.1.3 MCB Seal Broken ‘B’
3.3.1.4 Meter Defective B
3.3,1.5 Meter Numbers different on
site & meter blank. - ‘P
3.3.1.6 Premises Locked Qe !
3.3,1.7 Round completed ey
3.3.1.8 Reading taken and Meter CK L@
3.3.1.9 Meter Burnt ‘R
3.3.1.10 Class Broken Tex
331.11 Meter Reading not taken due to N’
reason other than premises locked
3.3.1.12 Meter not at site. g
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3.32 The system, while checking the input meter reading, will also check the
presence of the above codes and processing will be done in the following manner :—

3.3.2.1 For‘C,T'and B codes the cases will be treated as normal for the purpose of
billing and an *indication’’ will be set up In the system. But all such cases will
also appear in the exception reports and will keep on appearing in successive
cycles till the defect is rectified and master file is ammended.

3.3.2.2 In case, the system notices ‘N' the meter reading provided by the Meter
Reader will be ignored and an ‘indication’ will be set up in the system. Bill to
this effect raised will be on the basis of average consumption. All such cases will
also appear in the exception reports and will keep on appearing in successive
cycles till this abnormality is reconciled and an amendment is made in the
Master File. These charges would be adjusted in the billing cycle when normal
bill is prepared. f

3.3.2.3 On noticing code ‘L', the system sets up a different ‘indication’ and would not
expect a meter reading. The last date of reading is to be indicated. All these
cases will appear in the exception reports. Bill would be prepared on the basis
of average consumption. These charges would be adjusted in the billing cycle
when normal bill is prepared.

3324 In case the code is X, the consumpiion would be calculated up to high value
of meter reading and then upto the current reading from ‘O’. The case will
be considered as a normal one but will appear in the exception report.

3.3.2.5 The system on encountering the code ‘O’ will carry out normal processing.

3326 In case of ‘M ‘S’ 'F' ‘D' ‘R' the bill will be made on the basis of average
consumption. All such cases will also appear in the exception reports and
will keep on appearing in successive cycles till the defect is rectified and
master file is amended. No adjustment will be dene by computer system.

333 Forall consumers, the system would pick only the last five significant digits,
as the consumption for consumers is not expected.to be more than 99999 meter digits.

3.4 Electricity Charges :

34,1 Normal Electricity Charges : After ascertaining the consumption, -electricity
charges (gross and net) will be calculated as per the tariff table by picking up the
appropriate rates based on consumption slabs and type of supply.

3.4.2 Monthly Minimum Charges : These will be used as electricity charges (as
- indicated in the tariff table), when the supply of Power charges works out to be less
than the corresponding monthly minimum charges. No adjustment of this amount will
be made in the next bill.
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3.4.3 Average not available : If the average consumption of*a consumer is not available
to the computer and the bill is to be made on the basis of average consumption then
the bill for that consumer will be based on Monthly Minimum charge and the adjustment
of the charges will be made in the next normal bill.

3.4.4 FElectricity Duty (ED) : This will be calculated as per the tariff table details, It
will be based on the consumption slab and type of supply. In case a consumer is
charged the minimum electricity charges, E D would be on actual units consumed.

345 Rentals: The service rentals would be picked up from the Master File. The meter
rentals would be calculated depending upon the meter phase. It will be a fixed figure
in every bill. Service charges would include the equipment charges, if any. Rentals would
also be charged for temporarily disconnected consumers, but no bill is issued for
permanently disconnected consumers.

3.4.6 Sundry Charges and Allowances : These would be advised by an appropriate
Debit/Credit advice document. This advice would be taken into account at the time
of next billing cycle.

3.4.1 Surcharge : Surcharge would be levied on unpaid dues of the Board (viz.
supply charges/monthly minimum charges, meter and service rentals sundry charges
etc,) at the rate of 10%, on the unpaid amount of the defaulting consumers, for disconnection
temporarily or permanently or even if not disconnected in the event of the bill not
having been paid in full within the period specified in the bill.

3.8 Average Billing

351 Whenever abillon average consumption is raised on account of meter status code
being ‘M’ ‘T’ ‘B' ‘D’ ‘F*S' ‘R’ 'G’ after the meter is replaced, master file update Form
(advice) should be provided immediately to the RCC,

3.5.2 _When a bill on average consumption is raised on account of ‘L' cases (Premises
Locked) or ‘N' the system keeps track of the amount billed. On receiving the actual
reading, the system prepares the bill in the following manner :

3.5.21 Net Charges Net Charges on total consumption over
extended period of the reporting of the
two readings, minus net charges already
charged in previous average Bills.

3.5.2.2 Electricity Duty Duty on total consumption over extended
period of the reporting of the two readings
minus duty already charged in previous
average Bills.

3.5.2.3 Rentals Only for the current cycle
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3.5.2.4

Additional Charges

for non-payment

of net bill before

due date. Only for current bill amount.

Other bill figures are as mentioned by system or as advised by PSEB through credit/
debit advice.

3.5.3

The period of the bill that is based on average consumption is always 2 months.

3.6 Disconnected consumers ;

3.6.1 This information relating to disconnected consumers will be provided by PSEB to
RCC based on disconnection orders issued. While fillling the Sub Division Code,
Account No. and date of disconnection, PSEB is also required to {ill the appropriate
codes, which are as follows :

3.6.1.1

3.6.1.2

Permanent disconnection P!

Consumers to be deleted

from operative accounts

after the outstanding

amount is cleared in case

of permanent disconnection. Bk

The system while modifying the master file will also store the disconection code.
While billing, the action will be taken as under :—

3.6.2.1

3.6.2.2

3.6.2.3

3.6.2.4

In case disconnection code is ‘P’ the billing for current month in which PDCO
has taken place will be done on actual consumption. No bills will be issued for
subsequent cycles,

In case the disconnection codeis ‘D' the amount to be realised from the
consumer is checked. If the consumer has cleared all his arrears, his name will
be deleted from the master file and same will be indicated in the exception
report. If some amount is still to be realised from the consumer, the same will
be indicated in the not-carried advices report without removing that consumer
from the master file,

While generating the annual meter blanks in cycle 1, the disconnection date
and the current date are compared and if disconnection was done more than
one year back, the consumer is deleted from the master file and is also printed
in the PDCOC ledger.

The billing period for Commercial and Domestic supply consumers would
be calculated as under :—

—If billing period is 0.5 month, the consumption slabs will be reduced
to B .
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—If the period is one month, the billing will be done on normal slabs.

—If the period is more than one month, the coﬁsumption slabs will be increased
proportionately as the case may be.

3.7 Board Employees

3.7.1 The Board employees are eligible for some free supply of electricity units, based
on pre-determined slabs. If the energy consumed by the Board employee does not excesd
the free supply limit, no energy charges are levied. But if it is more, charges are levied
on the excess units consumed, over and above the free suppiy limit. The energy charges
from Board employees would, therefore, always be based on actual energy consumption
and not no MMC. In any case, ED would be calculated on the bagis of actual units
consumed. :
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Chapter—IV

COMPUTER INPUT DATA

4.1 INTRODUCTORY

Reliability of any computerised system depends upon the correctness and accuracy

of the inputs fed into it. This chapter describes the various input documen
be used by the PSEB to update the computer files for sub
for producing various output reports as described in the
documents/formats and their use in specific situation are described in this chapter.

ts which will
sequent generation of bills and
Chapter-V. Definition of input
The

following formats are used in this system :—

CGeneral Consumers

10.
1t

12.
13.

14.
15.
16.
1.
18.
19,
20.
21.
22.

© 03 el an G e el

CS and DS consumer Master File cum batch data Proforma.
Consumer Master Information Batch Data.

CS and DS consumer Master Variable Information/Data.
Consumer Master Variable Information Batch Data.

Meter Blanks.

Meter Blank Batch Data.

Receipted Stubs alongwith Receipt Stub Batch Data.

Advice for change of Tariff and connected Load (Advice No. 71)

Advice to Change of Reading/extended due date by the Sub Division. (Advice

No. 72).
Advice for correction of Meter Details & Meter Rent (Advice No. 13).

Advice for Permanent Disconnection, reconnection and deletion (Advice No. 74).
Advice for change of name and address (Advice No. 15).

Sundry charges Advice (Advice No. 16).

Advice for change of Account Number & Ledger Croup (Advice No. 7).
Advice for change of Reading by Computer Service Cell (Advice No. 18)
Advice for change of meter (Advice No. 79)

Advice for change of village name (Advice No. 80)

Advice for correction of bill of previous billing cycle (Advice No. 8l)
Advice for partial payment of previous cycle (Advice No. 82)

Statement for service connection orders issued (Advice No. 83)
Statement showing Meter Change Orders issued (Advice No. 84)

Edvice for Sundry Allowances (Advice No. 86).
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Small Power Consumers

1. Proformas at Sr.No.lto?7 abovefor CS & DS consumers also apply for SP
Consumers,

2. Advice for change of tariff & connected load (Advice No. 31)

Advice for correction of previous reading after verification and extended due
date (Advice No. 32)

4. Advice for correction of Meter details (Advice No. 33)
8. Advice for permanent Disconnection, deletion and reconnections (Advice No. 34)

6. Advice for correction of Name, address, village/city name and service rentals
(Advice No. 35)

1. Advice for charging sundry amount from consumers (Advice No. 36)
8, Advice for change of account no. and ledger group (Advice No. 37)
9. Advice for correction of meter code of previous cycle, new meter reading and
meter code for the current cycle (Advice No, 38)
10. Advice for change of meter (MCO) (Advice No. 39)
11. Advice for change of capacitor status (Advice No. 41).
12. Advice for giving sundry allowance to consumers (Advice No. 46),

4.2 CS, DS and SP Consumer Master File Cum Batch Data Proforma :

This proforma contains all the static/basic information of each consumer and is
required to be prepared separately for CS, DS and SP consumers for each Sub Division
before switching over from manual to computerisation. This information being very
important, full care should be taken to ensure that correct Master Records are supplied to
the computer and connection details of no consumer is left. The following information is
to be recorded in the specific columns :—

Sr. No. Description of columns Remarks (if any) showing
how to be posted :

—

Ledger/Account No.

Name of consumer,

3. House No. & Mohalla in case of Urban and

Father's name in the case of village.

4. Application & agreement form number.

Tariff applicable. As applicable for CS, DS and SP consumers.

Board employees connection. The units admissible to the Board employee
have been given on the foot note of the
format and code number of admissible units
is to be mentioned,

o

7. Voltage clause Whether 220 Volts, 400 volts or 11KV,
concerned code as per foot noteis to be
given,
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Small Power Consumers

l. Proformas at Sr.No.1to7 abovefor CS & DS consumers also apply for SP
Consumers,

Advice for change of tariff & connected load (Advice No. 31)

Advice for correction of previous reading after verification and extended due
date (Advice No. 32)

Advice for correction of Meter details (Advice No. 33)
8. Advice for permanent Disconnection, deletion and reconnections (Advice No. 34)

e

6. Advice for correction of Name, address, village/city name and service rentals
(Advice No. 35)

1. Advice for charging sundry amount from consumers (Advice No. 36)
8, Advice for change of account no. and ledger group (Advice No. 37)
9. Advice for correction of meter code of previous cycle, new meter reading and
meter code for the current cycle (Advice No, 38)
10. Advice for change of meter (MCO) (Advice No. 39)
11.  Advice for change of capacitor status (Advice No. 41).
12. Advice for giving sundry allowance to consumers (Advice No. 46),

4.2 CS, DS and SP Consumer Master File Cum Batch Data Proforma :

This proforma contains all the static/basic information of each consumer and is
required to be prepared separately for CS, DS and SP consumers for each Sub Division
before switching over from manual to computerisation. This information being very
important, full care should be taken to ensure that correct Master Records are supplied to
the computer and connection details of no consumer is left, The following information is
to be recorded in the specific columns :—

Sr. No. Description of columns ' Remarks (if any) showing
how to be posted :

Ledger/Account No.

. Name of consumer.

3. House No. & Mohalla in case of Urban and
Father's name in the case of village.

4. Application & agreement form number.

DD =

Tariff applicable. As applicable for CS, DS and SP consumers.

Board employees connection. The units admissible to the Board employee
have been given onthe foot note of the
format and code number of admissible units
is to be mentioned.

T. Voltage clause Whether 220 Volts, 400 volts or 11 KV.
concerned code as per foot note is to be
given.
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iv) Date of disconnection Itis tobe filled in the column No. 43 to 48
only if the connection has been permanently
disconnected otherwise leave it blank.

4.4 Meter Blank

Meter blanks are generated for the groups of recording meter reading by the Meter
Reader at site. It is prepared, ledgerwise and routewise so as to facilitate meter readers

to bring the readings.
The following columns of the meter blank will be filled by the computer itself :—
i) Account number 4
ii) Name and address of the consumer.
iii) Meter number
iv) Tariff type.

