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INTRODUCTION

Government-Owned and Controlled Corporations (GOCCs), like the Local Water Districts
(LWDs), have established their own practices, systems and procedures for their operations
with respect to the standard prescribed by Local Water Utilities Administration (LWUA) as
aligned with the mandates of PD 198.

In 2013, LWUA established parameters to monitor and evaluate the performance of all the
Local Water Districts in the country. These become the benchmark of LWDs in revisiting
the system of their operation on top of additional mandatory requirements from other
government agencies that regulate certain aspects of the District’'s operation.

The changes in government policies and the transition in complying with these government
requirements have not changed the mandate of the District’s operation: supply and
delivery of safe and potable water, environment management and protection and septage
management.

Palomolok Water District (PolWD), in its thirty five (35) years of existence as a water utility,
remains committed to this mandate.

This Operations Manual is both a testament and a guide on how PaolWD operates in
alignment with PD 198, LWUA parameters and the District's institutional goals.

Scope of Operations Manual

This manual shall cover the agency's basic information, management practices,
operational control and supervision and flow of operation. It will show how the District
aligns its efforts with those of LWUA's parameters relative to Operation (Water Fagility
Service Management and Water Distribution Service Management), Support to Operation
(Staff Productivity Index (SPI), Affordability and Customer Satisfaction) and General
Administration and Support Services (Financial Viability and Sustainability of Local Water
District operation).

These parameters are broken down to specific areas of operation which give the whole
picture of how the District operates.

The divisional processes and transactions are presented by flow charts.
Content

This Manual includes the PolWD’s Background, its Vision-Mission and Corporate Values,
Definition of Terms and Acronyms, the District's organizational structure and functional
chart, operational control and supervision and the operating procedures per division which
are presented by flow charts.

System of Amendment and Revision

This manual shall be reviewed and amended by the management every three years. Any
changes in the systems or policies shall be thoroughly deliberated and eventually
incorporated in the amended manual. The new edition of the Operations Manual shall be
pré‘se_gted to the Board of Directors for approval, adoption and implementation.

b S

Distribu\fl‘un

Copies of this mag:al sha!l be distributed to the d:fferent div

s Natfonal Highway, Pofomolol, South Cotabat &

ons and departments. The

Polomolok Water District >

4




e

s |

= [ ]

|

=

e |

g

3

Polomolok Water District .
National Highway, Polomolok, South Cotabat e

Operations Manual

DEFINITION OF TERMS AND ACRONYMS

For purposes of this Manual, the terms, words or phrases shall mean or be understood as
follows:

Accredited Disconnectors. A group of persons authorized by PolWD to undertake
disconnection and reconnection activity.

APP. Annual Procurement Plan reflects all procurement activities of the procuring entity
with approved budget.

BAM. Billing Adjustment Memorandum made either Debit Memorandum or Credit
Memorandum.

CAPEX. Capital Expenditures (CAPEX) is an amount provided to finance expansion or
rehabilitation projects and/or an amount used to acquire a long-term asset such as
equipment, buildings, transportation, etc. for the improvement of the District’s operations
and services.

Cash Disbursements Summary. It refers to the detailed disbursements incurred for the
month.

Cash Receipts Summary. It shows the detailed collections of water bills, materials, etc.
collected for the month.

Cashier’s Collection Summary. Refers to the list of customers who paid their bills for
the day.

Certificate of Acceptance. A certificate issued by the agency certifying the full delivery
of the items purchased through bidding process after one year since completion of the
deliveries.

CFF Box. The Customer Feedback Form box that serves as drop box of the survey forms.

CM. Credit Memorandum made to consider the payment of account of the consumer in a
certain transaction.

Consumer’s Orientation. An introductory stage in processing the application of new
service connections of new consumers for them to be familiar with PolWD’s policies and
services.

Customer Satisfaction Survey. This refers to the assessment or survey conducted by
PolWD to determine the satisfaction level of customers as regards the services of the
District. This activity is facilitated by the Public Relations Officer who also collates the
result of the survey and submits same to the management for action.

DAR. Disconnection Accomplishment Report accomplished and submitted by accredited
disconnectors after the disconnection activity.

DCPR. This refers to the Daily Cash Position Report which shows detailed cash
transactions such as deposits, withdrawals for individual bank accounts and cash bank
balances at the end of the day.

DM. Debit Memorandum made to consider the outstanding account of the consumer ln -~

certain transaction as accounts receivable.

IAR. Acceptance and Inspection Report prepared by the Storekeeper a/ﬁ:ér carefu!
inspection of the items delivered and found out to be complete and comphant with the
specified requirements. P
FFRF. Field Flndungs Report Form is used by the meter read r5 to record their

i Polomolok Water District ;;;/‘Q
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""'I-IRM System. Human Resource Management (HRM) System shows the cycle of activities

e

that the  Human Resource Office facilitates, processes, monitors, records and reports.
These refer to HR Planning, Recruitment and Selection, Compensation and Benefits,
Performance Appraisal, HR Development, Promotion and Career Development, Incentives
and Awards System, Employee-Management Relations and Employee’s Discipline.

HRIS. This refers to Human Resources Information System which allows Human Resource
(HR) activities to occur electronically. The software takes care of a number of activities,
including payroll and those related to human resources, i.e., employees profile,
attendance and leave balances. It also allows employees to exchange information with
greater ease and without the need for paper through the provision of a single location for
announcements, external web links, and company policies. This location is designed to be
centralized and accessed easily from anywhere within PolWD.

Illegal Connection. To tap, make or cause any connection with water lines without prior
authority or consent from PolWD whereby water is stolen. This is a punishable act in
accordance to Republic Act 8041, known otherwise as Water Crisis Act If 1995.

Income Budget. It provides the detailed description for the source/s of income.

Inspection Report. This refers to the written report of the material/equipment received
and/or inspected on site.

Investigation Report. This refers to the written report on visual or verbat status of an
illegal connection, tampered water meter, high and low consumption, damaged and stolen
water meter.

IUMS. Integrated Utility Management System is the system or program used by PolwD
for billing, collection and frontline services.

Leak Repair Status. This gives a detailed update of the repaired leak.

Maintenance Crew. This is a group composed of Water Maintenance Men, Job Order
employee and/or “pakyawan” who work together to keep PolWD’s pipeline and
appurtenances in good condition through repair and maintenance activities.

Maintenance Order {(MO). This serves as the written order from the office to conduct a
maintenance activity.

MMF. Meter Maintenance Form used for accomplishment of Water Meter Reguests for
replacement and meter testing.

MOOE. Maintenance and other Operating Expenses (MOOE) refer to expenditures to
support the operations of the District such as expenses for supplies and materials,
transportation and travel, utilities, communications, taxes, licenses, repairs and
maintenance, etc.

NSC. New Service Connection refers to the new connection of a household officially

0 Eapped at PolWD water mains after approval of the processed application.

NRW. Non-Revenue Water is the water that has been produced and is “ost” before it
reaches the customer.

Polomolok Water Bistrict {270
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PR. Purchase Request is a document notifying the Purchasing / Pracurement Sec‘tion_,of
items to be ordered as needed by the requisitioning section/division or enduser; it includes
quantity, specifications or description and the time frame.

Promissory Note. A written promise made by consumers to pay their arrears at a
specified due date.

RAAF. Reports on Accountability and Accountable Forms (RAAF) is a detailed report on
the number of ORs issued and for Total Cash Receipts within the day.

RAR. Refers to Reconnection Accomplishment Report accomplished and submitted by
accredited disconnectors after the reconnection activity.

Reorder Point. Refers to the level of inventory which prompts the replenishment of an
exhausted stock. In measuring the District’s inventory reorder point, the storercom
considers procurement lead time and the average monthly amortization times the number
of months to stock such items.

