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I. INTRODUCTION 

 

The Amadeo Water District (AWD) Operations Manual is focused on describing the 

profile of the agency, mandates and operating procedures and systems, aligned with its 

mission, vision  and strategic goals, that the District implements to ensure the fulfillment of the 

functions of the offices and its personnel. 

This Manual contains the general information of the District, organization and 

responsibilities, operational control and supervision and operating procedures.  

 

 

II. GENERAL INFORMATION 

 

A. PROFILE 

The Amadeo Water District (AWD) was formed locally last May 26, 2003 through 

Resolution No. 153, Series of 2003 passed by the Sangguniang Bayan of the Municipality of 

Amadeo, Cavite. Five members of the Board of Directors (BOD) were appointed to pass the 

Resolution forming the Water District and to act as the policy-making body of the AWD and 

represent the following sectors; Civic-oriented Organizations, Professional Associations, 

Business Associations, Educational Institutions and Women’s Organizations. Resolution No. 01, 

Series 2003 was passed on May 24, 2003 by the Board of Directors of AWD appointing Engr. 

Nilo C. dela Peña as the General Manager of Amadeo Water District. A Conditional Certificate of 

Conformance No. 601 was awarded to Amadeo Water District on September 29, 2003 by the 

Local Water Utilities Administration (LWUA) in recognition of its full conformance with the 

Standards of water service to the public.  

At present, Amadeo Water District is situated at 012 J. dela Peña St.  Brgy. 9, Amadeo, 

Cavite. It is now categorized as Category C Water District with the above-mentioned General 

Manager and five members Board of Directors as policy - makers. AWD has twenty six (26) 

Regular employees and twelve (12) Job-order employees. Currently, AWD is already operating 

nine (9) Pumping Stations and covering the service areas of eleven (11) barrios and twelve (12) 

barangays in Poblacion serving more than 6, 000 concessionaires as of December 2015.  

 

B. MANDATE  

The Amadeo Water District (AWD), formed locally through Resolution No. 153, Series of 

2003 passed by the Sangguniang Bayan of the Municipality of Amadeo, Cavite, shall exercise 

powers and functions, as stipulated in the provisions of Title II of the Presidential Decree No. 

198, as amended, and mandated to provide, operate and maintain water supply and 

distribution systems, administer sewerage system and other functions or purposes stated 

thereto. 

 



C. VISION 

The Amadeo Water District is an environment- friendly and reliable provider of 

sustainable, safe and clean water, servicing 100% satisfied populace with well-planned 

sewerage system by year 2020. 

 

D. MISSION 

The Amadeo Water District shall uphold a worry-free and quality service to its 

concessionaires thru highly skilled employees and well-organized system. 

 

E. CORE VALUES 

The Amadeo Water District shall deliver an exceptional service to the entire populace of 

the Municipality through a proficient workforce in light of the following values:   

 

Integrity – the agency shall be able to maintain reliability and promote social, ethical 

and organizational norms in performing its duties which may aid in the realization of its mission. 

 

Environment – Friendly – staff shall perform their duties, valuing and acting on practices 

on how to conserve and protect the environment, particularly the water resources. The agency 

shall p0articipate in environment protection – related activities.  

 

Excellent Service – the organization shall maintain a quality service to its 

concessionaires at all times through a well – organized system. Staff shall be able to take effort 

to discover and meet needs of our populace within the service areas.   

 

Efficiency – staff shall be more competent in performing duties and providing 

exceptional service to its concessionaires. The management shall uphold continuing programs 

and human resource interventions to the staff that will enhance their personal and career 

development.      

 

F. SERVICE AND PERFORMANCE PLEDGE       

The management and employees of Amadeo Water District are committed to provide 

safe, sustainable and potable water supply to satisfied concessionaires within the service areas 

through a workforce who deliver duties and responsibilities promptly and efficiently. 

 

G. STRATEGIC OBJECTIVES 

1. Provide sustainable, safe and clean water, resulting to exceptional public service. 

2. Ensure efficient management of financial resources. 

3. Servicing the whole area of the Municipality. 

4. Improvement/Upgrading of the water system facilities. 



5. Development of sewerage system. 

6. Promote highly skilled and well – organized team to deliver a more quality service. 

7. Strengthen partnerships and linkages with other organizations through initiating 

projects and programs towards community development.  

 

 

III. ORGANIZATION AND RESPONSIBILITIES 

 

A.  THE PRIMARY FUNCTIONS 

 

 The Board of Directors 

The Board of Directors is the policy making - body of the water district and is 

comprised of five members representing various sectors: Civic - Oriented Sector, 

Women’s Sector, Professional Sector, Educational Sector and Business Sector. 

 

 Office of the General Manager (GM)  

The Office of the GM is in charge of the over-all management of the District 

which includes the following: 

 Over-all supervision and execution of Amadeo Water District 

developmental programs including rehabilitation and expansion projects 

to provide quality service to the populace of Amadeo and set strategic 

objectives in line with the mission and vision of the District; spearhead 

the compliance to and implementation of the District's policies 

formulated or set by the Policy-Making Body or Board of Directors. 

 Implements internal rules and and adopt external policies mandated by 

the Office of the President, Local Water Utilities Administration, Civil 

Service Commission, Commission on Audit, Department of Budget and 

Management, GSIS, HDMF and PHIC for the benefits of the agency and its 

staff. 

 Provides administrative and technical assistance in all level of 

management and gives final approval in all official businesses and 

activities of the District. 

 Develops and strengthens partnerships and linkages with other 

organizations through initiating projects and programs. 

 Acts as appointing authority, fund custodian and authorized signatory of 

the District. 

 

 

 



 Administrative, General Services & Finance Division 

 

The Administrative, General Services & Finance Division of Amadeo Water 

District provides technical services and deep specialty skill needs to support the 

agency’s mission and wide initiatives and providing policies, guidance and innovative 

strategic planning in the area of administrative and human resource services, general 

services and finance services. The following has the overall responsibility for providing 

technical services in its organizational specialty area: 

 

 Administrative and General Services. Responsible for the District’s activities 

related to human resources management involving programs and operations, facilities 

operations, training and development, communications and business transformation. 

Specifically, it is responsible for the recruitment and selection, employees’ contract and 

compensation, employee relations, personnel mechanisms, leave and benefits 

administration, performance evaluation, safety, supplies/property management and 

general services.  

 Finance. Responsible for the agency’s effective implementation of budget 

policies and guarantee of financial stability of the District. Specifically, it provides 

services in accounting and internal audit, budgeting, cash management, purchasing and 

financial planning, reporting and record-keeping. 

 

 Commercial Division  

 

The Commercial Division of Amadeo Water District provides a 100% customer 

satisfaction and a worry – free and quality service in customer service, keeping and 

updating of concessionaires ledger card and billing system, customer accounting, meter 

reading, disconnection and reconnection of water service and monitoring of accounts 

receivables and other collectibles. It is also responsible in promoting sincerity, integrity, 

honesty and transparency and customer service standards and proper handling of 

customer’s queries, complaints, suggestions and other related matters. 

 

 Engineering And Construction Division 

 

The Engineering and Construction Division of Amadeo Water District provides 

technical services and needed skills to support the agency’s mission through 

construction and overall of the water system/facilities, management of expansion 

projects and sewerage system to serve a 100% satisfied concessionaires. Specifically, it 

is responsible in engineering design, inspection of construction work in progress in 

compliance with the standards in planning, specifications and construction methods, 



preparation of Program of Works (POW), installation of distribution lines, rehabilitation 

and upgrading of water facilities, inspection/installation of new service connections, 

maintenance of the pipelines, repair of leakages, well – planned sewerage system and 

preparation of long – term plan.  

 

 PRODUCTION AND WATER QUALITY DIVISION  

 

The Production and Water Quality Division of Amadeo Water District is 

responsible for a well – operation and management of the agency’s water sources and 

ensure that sustainable, safe and potable water will be provided, contributing to a more 

quality service. Specifically, it provides technical services in maintenance and protection 

of pumping and storage facilities, water treatment, overseeing pumping operations, 

water supply engineering, water sampling and laboratory testing, watershed 

management and environmental compliance.  

 

 

IV. OPERATIONAL CONTROL AND SUPERVISION 

 

The General Manager exercises control in the over-all operations of the District  

 

The Division Manager of the Administrative, General Services & Finance Division exercise 

operational control over the following: 

 Strategic planning and implementation of administrative and human resource 

services, general services and finance services. 

 Preparation of plan and programs for building a highly competent workforce and 

advancing organizational performance. 

 Preparation of reports to other agencies. 

 Guaranteeing the financial stability of the district & budget development and 

implementation.    

 Provides Administrative Support to all Divisions of AWD. 

 Maintenance of records and communications. 

 Creation, reclassification or transfer of Positions. 

 Preparation and release of Payroll. 

 Preparation of Remittances and Payments to GSIS, Pag-ibig and Philhealth 

 Preparation of report and payment of loans to other agencies. 

 Handling, issuance and inventory of materials and supplies. 

 Preparation of Purchase Order/Request. 

 Procurement processes. 

 Liquidation of Cash Advances. 



 Meet BIR deadlines. 

 Preparation and submission of Alphalist of withholding taxes, annual registration fee 

& Income Tax Return (ITR). 

 Preparation and submission of Report on Salaries and Allowances (ROSA) to COA. 

 Preparation and updating of PPE Depreciation Schedule. 

 Preparation of Annual Budget. 

 Preparation of Disbursement Voucher. 

 Preparation of Financial Voucher. 

 Preparation of statement of bank reconciliation. 

 Release of checks. 

 Reports of Daily Collection and Deposit. 

 Submission of Collection Report. 

 Submission of Accounts Receivable. 

 

The Division Manager of the Commercial Division exercise operational control over the 

following: 

 Establishment and implementation of organizational procedures particularly in front line 

services. 

 Preparation of reports with regards to billing matters, water service application and 

programs conducted. 

 Preparation of monthly work plan. 

 Issuance of water bills (SOA). 

 Processing of Applications for New Service Connection, Relocation of Water Meter, 

Change Name and Senior Citizen Discount. 

 Post – inspection of service connections (illegal connections or tampering). 

 Checking of high water consumption. 

 Calibration  

 

The Division Manager of the Engineering and Operations Division exercise operational control 

over the following: 

 Formulation and implementation of standards for developmental planning and 

engineering, procedures for division operations. 

 Review and approval of Program of Works, Engineering Design and Building Plans. 

 Supervision of expansion projects. 

 Preparation of reports. 

 Installation of new water service connections. 

 Maintenance of installation of electrical wiring. 

 Operation and maintenance of Generators. 

 Repair of service line or meter stand pipe leak. 



 Repair of water distribution lines. 

 Repair of service line and meter stand leak. 

 Stub – out of service line from main line. 

  Water meter relocation.  

 

The Division Manager of the Production and Water Quality Division exercise operational control 

over the following: 

  Establishment and implementation of procedures in operation and maintenance of 

water source facilities including pump stations and water treatment activities. 

 Operation and maintenance of Pumping Stations. 

 Preparation of Production Reports. 

 Operation of chlorination equipment. 

 Submission of water test results (Chemical, Physical, Chlorine Residual and 

Bacteriological) to Municipal Health Office and LWUA  

 Conduct of network flushing activity.  

 Preparation of reports.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



V. OPERATING PROCEDURES 

 

1. PURCHASE ORDER 

 

2. STORE REQUISITION 

 

 

3. RECORDS MANAGEMENT - Receiving 

 

 

 

 

Emloyee Files Purchase 
Request to Storekeeper

Purchase Request is 
submitted to GM's Office for 

approval

Storekeeper issues Purchase 
Order

Requested item/s purchased 
by  Storekeeper

Items are added to the 
inventory by the Storekeeper

Item is issued to requesting 
employee  through requisition 

slip

Employee files 
Requisition Slip to 

request item in 
inventory

Requisition Slip is 
submitted to the 

immediate Supervisor  
for approval

Employee submits 
the approved 

Requisition Slip to 
the Supply Officer

Supply Officer 
issues requested 

item/s to reqeusting 
employee

Records Officer receives 
Communications and logs the document 

to the logbook

Communication  is forwarde to the 
concerned employee

Employee receives the document and 
signs in the record book

Records Officer file sthe receiving 
document



4. RECORDS MANAGEMENT – Document Request 

 

 

 

 

5. FILING for a LEAVE OF ABSENCE 

 

 

 

 

6. FILING FOR LEAVE MONETIZATION 

 

 

 

 

 

 

 

Employee requests 
for documents from 
Records Officer via  

logbook. 

Records  Officer 
retrieves documents 
,  log it in the logbook 

and forwards to 
requesting 
employee.

Requesting employee 
receives the 

requested document 
and signs in logbook.

Employee returns 
document to Records 

Officer

Records Officer Logs 
return and returns 

file to inventory

Employee fills up 
Leave Application 

Form.

HR certifies the 
Leave Credit 

Balances.

Supervising Officer 
recommends for 

Approval/Disapproval.

Leave Form if 
forwarded  to 

GM's Office for his 
approval.

HR files Leave 
application and 
records it in the 

leave card.

Employee fills up of Leave 
Application and prepares letter 

request and forwards it to the HR 
Office (2 copies)

HR Office certifies the Leave Credit 
Balances and compute for the 

amount of the leave credits to be 
monetized

HR Office forwards the application 
to the Budget Officer for 

certification of the availability of 
fund

The applicaiton is forward to the 
Recors Officer/GM's Secretary for 
signature and approval of the GM

The Records Officer returned the 
approved applicaiton to the HR 

Office

HR Office forwards one copy of the 
approve applicaiton to the 

Accounting for check processing 
and release and the other copy is 
filed by the HR Office and updates 

the leave card of the applicant



7. MONTHLY ATTENDANCE BALANCE 

     

     

 

8. FILING OF PASS SLIP 

 

 

 

 

9. SECURING GM’s SIGNATURE  

 

 

 

 

 

 

 

 

 

 

HR generates 
monthly raw 
swipe report 
& posts on 

bulletin 
board

HR waits for 
submission 

for updating 
of Daily Time 

Record

HR updates 
Daily Time 
Record and 
computes 
Leave and 
Overtime 
Balance

HR posts 
upated 

Attendance 
Balance

HR preprares 
Monthly 

Leave and OT 
Balance for 

GM's 
signature

Employee fills up Pass Slip

Employee submits form to Supervising 
Officer for Approval

HR certifies Time Out of Office

Employee submits Pass Slip to HR upon 
return to office

HR notes of return and files Pass slip

Documents are 
forwarded to 
the Division 
Manager for 

checking

Documents  
that are for 

GM's signature 
are frowarded 
to the Records 

Officer for 
logging of files 

Records Officer 
logs type of 

dicument, date 
& employee 

who submitted 
document

Documents are 
submitted to 
the GM for 
signature

Records Officer 
returns 

documents to 
employee 

concerned, 
who signs  log 

for release

Records  Officer 
logs release of 

documents



10. COLLECTION 

               

 

11.  BILLS PAYMENT – PERSONNEL BENEFITS  

 

                    

 

 

12. BILLS PAYMENT – UTILITIES 

 

         

 

Cashier consolidates 
payments received 

during the day

Colelction is forwarded 
to Head Cashier for 

cash count

Head Cashier prepares 
Deposit Slip for deposit 

the following day

Collection is deposited 
to the bank

HR prepares monthly billing 
for GSIS, PAG-IBIG & 

Philhealth for payment to the 
accountant

Cashier prepares vouchers 
for payment

Vouchers are forwarded to 
the Accounting Processor for 

journal entry

Vouchers are forwarded to 
the Division Manager for 

signature and forwards the 
vouchers to the Records 

Officer for log.

Records Officer forwards the 
Vouchers to the GM's Office 

for signature

Signed vouchers are returned 
to the Cashier for check 

preparation

Checks for signature are 
forward to the Records 
Officer for record and 

forwards to the Office of the 
GM for signature

Signed checks are returned 
to the Cashier for release

Bills for Meralco, PLDT, 
Digitel, Globe are 
forwarded to the 

Accountant for voucher 
preparation

Cashier prepares 
vouchers for payment of 

bills

Vouchers are forwarded 
to the Head Cashier for 

preparation

Vouchers and checks 
forwarded for GM's 

signature

Vouchers and check 
payment for release

Admin., Gen. Services 
and Finance Division do 

the payment.

Voucher and Receipt are 
returned to the Head 

Cashier for  verification 
and filing



 

 

13. CASH ADVANCE REQUEST – above P 1, 000 (Check) 

 

 

 

14. LIQUIDATION OF CASH ADVANCE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Employee files for Cash 
Advance  using 

supporting documents

Employee requests for 
approval/signature from 

Supervising Officer

Cashier prepares voucher 
for payment

Voucher is forwarded to 
the Accounting Processor 

for journal entry

Voucher is forwarded to 
the Division Manager for 
signature and forwards 

the vouchers to the 
Records Officer for log.

Records Officer forwards 
the Vouchers to the GM's 

Office for signature

Signed voucher are 
returned to the Cashier 
for check preparation

Checks for signature are 
forward to the Records 
Officer for record and 

forwards to the Office of 
the GM for signature

Signed checks of CA is 
returned to the Cashier 

for release

Unexpended cash advance together with 
the supporting  documents  including forms 

for liquidation submitted to Accounting 
Office 

Division Manager verfiies the correctness of 
the liquidation and documents.

Accounting processor makes the necessary 
entries for liquidation



ENGINEERING AND ONSTRUCTION DIVISION 

A. Mainline / Service line Leak Repair 

                     FLOW CHART   DETAILS  RESPONSIBILITY 

                  
 
                  Reports coming from   

 Walk-in 

 Phone calls 

 Report from employees  FRONT DESK OFFICER 

 SMS 

 Others 

       

          ENGINEERING & 
          MAINTENANCE 
 
 
 
          MAINTENANCE CREW 
 
 

               
               

 
          STORE KEEPER 
 
         
                                            NO       

                 STORE KEEPER  
          

                   YES    Request / Rent 

               
                     STORE KEEPER  
        
 

                
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
          

START 

Receive leak report 

Issue service request / Job 

maintenance order 

Conduct site inspection to 

determine leak status 

(Inspection Slip) 

Availability of materials 

fittings 

Availability of equipment 

c/o Nancy Bebe 

Conduct leak repair Requisition 
Slip c/o Nancy Bebe 

 



 
   FLOWCHART    DETAILS  RESPONSIBILITY  

 
       
           NO   
                GO TO             MAINTENANCE CREW 
           Excavation / Back Filing 
                   Breaking / Restoration 

          
 
                      MAINTENANCE CREW 
 

 
 
 
          PRODUCTION HEAD/ 

          CLERK PROCESSOR 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Leak testing repair in good 

condition 

Accomplish S.R/J.M.O 

Form/Sorting by date 

Logbook/Records data base 

printing/2nd copy submitted 

to Lovie Bayani Filing/for 

the month of logbook 

END 



B. Material Handling and Safety Stock Level Monitoring for PE Pipes 

 

  FLOW CHART             DETAILS      RESPONSIBILITY 

 

             
             
             
                                        STORE KEEPER 
             
             
             
             
             
             
             
             
             
             
              STORE KEEPER 
 
             
             
             
             
                     SAFETY STOCK LEVEL                STORE KEEPER 
              for P.E Pipes     
              SIZE        QTY    
              6”Ø       50 pcs.    
              4”Ø      50 pcs.    
              3”Ø      50 pcs.    
              2”Ø      5 rolls    

       NO        

             
             
             
             
   YES          
       
 
 
 
 
 
 
 
 
 
 
 
 
              
 

START 

Receive delivered materials 

A 

Update Stock card to get 

stock on hand 

Issue requested materials 

Update Stock card to get 

stock on hand 

Stock on hand is 

equal or lower 

than safety 

stock level 

END 



           FLOWCHART        DETAILS   RESPONSIBILITY  

 

 

 

 

          STORE KEEPER 

 

 

 

          ENGINEERING &  

          MAINTENANCE 

               
 

 

 

            NO  
                   ENGINEERING & 

          MAINTENANCE 

           

 

 

 

 

          ENGINEERING & 

          MAINTENANCE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Inform Special Project 

Personnel 

Prepare requisition of materials, 
check delivery of materials 

Safety stock will be 

depleted before 

scheduled delivery 

of materials 

Wait for the 

scheduled date 

of delivery 
A 

Request to purchasing 

to expedite material 

delivery 

END 



C. Material Handling and Safety Stock Level Monitoring for Fittings 

 

          FLOWCHART           DETAILS       RESPONSIBILITY 

             
             
             
             
             
                           STORE KEEPER 
             
             
             
             
                
             
             
             
             
               
             
             
             
                 
             
             
             

             
  
             

                 NO            SAFETY STOCK LEVEL   

                 for fittings equal to or greater than 
                 2”Ø is 6 pcs. 

 

 

               YES 
 

  

START 

Receive delivered materials 

Updated Stock card to get 

stock on hand 

Issue requested materials 

Update Stock card to get 

stock on hand 

Stock on hand is 

equal or lower 

than safety stock 

level 

A 

END 



           FLOWCHART        DETAILS   RESPONSIBILITY  

 

 

 

 

          STORE KEEPER 

 

 

 

             

                      

 

 

 

             
                         

                 NO     ENGINEERING & 

          MAINTENANCE 
 

 

   

           YES 

           

 

          ENGINEERING & 

          MAINTENANCE 

 

 

 

  

Inform Special Project 

Personnel 

Prepare requisition of materials, 
check delivery of materials 

Safety stock will be 

depleted before 

scheduled delivery 

of materials 

Wait for the 

scheduled date 

of delivery 

A 

Request to supplier to 

expedite material 

delivery 

END 



D.  Disconnection of Water Service for Illegal 
 
  

         FLOWCHART      DETAILS   RESPONSIBILITY 
  
             
             
             
       

 Thru phone calls, walk in    
 Reports of meter reader   

operators, maintenance crews FRONT DESK OFFICER 

 During zoning of metering crews 
/ credit and collection field 

                                           personnel                                            
             

 
        
       FRONT DESK OFFICER 

          
  
    
 
 Check for illegal connections    MAINTENANCE CREW 

      
 

 

 List violations, actions taken,  MAINTENANCE CREW 
fees/penalties    

 Provide copy to concessionaire 

 Inspection report w/ form no.  
        IR 00 

 

  
NO 

 
         
         

         

YES                                         
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
             

      
       

START 

 

Accepts complains / report 

of illegal connection 

Prepare service request 

Inspect suspected location 

Prepare inspection report 

Is illegal 

connection 

positive? 

A 



             FLOWCHART              DETAILS      RESPONSIBILITY 
      
 
 
 

 Plug the service line or install    MAINTENANCE CREW 
Cemented nipple      

 
 
 
 
 
 
 
            MAINTENANCE CREW 
             
 
 
 
            MAINTENANCE CREW 
             
 
 
 

 Compute amount to be paid by   MAINTENANCE CREW 
              concessionaire      
 
 
 

 Summary report is submitted to       HEAD OF MAINTENANCE 
division head for proper review,    
approval and recommendation of 
necessary action if needed and is 
then submitted to management 

 Submitted twice a month 

 
 
 
 
             
             
                     
                    
 
 
 
 
             

              
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Permanent disconnection 

of service line / mainline 

 

Submit inspection report 

Receive inspection report 

Review inspection report 

Prepare summary report 

for illegal Connection 

END 

A 



E. Disconnection of Water Service for Illegal Reconnections 
 
            FLOWCHART   DETAILS   RESPONSIBILITY 
 
 
 
 
 
 

 Done during Meter Reading               COMMERCIAL DIVISION 

 Disconnected accounts are  PERSONNEL 
checked if there are changes in  
meter reading 

 
 
 
 
 

 Inspection report from billing               COMMERCIAL DIVISION 
section with form no. IR 00  PERSONNEL 

 
 
 

 Check water meter if there are METER READERS 
movement in meter reading   

 
 
 

 List violations, actions taken,  METER READERS 
fees/penalties    

 Provide copy to concessionaire  

 
 
 

              NO 
      
 
 

 Case to case basis   METER READERS /  
           MAINTENANCE CREW 

               YES 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

START 

Prepare list of 

concessionaires suspected 

for reconnecting their 

disconnected water meter 

Get Disconnection order for 

Illegal reconnection 

Inspect suspected water 
meters 

Prepare inspection report 

Is illegal 

connection 

positive? 

A 



       FLOWCHART   DETAILS   RESPONSIBILITY 
 
 
 
 

 Plug water meter or install  MAINTENANCE CREW 
         cemented nipple    
 
 
 
 
 
          MAINTENANCE CREW 
           
 
 

 Compute amount to be paid by  MAINTENANCE CREW 
         Concessionaire     
 
 
 

 Summary report is submitted to  HEAD OF COMMERCIAL 
         division head for proper review,   / MAINTENANCE 
         approval and recommendation of 
         necessary actions if needed and is 
         then submitted to management 

 Submitted twice a month 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Plug water meter 

Receive inspection report 

Receive inspection report 

Prepare summary report 

for Illegal reconnection 

END 

A 



F. Disconnection of Water Service for Tampered Water Meters 
 
 
        FLOWCHART   DETAILS   RESPONSIBILITY 
 
 
 
 
 
      

 Thru phone calls, walk in  FRONT DESK OFFICER 

 Reports of meter readers   
operators, maintenance crews 

 During zoning of metering crews 
/ credit and collection field 
personnel 

 
 
          ENGINEERING & 
          MAINTENANCE 
 
 
 

 Check water if there are   MAINTENANCE CREW 
movement in meter reading    

 
 
 

 List violations, actions taken,  MAINTENANCE CREW 
fees/penalties    

 Provide copy to concessionaire 

 
 
 
 

          NO 
      
 

 
 

         YES 

         
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

START 

 

Accepts complains / report 

of illegal connection 

Prepare service request 

Inspect suspected water 
meters 

Prepare inspection report 

Is water 

meter 

tampered? 

A 



       FLOWCHART   DETAILS   RESPONSIBILITY 
 
 

 

 Pull-out water meter and plug  MAINTENANCE CREW 
           the service line    
 
 
 
 

 Store keeper put water meter  MAINTENANCE CREW 
           into storage/records water    
           meter     
 
 
 
           MAINTENANCE CREW 
            
 
 
 
 
           MAINTENANCE  
           DIVISION 
 
 

 Compute amount to be paid by MAINTENANCE  
concessionaire   DIVISION 

 
 

 Summary report is submitted to HEAD OF COMMERCIAL 
division head for proper review,  / MAINTENANCE 
approval and recommendation of 
necessary actions if needed and is then 
submitted to management 

 Submitted twice a month 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Pull-out water meter / 

Permanent disconnection of 

service line / mainline 

Surrender water meter to 
Purchasing Division 

Submit inspection report to 
Credit and Collection 

Division 

Receive inspection report 

Review inspection report 

Prepare summary report for 
Illegal Connection 

A 

END 



G. Rehabilitation and Efficiency of Pump Motor 
 

             FLOWCHART   DETAILS   RESPONSIBILITY 
 
 
 
 
 

 Schedule of pump station for               PRODUCTION & WATER 
              Evaluation                  QUALITY DIVISION 
 
 
 

 Volumetric process   MAINTENANCE CREW 
 
 
 
 
 
 

               NO 
 
 
 
 

              YES  
 
          PRODUCTION HEAD 
 
 
 
 

 Requisition slip with form  MAINTENANCE CREW 
              no. RS 00 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

START 

Determine pump to be 

evaluated 

Conduct efficiency test 

Efficiency 

below 80% D 

Schedule for pump rehab 

Request materials & 

equipment 

A 



         FLOWCHART   DETAILS   RESPONSIBILITY 
 
 
 
 
 

            NO 
      
 
 
 
 

          YES 
 

 Public announcement form no. PA 00      PRODUCTION & WATER 
      for affected barangay’s    QUALITY DIVISION 

 Duration of rehabilitation 
 
                               

 Pull-out – install pump and motor 

 
 
 
 
 
           MAINTENANCE CREW 
 
 
 
 
 

          NO 
 
 
 
 

        YES 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Is materials & 

equipment 

available? 

A 

Conduct PA 

B 

Conduct Rehab 

Blow off & Test Efficiency 

Efficiency 

above 80% B

N 

C 



    FLOWCHART       DETAILS   RESPONSIBILITY 
 
 
 

 Check for color and turbidity LABORATORY 
 
 
 
 
 
 

        NO 
 
 
 
 

  YES 
 
 
 
          MAINTENANCE CREW 
 
 
 
 
          PUMP OPERATOR 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

Check water sample 

Color & 
turbidity 

complied? 
C

N 

Accomplish rehab 

report/efficiency report 

D 

Return to operation 

END 



Applicant submits all the requirements needed

Frontline officer assess the submitted requirements

Applicant fills up the application form

Maintenance section schedules the inspection

Applicant pays the registration fee and the materials used 
as stated in the inspection form

Maintenance section schedules the installation

Installation of the water service connection

COMMERCIAL DIVISION 

OPERATING PROCEDURES 

1. NEW REGISTRATION 

 

 

 

 

 

 

 

 

 

 

2. PAYMENT OF BILLS 

 

 

 

 

 

 

 

 

  

  

Concenssionaire presents bill for payment 

Cashier accepts payment and issues official receipt

Payment is posted in the customer's account ledger and 
encoded in the computerized billing system



Prepares list of all concessionaires per zone

Reader reads and records water consumed by each 
concenssionaire in the preceeding month

Reading is encoded in the computerized billing system

Prints statement of account

Bills with arrears are stamped with "For Disconnection" 
notice and the disconnection date

Bill is distributed to each concessionaire's residence

Accepts complain/report of illegal connection

Prepares inspection request

Inspects suspected location

Disconnection of service line

Submits inspection report to management

Reviews and recommends necessary action if needed

Applicant submits requirements needed

Frontline officer assess the submitted requirements

Applicant fills up application form

Frontline officer writes the name in the record book

Discount will appear in the next billing month

3. BILL PREPARATION 

 

 

 

 

 

 

 

 

 

 

 

4. SENIOR CITIZEN’S DISCOUNT 

 

 

 

 

 

 

 

 

5. DISCONNECTION OF WATER SERVICE FOR ILLEGAL CONNECTION 

 

 

 

 

 

 

 

 

 

 



Receives complaint from concessionaire

Issues inspection slip to concerned division

Conducts inspection/investigation

Informs concessionaire of the result of 
inspection/investigation

Conducts corrective action

Prepares repair report

Submits repair report to concerned division

Follows up on effectiveness of corrective action

Files accomplished repair report

Concessionaire submits request for voluntary 
disconnection

Frontline officer checks customer's account for unpaid bills

Lists the name in the bulletin board for schedule

Disconnection of water service connection

Concessionaire submits request for water meter/ lockwing 
replacement

Prepares inspection slip

Inspects the location

Prepares inspection report

Files requisition slip and request item in the inventory section

Requistion  slip is submitted to immediate supervisor  for 
approval

Submits approved requisition slip to Supply Officer

Supply Officer issues  request item

Installation of the new water meter/lockwing

6. VOLUNTARY DISCONNECTION 

 

 

 

 

 

 

7. WATER METER/ LOCKWING REPLACEMENT 

 

  

 

 

 

 

 

 

 

 

 

 

  

8. COMPLAINTS RESOLUTION 

 

 

 

 