Columns are provided in the Meter Blank to record Meter readings, status of the
meter and date of reading by the meter readers. In the column for ‘Status’ the following
codes are to be added by the Meter Reader :

1. M & T Seal broken ™
2. Meter Terminal Seal broken AT
3. MCB seal broken ‘B’
4. Meter defective ‘D!
5. Meter burnt 'R’
6. Meter glass broken el
a) Meter cup board glass broken single
phase.
b) Meter cup board glass broken three
phase,
c) -Replacement of Meter Card.
7. Premises locked _ 1
8. Meter readings not taken due to reasons-other
than PL ; T
9. Round Completed. g
10. Meter number different at site and meter
b].ank. IF’
11. Reading O. K. ‘0’
12. Meter not at site. g
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4.5 Receipt Stubs

¥

This is a part of the consumers bill prepared through computer. Account No., Sub
Divn. Code, bill No., Cycle No. and net amount payable with in the grace date (SOP, ED
and Total) is printed by the computer for the convenience of the Cashier. Detailed instruc-
tions have been given in para 5.7 of this guide book.

4.6 Receipt Stubs Batch Data

This is a forwarding cover of the receipt stubs. The relevant cols. i. e., system
identification, Sub Division code, inputcode and No. of entries be filled up in column 1 to
12. Total amount in figures be filled in Col. 13 to 19 and in words just below these columns
The certificate of talling the amount as per receipt stubs with CCR Book be recorded by
the SDOJRA. -

Serial number of the Batch Data submitted during the financial year be allotted in
the register as well as on the Batch Data so that proper watch could be kept over the
Receipted Stubs sent/received from computer cell, This is to be considered as permanent/
security record. The Stubs are to be sent with the fowarding proforma in the packets.

4.7 Master File updata Forms:

Static information such as consumers name, Account No., Rentals, meter details, name
of Sub Division, Ledger group No. address of the consumer etc, are stored permanently on
the computer field. Following advices are used to make additions, corrections and deletions
of these basic information of computer file, besides advices for sundry charges and
allowance shall have also to be prepared and sent to the Computer Cell.

4.7.1 Advice for change of tariff and Connected Load (Form No. 71 for CS/DS and
Form No. 31 for SP)

In this advice, in case any tariff needs changes, the same will be filled in the
respective columns. Board employees connections showing the number of units admissible
will also be mentioned, Form No. 31 for SP consumers also provides for change in
connected load.

4.7.2 Advice for chance of reading and extended due date (Form No.72 for CS/DS .
and form No. 32 for SP)

This form is meant for intimating the correct current readings to the computer cell
after verification, in case the previous reading was wrongly intimated. This is useful, in
case any adjustment of under charges/over charges is to be made due to the difference
in readings.

4.7.3 Advice for correction of Meter details and Meter rent (Form No. 73 for CS/DS and
Form No. 33 for SP)

In case any correction for meter details or meter rentis to be made in the static
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(Basic) data already supplied to the computer, necessary advice in the respective form will
be sent by the PSEB Sub Divisions to the computer.

474 Advice for permanent disconnection/reconnection/deletion (Form-T4 for CS/DS and
Form No. 34 for SP)

This form is used for intimating the permanent disconnection/reconnection/deletions
of consumers already existing in the computer static record. In the ceolumn for code the
followingy words will be written in the advice. ;

¥ Perzﬁanent disconnection P
2. Reconnection R
3. Deletion ; D

4,75 Advice for Correction of Name & address, load and also change of service rentals :
(Form No. 75 for CS/DS and Form No. 35 for SP)

Whenever any change of name of consumer and address and also for change in
| service rentals is to be made in the static data already supplied to the computer, necessary
advice in the respective form is to be supplied by the PSEB Sub Division to the computer.
Form No 75 meant for CS/DS Consumers also provides for correction/change in load.

4.7.6 Advice for Sundry Charges (Form No. 76 for CS/DS and Form No. 36 for SP)

Advice for Sundry charges (debits)is to be prepared from the Sundry Charges &
Allowances Register to be maintained separately for DS/CS and SP consumers. This advice
should be filled ledgerwise i.e. on a advice form the consumers falling under same ledger
group should be enlisted. Separate sheet should be used for different ledger groups.
The following types of adjustments can be made through these advices :—

(i) Mis-calculation or incorrect application of tariff in the bill.
(i) Under charges to be adjusted through next bill on account of challanged bill.
(iii) Adjustment for dishonoured cheques.
The totals of entries recorded in the above advices should be tallied with the Abstract
of Sundry Charges and allowances register and adjustment Register for Sundry

Allowances. The following certificate to this effect will be recorded by the SDO/RA on the
advices :—

“Certified that the totals as worked out in the advice tally with the Sundry Charges
and Allowances Register and Adjusiment Register for Sundry Allowance."”

SDO/RA
Signatures

On receipt of Computerised Ledger it should again be verified that the totals of
columns of charges and allowances of computerised ledger tally with the advice/sundry

102




chafges and allowances register and Adjustment Register for Sundry Allowances in token
there of, the SDO/RA should record the following certificaté in the SC & A register :-

“Certified that the ledgerwise totals of sundry charges & sundry allowances given in
the assessment summary of the ledger tally with the totals of the advices [ sundry
charges and allowances register and Adjustment Register for sundry allowances.”

SDO/RA
Signatures.

487 Advice for change of Account No. Ledger group No. (Form No. 77 for CS/DS and
Form No. 37 for SP)

In case any change of Account No. or of ledger group No. is to be made in the Static
Data already fed to the computer, necessary advice in form No. 77 for C5/DS and advice
No. 37 for SP Consumeérs is to be supplied by the PSEB Sub Division to the computer cell.

48.8 Advice for change of reading by C.S.C. (Form No. 78 for CS/DS)

In case any change in reading is to be made due to punching error, necessary advice
is to be prepared and sent to computer by the PSEB Computer Cell in form No. 78.

4.8.9 Advice for change of Meter (Form No. 79 for CS/DS and Form No. 39 for EP)

Whenever any old meter is changed with new meter necessary advice in this form
is to be supplied by the PSEB Sub Division to the computer. Correct reading of the new
meter taken by the meter reader is to be recorded by the meter reader in the relevant

colmn.

48.10 Advice for change of village name (Form No. 80 for CS/DS)

In case any change of village name is to be made, necessary advice in Form No. 80
is to be supplied by the PSEB Sub Division.

4.8.11. Advice for correction of bill of previous cycles (Form No. 81 for CS/DS)

This advise is used for correction of bill of previous cycle in respect of C5/DS
consumer. The following information is supplied to the computor by the PSEB Sub-

Division through this advice :—

Ledger Group
Account No.

Check Digit
Corrected SOP
Corrected E.D.
Corrcted Surcharge
Corrected Grand Total

N3 oD
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4.8.12 Advice for authorised Instalments (Form No. 82 for CS/DS)

This advice is to be filled when part payment has been authorised by the competent
authority by instalments.

4,8.13 Advice showing service connection orders issued during the month (Form No. 83
for CS/DS)

This is self explantory.

48.14 Advice showing M.C.O. issued during the month (Form No. 84 for C5/DS and Form
No. 39 for SP)

This is self explanatery.

4.8.15 Advice in Form No. 85

This is still vacant
48.16 Advice for sundry allowances (Form No. 86 for CS/DS and Form No. 46 for SP)

This advice is used to give credit to the consumer for giving him refund of extra
charges already levied, bad debits to be written off or for adjustments of interest
on security Deposits, refund of ARPC / other deposits etc. This advice should be filled
ledgerwise. The advices are to be filled from SC & A Register and Adjustment Register for

sundry allowances.

4.10 Billing Groups

Total CS and DS consumers will be devided into four groups, All the groups in one
ledger group will be issued in the same billing group but the total Nos, of ledgers in each
Sub Division will be divided into different billing groups so as to have almost even
distribution of consumers in all billing groups. Details will be decided by the Computer
Cell in consultation with the Service Centre/sub divisions.

4,11 Miscellaneous

An annexurn 'A' has been enclosed to this chapter which shows the duties of various
offiicials with respect to preparation and checking of input documents. Annexure ‘B' shows
the checks to be exercised by various oificials/officer on CS/DS computerised billing.
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: Annexure ‘A’
PRE-CHECK OF VARIOUS INPUT DATA BY THE SUB DIVISIONS

Sr. Name of Format Official Official Percentage
No. preparing checking of test check
format cent by RA
percent
1. CS & DS consumer Master file Ledger U.p:.c, 1009
proforma. clerk
2. Consumer Master Information —do— L i 100%
Batch Data.
3. CS & DS consumer Master variable —do— —do— 100%
information/data.
4, Consumer Master variation —do— o 1009,
Information Batch Data.
B, Meter Blanks. M/Reader —do— 1009,
6 Master Blanks Batch Data —do— —do— 100%
Raceipted Stubs alongwith Receipt Cashier —do— 10%
Stubs Batch Data,
8. Advice of change of tariff Ledger cletk -—do— 10%
9. Advice for change of reading M/R —da— 10%
by the Sub Divn.
10. Advice for correction of bill Ledger —do~—- 100%
of prev.ous cycle, Clerk
Ll Advice for correction of Meter
Datail and Meter Rent —do — —do — 100%
12, Advice for permanent disco-
nnection/reconnection/
deletion. —do — —do— 100%
13, Advice for change of name and
address. —do— —do — 100%
14, Sundry charges advice. —do— —do— 1002,
15, Sundry Allowances advice. —do-- —do — 100%
16. Advice for change of account No,
& Ledger group —do— —do— 1009
Ji7s Advice for change of reading by
computer service cell, —do— —do— 100%
18. Advice for change of Meter —do - —do— 1009,
19. Advice for change of village —do — -—do— 100%
name
20. Advice for authorised instalments —do— —do — 1009,
21, Advice for change of capacitor
status. M/R —do— 100%
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Annexure ‘B’

Extract of Secretary PSEB Memo No. 155010/5410/P0-45/2 Dated 13-10-87

*Where the billing of domestic & commercial consumers is COMPUTRISED, checks to
be exercised shall be asunder :—

In-Put Data
i) UDC (Revenue) . 100%
' ii) ARAJR.A. . 28%

(In case of Sub-offices, UDC employed as SDC shall carry out the functions assigned
to a UDC (Revenue) in the Sub Divisioni.e. 1007 checks. ] E incharge will exercise 259,

check on Input Data)
Out-Put Reporis

i) SDO & R.A. to take remedial action on all the points brought out in the
Exception Reports sent alongwith bills. Inaction on this part shall be reflected
through repetitions in the exceptions statemants generated by computer
during the subsequent cycles, which should attract administrative action against

delinquents.

ii) All bills exceding Rs. 1000 & Es. 2000 in case of DS and N.R.S, consumers
respectively must be checked 100% by UDC, 50% by R.A., and 10% by SDO.
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Chapter—V
COMPUTER OUTPUT DATA REPORTS
INTRODUCTION

5.1 Output report to be generated by the computer are discussed in this chapter. These
reports include exception reports for management information, planning and control
purposes. Each page of each report contains the heading Punjab State Electricity Board,
Period of report, Date of Printing of the report and the page Number. Following paragraph
provide details about the purpose, frequency and contents of some important output reports
that would be generated by the computer. A list of output Reports is given below.

5.2 LIST OF OUTPUT REPORTS

5.2.1  Meter Blanks.

5.2.2 Bill Ledger.

5.2.3 Energy bill cum notice,.

5.2.4 Cash Realisation Statement.
52.5 Receipt stubs Baich List.
5.2.6 Defalting consumers Report
5.2.7 Exception List, S
5.2.8 Assessment Summery.

529 Main abstract of Ledgers.
5.2.10 Exception Totals

5.2.11 Duplicate stubs List

5.2.12 Partial Payment List

5.2.13 Excess payment list

5.2.14 Age wise Analysis of L/D/M/R cases
5.2.15 Not carried Advices

5.2,16 Not carried Variables

5.2.17 Not carried updations

5.2.18 Monthly Surcharge Statement
5.2.19 Inconsistent Reading

5.2.20 Stubs Check List

5.2.21 Not carried stubs

5.2.22  Advices check list

5.2.23 Modified Advices

5.2.24 Variables Check Lists

5.2.25 Modified variables

5.2.26 Updations Check list
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5.2.27 Updations Errer List
8.2.28 Modified Updations ;
5.2.29  List of negative bills/bills more than Rs. 3000/-.

5.2.30  List ofledgers where period of bill is not equal to one monih

5.3 Meter Blanks

This from duly printed by the computer is to be supplied. to the Sub Dlvisions for
recording Meter readings therein. Name and address, listings with Sub Division Code,
Account Number (with check digit), meter number, type of tariff and line number are
printed. Alongwith this, space is provided to record meter readings status of the Meter and

Date of Reading which has to'be filled by the Meter Reader.