Report of Physical Count of Property. Refers to a report prepared by the Storekeeper
after the conduct of an inventory of inventory items.

RIS. Requisition Issuance Slip is the form used to request for items from the storeroom;
this form is required by the Stereroom personnel prior to the release of items requested
by the requisitioning section/division or enduser.

Report of Physical Count of Property, Plant and Equipment. Refers to a report
prepared by the Storekeeper after the conduct of an inventory of property items.

RUAPP. Revised and Update Annual Procurement Plan is made to effect possible changes
in the APP,

Site Inspection and Cost Estimates. Refers to the actual ocular field inspection of the
site and itemized costing of materials identified.

Scrap Disposal. Refers to the selling of scrap, waste and defective items, eguipment,
tools, vehicle and other tangible property of the District that has value. Disposal can be
through bidding or canvassing. It adheres to the legal process prescribed by COA.

SR. Refers to Service Request made by either the consumer / other division for a
particular transaction.

Tampered Water Meter. Refers to pilfered water meter using sticks, magnets, reversing
the water meter, shortening of vane wheels and other devices that would interfere with
the accurate registry or metering of water usage.

Waste Material Report. Refers to a report made whenever an item is purchased to
replace defective ones.

Water Meter. This is a device used to measure the volume of actual water consum’btion.
Water Sales Budget. A budget showing the projected number of service’ connectlons,

average consumption per connection, projected billing and collectlon, \@afend receivables,
production in cubic meter and non-revenue water.

" PolomolokWater District {5
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GENERAL INFORMATION AND SELECTED AREAS OF OPERATION

. Brief History: Crude Beginnings

The water system of Polomolok was originally constructed in 1964 through the joint efforts
of the residents of Brgy. Poblacion and of the Cooperative for American Remittance
Everywhere (CARE} with an initial funding of Php32,000.00. The facilities constructed
were an intake structure at Jovero spring with a 5-hp booster pump station, a 160 cu.m.
ground reservoir, and about 1.6 km of distribution pipelines. Due fo lack of funds,
construction was stopped several times. The local folks, however, continued their efforts
in soliciting funds until Dole Philippines, Inc., the largest and major industrial firm in
Polomolok, extended help by way of materials, equipment and technical expertise. In
1967, the water system started to operate with level two service. Six (8) public faucets
were installed at strategic places in Brgy. Poblacion whose barangay officials undertook
the management of the water system.

On 11 September 1968, the water system was turned over to the now defunct National
Waterworks and Sewerage Authority (NAWASA). NAWASA, together with the Presidential
Arms on Community Development (PACD), extended the system under the supervision of
the 23" Water District of Cotabato City. From the original six (6) connections, the sysiem
attained a total of 294 unmetered connections, 12 of which were public faucets and 282
were individual house connections.

The municipal government took over the administration of the system on March 5, 1972.
Four (4) small capacity ground reservoirs were then constructed. When energy cost
started to rise tremendously in 1972, the municipal government decided to abandon the
original source and reservoir. A new source which allowed flow by gravity was developed.

The source, consisted of three (3) free-flowing dugwell, was constructed near the
octagonal reservoir in Poblacion along the highway, to supplement the three free-flowing
dugwell.

in a move to provide sufficient, safe and potable water supply to the community,
Polomolok Water District (PolWD) was formed on October 8, 1980 under the aegis of the
late Hon. Mayor Saturnino Calulo by virtue of Sangguniang Bayan Res. No. 63. Local
Water Utilities Administration (LWUA) awarded the Conditional Certificate of Canformance
(CCC No. 153) to PWD after it had complied with the minimal requirement of LWUA's
certification program. This certificate entitled the PolWD to all the rights and privileges
authorized under PD 198 as amended. All existing water works facilities of Polomolok
were therefore turned over to PWD.

© Pomookwarose (23] g
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. Vision - Mission Statement and Core Values

T

VISION
TO BE THE MOST COST-EFFICIENT, CUSTOMER-FOCUSED AND
ENVIRONMENT-FRIENDLY WATER SERVICE PROVIDER IN THE
COUNTRY.

=58
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MISSION
We commit to:

—1

Pirovide quality water 24/7 to our customers.

Rehabilitate, develop and protect our watershed.

Ojptimize our available resources.

Aldopt cost-efficient operation.

Clontinuously improve and expand our services.

Tirain and develop competent, committed and motivated employees.
Institute programs on wastewater management.

Vigorously pursue NRW reduction program.

Elnsure excellent service that exceeds customer satisfaction.

S

,,&.

CORE VALUES

[SITEWARDSHIP

Sense of ownership over Water District assets and resources
EFFICIENCY

Maximum performance at a minimal cost
RIESPONSIBILITY

Working with a sense of accountability and reliability
-1 VERSATILITY
|

e

f
L

-

Adaptable to change and responsive to the call of the times
[INTEGRITY
Service with honesty and transparency
CloMMITMENT _
Dedicated to render extra-mile service to meet the needs of the / '
customers without counting the cost ‘
I [EXCELLENCE
S Driven with desire to deliver quality service
: [SloLiDARITY
_ D Motivated to work as a team to achieve a common goal

| Polomolok Water District gives PROACTIVE SERVICES. ,,_/ i
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Te Improvement Projects

a. Interim Improvement Program

In 1282, Polomolok Water District was granted by LWUA a mini-loan of Php100,000.00 in
the form of various water utility materials. Likewise, in 1985, an Interim Improvement
Program Loan of Php1,550,000.00 was granted to finance various projects. As a result of
the foregoing improvements, the district’s gross revenues rose from Php50,000.00 in 1981
to Php5,757,023.00 in 1994,

b. Phass | Improvement Project

PolWD also initiated improvements to its inadequate water system. Foremost was the
Php6.70 million Phase | Improvement Project which was financed by LWUA through a
loan from the International Bank for Reconstruction and Development. Though it was only
partially implemented in 1985, the water service of the WD was greatly enhanced by the 1)
construction of a deepwell with pump station; 2) laying of new pipelines; 3) metering of
service connection; 4) installation of Chlorinators.

Later on, PWD through its own funds, laid more pipelines to meet the increasing number of
concessionaires.

¢. Phase ll Improvement Project

PolWD had been untiring in its quest to introduce more improvements to the system.
LWUA advised the District to start with the consfruction of five (5) deepwells for the
proposed Phase Il Improvement Project. On December 15, 1993, the Asian
Development Bank (ADB) granted the Php68.221 million loan and LWUA approved
utilization on Novernber 20, 1995. The components of this project comprised the following:

1. Construction of five (5) pumping stations with supply and installation of electro-
mechahical equipment including Pump Motor, Chlorinator, Flowmeter, Pipes and
Fittings, Valves and other accessories;

2. Construction of three (3) reinforced concrete ground reservoirs and two (2) elevated
steel reservoirs including Valves, Pipes and Fittings complete with site developments;

3. Laying of Transmission pipelines and distribution networks comprising 54.466 km
approximately 50 mm — 300 mm diameter pipes and all necessary Gate Valves, Blow-
off Valves, and Fire Hydrants;

4. Construction of Pipe Crossings and other related Civil/Miscelianeous work.

The PolWD’s Phase Il Improvement Project was turned-over and accepted by the District
on October 9, 1997,

- Other Expansion Projects

a. Phase llIl Expansion and Improvement Projects

In 2010, PolWD’s Phase Il Expansion and Improvement Projects covering 15 areas
within the municipality were completed thru a Php30M loan granted by LWUA. These
included the following:

_ 1. Construction and development of Pump Station 7 at Brgy. Upper Klinan

2‘.‘»_;_7istem Construction in Brgy. Pagalungan
R
\
3. Imprevement of water pressure / supply at Brgy. Silway 8
e i

4. lntercon\n‘éqtion of existing systems

National Highway, Polomalok, South Cotabat £
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As of QOctober 2015, the District has a total of 239.4362 kilometers for its plpelme
expansion and rehabilitation projects.

ZZB

b. Construction of Administrative Building

In August 2011, the District took pride in the construction of its Administrative Building by
administration worth Php8.2M taken from the savings.

ﬂ +  Financial Viability and Sustainability
2013 2014 Qctober 2015
a. Collection Ratio 81% 83% 83%
ﬂ b. Operating Ratio 82% 70% 7%
- ¢. Net Income Ratio 18% 30% 23%
d. Current Ratio 3.61:1 3.54:1 4.66:1

" |

e. Water Rate Adjustment

PolWD Board of Directors and Management, with the assistance of LWUA, conducted a
public hearing on November 16, 2006 for water rate adjustment from Php108.75
minimum rate to Php169.65. The adjustment was intended to sustain the District’s
increasing operational and maintenance cost and for future expansion/improvement for the
benefit of Polomolokians. On January 9, 2007, LWUA approved the series of water rate
adjustments for PolWD from a minimum rate of Php169.65 in 2007 to Php195.10 in 2009
and was adopted by the Board for implementation. However, PWD opted to implement the
said water rate on a staggered basis based on the following schedules:

s |

jl Date cof Effectivity Effective Water Rates
o February — June 2007 Php 141.35 minimum rate
_ July — January 2011 Php 169.65 minimum rate
February 2011 - Present Php 195.10 minimum rate
Due to the adjustment in tariffs, PolWD slowly recovered its financial losses and uplifted its
e financial status. From 2007 up to the present, PolWD never yielded a negative annual
income.

f.  Marketing and Collection Efforts

With the marketing and collection efforts of the management, PolWD reduced its
Accounts Receivable from Php47,483,493.00 to Php11,828,876.20 with 15,136 number
of active service connections as of October 31, 2015.

To ensure sustainability of the District's operation in terms of revenue generation )
programs, the Marketing Team was created on September 4, 2014 by virtue of Board / ’
Resolution No. 14-22 to focus on marksting strategies aimed at increasing the number of i
active service connections.

e

. Areas Being Served

To date, the areas presently served are Barangays Poblacion, Cannery Site, Sulit,
Pagalungan, Polo, Magsaysay, Silway 8, Upper Klinan, Glamang and Lumakal e

,/
) Number of Service Connections i

e

==
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s Staff Productivity Index (SP)

With only 5 regular employees at its inception, PolWD now has 77 permanent employees
to complement its growing operation. From a Small Category, it was recategorized to
Average then to Medium Category. On March 2012, it received its Certificate of Category
B from LWUA, testament of its efforts to significantly sustain its operation, from an
increase in number of active service connections to financial and operational growth. It
has maximized its existing number of personnel with an SPI of 1:199.

. Billing and Collection System

The District started using the Integrated Utility Management System (IUMS) for billing,
collection and frontline services in CY 2010. Said program includes, among others, the
following features:

» Customer Details

> Account Ledger

» Meter Reading

» Category/Charges/Rates

> Billing Status

> Payment and Collection viewing

. Management Information System (MIS)

The MIS Team was established in January 2015 as part of the District's proactive
response to technological advancement. The Team takes charge of developing and
updating the Agency website, SMS Text Alert, upgrading and development of software or
new programs and repair and maintenance of computer units and servers. To date, the
following in-house and customized programs have been developed and enhanced by the
MIS Team:

> PolWD website

» Human Resource Information System (HRIS)

» Inventory and Procurement System

> Queuing System for Cashiering Section & Commercial Division

> Work Order System for Construction and Maintenance Section

> SMS Text Alert or Text Blast for billing due dates, water interruptions and repair/
maintenance activities

. Watershed Rehabilitation Program

Mt. Matutum Watershed area was declared as a Protected Landscape through
Presidential Proclamation No. 552 by Pres. Fidel V. Ramos. The law paved the way for
the creation of Protected Area Management Board — Mt. Matutum Protected Landscape
{(PAMB-MMPL) of which PolWD is an active member since 2007.

PolWD, in partnership with DENR 12, LGU and NGOs, launched the "Gamtabung
Amtutung” (Let's Help Mt. Matutum). PolWD collaborated and involved the communities
(composed mostly of Lumads) residing adjacent the rehabilitation area on the “Family-

. Based Approach” tree planting. Every year since then, PolWD rehabilitates at least ten

(10) hectares of MMPL.

> Total Area Planted as of October 2015 - 62.6 hectares.
» Tofa Numbe_r.of Trees Grown as of October 2015 - 42,321 out of 59,285 planted

Potornolok Water Bistrict %&
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Gender and Development {GAD) Program

GAD Program of PolWD is highlighted by its Adopt-A-School Program and Patubig sa
Eskwela. The Adopt-A-School Program covers public elementary schools within the Mt.
Matutum Protected Landscape (MMPL) as beneficiaries of the District's donation of school
supplies, feeding and dental activities. Unless identified and recommended through an
environmental scanning, the very poor public elementary school outside of MMPL may
also be a recipient of this Program.

=

The Patubig sa Eskwela Program is the donation of drinking water facility to public
elementary and secondary schools within the service area. This Program is designed to
ensure that public school pupils and students drink safe and potable water while in the
campus. As of October 2015, the District has already donated 17 drinking water facilities.

== o=

==

ORGANIZATION AND RESPONSIBILITIES

PolWD was issued a Certificate of Category dated March 21, 2012 by LWUA classifying
Polomolok Water District CCC No. 153 as “Category B” Water District effective March
2012 pursuant to DBM Circular 2011-10 (Revised Local Water District Manual on
Categorization, Re-categorization and Other Related Matters or LWD-MaCRO).

POLOMOLOK WATER DISTRICT GRGANIZATIONAL CHART (CATEGORY 8 based on LWD-MaCRO)

an T T

OFFICE OF THE BOARD OF DIRECTORS |

=
:

.
| =Corporate Planning {_
j «Pubfic Info & Retations
*Internal Audit A g3 1a gl
slnformation Tectmology ‘L‘{JLH
—] I ]
] | ADMINISTRATIVE, FINANCE AND COMMERCIAL DEPARTMENT | L ENGINEERING AND OPERATIONS DEPARTMENT
' | I
[ DEPARTMENT MANAGER B | DEPARTMENT MANAGER B J
=
[ I
[ I
I ADMEOSTRATIVE DVISION | | FRANCE DIVISIOR I CRMMERVUL BERNCES WATER HESOURLES DIVISION | cuwmucnu:“.:;:;mmmm
—| Adminkstrativa Services | Cash Managament I —i Customer Atcounts J ——‘i Quality ControlfAssurance , —l Construction and Ma!mma:me l
1 I |
| 2 sMeter Reading «Water Sampling Repair & Maintenance * NRW
R l +Frocursment | Ascounting I s3illing sBacteriologica Testing +Pipetine Rehabilitation & Expansicn
r i Human Resourra | Budget ! " Customer Services | —‘ Water Generation and Distribution —-I - Flanning & Deslgn ]
I - T

'+ New Service Connection

I
=Human Resource Management *Dhsconnection/Recpening . | . I-Fm]ed Planning !
Pump Station Mai -
sHuran resgurce Development Faimvestization ? el e
&

"
N S
D + Transfer/Change of Name 3 | A )
y *Property & Sunply Management

*Blde., Grounds & Facilities Management

o \aéaa! ien
> Increase of Active 5.C. & Collection Ratio
» Pipsiine Expansion o other Barangays

o -~ Polomolok Water Disirict {370
. o / Nationa! Highway, Polomolok, South Cotabat 11 1T
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FUNCTIONAL CHART

[ ]

{construction eantract.

+Appoinis General Managar.
-Retains st counsel,
Mmmmwmmmmmwmw
organtzation.

+Approves annual tudget.

+Adopis schediufs of walef retea and charges,

Selects and retins enginearing consulisnts for preperation of
Fxasiblity repart.

Execies contrec! for cepiel improvement loan end awards

shutherizas aequisiian of real property,
Phaepts defery of eomplerd Gclites.

pianch fy developmant, ate.

GENERAL MANAGER

|-Raconmentds Baard action on awarding of eorlracle

-Prepares agenda for reeting of the Board of Directors

Keeps the Board informed of Utilty stetus and responds o thej
lnquiry of the Board.

-Proposes polides, mules and regulstions end budgel for Beard)
action,

-Canies all Board pofices Giru plans and programs in achisving]
instintional fargets and establsling intems! contred system, sfc.

|

ADMWIMSTRATIVE, FINANCE AND CONMERCIAL DEPARTHENT I

[

-Supenises, monitors peformance and directs effods of
Administralive, Finance and Commerdal divislons 1o achievel

ENGINEERING AND DPERATIONS DEPARTMENT

*Supenises. moniters peronmance and directs efforls of
(Winter Resources and Constuction and  Maintenancel

divsional Lages and aarizationdl gogls, ::’:‘s“’“ o ptveve. chveod ek 26 Frnizadons
=Py fo; ¥ pﬂmuﬂ;mﬂ' P iprojett proposs’s 8nd
[ ] [ |
ADRINISTRATIVE DIVISIOH —I I FIHANCE DIVISION I | COMMERCIAL SERVICES DIVISION [ | WATER RESQURCES DIVISIDN I |CON5TRUGTIDNAND MAINTERANCE DIVISION]
| ] I
. {Recommends policies snd pmcedues o "Enfortas utlity nulas and requiations, hFomudstes  and  reconrends jss. and] «Formudales ang recommands poficias angd
|-Fomistes and recommencs pofices, uidated  |oafequand funds and assels, g procediTes s pracadies i

personnel mechanksms and  sswmblishas standatdsy
and miemal contreds.

s Prapares management plans, budget and controls.

PROCUREMENT
oDieets baslc efforts of purchasing end arnsures)
feompiance vith RA 9184,

HR

of Dislriets peficies
mpasomeirrmuand other banefils afforded {o
e eploysos.

Reeps personnel reeards (201 & 102 filss).

+Processes appoiniments and leaves of sbsance.

“Takes charge of preparafion, updafing and
erification of exnployess’ employment oo and
olher documents requied by CSC, DBM, GSIS
HMOF, PHIC, Ombudeman, efe.

Fachiletes toining and  caresr

[+ Recommends policles oo Inventory. disposal of
jwasle  malerials, prevenfve  maintenance,

disposal.

FEnsures avalablity of mateniols and equipmen tof
meed aperation schedula.

fMonitors fuel and aleclicly consumption.

“Tekes chamge of D insurence of ye

+Propares programs,
|alotmants for expanditures fram loans of revenieas
receipls.

rogrems.

Assists management In hending lebet reltions
Ipeablams.

GENERAL SERVICES ' N
Superviees  inplementatin of  poties "~ fof
fsloreroom, motarpoc] and janitoral senviees. 1.

sPrepares  mianagement  plans,
conlro's

budgal  and

IACCOUNTING
<Direclly supendses all matters ralating o financiad
transattions,

=Prepares nanagerment plans, water sales budge!
and contrels.

CUSTOMER ACCOUNTS

Supendees tha acewrals processing of dals in)
preparation for biing, meler reading, notices of
o

contmis and Ilssues Cashy

‘Reviews, apprives and signs alf chetks,
+Submiis requlerly stelements of cesh postion and
ey eofiecton reper.

+Supenvises the imprementation of procedure of
bank deposits, dsbursement of finds and paymand
of purchases.

~Enistres that el fnanclal and reporty and other related reports such campllance with PNSCW and DOH standands.

are prepated and subsmitted promply. ag¢ing of accounts andwite-off

il ralsesouning epors, Dt cparations of accouts sechon n e (Eeachstes ot rogess o ety ot

Verfies al veuchers, caicutation and preparation of water B, +Conducts disinfection of plant facZias.
“Reads customers' walar matars and delvars water}

BUDGETING blis.

«Formuletss, colates, summarizes end monitors  [<Supenvises the accurate and updated maintensiice)

e District burdget. customers’ records.

CASHIERIHG [CUSTOMER SERVICES VYATER GENERATION AND DISTRIBUTION

|-Ertertaing eamplaints of no water 41 and high|

+Prepares management plans, budget and contols.

QUALITY CONTROLIASSURARCE

:Eetabishes chlerinalion sehedubss and  watsr
Bampling procedures for  baclerologicel tests iy

+Attands 1o sl matiars necassary to ansura 24/
sarvica ta all consumen of safe, potable water undes
s prassure,

*Asgists customers wilh water service, mainlsnancsl
lordars, closiras! disconnections and fa-openings
reconnactions.

*Facfitates  applications far  new  senvice
connections, senlor ciizens and transfer of chang]
of names.

-Mainteing acoursta meords of equipment lventory)
dady produclicn equipment operation,
history, levels ang prasstire,

[-Estabiishes priorities of eeonomical operation of

jmachanical rt end detaled
“Conducts field Investigation for accounts with, [sehedules of i production equipment including majod
aboirial eansumpion, repats.

Estabiishes progrems and intemal conirols on pumy
MARKETING station management.
CEERITEANE s

{conmections.

+Prepares managamant plans, budget and
jcontrols.

CONSTRUCTION AND MATHTENANCE
| Develops standard polides and procadutes oy
repa:r end mainlenance progran,
|-Directs rapairs of leaks.

brepecis the inetalstions of varous Sende

“Conducts and empiays safety programs.
[-Cenducts end monitore NRW ectiviies: like el
detaction, pressure management end water meled]
management,

Imploments prjects as schedued.

PLANKING AND DESIGN

<Conducts sunveys for future davelopments and
epansions.

Conducts hydeule ansiyses of watar supply fo

‘Prepares techital drmwings, ¢simates end
E {or ppel oy oeiesha
:Preperes speciicaions of service conngction

materats,

and saiutions on cvl

engineering works.
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Mational Highway, Polomolok, South Cotabat



\ Polomolok Water District
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Operations Manual S

OPERATIONAL CONTROL AND SUPERVISION

=2

A. Powers of Authority

i |

1. LWUA. The Local Water Utilities Administration is a government corporation, with
original charter, attached to the Office of the President (As amended by Sec. 21, PD
768). It shall primarily be a specialized lending institution for the promotion,
development and financing of local water utilities. It prescribes standards and
regulations, monitors and evaluates local water district's operation.

=

2. Board of Directors. All powers, privileges and duties of the District shall be
exercised and performed by and through the Board. As a policy-making body, the
Board shall establish policy and not engage in the detailed management of the District.
The Board approves the appointment of personnel in the supervisory level. The Board
member shall serve a term of six years.

—A

13

3. The General Manager. The General Manager, who shall not be a director, shall
have full supervision and control of the maintenance and operation of water district
facilities, with power and authority to appoint all personnel of the District.

I

B. Supervisory

M Based on Category B structure, the different divisions have supervision over certain
areas of operation.

s * Administrative Division takes charge of Human Resource, Procurement, General
Services and Management and Information System (MIS).
» Finance Division oversees the sections of Accounting, Budget, and Cashiering.
* Commercial Division directs the efforts of Customer Accounts, Customer Services
sections and Marketing Team.

T * Engineering and Operations Division handles the Construction and Maintenance

&) Section, Production Section and Planning and Design.

The efficiency in operations is a result of effective management, sound decision-
making, good fiscal management, improved performance, competent personnel and
better working relationship between and among functional units, management and the
Board of Directors. ;

C. Operational Controls ENGR. & !Ij i 3RﬁUAT

uENLI PN AR
LWUA has designed an internal control system for the commercial aspects of the water
district’s operations. This system is called Commercial Practices System (CPS).

=2

n s

A CPS comprises the prescribed systems and procedures that enable a LWD to
effectively account for all its transactions, safeguard its assets and promote operational
efficiency. It also pravides a uniform information and reporting system for use by all
LWD’s. P4

"
e

Installed to establish internal control procedures for financial transaptﬁ/ns and physical

_properties of the LWD the CPS bnngs about streamllnad systil/ns/ timely and accurate
7 3P ' oal
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Operations Manual

et

The CPS includes the following:

= General Accounting / Management Information System
* Chart of Accounts

« Billing and Collection System

« Disbursement Procedures

* Budgeting

* Inventory Management

* Fixed Assets

» Purchasing Procedures

¢ Construction Work Orders; and

= Loan Accounting

The basic features of each component may have changed with the adoption of other
government policies as updated and amended. Some provisions in the GAAM or NGAS
are introduced to strengthen the existing system but never to change or abolish it in its
entirety.

For purposes of redefining the operational controls that PolwD uses in its operation, we
shall refer to the District's responsibilities with reference to LWUA parameters to better
understand the peculiarity of a water utility organization.

Operational controls are established, implemented and updated to safeguard the
continuous delivery of safe and potable water supply against potential adverse operational
impacts and environmental threats. Operational Controls should:

. Ensure reliable water supply

. Prevent financial losses

. Reduce Non-Revenue Water

. Comply with laws and regulations on water utility operation

. Continuously improve and expand services for the consuming public

. Achieve BOD-approved institutional targets with integration of LWUA parameters

oy AW -

Operational controls incdude preventive and corrective maintenance and standard
operating procedures of the District’s facilities and equipment. Certain procedures are
observed to comply with environmental and health and safety regulations.

For purposes of this Manual, the discussion focuses on the major aspects of the District's
operation namely: water source, pumping operation, water distribution, water quality,
meter reading, billing, collection, staffing, procurement, motorpool services, property and
inventory.

Category of Activity Sub-Category Standard Operating Procedures
(SOPs)
Water Source Drilling Drilling and Water Permits from
NWRB

Compliance with environmental
requirements (ECC from EMB)

Pumping Operation Pumping operation Roving Scheme due to automation
N schedule of pumping operation
Y Preventive and corrective Periodic maintenance of electro-
i maintenance mechanical equipment
S B Water Level Monitoring, reporting and
Ny recording of water level

ENGR. SOLITI
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Manual

Category of Activity Sub-Category Standard Operating Protedures
(SOPs) "
Water Distributicn Pressure management Monitoring system pressure
Mapping Pressure zones, valves and
hydrant location, hydraulic
analysis
Pipeline network Leak detection, response time for
repair and maintenance
New service connection Application processing and
installation installation
Water Quality *Chlorination Compliance with 0.3ppm chlorine
residual at end points
*Microbiological Testing Water sampling for laboratory
testing within 2 hours from
coilection of samples
*Physical and chemical Compliance of 14 parameters
analysis stipulated in PNSDW
*Pesticide analysis Within the Limit of
Quantification (LOQ) for
Organophosphates,
Organochlorines (OCs) and
Pyrethroids is 0.1ppb
*Compliance with Philippine
National Standard for
Drinking Water (PNSDW),
LWUA and DOH
Meter Reading Meter Reading schedule Zoning, Rotational schedule
of meter readers
Read and Bill System Billing notice
Billing Water Rate Public hearing, LWUA
approval and passage of
Board Resolution for
implementation
Sub-classification of Passage of Board Resolution
Commercial service
connections
Customer records Customer Ledger
Collection On-time payment Incentive Scheme
Delayed payment Imposition of 10% penalty
charges
Non-payment Disconnection, Promissory
Note
Staffing Plantilla of Personnel Compliance with DBM
guidelines
Recruitment, Selection Implementation of Merit
and Promotion Process Selection Plan (MSP)
approved by CSC
Procurement Competitive Bidding and Compliance with RA 9184 or
Alternative Mode of the Procurement Law
Procurement
Motorpool Services Transportation Pre-departure checklist
Repair and Maintenance Periodic maintenance
Vehicle Maintenance Card
Annual Vehicle Status Report
//
Property and Inventory Stocks . Stock Cards; Receiving
report, Sefnestral and annual

_physical inventory

[Waste Material Report._

Polomalok Water District

National Highway, Potomolok, South Cotabat 14
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OPERATING PROCEDURES

The operating procedures describe the step-by-step procedures and work instructions
using the activity flow charts including the flow of forms.

The flow charts are presented by office or division.

A. Office of the General Manager
1. Public Relations Pragram
a) Customer Satisfaction

B. Administrative, Finance and Commercial Department
1. Administrative Division
a) Human Resource (HR)
* Recruitment, Selection and Promotion Process
b) Procurement
* Procurement Process for Public Bidding
¢ Procurement Process for Shopping
¢) General Services Office (GS0)
* Preventive Maintenance of Vehicle
e Repair and Maintenance of Vehicle
* Property Management
* Inventory Management
= Disposal Management
d) Management Information System (MIS)
= Inventory & Procurement System
= Hardware / Scftware Maintenance
= HRIS Biometric Attendance and Leave Workflow

2. Finance Division
a) Financial Statement Generation
b) Cash and Collection Process
c) Consolidated Annual Budget

3. Commercial Division
a) Mster Reading and Billing Preparation
b) Application for New Service Connection
¢) Disconnection of Delinguent Consumer
d) Voluntary Disconnection
e) Reconnection of Service Connection
f) Application for Change of Account Name of Service Connection
g) Application for Location Transfer of Service Connection
h} Granting of Promissory Note
i) Field Inspection
) Field Investigation for Tampering of Water Meter
K) Meter Maintenance Request for Meter Testing
I} Meter Maintenance Request for Change Meter

C. Engineering and Operations Division

.. 1. Construction and Maintenance Section
\\ a) Complaints Monitoring
b). Mainline / Serwce Line Leak Repair
< 5 L

Polomolok Water District ,@ 18
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2. Production Services
a) Pumping Operations Standard Operating Procedures (SOP)
b) Chlorination Standard Operating Procedures (SOP)
¢} Water Quality Monitoring
¢ Bacteriological
+ Physical-Chemical & Pesticide
d) Watershed Rehabilitation Program

ENGR. SOLITA
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MANAGEMENT PROCEDURES

Customer Satisfaction Assessment

FLOWCHART DETAILS RESPONSIBILITY
START
DISTRIBUTING! GIVING OF COSTUMER FEEDBACK COMMERGIAL FRONTLINERS

FORM. INFORM CONCESSIONAIRES THAT THEY
3 Service
- Parsonnel

ACCOMPLISH COSTUMER FEEDBAGK FORM > ey oo
+  Customer Datalls CLIENT / COSTUMER

¢ Suggestions and commenls

ARE THERE ANY

YES

ISSUESICOMPLAINTS

PO ATHEO THAR

N

INFORM CONCESSIONAIRES THAT |
THEIR CONCERNS WILL BENOTEDIN |
THE FORM AND WILL BE CHANNELED ;
|
|

PIAD PERSONNEL/
LoTE COMMERCIAL
NO PROPER AUTHORITY FOR
COMMERGIAL
|
{ - Costumer! client HR
i Salisfaction Report
el
RECEIVE SUMMARY | -
REPORTFOR COSTUMER |
SATISFACTION ASSESMENT !
FORWARD COMPLAINTS! FEEDBACK
CONCERNED HFR/ ADMIN
NIVISION RFOFIVE DATA _R‘FD{'!RT T0 Ok
RECEIVE DATA, REPORT AND PREPARE TRAINING PROGRAM/
CORREGTIVE AGTICN FOR PERSONNEL TO IMPROVE COSTUMER HR
= SATISFACTION
FILE DATA, REPORTS AND CUSTOMER
SATISFACTION SURVEY HR

Polomolok Water District i
Mationat Highway, folomolok, South Cotabat
ENGR. s0Lii TAoRcuATOR
EENEFA MM e
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RECRUITMENT, SELECTION
AND
PROMOTION
PROCESS FLOW

o _I

Polomolak Water District
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Operations Manual

PROMOTION PROCESS

HRMQO publishes and posts vacant positions in three (3) conspicuous places
in the agency,

o

v

All divisiens are informed of the vacant position for promotion.

v

Applicants file their applications and submit to HRMO

v

HRMO submits to the PSB the comparative assessment of the qualifications

of the applicants.

A
PSB evaluates the qualifications of the candidates being considered for
promotion in accordance with Merit Selection Plan {MSP) and QS set by
PolWD.

A L S s i et oo i

4
To ensure objectively in promotion, the division heads has the authaority to
recommend employee/s under their supervision for promotion and see to it |
that employee/s are best qualified from among the candidates ‘

i A e A L S e e A R B e AL

i

v
In preparing the list of recommendees, the PSB shall to it that the
employees recommended for promotion are best qualified from amang

candidates.

v
Applicants will be scheduled for Personality and |Q test and interview by the !
PSB.

v

Issue appointment in accordance with the provisions of the District’s Merit '
Selection Plan

Y
Post a notice announcing the appointment of an employee in three (3)
conspicuous places in the agency a day after the issuance of the
appointment for at least fifteen days.

GENERAL,

ENGR. SOLITM
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F Operations Manual %
i %
RECRUITMENT AND SELECTION PROCESS
I
9
J Publish the vacant position to the CSC Bulletin of Vacant Pasition or through !
made of publication and post the same in three conspicucus places in the i
agency i
+ |
i Applicants submit documents required by the HRMQ i
d
L v
HRMO will evaluate the applicants documents 1}
= - }
v
W © List of applicants / candidates aspiring for the vacant positicn, either from |
within or outside the agency, including qualified next-in-rank employees in l
s order to have pre-determined ratio of applicants of appointment or hiring
quota. |
v
r. Preliminary interview for all applicants upan receipt of their applications
{ and determine the qualified applicants.
. Cenduct preliminary evaluation of the qualification of ail candidate.
i Background mvestxgatlon of apphcan‘lx
- V
Applicants will be scheduled for Personality and 1Q test. Applicants wha
passed the Personality & tQ test {80% for the office; 70% for the field
f waorker} will be scheduled for another interview with the PSB.
v
Quatified applicant undergo PSB screening on : Eduation & Training,
| Experience & psycha-Social Attributes & Personality Test.
v
ﬂ Notify all applicants of the outcome of the preliminary evaluation. i
i
PSB evaluates the qualifications of applicants being considered for
| recruitment & selection in accordance with Merit Selection Plan{MSP). PSB
h recommendation will be submitted to the Appointing Authority.
{
v
P Public posting of the result of PSB screening. Only top 5 candidates will be
qualified for the vacant position. The name of the chosen candidates will be i
forwarded to the HRMO for preparation of appointment

v

HRMO will require the chosen candidate/s to submit the required
documents for appointment.

1 | J

HRMOQ will prepare and submit all appointment papers for signature
of Appointing Authority. i ;

v v
The newly appointed employee will be given copy of NOSA on the
effectivity of his/her first day of service.

g |

OnCUATD
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End ~ user submits approved PR to the BAC Secretariat

{
1
1 3
LS b

aun NI

Prepare Bid Documents & Send ‘
Invitations to Observers 4

e
-

Issue and Post Supplemental Bid Bulletin
{7 calendar days before the deadline:for
the submission and receipt of bids)

Polomslok Water Distriet 7

Y., Mational Highway, Polomolok, South Cotabat 117} 24
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PROCUREMENT

PROCESS FLOWCHART FOR SHOPPING

{above Php 1,000 to Php 500,000.00)

PURCHASE PROCESS
(START)

ol

Approved Purchase
Request Form (PR)

Method of
Canvassing

Request for
CQuotation (RQ)

Post at PhilGEPS
{zbove £50,000)

o o

Su

mmary of Canvass
{Abstract)

Approval of
Summary of
Canvass

PURCHASING SECTION
{Php1,000 to 50,000)

BIDS AND AWARDS
COMMITTEE
{ above Php 51,000 up to

ENGR. S0LITE )
GENERAL

e W

500,000)

PURCHASE ORDER

(PO)

If disapproved

END L—]

g

PROCUREMENT SECTION
Fax/ hand-In approved
PO to supplier to enter

into a contract and effect
delivery /pick-up items

a4

1If approved

4

Foloniolok Water Bistrist

Nationat Highway, Polomolok, South Cotabat
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TERMS OF
PAYMENT
' CASH TERMS
F FINANCE PROCUREMENT SECTION
v (for payment Pick-up items /pending until
preparation) delivery

/1
4

CHECK & VAT CERT Il

oE T

PLACE OF
SUPPLIER

Loc‘A/ \ OUTSOURCE

PROCUREMENT CASHIER
SECTION Deposit payment
Pick-up items and
hand-in pavment.

. v i COMPLETE DOCS & DR

=
COMPLETE DOCS & OR & and:gl
SR
DR L

&8 Tl

=

—

IS

r
&
~l

A

STOREROOM
INSPECTION AND ACCEPTANCE
REPORT (IAR}

=

PROCUREMENT SECTION
Segregate documents for
filing

g

=

ri
o

FINANCE FILE
ORIG. COPIES OF:
PR,RQSUMMARY, PINK

F PO,CR,DR,IAR
3 ﬂ CAiH/ \;rERMS
I

{for processing of payment}

COA’s FILE
SECOND COPY OF:
PR,SUMMARY,OR,DR,IAR

BLUE PO

f
PROCUREMENT FILE

PHOTOCQOPIES OF:
PR,SUMMARY,OR,DR,IAR
YELLOW PO

A BN

VOUCHER/CHECK

/VAT CERT.

PURCHASE PROCESS
{END)

>

-

Polomolok Water District {7 | o7

National Highvry, Polomalok, South Catabat i



=l

—

(=

- e

3

—

=

e

il T =

aad

p

=3

] =N

e | = ]

',

e

Polomolok Water District
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Operations Manual
POLOMOLOK WATER DISTRICT
Polomolok, South Cotabato

MOTORPOOL

PREVENTIVE MAINTENANCE OF VEHICLE

(Process Flow)

Deposit/ Submit the Vehicle in the

( Motorpool for its scheduled Monthly )

Auto mechanic will check thoroughly the !
vehicle based on the checklist using Monthly :i
Preventive Maintenance Check-up Form }

o

Are there any parts of

YES :
Sy the vehicle that need
e W repairs ?
77“'\‘.,___ _P&'”‘/IL
e Can be repaired/ " " Auto mechanic & General
T fixed by the in-house Services Head will sign the }

T auto mechanic ? ,” DPC for dispatch /

Prepare Purchase Request (PR) Prepare Job Order Request fur
for the repair parts needed outsource repair

v

In-house auto mechanic will
conduct the repair job

P Road Testing of vehicle ']‘

Is the vehicle now in good NO
running condition?

He yes : Rechecking of damage parts & |
i ‘ conduct repair

The vehicle is ready s
for dispatch

Polomslok Water District 70 | og

National Highway, Polomoto, South Catabat 1% /o0



- om @ s 5B

- CEB

18

o

Polomolok Water District

National Highway, Polomolek, South Cotabat

Operations Manual ~

POLOMOLOK WATER DISTRICT

Polomolok, South Cotabato

MOTORPOOL

REPAIR and MAINTENANCE OF VEHICLE

(Process Flow)

) Fili-up Checklist using Driver’s Pre-

=.\M& Check-ub Form !D‘P?)_/

Auto mechanic check the vehicle based on the i
filled-up DPC of the Driver ‘

YES Does the vehicle NO
: need repairs ?

i -

Auto mechanic & General

VES .- Can be repaired/ Mg L Services Head will sign the
N fixed by the in-house DPC for dispatch /
e auto mechanic ? e ; o ;
e o
Prepare Purchase Request (PR) I i Prepare Job Order Request for i
for the repair parts needed ; outsource repair |

In-house auto mechanic will | ; : 4_|
Road Testing of vehicle i
;—b oa g h i

conduct the repair job ‘ l

Is the vehicle now in good NO /
running condition?

VES Rechecking of damage parts &
e
conduct repair

: The vehicle is ready ™

! for dispatch

Polomolok Water District {0 | og

National Highway. Polomolok. South Cotabat |+ 17403
3
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Polomolok Water District

National Highway, Polomolok, South'Cotabat

Operations Manual

CNaR. S0LITD

GENERAL

PROPERTY MANAGEMENT

Receiving Deliveries

Conduct Actual Inspection with
End User

1s the delivery
complete/Doesit
comply with the
specification?

Inform the Procurement of the
discrepancies for their action

Prepare documents on the items received
{IAR ~ Inspection & Acceptance Report,
ARE — Ackniowledgment Receipt of
Equipment, ICS — Inventory Custodian
Slip)

v

Releasing and Updating of personne! ARE file

Polomolok Water District ﬂ;ﬂ

ul = W Hational Highway. Polomolok, South Cotabat +77# 2
S

30




Polomolok Water District
National Highway, Polomolok, South Cotabat

Operations Manual

INVENTORY MANAGEMENT

Receiving Deliveries

—

Conduct Actual Inspection with
End User

P

Is the delivery
complete/Doss it
comply with the
specification?

o

Inform the Procurement of the
NO discrepancies for their action

Prepare documents an the items received
(IAR — Inspection & Acceptance Report)

\

Inform and provide FD & EOD of updated price
list of New Service Connection materials

\

Releasing of Inventory with duly approved Requisition
Issue Slip {with observed cut-off date)

v

Compile and Submit Monthly
Inventory Reports

Conduct Mid/Year-End Inventory
Taking

i
Prepare and Submit Report of
Physical Count of Inventory (RPCT)

n
.,
5

e oI TaecUATOR
CNGRB0LETY ) l
n Lf‘f}} GENERA i

Polomolok Water District () | 54

National Highway, Polomalak, South Cotsbat (T P00
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Polomolok Water Illsmnl ’

National Highway, Polomolok, Souh'Cotabat

Operatuons Manual

-

e

"

DISPOSAL MANAGEMENT

Inventory Taking
{Mid/Year-End)

Submit Report of Physical Count of
Property, Plant &Equipment

Prepare Dispasal Recommendation
& submit to Disposal Committee

Vv

Is the recommendation
approved/disapproved?

—_ END
Disapproved

Approved

\/

Comply COA Requirements for Disposal

e

Collect and gather waste materials in one
place for easy inspection

4

1 Conduct Scrap Bidding with at [east 3
interested bidders

Schedule site inspection

Opening and awarding of winning
bidder

l Conduct Disposal i

T

{ Prepare and submit Report on Sale of Scrap ]

ERGR. SOLIT
GENERA

Polomolok Water Bistriet {5

National Highway. Polomolol, South Catabat 777 32




Polomolok Water Bistiict
National Highway, Polomaolak, South Cotabat

P Operations Manual S
| N

e |

PURCHASE REQUEST
{START)

h 4

e

Login on
Procurement
System

Clesa
Program

valld

and Password No

Select Create
New PR

Select your
Signatories

Inventory Select your
Stocks item from the
fhany inventory list

Yes

Add
anather
ltem

Create your
custom item

(=3

e |

Add
anather
ftam

Send your request

e

-

i
Paloniolok Water District ; 33

National Highvzay, Polomalok, South Cotaba 271 #1103
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Polomolok Water lllsl" tﬁ! <

National Highway, Palomalok, South Cotabat

Operations Manual

| ¥

PR will be edited by
the requestor

Recommending
Approval

requestor
—’| Pending '—
No

Wait +

Cancel by the

I

PR will be edited by
the procurement
system admi

Checking
Approval

No

Wait

Cancel by the

requestor
Pending

Yes
< Edit

No

BAC
Secretariat

Approval

PR Above 1
thousand

requestor
_>I Pending '_—
No

No

Wait

Cancel by the

Yes

Y

BAC Chairman
Approval

Y
No

Wait

Cancel by the

requestor
Pending

Polomelok Water District

‘National Highway. Polomatok, South Cotabat #7170

34




Polomolok Water District

Nationa! Highway, Polemalak, South Cotabat

Operation

)

L=

L

4

PR will be edited by
the procurement
system admis

. )

=n

==

o

s Manual

A

N TED TBE m Em e Tam mm e

\\
e
5
Py
A" W,
5
Yes
Weit -
No
A
Pending ancel by the
Reviewing reguestor
1

Approya! e

Yes |*
Yes
>
Mo Whait
Pendling Cancel by the

GM Approval requestor

Yes l

PR will be printed

PR Above 1
thousand

I
No PR is given to the
requestor

pan soumn 7

//&ENE%;!-\L

Polomolok Water Diswict 0 | 55

National Highway, Polomolok, South Cotabat ™
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e CGNCERNS

: PERIPHERALS
: 'A"AILABLE

Polomolok Water District 36
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Polomolok Water District
Nationial Highway, Polomolok, South Cotabat

Operations Manual ~

HRIS
Biometric Attendance and Leave Workflow

Employee . . s
Fingerprint Biometrics
Device HR

Daily Time Terminal Leave

Attendance/ Summary Balance
of UT/Tardiness
Report

Employees

Polomolok Water District (57

National Highway. Polomalok, South Catabar 1771152 37
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Polomolok Water District

National Highway, Palomolok, SouthCotahat

v

Operations Manual

FINANCIAL STATEMENT GENERATION

o T

Ef
2 NER}:E::)EDGERS SUBSIDIARY LEDGERS [SL)

/

JOURNAL /DISBURSEMENT
VOUCHERS

CASH FLOW
STATEMENT "

ENGR. SOLI
GENERA

BALANCE SHEET == SUMITTED TO =

OFFICE OF THE

(7. TSRCUATOR.

Polomolok Water Disirict {5

Nationat Highway, Polomolok, South Catabat a2

GENERAL MANAGER

Board of Directors

Lacal Water Utilities
Administration

[

Commission on Audit

38




Polomolok Water nlslrlnl

Natioral Highway, Polomolok, Scuth Cotabat Ly

Operations Manual N
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e
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CASH & COLLECTION PROCESS

Cashiering
Assistant/s

| Checking

Offmctthe |
General Manager

REPORTS

i Finance Divislon | Accounting
Manager [Copy 1)

GAISAND
ERAND
ERGY.
Cashler's
CANNERY
Summary

o PENBANK
Collecting |~
A Report on
Banks \

REPI Fo

£ N

'™
o

o
ﬂ g Polomolok Water District | £ 39
b2 o National Highway, Polomalok. South Cotabat +7¢

-

3



PR .

—

e |

2 M

O T

a

o i ]

3

s

Operation

#

o
o

CAPEX
{By Division)

Polomolok Water District

Nationai Highway, Pelomalok, SouthCotabat

s Manual

CONSOLIDATED ANNUAL BUDGET

OFFICE OF THE
GENERAL MANAGER

Division/s

= SUMITTED TQ —
Management Team
{For Deliberation]

Local Water Utilitles

Board of Directors
(Fer Approval

) Administratioh
; (P
— Annual Budget E
Department of Budget
& Management

BAC Secretariat l

Polomolok Water Bistrict &) | 40
National Kigiway, Polomolok, South Cotabat 17772
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"Polomolok Water District
National Highway, Polomolok, South Cotabat

Operations Manual %
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PROCESS FLOW OF METER READING & BILLING PREPARATION

printing of meter reading furnish copy to Meter
guide / zone / book Readers as scheduled

N

=3

=S Read and 8l Unit {Pslon )

Downfoading from [UMS ta Read and }v} soial Pt ot
arging

Bifl Unit { Psion }

glve
directly
water kil

S B

T normal water
> Meter @_ consumption & Water Bill .
o > ; g
reading nnunusua1 Distribution {3« Lo s s i

ut water
ﬂ A bill ma o - b4
ar
reading and putin uploading of N
- accessible meter reading submission of
place from Pslon to FFRF,
Inform consumer finvestigate and In dupleate Computer Malntenance
] form of Field Finding Report Form: {FFRF), ledger Orders { e.q.
i acknowfedge receipt consumer . 1 copy for Change Meter/
o aoffice and duplicate for the consumer and. Meter Testing
AN aBroraat B b chitodeinpslon ]
r reading & other > SE
unusual R i inform ASAP through celiphone office thru the
- ohservatione v Custemer Accts, Head. Submit FFRF to office
END
inform ASAP through cellphone office directly
r 10 the EOD for immediate repair - Submit FFRF
L to office

proceed to BILL DISTRIBUTION following procedures under normal water consumption & no
unusual observations { except for illegal connection or tampering of water meter where report is
course through to the office for immediate and appropriate actions )

Com

oz

ENGR. SOLTF

EE-NEFJ-\

]
i

o
o

Polomolok Water Bistrict

National Highway, Folomolok. South Cotabat +11#3% ‘ 41
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National Highway, Palomalok, Soutk Cotabat

Opera;ronsIWGnual

APPLICATION FOR NEW SERVICE CONNECTION

proceed to

Customer Service
of Commercial

Division { Counter

|

pay cost estimates, notarial fee (Php
r B80.00 ) & cost of consumer's

i handbook (Php 30.00 } and ask for
l Official Receipt { O.R. }

present Q.R. and submit photo
copies of validated
| requirements, fill-up
information data form, sign
contract & judicial form { for
natarization present requirements
" and cost estimate for

proceed ta Teller
{Counter2 &3}

proceed to
Customer Service of
Commercial Division
( Counter6or7

v E .
ta proceed to Customer
LA Service of Commercial
ask for lists of .':!., Division { Counter & or
requirements and de
procedures of Ml
application °E
o
T
S5 |

proceed to

Engineering &
Operations

Division { EQD

request for schedule of
E4 Estimator for a site

inspection

proceed to teller
{Counter1,2 &
3}

pay Php 100,00 for
Inspection Fee

ENGR. SOLIT
. GENEFIAL

Polomolok Water District 70 | 4o

National Highway, Polomelok, South Cotabat 307170
.




nmuln“latar District

National Highway, Palomolok, South Cotabat

Operations Manual b

,_.
Y

DISCONNECTION OF DELINQUENT CONSUMERS PROCESS FLOW

Disonnection Lists validation and re-chacking

= i TR O

Disconnection-in-Charge > Generation ( 20 days > for pald constmers
9 after reading )
A
Monitoring of field l/
Ca disconnection thru

cellphone /VHF Radio

[ l Q l

IUMS Accomplishment

'J S Service Request {SR] Field Disconnection

Encoding

Disconnection
— Accomplishment Report
submission

ENGR. s/cm
EN ERAL

o i

Polomolok Water District | 43

Nationat Highvray, Polomalok, South Catabat |77
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National Highway, Polomolok, SouthCotabat

Operations Manual

strigt:

VOLUNTARY DISCONNECTION PROCESS FLOW

CONSUMER J-—%-

_if no acct.

Disconnection Request at & forfirst
€D Frontline/Customer ‘request for

Service the year

Disconnection Request
granted / issued at CD
Frontline/Customer
Service

v

~with acct. & Consumer settled acct. /
or/ second pay P 50.00 @ teller for
request for disconnection service

fee

the year

IUMS Service Request (SR)
Encoding by CS -in-charge

Reconnection Report

Frontline/Customer
Service-in-charge turned-
over voluntary
disconnection requestto
EOD with
acknowledgment receipt

I

Y

EOD Regular Plumbers
’ field disconnection done
withinszti hrs.

-

v

¥ o .
submission to Customer 52
Service ( CS }disconnection-

+ in-charge

Regular Plumbers submission of
Disconnection Accomplishment
Report ( DAR) to EOD in charge

SFE R AR LD
gris “’-\EUL

ettt

Palontolok Water Distriet {7

Nationaf Highway, Polomolok, South Cotatrat =7/7 111 44




Polomolok Water District : il
National Highway, Polomalok, South Catabat

Operations Manual e

%,
i \

=

f—
freomey
|
g DELINQUENT [ S }.xt:gumr,agxmscqmgc_tm_j
v v
‘Water Bill Inquiry at CD Reconnectien Order
Frontline /Customer Application by consumer with
Services { Arrears + CD Frontline /Customer
| reconnection fee of P Services,
! 160.00) i
| 4
- - V_ Reconnection-in-charge
ﬂ  TELLER - Payment by turned-over reconnection
{ ; oncie request to EOD with
LSRRG acknowledgment receipt
i = |
. Reconnection Order |
Application by consumer Y,
with CD Frontline/Customer EOD Regular Plumbers field
-} Services reconnection done within 24

\i, hrs.

1
Customer Service -in-charge YRS S
7 facilitate reconnection done  Customer Service Head SR ‘
o ASAP  Approval (1UMS) A4
\‘ '}\ Resular Plumbers submission of
ﬂ £t Reconnection Accomplishment
£ assign reconnection order to IUMS Service Request {SR) Report (RAR) to EOD in charge of
Accredited Disconnector thru Encoding by reconnection
VHF Radio/celtphone Reconnection-in-charge
i & 7 ,
Reconnection Report ,//
Field reconnection S submission to Customer &
H Service reconnection-in-charge

\,

Polomolok Water Distriet {7 45

National Highvray. Polomalok. Seuth Cotabat <7
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Polomolok Water nlglrlct

National Highway, Polomolok, Sugjh Cotabat

Opera;f:ons Manual

4/

APPLICATION FOR CHANGE OF ACCOUNT NAME OF SERVICE CONNECTION

proceed to
Customer Service of
Commercial Division
{ Counter 6 or 7

v Rr
3 present O.R. and submit photo
ask for lists of Sl copies of validated
requirements and iR requirements, fill-up
procedures of = information data form, sign new
application :’ . contract & judicial form { for
T
S

proceed to
proceed to teller pay notarial fee { Php 80.00}, Customer Service of
{Counter1,2 & transfer fee { