
 

 

OPERATIONAL CONTROL AND SUPERVISION  

The General Manager shall exercise operational control over the following duties:  

1. Regular conduct of staff and committee meetings;  

2. Preparation of agenda for Board meeting;  

3. Implementation of agency’s policies, rules and regulations; 

 4. Participation in district’s activities with other organizations.  

The General Manager has the ultimate decision-making authority in all matters affecting the district.  

The Administrative and Finance Department shall exercise operational control over the following duties:  

1. Preparation of Financial statements; 

 2. Preparation of statement of Bank Reconciliation; 

 3. Preparation of Creation, Reclassification and upgrade of Positions;  

4. Preparation and updating of PPE Depreciation Schedule;  

5. Preparation of Annual budget; 6. Conduct of in-house training; 

 7. Preparation and release of Payroll;  

8. Meet BIR deadlines;  

9. Preparation and submission of Alphalist of withholding taxes, annual registration fee & Income Tax 
Return (ITR); 

10. Preparation of Disbursement Voucher;  

11. Liquidation of Cash advances;  

12. Report of Monthly remittances and loan payment;  

13. Preparation and payment of BIR, GSIS, HDMF,Philhealth LWUA)  

14. Reports of daily Collection and Deposit;  

15. Deposits of cash and check collections;  

16. Administration of Petty Cash Fund;  



17. Release of checks; 

 18. Maintenance of 201 files; 

 19. Submission of SALN;  

20. Updating leave records;  

21. Preparation and submission of Report on Salaries and Allowances (ROSA) received by principal 
officers and governing board of Directors to Commission on Audit (COA);  

22. Issuance of "Acknowledgment Receipt of Equipment" (ARE) Semi expendable and Nonexpandable 
property ;  

24. Preparation of Purchase Order/Request; 

 25. Posting to Phil-GEPS for invitation to bid; DWD Operations Manual 19 

 26. Preparation of procurements;  

27. Issuance of materials and supplies;  

28. Physical count of inventory;  

29. Submission of Inspection and Acceptance Report (IAR);  

30. Delivery of Documents to outside public.  

The Commercial Department shall exercise operational control over the following duties:  

1. Processing of Applications for: New water service connections, change name, maintenance & 
inspection order;  

2. Issuance of Official Receipts;  

3. Submission of Schedule of Accounts Receivable;  

4. Submission of Collection Report; 

 5. Checking of high water consumption.  

6. Submission of Water Sample ; submission of water samples for Bacti-Testing and Heterological Plate 
Count (HPC) to Provincial Health Office monthly 

7. Submission of Chemical & Physical testing of water samples from all pumping stations; 

8. Submission Summary report on Microbiological Test of water samples to LWUA;  

 

 



 

The Technical Division shall exercise operational control over the following duty:  

1. Water meter relocation;  

2. Repair/Calibration of water meter due to blurred, stuck-up or damage; 

 3. Repair of the main or distribution line;  

4. Repair of service line or meter stand pipe leak; 

 5. Installation of new water service connections;  

6. Issuance of water bills (SOA)  

7. Issuance of Official Receipts upon collection (field collection)  

8. Conduct of network flushing activity;  

9. Report on Non-Revenue Water (NRW) or Unaccounted water per cubic meter; 

10. Operation & maintenance of generators 

11. Operational Chlorinator equipment 

 





 

 

              OPERATING PROCEDURES 

 

 

I.  COMMERCIAL SERVICE DEPARTMENT 

 

    A. NEW CONNECTION 

 

 

Step 1:                                          Step 2: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Inquire and Fill-out Application Form 

Present any valid I.D 

Utilities/ Customer Service Office 

Review and check all the 

information(s) 

Duration: 10 minutes 

Return the application to the office for 

assessment of fees and pay installation 

fee 

Utilities/ Customer Service Office 

         Assessment of fees and accept  

 payment 

Issuance of Official Receipt 

Duration: 15 minutes 

Application Form with sketch of 

the house location 

Construction Order 

Bill of Materials 

Water Service Contract 

Utilities/ Customer Service Office Utilities 

Conducts inspection 

  Duration: within 2 days 

Install service connection 

Duration: within 5 days 

Application Form containing 

inspection report 

 

 

 

 

 

 

 

 

 

 

 



 

 

     

      

         

 

 

    B. RECONNECTION OF DISCONNECTED LINES  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Request for reconnection 

Pay the water bill and additional 

charges 

Utilities/ Customer Service Office 

Cashier 

Asses unpaid bills and prepare job             

    order 

Duration: 10 minutes 

Accept payments and Issue Official  

    Receipt 

Duration: 10 minutes 

Maintenance and Inspection Order 

Maintenance Crew 

 Reconnect the meter 

  Duration: within the day 



 

 

 

 

 

 

 

C. PAYMENT OF WATER BILLS  

 

 

 

                                                   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Cashier 

Get SOA and verify from the Billing        

and Collection system 

Duration: 2 minutes   

 

Cashier 

Accept payment and issue Official 

Receipt 

Duration: 3 minutes 

 

Present Statement of Account 

(SOA) 

 

Pay the water Bill 

 

 

 



 

 

 

 

 

 

 

    D. COMPLAINTS ON LEAKS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Utilities/Customer Service Officer 

Receive information and prepare a 

Maintenanc and Inspection Order 

Duration: 10 minutes 

 

Maintenance Crew 

Inspect the site and repair of leaks 

Duration: 2- 5 hours depending on 

the leaks 

 

Report 

 

 



 

 

 

 

 

        E. COMPLAINTS IN LOW PRESSURE/HGH CONSUMPTION 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Utilities/Customer Service Officer 

Receive 

 Information 

Duration: 5 minutes 

 

Maintenance Crew 

Conduct investigation/assessment 

 

Duration: 2 hours 

 

Maintenance Crew 

Provide remedial measures 

Duration: 2 days 

 

Report 

 

 

Maintenance and Inspection Order 



 

 

 

 

  

 F. TRANSFER OF LINE/RELOCATION OF WATER METER 

 

 

 

       Step 1:                                          Step 2: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Maintenance Crew 

Inspect the site and prepare bill of 

materials 

Duration: 2 hours 

 

REPORT 

Utilities/ Customer Service Officer 

Receive information and prepare a 

Maintenanc and Inspection Order 

Duration: 10 minutes 

 

PAY 

Cashier 

Accept payment and Issue Official 

Receipt 

    Duration: 15 minutes 

Maintenance Crew 

Transfer Meter stand connection 

        Duration: 2 days 

Maintenance and Inspection Order 

with attached Official Receipt 



 

 

 

  

 G. REQUEST FOR VOLUNTARY DISCONNECTION 

 

Step 1:                                          Step 2: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Present Water Bill Receipt 

Utilities/ Customer Service Officer 

Prepare a maintenance and 

Inspection Order 

Duration: 10 minutes 

 

Pay the water bill (Balance/Closing bill) 

Cashier 

Accept payment and Issue of Official 

Receipt 

    Duration: 15 minutes 

Maintenance Crew 

   Disconnect Service Connection 

        Duration: 1 hour 

Maintenance and Inspection Order  



 

 

 

 

 

 H. ADMINISTRATIVE AND FINANCE SERVICE DEPARTMENT 

 

 

 

ACCOUNTING WORKFLOW 

 

 

RECEIPTS AND COLLECTION PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Receive payment from concessionaires and 

issue Official Receipt 

Record Collection in Reports 

of Collection and Deposit 

 

Deposit Collection 



 

 

 

 

 

 

DISBURSEMENT PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Administrative/Gneral Services Chief 

Gathers supporting documents (SDs) 

and prepares Disbursement Voucher 

(DV) and BUS  

Submits to the Budget Unit for 

funding 

 

Administrative/Gneral Services Chief 

Gathers supporting documents (SDs) 

and prepares Disbursement Voucher 

(DV) and BUS  

Submits to the Budget Unit for 

funding 

 

Administrative/Gneral Services Chief 

Certifies correctness of DV and 

supporting documents. Verifies claim 

and certifies fund availability 

 

Administrative/Gneral Services Chief 

Gathers supporting documents (SDs) and 

prepares Disbursement Voucher (DV) and 

BUS  

Submits to the Budget Unit for funding 

General Manager 

Approves transaction 

Cashier 

Prepares and sign check 

General Manager 

Approves transaction 

General Manager 

Approves transaction 

DV and SDs  

DV and SDs 

with BUS 

DV,SDs, BUS 

and Check  

DV,SDs,BUS and 

duplicate of check  

Updates Cash book, Journal entry 

Voucher Check Disbursement 

Jouranal Posts to General Ledger 

and respective Subsdiary Ledger 

TB Preparation 

DV,SDs,BUS and 

duplicate of check  



 

 

  

 

 

PROCUREMENT PROCESS 

 

 

 

 

 

OFFICE SUPPLIES: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

MERCHANDISE: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Requisition and Issue Voucher (RIV)  

Purchase Requisition (PR) 

Request for Quotation (RFQ) 

 

 

 

Purchase Order 

 

 

Department of Budget and Management 

Procurement Service 

 

 

Certified by: Admin & Finance 

Department Head 

Noted by: BAC Chairman 

Spproved By: General Manager 

 

 

Abstract of Quotations 

Purchase Order (PO) 

 

Requisition and Issue Voucher (RIV)  

Purchase Requisition (PR) 

Request for Quotation (RFQ) 

 

 

 

Deliver within 

7 days 



 

 

PR 

 

RECEIPT OF DELIVERIES OF INVENTORY 

 

 

 

 

 

 

 

 

 

 

 

 

 

ISSUANCE OF OFFICE SUPPLIES 

 

 

 

NO 
 

 

 

 

                                      YES 

 
 

 

 

 

 

 

 

 

 

 

 

 

                                                                              

 

 

Delivery 

Receipt 

 

Inspection 

and 

Acceptance 

Report 

              

Inventory System 

Updates Inventory System 

Materials and Supplies 

Issue Journal (MSU) 

JEV-GL 

Requisition and Issuance 

 

  Stock Available 
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