5.4 Bill Ledger

The computerised Ledger is printed with regard to the realisation of the previous
months, rentals, advance units, assessment, sundry charges, allowances, net and gJross
amounts for the current month. The ledger has been printed in three lines as discussed

below :—

lst Line

Account No.
Name of consumer

Previous Cycle Details
Amount payable

 Net Surcharge Gross

Payment particulars

Book Item Date
Page
Amount

" SOP ED Surcharge Total

Balance
+

Surcharge leviable
after due date

2nd Line

Bill Ne.
Address

Previous month
arrears

SOP ED Total

Rentals

Service Mster
equipment

Reading
New Old

Meter Multiplier

Units consumed

Current cycle charges

SOP ED
Average adjustment -
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3rd Line

Tariff Type
Board Employees
No. concession
Connected Load

Sundry charges
SOP ED Reg. Page

Sundry Allowance

'SOP ED Reg. Page

Total Net Payment
SOP ED

Amount Payable

Net Surcharge Gross

Rounded Amount

Meter status
ccde




All the entries of the page are totalled as per columns discussed above to enabie the
Sub Divisien for checking of the accuracy of the ledger page. All the CS & DS connections
of Sub division are totalled in two parts and each part is divided into two groups, total four
groups in all. Billing for two groups (one part) is done every month alternatively to
make the same as bi-monthly. The number of issuing of ledgers are called cycles,
The ledger is totalled Sub group wise and categorywise. The bills of SP consumers are
prepared monthly,

The assessment summary showing the totals of each ledger group, categorywise
grand totals and assessment of units is also supplied. The accuracy of the ledger should be
checked by the Sub Division and in token of it, the Revenue Accountant should append

his dated signatures,

5.8 Energy Bills Cum Notice

i) Consumption bills will be printed for a group in the cycle. These will contain the
relevant billing information (i.e. bill No. Account No., nams and address of the consumer,
meter reading, charges, arrears, due dates and tariff etc.) Alongwith the billing
informations, thers would be adequate space in the stub portion for the cashiers to fill in
information so that th= same form can be used as a Cash/Cheque Receipt, This ‘stub’ portion
of the bill wiil be ratained by the Cashier and forwarded to the RCC for posting these
payments, in computer ledger. Bill also forms a part of thé bill-cum-notice.

ii) These bills will b2 issusd on pre-printed forms, once in two months for CS and
DS consumers. The payments of the amount indicated on these bills will be made by
consumers at the respsctive Sub Divisional offices. The Cashier will fill the columns and
also write in words. He should write date of receiving paymernt, Page No.and item No,
of CCR Book.

5.6 Cash Realication Statement

i) This statement contains the details of the payment received, datewise,
ledgergroup wise and billing groupwise. i

i) The statement will provide a complete record of all payment in the date<wise
order, that has taken place and posted in the computer ledger.

iii) In addition to the amount collected in all ledgar group on each day, this report
will also give.

a) Total amount collected in all ledger groups on each day.
b) Total amount collected in all ledger groups for the calender month,

iv) Billing period for each realisation is defined as a period of one month. Only one
copy of this report will be produced.
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5.1 Receipt Stubs

These stubs from a part of the Bill-cum-notice. On these stubs the Sub Divn. Code,
Bill No. Account No. is printed by the computer. Net amount payable within the grace -
period is printed on the receipt stubs seggregating SOP ED & total for the convenience of

the cashier.

The following instructions must be followed by the Cashier while accepting the
the payment,

1. Heis accepting the correct payment against the bill keeping in view the grace
date for the bill. 1n case part payment is accepted,.orders of the competent
authority must be recorded on the back side of the receipt stubs alongwith
the reasons.

2. Amount received must be recorded in the columns provided and should be
legibly written.

3. Date of receipt of payment, CCR Book, Page No, and item No. must be recorded
correctly in the specified columns.

4. All the receipt stubs must be signed by the cashier.

5. One batch card should be prepared consisting 100 stubs. Separate batch card
should be used, for payments received through Bank on the same date.

6. Totals and other entries, on the ‘Batch Card Cover' must be cross checked with
totals of CCR Book and signed by the UDC/Revenue Accountant of the Sub Divn.
before submission to Service Centre,

5.8 Defaulting Consumers Reports :-

i) This report will contain the details of defaulters who failed to make payments
within the prescribed time.

ii) This report will be produced Sub Division-wise as per time schedule for the
concerned group of consumers, in the cycle.

5.9 Exception List

This statement will contain the details of those consumers who are not billed in the
current cycle asa normal case. Reason for not normal billing will be indicated in th's
report to facilitate the sub Division to take appropriate action, This report will be produced
alongwith the bill ledger for the group of consumers in the concerned cycle.

Annexure—1 of the chapter shows the different types of exception reports and
‘action taken on it by the Sub Division concerned.
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Chapter VI

GENERAL SYSTEM, FLOW OF DOCUMENTS AND
DIVISION OF THE RESPONSIBILITIES

Introduction :

6.1 Unity of action is one of the principles of good organisation. It is essential that
different activities to be performed are outlined and related activities are grouped under
specific heads. As documents have to flow through different stages, so the most important
jssue becomes the working and responsibilities of various sections, handling these
documents. These have been described as below : —

8.2 Clearance Service Cell (C. 5. C.)

This cell has been set up by the PSEB to keep liasion and co-ordination between
Regional Computer Centre and Various ‘DS’ Sub-Divisions of the PSEB. This office
collects the input data from various sub divisions scrutinise the same and supply it to
Regional Computer Centre for computerising the energs bills. It will be responsibility of
CSC to keep control of documents and its scrutiny. The incorrectly filled documents or
illegible data will be sent back by CSC to the respective sub divisions for taking
corrective action and resubmission thereafter, The various functions of CSC are discussed
below :—

i) CSC will carry out the following scrutiny before handing over the Master
File Data to RCC :—

a) Sub Divn. code and account number is legible

b) Bill issue data, connection details and meter details are mentioned.
c) Tariff code is correct.

d) Name and address of consumer is entered.

ii) Al errors detected in scrutiny should be corrected by officials of CSC. In case it
is not possible for them to correct these, they will got it corrected/clarified
from the sub division concerned.

iii) CSC will hand over the various documents to RCC in batches of ledger groups
witi: the covering slip indicating the name of sub division ledger group, nature
of documents handed over and date of this transaction.

iv) After processing by RCC, C3C will receive the error list generated by computer.
The concerned official of CSC wlll make corrections where possible, otherwise it
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will write to the respective Sub Division for obtaining corrections/clarifications.
Thereafter these corrections will be duly incorporated in the master file.

The Sub Division will send the following data to the CSC at appropriate times :

6.3 Creation of Master File Data

Sub Division will prepare Master File Data at the time of switching over from
Manual to Computer Billing. Detailed instructions for filling up of this form have been
discussed in Chapter 1IV. This master file data will be handed over by the Sub Division
to CSC after due scrutiny Incorrectly filled documents will be sent back by CSC to the
respective sub divisions for taking corrective action and resubmission thereof Scrutinised
Master File Data will be handed over to RCC. This data will be transferred on Magnetic
media, whereafter it will be duly edited, validated and updated through the computer.
Error List will be prepared by the computer and sent to CSC for getting the same
rectified. Same procedure would be followed for errors through various validation checks
on the computer. This cycle will continue till Master File becomes error iree,

6.4 Master File Updations

Data relating to the new connection, disconnection, reconnection and deletion etc.
shall be supplied by the PSEB Sub Division through various advices duly_' scrutinised
' by the CSC for making changes in the existing initial Master File. Thereafter the old

Master File will be updated.

6.5 Meter Blanks

Meter Blanks are to be filled in as per instructions contained in Chapter IV para
4.4 and these documents will be sent by the sub division te CSC alongwith other
documents for onward transmission to RCC for computerising the Bills, ledger wise,

groupwise.

6.6 Bill-cum-Notice-cum-Receipt Stub

After receipt of the following documents from the sub division duly scrutinised by
CSC the computer will update the master file and after processing, prepare bill-cum-notice-

cum-receipt stub :—

i) Meter reading duly filled in Meter Blanks.

i1) Advice for sundry charges & allowances.
iii) Any other advices discussed in para 4.1

Bill-cum-Notice-cum-Receipt stub will be handed over to the CSC for onward
transmission to respective sub divn. before the date of issue of bills. The sub division
will distribute the bills to the respective consumers. The date of issue and grace date for
amount to be deposited in cash/cheque will be given on the Bill-cum-Notice.
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6.7 Consumer Ledger

This ledger will be prepared from the following data to be supplied by the
respective sub divisions through CSC :—

1) Meter Blanks
ii) Receipt Stubs
ili) Different advices as disussed in para 4.1

The ledger will be sent to the respective sub divisions duly printed, through CSC.
Alongwith the ledger, the following statements will be supplied duly printed by the

computer: —

i) Exception List.
ii) Summary Statement.
iii) Cash Realisation date wise as well as consolidated of the previous month.

6.8 Temporary Disconnection Orders

Performa Temporary disconnection Orders are generated by the computer on
pre-printed forms in cases of those consumers who fail to make payments of their bills by
due date. The T.D.C.Os are prepared on the basis of stubs submitted by sub division on
the earliest stub submission date after due date. Some time is taken by the computer for
processing. As such by the time the performa T.D.C.Os reach the sub division, some more
consumers must have made the payment. The date upto which stubs have been considered
by computer is printed on the top of T.D.C.O.s The TDCOs must be updated in the sub
division deleting the names of those consumers who have made payments in the meantime
before finally signed by SDO.

6.9 Function of Regional Computer Centre

Regional Computer Centre will maintain constant liason with CSC and so automatically
with various sub-divisions of PSEB on billing and accounting functions of energy bills. They
will answer all the queries received from CSC and sub divisions of PSEB on the reports
prepared by RCC. RCC will receive all input data through CSC. They will maintain a
register of all documents received and give receipt. The movement of documents will
be duly controlled by RCC. After data preparation has been completed, output data
alongwith PSEB documents will be obtained from RCC. Based on the Edit reports, the RCC
will receive correction lists from CSC, incorporate them in the requisite computer files
and thereafter prepare necessary reports at the appropriate time.

RCC and CSC will maintain documentary control over all the document transferred
to and from RCC and PSEB.
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ANNEXURE—-1I °

GUIDELINES FOR FOLLOW UP ACTION ON EXCEPTION REPORT

Type of exception Action being taken by the
indicated in the R.C.C.
exception report.

Follow up action to be taken by
the Sub Division.

Current reading Bill prepared on average
not supplied charge basis.

status code of

the meter is

neither N nor L.

An exceptional Bill Bill prepared asa normal

involving amount bill & the amount of the bill

more than. is shown in the exception
report.

i) Rs. 500/-in case
of DS consumer.

ii) Rs. 1000/- in
case of CS
consumer.

iii) Rs, 2000/- in case
of SP consumer.

iv) Bills having
Negative amount.
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Investigate why the reading
not supplied when status code
of the meter is neither N nor L.
Ensure that the reading is
supplied in the blanks in the
following cycle and the
computer prepares the bill over
the extended period of report-
ing of the two readings minus
the amount already charged in
the average bills in previous
cycle.

In such cases the Sub
Divisions are required to ascer-
tain the correctness of the
consumption and the reading
supplied by them before issue
of bill to the consumers. If on
investigation an error is
detected in the bill which may
be due to some ommission on
the part of the Sub Divn. or
computer center, part payment
may be accepted under authori-
sation of Sub Divisional officer.
The orders of the SDO must be
recorded on the back of the
receipt & simultaneously/sundry
advice should be filled explain-
ing the reason for accepting
part payment for adjusting the
consumers account in the next
cycle. The Sub Divisions
should continue to maintain




3.

4,

Meter defective
M & T seal

Broken, Meter
burnt & meter not
different at site
than Meter Blank.

premises locked

Average based Dbill is
preapared by computer
upto the cycle when M C O
advice is received or till
the request from Sub
division to correct the status
of meter is not received. If
average is not available in
computor memory bill is
based on minimum
charges.

Bill prepared on average
charges basis as per tariff.
The system keeps track of
the amount billed. On
receiving the actual reading
the system prepares the
bill over extended period
of the reporting of two
readings minus the amount
already charged in the
average bills.

a) If however the average
units are not available in
computer memory the bill
will be prepared on mini-
mum basis.

115

variation register to carry out
investigation etc. as per sales
Manual instructions .

Supply average if not
available in computer memory.
Take appropriate action as per
Sales Manual Instructions. The
account of consumers in all
MCO cases must be reviewed &
sundry charge or allowance
advice must be sent alongwith
the MCO advice. If MCO
advice is sent no adjustment

would be made by the computer.
However, if a request is made
for correction of meter status
the actual bill for the extended
full period will be made by
computer but no refund should
be made. If status is to be
corrected, the request must
accompany the correct current
reading & sundry allowance
advice for giving credit to
consumer for average Dbills
rendered.

Supply immediately average
units if not existing in computer
memory. Take appropriate
action as per ©Sales Manual
Instructions and ensure that
the reading is supplied in the
meter Blanks in the following
cycle.




5. Round complete

i) Status code of
the mater Iis
reported as X

ii) Status Code
omitted by the
Meter Reader.
But assumed it
to be a case of
round complete
on the basis of
previous reading
and current
reading.

Inconsistant read-
ing — When the
current reading is
not consistant with
previous reading,
this results in nega-
tive consumption,
Such cases are
listed in the excep-
fion report under
the heading incon-
sistant reading for
follow-up action by
the Sub Division.

Bill purposed after calcula-
ting the consumption by
considering that the meter
has completed the round
digits provided in it.

Computer will reject the
inconsistant reading and
shall prepare a bill on
average consumption basis
or on minimum basis if
average not available in
computer memory.
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Sub Divn. should ascertain
the correctness of reports (by
the Meter reader or otherwise
by the reading record.) On
investigation if itis found that
round complete has not actually
ocurred but it is a case of
ficitious reading payment
should be accepted after
ascertaining currect consump-
tion under the orders of SDO
Orders of the SDO must be
recorded on the receipt stubs.
Simultaneously, Sundry advice
Reading correction advice,
should be filled to correct the
computer record.

Inconsistant reading can be
on account of following cases :—

1. In case of f{icititious
reading intimate the current
reading in the following cycle,
On the basis of initial reading
as intimated by the Sub Divn.
in the following cycle computer
will prepare the actual bill over
the extended period by giving
credit for the minimum bill
already charged.

2. If it is a case of MCO
then the MCO advice should be
filled and sent in the following
oyele,

3= If it is a case of round
complete the mater code X
should be filled in the Meter
Blank against the reading in
the following cycle. Computer
will prepare the Dbill after
calculating the consumption
by considering that the meter




7, Reading earlier
than a cycle.

8. Deduction given
due to minimum

and average bills.

9. Meter not a site.

10. Permanent dis-
connection,

Tariff applied on the basis
of the extended period of
the reporting of the two
readings & credit of the
amount claimed in the
previous bills based on
average/minimum is given.

The amount show against
the consumers is the credit
which is being given to the
consumers due to the
reasons explained above.

Bill prepared on average/
minimum charges basis.

The amount outstanding as
arrears against such
consumer is being shown in
this exception report. Such
consumers are being shown
in the ledger but bills will
not be printed. Meter Blanks
of such consumers shall
however be prepared and
if an advance in the meter
reading is reported the
reading will be indicated in
the exception report to
enable urgent follow up
action by the Sub. Divn.
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has completed the round and
-also by giving the previous
credit for the Dbill already
charged in the previous cycle.

Check-up the  consumer
accounts and send sundry
charges/allowance advice on
the prescribed format for
adjustment on account if
necessary.

Check up the consumer

accounts and send  sundry
charges/allowances advice on
the prescribed format for
adjustment of account if
necessary.

Investigate and find out its
reasons. If it is the case of
PDCO then send the advice
for permanent disconnection
intimating the date and final
meter reading on which PDCO
was effected. On the basis
of this the computer will
generate the final bill.

1. Appropriate action should
be taken to recover the
the defaulting amount as per
Sales Manual Instructions and
subsequent amendment,

2. The cases of PDCO in
which reading advance Is
reported need to be dealt with
on priority and at personal
level by the RA and SDO.




11. Varriable not applied These are the consumers
for which variable data has

not been supplied by the
Sub Divn. Bills of such
consumers are being issued
for average [/ minimum

charges.
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Variable data snould be
supplied atthe earliest on the
prescribed variable format
On the receipt of data compu-
ter will prepare the actual bill
giving credit for the Average/
minimum bill already rendered
in the previous cycle.




ANNEXURE 1II

Abstract of Revenue Assessed, Revenue

balance for the Month

realised and outstanding

Sr. No. Category of +Balance  Revenue assessed during the month
consumer/ B/F -+ Service + Meter +Energy +Electri-
Ledger No. SOP ED rentals rentals charges city duty
SOP SOP SOP MED
1 2 3 4 5 6 1 8

Revenue assessed during the month

4-Sundry —Sundry — Averge +Board Employees
Charges Allowances Adj. concession
SOP ED SOP ED SOP ED Energy Meter
charges Rentals
SOP B
9 10 11 12 13 14 15 16
Continued ...
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Revenue assessed during the month —Realisation

+Surcharge +Rounding Total Assess- during the
leviable Amount ment. month
SOP T BOE SOP  ED Upto the After that
date post- date upto
ed by the the end of
Computer ~ month (as per
SOP ED CCR Book)
SCP ED
17 18 19 20 21 22 23 24
Total — Amt. debited to + Amt. debited to + Balance C/F
SGP. ED other welfare PDC's ledger
expenses SCOP ED SOP ED
(Employee's
concession).
-
25 26 21 28 29 30 31
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7.1

Chapter VII

Receipt of Cash

Bill-cum-Receipt Stub is printed by the Computer for each account numbér. This

Bill-cum-Stub is delivered to the consumer for payment. The net amount payable within
the grace period, sub divisional code, account number, bill number and cycle is pre-
printed. While accepting the payment, the cashier should ensure that :—

i)

iif)

iv)

v)

7.2

=

Correct payment against the bill has been received keeping in view the grace
date. In case of part payment the orders of the SDO must be recorded on the
back side of the receipt stub and also supported with the advice for authorised
instalments. R

Amount received must be recorded in the column provided and should be legibly
written both in figures and in words by keeping double sided carbon on the bill
portion. The receipted bill portion should be handed over to the consumer in
leiu of original RO-4 receipt. The receipted stub will be retained by the cashier.

Date of receipt of payment, page no. and item no. of CCR book must be recorded
correctly.

All the receipted stubs must be signed by the cashier.

In case the receipted stubs are more than one hundred, separate batch data for
each one hundred stubs will be prepared/tagged to facilitate proper handling.
Total number of batch data, for each day will also be recorded e.g. in case
three batch data have been prepared on one day, the number should be alloted
as 1/3, 2/3 and 3/3. Inthe batch data No. 3/3, abstract for all the three batches
should be preparad on the last batch data and the total amount and other enteries
must be cross checked with CCR Book and Certificate signed by the SDO/RA.

CCR Book

Separate CCR Book to receive cash against computerised bills may be maintained

in the sub division. The existing instructions relating to its writing groupwise,
segregration, including SOP, E. D., totalling, are to be followed. It may, however, be
ensured that the cash received in these CCR Books is compared with the receipted stubs
and certificate of comparison and verification of totals is recorded as usual. Thersafter,
the amount received may be transfered to the Main Cash Book.
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1.3 Payment Through Banks

In some of the sub divisions, payment from the consumers is accepted through
banks. In such cases, Bank authorities may be asked to issue Receipts on the Bill-cum-
Notice and to fill up the cash receipt stubs simultaneously for onward submission to the
Distribution Sub Division alongwith the cash scroll. In case, the bank authorities do not
agree to fill in the receipt stub then in such cases at the time of issue of bill to corsumer,
the receipt stub be retained in the sub division. These stubs then be filled up in the sub
divn. from the cash scroll issued by the Bank for each day. The procedure for onward
transmission of these Receipted stubs alongwith Batch Data is the same as disussed in

para 7.1

7.4 Payment Through Money Orders

For payment received through Money Order, duplicate receipt stub may be
prepared by the cashier and a note recorded on the back side that the amount has been
received through Money Order. Under no circumstances, the original Money Order
Receipt should be sent alongwith the receipt stub to the computer cell. It should also
be ensured by the cashier/RA that enteries in the Money Order register are recorded as
per existing instructions.

1.5 Duplicate Bills

Duplicate bills format should only be used in respect of those consumers in
whose case bill ledger has been prepared and the bill issued by the computer is mis-
placed or lost in PSEB office or by the consumer after charging the necessary fee as per
sales Manual instruction wherever applicable. While doing so all the particulars of the
consumer reading record and payment must be recorded on the duplicate bill-cum-
notice and receipt stub. Complete account number with check digit, date of receipt of
payment, CCR book Item Number and Page Number must in recorded in the legible
manner in addition to the other particulars.

1.6 Bill Correction

Duplicate bill format must not be used for correcting the bills under any circu-
m stances. Correctiors, if necessary, may be carried out on the original bill issued to
consumer under the signatures of SDO/RA and simultanously correction advice should ke
filled in to update the computer record. In case, the amount has been reduced or
increased, necessary adjustment may also be made in Sundry Charges and Allowances
Register for which necessary advice may be sent.

1.7 Cash Realication Statements
The computer prepares datewise cash realisation statement segregating amount
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received under each group e.g. SOP, ED and surcharge. The computer also prepares
total cash received during the calender month groupwise and segregating the amount as
discussed above.

The CSC prepares statement showing datewise number of stubs and amount
intimated by the sub division and also datewise number of stubs posted in the ledger
and cash realisation statement by the computer. The difference in the number of stubs
and amount is olso recorded in the statement. The statement is further sent to the sub-
division for reconciling the difference if any. The following action should be taken by
sub division to rectify the differences.

7.7.1 The differences shall be investigated. In case the amount less accounted for is due
to negligence of cashier, the ~amount shall be recovered from official at fault and in case
of deposits the amount shall be credited to Misc. Revenue Receipts.

1.1.2 The computer also supplies cash realisation statement datewise under different
ledger groups and also consolidated statement for the month., This statement shall be
reconciled with ledger groupwise totals, posed in the CCR Book. The following certificate
is to berecorded on the CCR Book :—

Certified that the monthly totals of cash received in the sub divn. as
recorded in the monthly abstract of CCR Book has been tallied with monthly
totals of cash realisation statement as received from the computer for the
month of and found to be correct viz Rs.

(In Words)"

Sd/-
SDOJRA

7.8 Tallying of Cash Realisation posted in Main Abstract Legder

As per existing system at the close of the month, cash realised as per CCR Book is
to be tallied with the Main Abstract of the ‘Ledger Realisation Columns’ before submitting
the accounts to the divisional office. In compliance with this provision the SDO/RA is
required to record certificate that cash realisation posted in the ledger is tallied with the
totals as per CCR Book.

The Computer prints cash realisation for two months in the same column of bill
ledger. Soit is difficult to segregate the realisation of one month from the Ledgers, It
should, therefore, the tallied with the CCR Book from the Datewise/Ledger-wise statement
of realisation supplied by the Computer. The difference if any may be investigated and
adjusted by means of TEQ in the next monthly account.
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1.9 Control Register of Receipt Stubs

The receipt stubs are as important as counter foil of RO-4 used in the existing
system. In the Computer system RO-4 are not to be used and in lieu thereof receipt is to
be issued on the receipt stub by keeping two sided carbon on the back of the bill. Receipt
stub is to be retained by the Cashier and billis to be delivered to the consumer. In
receipt stub reference of CCR Book Number, item number and page number of CCR Book
is to be given and the receipted stubs are to be tagged in the Batch Data for submission to

the computer cell for posting in the ledger.

After the posting, the receipt stubs are received back in the sub divn. and these
are to be kept as security stationery record. In order to keep proper control, a register
is to be maintained in the sub divn. by the cashier/RA and Sr. No. as per register shall be

alloted to each batch data during the financial year.

following form :—

Control Register of Receipted Stubs

~ Date Sr. No.
of batch

No. of
receipt
stubs.

Amount

Dated
initials

of RA

at the

time of
submi-
ssion

to computer
cell.
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Dated
initial

of RA

at the
time of
receipt
back
from
computer
cell.

It should be maintained in the

Remarks




ACCOUNTING

ENTRIES




Accounting Entries

Sr.
No.

2. (a)

2. (b)

T

EVENT Source of GENERAL
Document
Debit
Accounting for Main abstract for 23.1 Sundry Debtors for
Assesment of Revenue. assessment of Sale of Power
Revenue cum ].V. (categorywise)

Accounting for o
assesment of Electricity
Duty

Accounting for contra
entry for electricity
duty recovery Account.

Accounting for sundry
debtors collection

Main abstract for
assessment of
revenue cum J.V.

Journal voucher

Main-abstract for
assessment of
revenue cum J.V.

Main Revenue
Ledger

Abstract of CCR
Bocok

126

23.2 Sundry Debtors for
Electricity Duty
(categorywise).

61.5 Eletetricity Duty

payable (contra)

23.3 Sundry debtors
collection Account




ENTRY

Credit

REMARKS

61.9

62.250

65.2

61.5

46.300

23.1

23.2

23.5

Revenue from Sale of power
(Tariff - Elementwise) detailed
head-wise)

Meter & Service Rentals

Revenue from theft &
Malpractices
(categorywise)

Miscellaneous charges from
consumers (detailed headwise)

Delayed payment surcharge
from consumer

Receipt from consumers
relating to prior period.
(65.210 and 65.220)

Electricity Duty and other State
levies (categorywise).

Electricity Duty and other
levies payable to the state
Covt,

Sundry Debtors for Sale of
Power (categorywise)

Sundry Debtors for Elect. Duty
(categorywise)

Dues from permanently
discounted consumers.
(categorywise)

For categorywise details of warious Account
codes applicable, refer to Main abstract
for assessment of revenue cum J. V.
(Form SOP-16)

The relevent account codes as applicable
for each category of consumers are given
in the main abstract for assessment of
revenue cum J. V. (Form 5.0.P.—16).

Since E. D. is payable to Govt. liability is
to be created for the E. . levied during
the month by debiting contra account head
in the Revenue Account.

The total amount realised from the
consumers as per CCR Book is credited to
the account codes 23.3. This transitory
head is cleared by crediting the amounts
realised to 23.1 and 23.2 and 23.5.

i
i
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Sr. EVENT Source of CENERAL
No, Document
Debit

4, Accounting for : Cash Book 46.300 Electricity Duty
Depositing the Electri- payable to the gowt.
city Duty realised into Bank payment
Treasury/Bank. Voucher

5. Accounting for Main Revenue 15.7160 Staff Welfare expenses
adjustment of electricity Ledger
concession to Board
employees Summary sheet

received from
computer

6. Adjustment of Final j: WV 48.100 Security Deposit from
bills against consumers Cousumers Cash
Security Deposit

48.120 Advance consumption
deposit from Consumers
2nd JV for ED 23.2  Sundry debtors for ED

T Adjustment of refunds Abstract of adjust- 47.3 Deposits for Service
under ARPC ment Register of Connections (relevent

Sundry allowance Account Codes Viz

(SOP-6(A) 41.302, 47.303, 47.304
47.306, 47.307 and 47.308
as may be applicable.

2nd JV for ED 23.2 Sundry debtors for
Electricity Duty.

8. Adjustment of yearly IV, 18.611 Interest to consumer on
interest on refundable refundable Deposit for
deposits, (Accured but Industrial Consumers.
not due)

8. (@) | Adjustment of yearly 3=V 83.7 Interest and olher
interest on refundable finance charges relating
deposits (Accrued but to previous years.
not due) Where annual
provision was not made
in the first instance.

9, Adjustment of interest TV 46.713 Interest accured but not

accured but not due to
interest accrued and
due.
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due-refundable deposit
from Industrial
Consumers.




ENTRY

Credit

REMARKS

61.201

61.2

23.2

46 300

61.2
23.2

46.300

46.713

46.713

48.310

Bank

Revenue from sale of power
Domestic supply.

Revenue from Sale of Power (Tariff
Elementwise)

Sundry debtors for Electricity duty
(Categorywise)

Electricity Duty and other levies
payable to State Govt.

Revenue from Sale of Power
(Tariff Element-wise)

Sundry Debtors for Electricity Duty
(Categoriwise)

Elecy. Duty and other levies payable

to the State Govt.

Interest accrued but not due
Refundable deposit from consumers.

Interest accrued but not due
Refundable deposit from Industrial
consumers.

Interest pavable on refundable
deposits from consumers.
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The entry would appear in the cash book
of the divisional office when, the electricity
duty realised is actually deposited with
the treasury/Bank,

The computer supplies the figures of
assessment for consumers/board employees
and electricity concession to Dpoard
employees separately.

Adjustment will be made in the Accounts
for March.

Adjustment will be made after the
compeletion of prescribed period.




Sr. EVENT Source of GENERAL
No. Document
Debit

1.0. Refund of interest due Adjustment Register | 48.310 Interest payable on
to the consumers thro- of Sundry Allowan- refundable deposits
ugh the monthly energy ces (SOP-6 A) from Consumers,
bills.

11. a) | Adjustment on account Abstract of adjust- 51.209 Interest accrued and
of interest on Deben- ment Register of due- RE debentures
ture. Sundry Allowances (Public)

(SOP-6 A)
b) | Adjustment of Interest Jy e, 35 Inter Unit Accounts
cn Debentures in the Head Office Disburse-
Divisional office and ments
raising of IUT bill against
Head-Office.
¢) | On receipt of U-Cheque U-Cheque 37.000 Inter Unit Accounts
in Divisional office. Cash Book —Blank Accounts Code

12: Accounting for rebate TV 28.620 Revenue subsidy/grants
allowed to consumers, receivable
recoverable from Govt.

13. Transfer of dues of IV (1) 23.5 Dues from permanently
permanently disconnec- PDCL Summary disconnected consumers
ted consumers. Sheet Sale of power
(Consumer category- (Categorywise)
wise.) (2) 23.5 Dues from permanently

disconnected consumers
(Electricity duty)
(Categorywise)

14, Creating provision for 1. V. 79.460 Bad and doubtful debts
bad & doubtful debts. Summary of doubtful provided for Dues from

balances, CONSsumers

15, Writing off of bad Abstract of adjust- 79 410 Bad debts written off
debts ment Register of dues from consumers

Sundry allowances
(SOP-6 A)
LY,
16.a) | Creating provisions for 1N 234 Provision for unbilled

unbilled-Revenue,

Summary of provision
for unbilled Revenue
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Revenue (consumer
categorywise)




ENTEY

Cradil

REMARES

Gl a

61,251

51.208

a5

1.2
813

231

23 3

23.9

&G1.3

61601
61.903

Favanua from Sale of Power
(Elementwise)

Sundry debtors for SOP-Agriculture

Intarasl aceraed and-+dua Eh
deboniures [(Public)

Inter Unil Accounts
Head affice dishursemsants

Bevanue from Sale of Power

(Chlegory  applicabley

sundry debdora for S0P

{Calegorywisa)

sundry Debtors for ED
[Calegqorywise).

Provisions for doubtful dues from
CONSumears,

Dues from permanently disconnected

Consurmars for SOP

Ravenue (from Sale

of power

(Conmumer Categorywise)
Meater & Soarvice rental

Pubbic lighting mite, charge

Every wear in Head Office in March
Accounts

This §J.¥. iz to be prepared in March
arcounl for the astimated revenues hetwean
the pariod of last peadiog for which the bills
hawve been renderad and 3ist March,
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ar.
Mo,

EVENT

Source of
Liocument

GEWEERAL

Eebit

b)

17. a)

I}

18,

18:

Roversal of provision
for unhilled Revenue.

Adjustmant of earnest
money against service
conmection charges of
complianee of demand
notice under sell [nan-
cing  acheme {(Circalar
isayed vide TAO memo
Mo 21171480/8-10  53G-5;
Wik G/5.2.9

Adjustment of transfor-
m#lion charges against
enargy bills under self
financing schemsa.

Adjustmant of refund of
elactricity duty 1o thae
consumers ad per orders
of chiaf electrical
Inzpectar

Adjustment of unclaimed
credit balancas of perma-
nanfly disconnected con-
SUMET S,

FPayment by division
from unclaimed cradit
halances,

Y.

J. V.

Sundry charges and
allowances Ragister
(SOP-8)

.

Znd V.

JF,

Bank Payment
vouchar )
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(—123.4 Provision for unbilled
ravanue [Consumer
categorywise)

47.315 earnest money lor
Tubewell conaeciions

47318 EBehindable charges
undar self linancing
schemea.

(—123.28 Sundoy debtors for ED
(to he included in
monthly Assessment of
ELD)

235 Dues from permanently
disconnected consumers

45500 1Unclaimed credit
balance.




ENTRY

Credit

REMARES

{—) 61.2 Revenue for
& 51,3 Sale of power
(—JEL.601
{—)61.903 Fublic lighting mitz. chargeas,

MMatar & Service Rentals

§5,103 Consumers coniribution lowards
cost of capital assets—Tubewell,

61.251 PRevenue from sale of power

—Agriculture Energy Charges.

{ —)61.5 Electrigity duty & other state levies
{+)22.1 Sundry Debtors for sale of power
{—323.2 Sundry debtors for ED

46,928 Unclaimed crédit balanoes

Bank
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In the April next fnancial Year

Adjusiment will be made at the end of
prascribed period,

Entry of 2nd ]. V. isto appear on credit
side only.

Enter in PDCL and unclaimed credit balance
sub-ladgars

Entry will he made in unclaimed credit
balance sub ledgers.




PART—2

Consumer’s Security Deposits




| @8- Receipt and Advance Consumption Deposit/Earnest money [ Security Deposit
for Metering Equipment, deposit from prospetbive consumers in cash.

Beaponsible

Action

Consamer
Clerk

Cashiar

Cashiatr

UDC Bevernne

TS RBeveanue

Ledgar Keeper

i

g,

Timing

O receipt of requisiionfapplication for pew
connection or at the tme of registration of
requisition (for loads abowve 500 K'W) or at the
tirme of issue of demand notice, calculate the
ACD/Earmast Money to be deposited by the
applicant in accordance with the rules framed
by Board,

Hote he. ACD/Earnest Mopey amount o be
collected on the redquisitionmpplication and
after getting the same checked by RA, intimate
the same to the applicant for deposit, Forward
application) redquisition to the Cashier,

Feceive cash from the applicant and follow the
procedure as per Cash and Bank Manual
Note the money receipt number, date, and
amount deposited in the relevant colemn on the
application/reguisition.

Forward the requisiionfapplization 1o Consumear
Clerk and BA-16 Receipt Book & Cash Book
o UEZ Revenue,

Post the ACD|Security amount raceived in the
security deposit Ledger (S0P 248)

NOTE : Al the time of registration of
applicationrequisition for loads exceeding
ECOEW and compliance of demand nolices,
gteps 3, 4 and § should be followed regarding
recovery of ACD/Sscurity,

Check the posting of ecach money receipt in the
Security Deposit Ledger,

Entar the consumer's acoount number in the
Sarmrity Deposit Ledger at the time of issue of
of GO

Enter the securily deposit recaived in the Pass
Book in case of M5, and L., & consumers.
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Az and When

Sama Day

A= and when

Az and when

Same Day

A= and when

Az and When




Fesponsible Action Timing
Eevenue 9. Croaa check the entries posted in the Sagurily Monthly
Aocountant Deposit Ledger and certily the correctness
ander his dated signature in the relevant
golumn.
10, Forward the consolidated abstract of Security Monthly
Deposit Ledger to the Division.
Divisional 11. Compare tho balance as per abstracts received  Mon thly
Office from Sub Division with the relevant accoual
in the General Ledger.
NOTE 1. Cash in this context means Cash/Chequef

demand draft.

o On the New ACD/Security deposil ledger
Basic details of all consumera borne on the
consumers Ledger shall be transferred as
per columns 1 tod. Details with regard
to other columns would be filled from 5. C.
RegisterjConsumer case/old securnity daposit
register or other records whichever is

available.

FORM TITLE FORM MO.
Security Deposit SOP-25
Ledger
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iﬁ—ﬂcmﬂhﬂ for interest payable on Meter Security Deposit

from consumers.

Boapeonsible Action

Timing

Ladger Keaper 1. Scrutinise the consumers Metar Security Depoait
Ledger and prepare a list in duplicate of
consumers 1o whom intersst hzs become payvable
o such deposit in decordance with the rules
of the PBoard, Enter the pericd for which
interast is to ba paid in the list,

U0 Rewvenues 2. Calculate the intereast amount payable to them
it the“préscribed rate of interest and enter the
sarme 1 he st

3. Forward the list to RA;

Revenue 4, Check toat all the socurity deposits oo whizh

Accountant interest Las become payable have been
mncluded in fhe list and interest amount calcu-
lated 8 corract.

n

Prepare a4 Journmal Voucher in triplicate and
Fazz Accouniing Entry.

Ledger Keepar 6. Feceive the list and enter the same in the
Adjustment Register for Sundry Allowances.
1o give the credil for interest through energy
kil ag per Sale of Power Manual

=]
'

TDZ Revenne On permansnt  disconnection of consumear’s
connaction, calculate tha interest amount
acorued and dus on securily amount $ill the
relavani date and prapare the Journal Voucher

[or interes! acorued and duoe.

8. Get the calculations checked by RA and Journal
Youchier approved by SDO.

3. Forward Journal Veoucherto Ledger KEeeper.

Ledger Keepar 10, Past the intarest accrued and due in the
Adjustinent Eegister for Sundry Allowances ao
as o adjust it against the amount due from
consumers bafore jmaue of fnal bill

FORM TITLE FOEM NO.
Adjustment Begister for e2F 8 A
sindry Aliowances

Security Deposit Ladger S0P-25
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Al the year
end

- —

—do=—

Al the year and

Ba and when

Some day




. 49— Adjustment of ACD/Security Deposit received from consumers in Cash.

Responsible

Ledger
Keaper

U Reawvanos

Bayvanua
Aocountant

UL Rovenus

Action

Timing

On permanent disconnection of consumer's
connection adjust the ACD/Security amount dae
to the extent of amount due from consumer
belore issus of final bill

Enter the ACD/Security amount so adusted
in the Admstment Register for Sundry
Allowances and follow the procedure as per
Sala of Power Manual {PartI).

Forward the Adjusiment Register for Sundry
Allowances 1 UDC Bevenue,

Recoive the Adijustment Register for Sundry
Allowances and record the ACD/Securily
amount adjuated in the consuméerds Security
Deposit Ladger.

Croes chack the enlries posted in the Sseourily

Deposit Ledger and cectily the  correctness
wnder bis signabure in the reievant column,

Intimate the consumer the ACDSorurity
amount refundable to him after adjustment of
cutstapding balances i any.

FOEM TITLE FORM NO,
Security Deposit Ledger L
Adjusimenl BEegister b L

for Sundry Allowanoces

A= and when

Same day

—dg—

==

Blonthily

Sz and when




r';ﬁ-nafnmd of ACD/Security Deposit Received from, Colsumers m Cash

Responsible

Bction

Timing

D Revenue

Bevenue
Scoouniant

D Bevenue

[#a

Receive the application for refund of ACDW
security deposit alongwith original copy of cash
Teceipt vide which security was depoaited,
VWhere original securiyv deposit receipt is not
available with the consumer, olaln necessary
affidavit-cum-indemity bond alongwith surety
for requisite amount from a running consumer.

-

fgcertain the security amount to be refunded
with reference 19 the Security Deposit ledger
and ounistanding amount as per Billing Ledger/
Fermanently Disconnected Consumers’ Ledger.

Where a prospective consumer after having his
application registered  wants to withdraw the
g, caloulate the security amount (o be
forfeited, if any, as per the rules framed by the
Board. Alae make entry in  the relevant
column of Service Register.

Note the security refundableflo be forfeited on
the application and forward the application,
consumer case, Sarvice Register and Security
Daposit Ledger and ather  supporting
documents to E.A.

Receive the above from UDC Revenue and
verify the security amount to be refundecd/
forfeited under his dated signatures on the
application, ACD/Security deposit ledger as
wall a3 sorvice register.

Raturn the application and other documentsf
registers (o UDC Revenue.

Fecejva the application and other documents.
Prepare cash paymeant voucher {CPV), Howevaer,
where amouni 1o be refunded, exceeds the
s5D0's power of sanction, prepare Bank Pay-
ment Voucher (BPFV). Show distinctly the
gross amount of security deposit, security
depoait forfeited and the net amount refundable,
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A= and when

came day

==

—_——

., [ .

R o

—di—




Eesponsible

Aaotion .

Tirnineg

Divisional
Accounis
Section

XEN

Haad Clerk

BEevanua
Aooountant

Sub Division

Cashiar

UDC Eevenue

1a.

11.

1a.

I3,

14,

15;

16,

Forward the CPV/BFV and other supporting
documents to SDO through R. A.

Approve the CFV and forward the same along-
with other supporting documants to Cashier.
Inocase of BPV, verify cand forward the same
alongwith supporting decumenis to Divisional
Accounts Section.

Fecaiva BPY and olher supporting documents
and put up to XEN for approval.

Approve BPV and send 10 Head Clerk

Prepara crossed cheque and enter the BPV in
Cash Book as per Cash and Bank Manual. Puat
up the cheque book alongwith Cash Book 1o
ZEMN for signaturas,

Send the cheque to Sub-Division giving the

following details :—

1) Sub-division's despatch mamber.

2y BPY Mo

3y Hame of the consumer.

4} Consumer's account number/Ref, No. of
ervice Reqistar,

£} Chegque No date and amount refunded,

Baceive the above and enter the particulars of
refund in security Deposit Ledger and Service
Ragistar. Issue the chegue to the consumer/
applicant under dated acknowledgement.

Fecaive CPY and other supporiing documenis,
as per step 9 above,

Fefund the amount and obdain the acknow-
ledgement of consumer on CPV. Enter the CPV
in Cash Book as per Cash and Bank Manual,

As per Cash Book for security refunded, update
the consumer’s Security Deposil Ledger and
servige Hegialaer,
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Same day

— An—

A= and wpos

Same day

=l -

o

= i =

=g =




Rasponsible Action Timing
Revsnus 138, Cross check the enftries posted in the Security
Acoountant deposit ledger and certify itz correciness under

hiz dated signatures.

MOTE:— 1.

In case the ACD [ Security deposit
remains unclaimed, after P.D.C.O,, for
a period of 3 years the same should
ba transferred to unclaimed credit
balancea account conlta Security
Depaosits from consumer account,

Where the application for refund is
filed by legal heirs in case of conmi-
mers'fapplicants death, succession
certificate shall be oblained in addit-
ion to procedure prescribed in this
chaptar,

FOR TITLE FORM No.
Seourity
Deposit Ledger SOP 25
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existing securites.

F
, 48 —Encashment/adjustment of Security Deposit received cother than in cash for

Responsible Aglion

Timing

A. Althoogh the Board has since changed over 10
acceptance of security/ACD in cash only but
securities are lying in respect of some of the
consumers in the form of NSCNDSC e, in
many £ offices. It ia therelore, very aasetial
that all these NSS/MDOSC etc. ars converiad into
cash immediatly, Where consumers are identi-
fiabld/traceable the securities are 1o be handed
over to them and exchanged with cash of
equivalent amount or transfer to other Suly
Divizsions where identifableftraceable in other
Sub Division, The securilies of consumers who
gre  not identifiableftreaceabla  should ba
encashed and amount credited to concerned
Revenue Head ie, unclaimed credit balunce
account CONTRA Security deposit.

Cashier 1. Transfer all the oxisting securilies {(e.g. NS/
NDSC) in the Security Deposit Register othor
than cash (SOP 28) from the existing regisier
of wterest bearing securities. Alse enler the
securities physically available in the Sub
Division but not entered in the existing register.
Total the ‘Amount' column and forward both
the ragister to UDC Reavenuoe.

U Bewvenue 2. Check thal columns 1 1o 13 have bean correctly
fillead i and that the Grand Total of the *Amount’
coulmn tzllies with the total amount of
outstanding secarilies as per raturn submitted
by Sub Division to the Divisional Office.
Spaecily differences if any.

UDC Revenue 3, Identify the securities of the consmers who have
bean transferred to other Sub Divisions and
prepare a list in duoplicate of such securilies
alongwith  particulars of  account [Nos,
trunsferred. Put up the list to Eevenwe Accoun-
tant aloogwith both the registers.

Hovenos 4. Check the eniries in S0OP-26 and initial in the
Arccountant column provided for.
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Irmmediately

Az and when

Immedialely

A and when

L



Keaponszible

Favanuye
Apcoantant

Cashier

UTH: Bevenua

M

11.

Botion

Timineg

Check the list and hand over the concerned
securities alongwith the duplicate list 1o the
Revenuwe Acoountant of the Transferee Sub
Division,

In case securiliss have been received as
transfarred from other Sab Divisions, serutinize
ihe listand geil them entered in the SOP-26,

Serra notice to all consumers listed in SOP-Z6
to deposit the eguivalent amount of security
(face value). Afler receipt of cash, return the
NSC/NDSC ete. duly endorsed by the SDO to
the consumer, Also enter the details in SOP-25
& SOP-26,

Scrutinise the balance consumers and prepare
a list of securities to ba encashed and get il
approved from 5D0, Forward the approved
list o cashieT.

Encash the securilies and enter the same in
Cash Book, Also enter the delails in SOP-25.
Pagsa ]V crediting unclaimed credit balances
Account CONTRA Securily Deposit other than
cash.

Check ihat the eniries in Cash Book, B0P-25 &
E0P-26 bave been correctly made.

Whera soma defaulting amount is outstanding
against such consumers and where security
has besn encashed, the necessary adjustment
be made to clear the ouistanding amount 1o
that extent.

MOTE : Follow procedure &z per compilation of
Accounis  Manual for  forwarding  Journmal
YVoucher and other documents to the Division
and recording of the same in the Journal
by the Division.

Bz and when

Immediatley

Immediately

e and when

FORM TITLE FORM NOC.
Security Depoait Ledger SOP-25
Security Deposit SOP-25

Register (othar than cash)
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\-#—Reconcilation of ACD/Security Deposit Ledger with General Ledger.

Eeaponsible

UDC Revenus

Divisional
Acoonnts
Section

Action Timing

Aggregate the balances both in the ACD/  Year end
Security Deposit Ledger and Mon Cash Consumer
sequrity Deposit BEegister,

Forward the balances as per ACD{Security —do—
Deposit Ledger and MNon Cash Secunty Depoart

Registar to Divisional Accounts Section affer

gatu.ng the staternent signed by BA and SD0,

Receive the Security Deposit balancea from ali —do—
the sub-divisions and aggregate the balances.

Tally the balances with the relevant account in — -
tha Ceneral Ledger.

Take up with the respective Sub Divisions and —do—
correct any mistake alo.

Bend a cerlificate to the Sub Divisicns — A=
confirming that the aggregate of balances in

their subsidiary records have been reconciled

with general ledger balances,

FOBEM TITLE FORM HNO.
Security Daposit Ledger S0P 25
Consumer's Security Doposit SOP 26

Register (Non Cash)
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"] #l—Accounting Entries

ar. EVENT Source of JOURNAL
No. Document A
Dabit

I. Receipt of Security from Cash Recaipt Cash

Consumers in caan VoucherMoney
Eeceipt

2. Adpustment of Security Adjustment register 48.100 Security Deposit from
Deposit on permanent of Sundry Allowances Consumers in cash,
Disconnection of supply {SOP-BA) &
of Energy. 46.120 Advance Consumplion

depuosit from Consumers
Znd JV for ED 23.2  Sundry Debtors for
Eleciicity Duty,

3 Prowiding for inlerest ' TE.601 Interest to consumers
accrued and  dus on Sequrity Deposit.
Sacurity Deposit.

4, Interest credited o v 48300 Interest pa?uhln o
consumers through Adjustment Register Consumers Seourity
enargy bills. of Sundry  Allowan.- Deposit

ces (SOP—BA)

g, Refund of Seourity Congumer Securily 48,100 Security Depoait from
DeposityACD in Caghf Deposit Ledger Cash pansumers in Cash.
Cheque, Payment Voucharf

Bank Payment 48,180 Advance consumplion
YVoucher, Deposit from
Lonsumars,

&, Receipt of Security Journal Vouchar 23.9328 Security from consumers
Deposit other than n (Daposits in the form of
cash. fixed deposit ete.)

o5 Encashmeant of Main cash Book, Cash
Securities Cash Receaipt

YVoucher

B, Tranzfar of Seourity Main Cash Book £5.200 Security Deposit from
Deposit received other | Cash Receipt r consumers other than
than in cash 10 Securily Vouchar caah. PSR
Deposit  recaivad  in W
cash  on o realisation of 48.220 Advance consumption

Sepouritiss.
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Daposzit from consumers
other than cash,




ENTEY

Credit

EEMARKS

) 48.100

i) 443.120

gl.2

23.2

45,300

44,300

G6l.2

48,200

45,220

26832

48.100

48,120

Security Daposits from
Consumers= Cash

Advance Consumption. Deaposil
from Consumers.

Revenoe from Sale of Power
(Tariff Elementwize)

Sundry Debtora for Elecy. Duty.

Electricity Duty and other levies
payable to State Govi

Interast Payable on Consumers’
Security Daposil

Fevanue from Sale of Power
(Tariff Elementwiza.)

Cash/Bank

Becurity Deposgits rom
consumers othar than cash.

Advance Deposit from
Consumers— other than Cash

Sacyuritias from Consumers
g::uap-mits in the form of fixed
eposits atg.)

Security Deposita frorg
Gcrnsumer-f?aah

Advance Consumpiion Deposit-
Zash
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Enter the amonnt in the Consurmers'
Security Ledger,

i} Thiz entry would be passed at the
your end 10 make provision.

ii) Mo interest is payable on ACD.

The note of payment to the Consumers is
to be given on the counter foil of BA-16
against original entry of recaipt in Cash
Book and Security Ladger.

Enter in the consumers sacurity deposit

Registur (Non cash)

Entries should be made in the sacurity
daposit ledger from non cash to cash.




10,

11.

ENENT

Adjustment of Securily

Depoait encashead
against armount
from Consumenrs.

Betun of Securities.
Fefund of exceas

Security Deposit
cncashad,

dua

-

Sowuroe of

Dooument et

Journal Voucher

Cash/Bank

JOURNAL

Dabil

Bs in Sarial Mo, 2 abowe

4B 200 Becurity Deposila  from

48100

45.120

Clonsumers other than
caszh

Security. Deposita from
consumars cash

Advance Consumption
Depoait—oash
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ENTEY

Creacdit

REMARES

£8.832 Securities from Consumers
(Dapasit in the form of fixed
deposit elo.)

Carh/Bank

Clash/Bank

Enter in the consumers’ security deposil
register (Hon cash)

Enter in consumer security deposit ledger
(Caslh)
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FORMATS




5. 0. P.—1

D.S., N.E- 5.

& P. and A.P. (Metered) Consumers

Category of supply : D/S C/5/AP (Metared)fS.P.
Sr. |Account | Load Name of consumer Balance B/F Meter Reading
Mo. Ho. .
S0P ED. Mewr oid
Sundry Sundry
Delbit Diabit
0 1 TR W 5| | I e i B
II

“Bervice charges ED Recovery | Sundry Charges | Sundry Allowances _Net Amount
kP, E. D L B E.D. R B
) 18 - 19 4 SR T e T 24

7 5
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Month

Date of metor Reading -

Data of Bill isaned

Dua Data
Unit Consumad SO P Febate to Rental
TR — | | employes
Actually Minimurm Units Energy Mini=- : TMoater Service
charges billed charges | mum Shunt capacitor
char- surcharge
gad |
e g9 W | - Ik 4 12 '__-_ [3__ I____'_‘I_"! o i = i 18
|
|
[
| [
| |
Amountof | Surcharge Fealisation
Bill after —— - e
rounding o b Lst month Znd month ard month
No S0P ED S. Deb. | 5. Deb. | SOP ED
Lit. 3 Deb, | 5. Deb, S0P ED. | 5 Dab. | 8 Deb.
{— o5 25 [ 2F ] =ad _j_r!T - 3 o B | aa = ]




Balance CfF Remarks Security Application No, as per 5. Register
BOP | ED
L =2 31 — a8
BETATER: 2 i
[ Total e e S e i
SiE Dol s M e e

CIE-Toll - o e e Caiia
P e e A e L e

Ehecked By ol i

Mowe : 1. R.A./SDO shall mention the account number of consumers checked in the
‘Checked By' column

2. When the format is usad for 5. P. or AP, (metered Supply Consumers,
14 will he us=ed for shunt capacitor surcharge
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Form 5. 0. P. 1 {a)

Billing Ledger for Agricultural Power Consumers (Unmetered)

PSS S

l ASSES—
Sr, Ajc, | Name of | Motive Load Balance BIT
MNo. | No. |Consumer (EHF) 5. Deb, -| Epergy | Demand | Total
2P Ghargen 'E:]lﬂl'gEﬂ-
ol
T R e, e 5 — |__® 7 =
Realisation
Aftar Surcharge Femarks
rounding : &
oft Receipt | Thismonth | Mextmonth | Balance CfF
No. & Dt —gr—50p | S.OF. [ § Debl
_ chargeS.Debt) . Debt. 5.0 F
16 T —1§ | o a | 4l 2z T A
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MMonth H
Date of Bill

sued
Dipe Date
Sundry Charges MNat
e I ol i ” Sundry amouut
Fual Sarvica Totzl Rebate 50FP. Allowances Due
surcharge | charges Allowed 5 O.F.
| I i i =
& [ T G ¢ i | e
| e L e ] [
|
Total e L e e e R
B/F Total i T e e 0 el i S
F Total kL it e

Prapared DY cesswisres s sne ccmmnnmn sumres o
Checked DY cccvoremies = m= e nursme anas

Note : RA/SDO should mention the accounl number af cansumer cheked in the
‘Checked By’ column,

Note ; For metered supply refer o 3.0.F. 1
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Form 5. 0.F.—1 (b)
Billing Ledger

Street Light Consumers

3 Connacted load ;
Sr. Alc Nama of No. of Lamps Mercury Flour- Total
Mo, Mo, COTSUINET points vapour cant load
Lamps Tubea
o e [ 5

E |R | Sundry Charges |oundry Allowances] Nel Anount Due
Line main | Meter | Service |[Hebata e | | |
y R 5. Deht. | 5. Debt. | 8. Debt. | 8. Debt. | 8. Dabl. |5. Deht.
e | | s | ED | SER| BT [CEGE|ED;
renewal |
margﬁs I_. | e —
¥ I e e s s T e Ay Tad
I |
|
Total : P
BF Total
/T Total : - - = <
Prepared by :
Checked by @ - S =%

NOTE : RA/SDOQ should mention the account number of consumers checked in
tha ‘checked by' column.
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Maonth
Date of
Metar Reading

Date of izsue
of Bill..;

Grace Data
Halance BJF Reading |  Consumphon 5. Dept, | 5 Debit.
5. Debt: g Dabt. Old Mew Beiual Billed 50 E.I
S0P EL.
| 0 v - ‘ VS e -
hmonnt of | Sur- | Receipl | Realisation Balance CIF Remarks
Bill after | charge | No. & This month [ Next morth |S.Debt 5.Debt.
_round:ng Date  |eTebt 3. Debt |5 Debt |5.Debi | S.OF. | ED.
$.0P.| ED, [S0P.|ED |
5, Debt
g I S (A rIT M _— [
o S e 3
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aOP—2

Billing Ledger

(LS, MS, Grid Supply & Bulk Supply Conaumers)

Category of Supply :

sr Ejc Ho. Sanction | 75% of the | Name of Balanoe BJF EWVaH
Mo of load/ | Conlract | Consumer 2
' contract demand _| = =
demand 5 Debt. |8, Debl, | New |Old Con-
S0P | 4 B E131T1-
T plict
= = 3 F | 5 R T s 5 | - R | T
| i
I
| |
' |
i
sale of Power Renlals
Tolal P. F. | Demand | Voltage | Other | Meler |Service Servico | ED
sur- SUT- ElII- HIir- charges S
charge | charge | charge |charge verable
|
= —zz—| - ol 725 | 6 K] ~ 28 ———4

IS8

M




Momnth

Date of

Meter reading
Data of Bill

Date of bill issucd
e Date

MD1 EWH Actual Consum- i Units Revenue from
pion
s | Adop- | billed |
}F{E-Cﬂ]'df:‘.df ted for | Mew | Old Cther ‘Minimum ' | Appli- Minimum | Fual
billing charges | | ‘cable charges | sur-
| | charges charge
11 L W e T T |_ I | 20
I
1
|
|
| |
[t
ndry Charges [Bundry Allowances | Net Amounl due Surcharge
FRB - o Sumounl
z = = of bill
S Debt. 8. Debt | 8. Debt. 5 Debt. | 5. Dabt | 5. Debi after
S0P ED. S0P, = & SLLP E. rounding
, off
T G A3 4 L R T
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Fealisation Balanoe

Thiz month Next month
IReceipt No.| 8 Debt. | Sundry | o. Debt | == PR
&Date | SOP& | Debt | SOP& | S Debt | S.Debt | &. Debt.
othar ED |other ite ED =
items il
items
T e e 2 43 - =

Total : -
B/F Total
C/F Total :
Propared by !
Checked by 1 —_— =
NOTE : RA/SDO should mention the account number of consumers checked in
the ‘checked by’ column.
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FPSEE

BILLING

Billing
roup
Mo,

Echoduled Programme

Meter Eeading

Bill Preparation

Daa

Meter Baadar

Bill Diatribution

Ledger Kewpar | Date

Bill Distributer | Date
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FOEM MO, 50F 3

A

PROGRAMME Month
THZ0 Actual Execution
19gué
Dals
—- Dates l Bemarks
" Meter .| Bl ] | Revenue

Reading Preparation | Distribution | TDCO [ Accountant | SDO

162




PSEE : FORM NO. S0P -4

EBook Ho. : Cffice
SERVICE COMNECTION ORDER
S, Hao. Date
Coniract
Consumer's Name : e e Connectad Joad Demand
Address - R P LEE Exiafing . e Rl
T Extension
u b e S now 1o be
released ... ... S
Toal = s o Ao
Estimate No. : * .....Application No...... supply
Voltage Pl
Ajo Mo, . e
Feader Rel. E e 5
JE-U

5 Bammaa A

F]e.am 1'1:.ttal garvige connection as per the above Estimate and install the necessary
meter(s) and turn on the supply and report as below :

Sub Divisional Officer .. . ..Data.. .
REPCRT
The required service complete with meter(s) has been installed, tested and found O.K.
Particulars

Siza of Service. ... e

Connected 10, ......... .. Sub-Station Langth of service

(Meters) TP
. ... PFeadar
< Fhace
Matar Make | Sr. Ho. IDna Phase| Capacity Initial | Date of sea- Remarks
M E No. ‘ gr 2 Phase | Bmps | Voliz | Reading | ling ?m MSHR
@,
K'WH N - . -
KVAH = S =
bl _ Lo I Il
ikt = e
Tor |
CT & PT,
St
Requisition No. and Date CA Z2l-Page....ltem. .
Connection made by : o (Consumer's Signature)
Supply connecied (Date) ee ol THIE], oasn with Status)

e i patn Signatura of JE-II... .. b, | K
NOTE ; D'u]‘, new meters drawn from M. E, Lab,, shall be used [or releass of new

connections excepl for Temporary Connections.
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PSEB

JOE ORDER CONTROL REGISTER

FORM NO. 80P-5

164

Section MCO
Month
Sr. | MCO !Date| PBrief |[Datedini| Date | tnitial | Final Remarks
Ho. | No. Reasons | tals of JE of reading | reading
. for |on receipt] MCO of metar | of meter
]H-E&lél:lg’ of MC effectad | installed | removed
| M E
= 3 . e T T g - Sl g B
s el R e = _— - =

W




PSER . C ,,.5;‘:.-' - &

SUNDRY CHARGES AND

Catagory of Consumer(s)

—-
LA s AT |

Sr. m’ Rccount | Mame of Particulars | Afmenmt wet | Sundry Charges

H;. s Ko. Consamers {Cuarrent |[Previous {SCP & Others)
Year) | Years) gﬁmﬂuﬂt Credited to Ajc

g v el T AR L A T T & 8 | J0] 117 18
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FORM No. SOP-5

ALLOWANCES REGISTER

Month
Total E.D. Allowances (SOP & Others) Total 17 to 23
Bto 14 Debit 23.2 Amounycredited to Ajc Codes minus debit
Codes Dabit 23.1 it 23.1
EENED 15 [ 16 I yB I el ]ee | a8 a4

]
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Eleqyr, Duty

minns debit

232
25

Sign. of
LDC/UDC

S

. of

R A./SDO

Femarks

20

187

A

28




PFSEB

ADJUSTMENT REGISTER
Consumer Category

&r.No. | Data| Afc Name of Period Amounts dabited o Account
Ho. COnSUmers Codes)
I 2 -] g 5 3 R g T Y |
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FPORM S0P 6-A

OF ALLOWANCES

Month
Total Amount Credited Signature of Famarks
SOF 23.1 | ED 232 LDC/UDE | BASDO
12 13 14 15 i fe = R T R —_— e

| 169




FORM NO. S0P-T

I -
| 1. Mot accepted pending till last mon'h.

month.

2 Received during the month,
3, Reeepted uring the month.

4. Mot accepted during the month.

PEEER
BECISTER OF HALF MARGINS
Month ! caeees
: Amount as per Halt Banount Amount not
S rgin | Margin acoapied | scan| accepted by
| No. by Sib, Divi| Barey | 51 Division
e i Mo & |.—
| Charges — Allowances | SOF & Date
S0P & | SOk & other ED BEmount | Briaf
other ED | other E charges Reasons;
charges chargea | W T vl
1 2 3 i | b A g [g[Ww [ | 12
| 4.3 and
5-9 or
| 6.8 and
T-8
Taotal
gummary of Register of Half wargins.
l_ Amount |
Detail of Pending Hall Margins No. | S0P and
other [E.D.
- SN

5. Pending/not accepted at the and of |

Total

L10




PSER

CONSUMERS CASH

Amount
Received
ar. Recsint | Consumer's Wame iCheque Nof——— s
Ma, No.[Cash | AccountNo. and Date By | By
Stub No. Chegue | Cash
| | i
!
i
I ]
Total i 1

B/F Total from Fre, Page i |

——— e R

C,F Total to next Page F

Prepared By :

Note : l. Surcharge realised should be clubbed with SOP and other charges,
2. Consumer's name may not be filled in case Registerax Machine iz in use,
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FORM MNO. 50P 10

EECEIVED BOOQK
Billing Group Mos. Permanently Disconna-
= ctad Consuimers Remarks
1 IE----_I.I.IIJJI rl"!"".'."--—-—-llr':{
SOP & Dtharl SOF & other =
Charges ED Charges |
L R | Be | ohw | E

Fa. |P. “Es. | P

i |
[ Fotal EL
recaived

i BiF Total
| r of ED

/F Total
ol ED

Checked by : oDz RA

1. Certified that all the entries in CCR Book have been checked with RO 4 receiptajCash

gtubs and found to bo correct.
2. (Certified that cash as per CCR book has been transferred to Main Cash Book.
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MONTHLY CASH COLLECTED ABSTRACT

FORM NO. S0P 11

Month

Diata

Permanently
Disconnectad
Consumers

SOP &

chiarges

other £

f

Billing Group Nos,

—

B R o

AAEEEES

Total

S0OF &
othar
charges

3 ol 8 B0

-

...._.._.
B et (73 000 03 e

et
ok

=t

1.
17;
L,
14.
an.
2l.
2a.
23
24
25.
ota]

2T
&8,
B4
0.
Sl

ED

SOP &
other
Charges

{+)
Collected
through

bank

=
Cheques

Meat

_dishonourad

Collecton

Capified that groupwise tomls tally with realised Col. of billing ledgers.

upc

T3

Mote : ploothly Cash Collection Abstract and Monthly Cheques Dishonourad Abstrast
will hawe sama [omat,




PSEEB FORM NO, S0P 12

REGISTER OF MOMNEY ORDERS RECEIVED
Month

Dated Initials

Sr. | Date on | M. O. |Name | Name of | Simn Amo- | RO 4| Cash- | UDC | Remarks
No, which M.O. {Num- | of | Consumer | of UDC | yny | Cagh | der Rev-

Received | ber | Post and Revenue| Racei! Siub Enue
Office | Afc No, ved | Mo, & RA{
Date |ER.H

174
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FEEE

PART PAYMENT

ar.
Ho,

Date om
which
iratal-
ment
aulkho-
rizad/

enfered

Al
No.

Consumer’s
MName

Dnie
Date

Bill

Bill
Amoant
on
which
Inatal-
mant
allowead

! JAuthorized
by

Particulars
of Part
Payment
Allowed

Signa-
Tfura

of A

[T5




FORM NO. 50OF 13
EEGISTER
Amount Kealised (Ermtalmenﬁj-
13l e L il ) ard
Due | Amouni Recsipt ‘ Due | Amount Receipt Due | Amount Raceipt
Data : Ho./Date | Ikate Mo, jDara Date | Mo./Dale
| I
s | —_—
I

i [

| [

J | |
— 4th_ B Sth ) and so on
Dae | Amouul Raceipt Due | Amount REeceipt Pemarks
Date No./Date | Date No Date

176
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PSEB FCORM NO. SOP 14
MONTHLY ABSTRACT OF 5C & A REGISTER (For Charges)
Month
Units Congumed Dehits Cradite — Sub Aceount Codewise
. “uiac.cit i — = : :
C.;Jmﬂgp Current Year| Prior |5 Deb. | 5 Deb. | |
Blo. When | Period| 8SOP ED S —
Min.
| Charges
Billed e

MOTE - 1. Fill in the relevant account code
in the columns provided for.,

17T

Frepared by :

Checked by :




PSEB FORM NO. S0P 144
MOMNTHLY ABSTEACT OF 5C & A REGISTER {For Allowances)
Month
Units Corsumed (—) Debils {=) Credits — Sub Aceount Codewise
Bilki
anﬁ% Current Year| Prior |8 Deb. |5 Dab,
o, When | Period| SOP ED .
Min.
Charges |
| Eilled g
—=x il ——
! ) l
|
|
|
NOTE : 1. Fill in the ralevant account code

in the columns provided [or,.

178

Freparad by

Checked by @




PSEB

SUB MAIN
Billing | Mo, of '+ Unils Consumed Balance BIT Eazaessmont
Croup | consu- i | | i
Ho. mars Actually Actually | 5. Deb, | 5. Deb. | Energy | Min, Bowrar
Catagory, | comsumead hilled S0F E.D. |[Charges|Chge.| Factor
3 Sur-
-;:r:hara] ‘;ﬂ_ﬂé Charge
CHLE |
BT
S Z e | % 5 ] T N | g | 10
I
|
|
Sundry charges
|
Demand | Voltage | Fual 'ﬂﬂlE‘IlREhﬂtH Meter | Public | E.I. | 5. Deb. 5. Dab.
=Sur- -Snr- sur- | Sur- | o amp- | Renl Llﬁmng e ED
charge | charge | char- | cha- | loyees & int,
ga | rges Service
Hant
1§ 12 13 14 15 g i1 la [ 18 20
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FORM No SOP 13

REVENUE LEDGER

130

Month :
Sundry Allowance Average Met Amount Aftar Rounding | Surcharge
= Adjustment Due il g & Dua
5. Dab. 5. Dab, ; = 5. Deb. | S, Deb.
5.0.P. ER S0P ED SOFP& | ED S0P B
ather
charges |
Z1 TR - S - S W 2 < S - B P
|
I
Collastion Tranafarred 1o Balance CjF
b " PDCL Femarks
5. Dab. | 5. Deb. 2 8. Deb. 5, Dab.
S0P ED 5. Deb. 5. Deb. SOP E.D.
SOP E D,
- e ! (R s A 34 a5 36
I
|
Prepared by :
Checked by :




FOEWM Mo 30P-16

MAIN REVENUE LEDGER ABSTRACT-CUM V.

Sab-TDivision: . Month & Year
3. Acoount Tead A Sub-main |5.C. & A Registers| Tolal
No., Coda Eavanues i
Ledger |Charges| Allo-
ISy SRR e ST s R M
25 x 2 o T o . e
1. Debit-Sundry Debtors for Sale of 23.1 4+5—§)
Powrar I
Cradils *
i] Reyvenue [rom SOP (Copsnmers | 61.2
category/Element-wisa)
i) Mater Hent Sarvica Lines B1.8
Rontal
iii; Recoveries for Theft of Power/ G1.T
Malpractices,
{Consumers categorywise)
iv) Misc. charges from consumers | -
{61.9)
a] Service charges £1.901

k) Reconnaction fee inclu- | &1.502
ding other charges.

e) Publiz lighting  main- G1.903
tenance Charges,

v} Delayed payment charges 62.250
from cOnsumers.

vi} Prior period income
2] Energy & other charges 65 210

b} Theft & Malpractices 65.220
Total cradits (i to vi)

2. E&bit—ﬂun-:ir}' depiors for Elecy. PR
N1y

Cradit-Elecy, Duty and state levies 1.5

3. Contra Entry for ED

Dahit-Electricity duty and other G1.5
slale leviea.

Cm::li’r—Elecg. duty and other levies 46,300
payable to State Govt.

1sl




—

FORM NOQ. S30OP-I1T

CHALLEMGET BILLES RECISTER

Sr, Mama of Ale | Cate- Rilled Amount Date of | Due Date
No, CONSRmer No. | gory | [zzue of
Arrears | Current | Total of hill bill
bill
I 2 i = S T 3 -
Bill Challenge Bill Challange | Amounl Received Data Decizion - TR
Dietails Fae i
! | :
Date | Reasons| R, No. | Amount | Arrears | Current Authority| Farti-
hill culars
L T T T R 15 | I8 I7 16 I
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PSEB . FORM NO, SOP 18

Book Nao., Ofice

DISCONNECTION ORDER

5, Mo,
Date
Consumer's Name
Aocount Mo
Ewasons for Disconnection
Amount Due = SOP S other charges:. ... o EBD .ol
TDCG No. & Date ~ et TSRO PPE PO B4 L =T 3 = SO S

(Toe be flled in only in

casa al PLCO

To [E -1

iempararily

Fleaze disconnect tha abore consumear
permanently

from the beard's circuil and
raport: balow,

SRR Doty o O] ] DB L PR S e e e L

REPCGRT

(1} Service (overhead) disconnected, from T-Junction/Pole

(2} Mater(s) returned to Store and entersd
in CA—22 (ME—2) at page No. ;

Iem Mo, :
Ecuipment Meter Nos, Meter Readings Pogition of seals
EWH. o agnaiete * — . TSR t
EVAH/Light e A or i i umn e i =
MIDT R monmane i - R

Entered in the Meler Movement Card (PSEE form CE=21)
Disconnection mabe by 1 .o o
Bt SRR 1 - s e e

s ACOTISTMET S Sigmature

et JEEHR L e e e
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FORM Mo, S0P 18

PEER
JoB ORDER CONTROL REGIETER
Sectian @ TDCO
Month
5r. | TDCO Conaumer’s Datad Date of Closing RO 4 Mo &
Ho. Mo, & Account Moo sign of Execution of Matar Dale
date IE TDCO Reading
5 s A, .o O, L B ] S
Reconnection | Beconnection | Reconnection | Meter Heading Ramarks
charges Order No. Effected on on
Fecaervad & Date Recaonneclioh
BA-15 Mo, &
dt.
] e e - h I 5




PEEE

F

JOB. ORDER CONTROL REGISTER

FORM Mo, SOP 20

Section : PREO
hMonth
Sr. FOOO Consmary Datad Date of Final PO 4 No. &
Mo Mo, & Aceount Mo, sign of Execution of Meter Date
date JE PDCO Reading
1 ] & g - B = T
Racanaecion Reconnection Reconnection | Meter Reading Remarke
charges Y Order No. Effacted on on
Haooelrad & Date Beconnaction
BA-16 Mo &
i
g a = I T1 s

185




PERMANENTLY DISCONNECTED

Catagory
gr. | Mame & | Acceunt Balanoe BF Transferred During the Month
Mo, | Address Mo, . : .
Dues [Duesfor | PDCO | Billing £ m ! Transferred
for E.D. Mo, & | Ledger
S.OF. Date of | No. & D a for Dues for
Exeou- [Page Mo o P E.L.
B - N Y (P, tiomn
1 T e e e g 5

185

s

Yam




FORM N, SO 21
CONSUMERS LEDZZER
Month
__E_ @n s r s F..ilc;“;'.'.ru.:;t:laa ____Total Amount - B=alisation
Tues Chias Dnies for Dhiss for Dues for Dues far Dea [or Dues
for for S.0.P, EL 3.0.R, E.D. s0R for E.10.
S0 ED.
10 1 L iy s 13 14 Ny
||
' R Adiustmen: Written off Balanca C{F Perrnrbe
BB st = _ =
Mo & Date
[nes for Dues for Dmues for Dueas for
QP ED, S0P E.Lb.
= 18 e ot 71 22 ?’.3_ T

181

Note = In PDCL Summary Sheet give the details as per column Nos. 4, 8, 8to 11 and
13, 20, 2% ahowing the number of COnsUmers.




FORM MO, SOF 22

PSEB
DEFAULTING AMOUNT AGE ANALYSIS SHEET;CONSOLIDATED AGE
ANALYSIS SHEET

Category - of Conzumer
L S R N
Sr. | Account Total Amount TDCO | Fpco Reasons for Recovery
Mo. Mo, Dutatanding Mo, & Moo T g
Data of | date of Mon- | Man- Suit/Couart
Upio | Bet- | More | Execu-| Execu-| disco- | reco- case if any &
l'year | ween | than lion tion nnaection | wvery
Lyear | -3
by FRars
3 years
] F] 3 i 15 o ) 4 B & L e
II
= I._ T =
Total !
{
Praparod by @
Checked by :

188
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PSER FORM No S0P 22 A

CONSOLIDATED AGE AMALYSIS SHEET FOR ALL CATEGORIES
FOR THE PERIOD ENDING

Name of Sub-Divizion

Sr.
Mo,

Cate- Total Amount COutstanding Total Nos, | MNaoa.
qory : _ [Where [Where
Upto ona 1_.-‘{-a-.=|r| Exceeding Exceeding |No. | Amount [TDCO | PDCO
| One year Three years ot not
Lpta Thrae affa- | effe-
| Years cted | ated
|
Mo | Amount |'Nn- Amount | Mo | Amount
ps ‘
NR.S |
3P '
M.5.
LS.
AP
Bs.
5L
COrthara '

Court Cases
Mo,

Armount

132




FORM NO. S0P 23

180

PSEB
SUMMARY OF DOUBTFUL BALANCES
Sub Division : As on :
5T, Account | Category of | Consumer's | Balance Briaf Fecommen-
No. Mo, Consumaers Name Oulslanding History dation
5. Dabtors
Py
Total
Prepared By :
Checked By :




FORM WO, 50P 24

PSEBR

SUMMARY SHEET FOR PROVISION OF UNEILLED REVENUE

For the Yegr

Sub Division

Consumer Category
Billina | Date of No. of Mo. of
Group | last Days Days in Units Ensrgy Fuel
Ma. Metar Unbilled | the Last Chargua Surcharge
Heading Till Billing
31 March | Cyeola
e R SR P _ﬁ__i F | & o
| |
Cither Beryioe Meter Servica Tatal
Surcharges charges Remnt Rent
A Fr- | K | F A ‘ E - P
| |
[
i |
Total | !

B — Assmazed Revenue in the previous billing Cyele,
P — Provision for unbilled/part of the less kiling cyclie of the year

AxCol. X
Col ¥

Provision

Prepared by :
Checked by

13l




COMSUMERS A, ., L, f SECURTTY

Name |Account Gase-%or'r Month| Redqui- LOAD Cause | Cash
of the Ho. o d i:t'u.:-t:,- ) e of Enook
Con- Supply | date & A . - Irocrees | Transa- |  Folio
sumer form No Apphms fifé?:d Pr&fébb” otion Mo,
Total
i ! i I 4__'5_'_'_6_ 1 B -
BALAMCE Frapared Initialz of ARAR/EA Bemarka
by (Sign.)
ACD Meatar Total
Security
20 el _ﬁ___ﬁ a3 K 24 25

152
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FORM N SOP 25

DEPOSIT LERGER

=

Cash CPYV /[ SCEA DERIT CREDIT
Receipt BFV) Register = - |
MNo. jV Mo, | Referance | g oD Meter | Toml |ACD. | Meter Total
Sesurity Sacu-
| rity
[
-
) 1% i 4| 15 16 ~g5— '—. ! —
—— . — —_ - '\—Id— e ———
Motes

Full detaile of the transaction shall be given in the Col. 8

Thia trial Balance shall be prepared momthly including ACD, melering Security
and Totals separately.

This Form shall be used for all categories of consumers as under :-

i} MS, LS, BS, 5L & Grid Eupply = MAXK., 2 Consumers an ona Page

ﬂ:l E. P- - ?"1‘?":{'- * i L1 IF

ijl} -I-E'JP, DE- E.' NR.S i -“'ILE'I:{- E [ &) v e

The Ledger shall be of 500 pages and 80 pages ghall be kept in the beginning for
index. The Index shall ke in three rows on one page indicating Name, Account Mo,
and Page No.

All enlries pertaining to a particular consumer shall be made on a partioular page
alloited 1o him 11l changes of calegory. Ir that eventwality consumear shall be
transferred to ACD Ledger part of relevant category and cross referonce in both
the places should be given.

Exiract tha addition during the month in debil and credit columns separmtely from
{he respective 5,00ACD Ledger. Conaolidate these figures for all ACD/S.D ledgers.
Reconcile the credit figure so denived with Main Revenue Abstract (SCF 16) against
the relevant figures. Forward credit and dehit fiqures to Division (Account Section)
who shall reconcile with balances as per general ledger.

183
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Form Ne. 50P 35 &

the Divizion,

194

FSEB
TRIAL BALANCE FOR ACD/SECURITY LEDCERS
Yaar Ladger No,
AFPRIL _ MAY |
Sr, | Name of| Pags "M , =
No.| Consu- No, ACD | Metering Tolal | ACD | Motering | Total
mer o Security SBCUrily
i
N | To be
coptinaed
tiil Msrch
I |
I
NOTE :- 1. The Trial Balance shall be made monthly,

2. The Trial Balance of each security Ledger shall be made saparalely and then
all 'I'B's shall be consclidated.

4. The pet increase decrease in ACD/Metoring Security in a month, as per
main Revenue Abstract should be cross tallied with the difference of the
months fligures of T.B. e.g, the Main Revenue Abalract figures for May
should tally with the dilferénce of figures of TR for April & Mav.

4. The TE figures should be cross tallied with the General Ledger maintained in

LSS



PSEB

CONSUMERS SECURITY
(OTHER THAN

Description of Security
gy, |Mame of | Afc A& A | Date of | Receipr
MNo. [Depositor; Mo, [Form Ne | Raceipt Ho. Maiure Mo Namea of llgfmmria_
%-Ecu axlsting
reqister
where
i entared .
L T T A B B SRS e
|
Encashment of Securities Tranafer of Securities
Date Mame of CE Folin | Amount | Thale }{‘J Brial particulars | Amount
Post Offics Mo a, including Name
CRY Mo, of Sub-Division
| o whom trans-
farred |
- e — I'__ SAF — —
o 20 2l | =2 &3 34 e = |_E{; =
I I
| I
| I
Motes: 1. All existing securities, other than cash, shall be posted in this register.
7 Ten pages shall be left at the end of the register where monthly
abstract shall ba recorded.
3. Under wransfer of securities Col,, detils of such caszes would be given

which stand transfarred to other Sub-Division as 3 resull of hifurcation
realignment of charges or shifling of connection ez, alc.
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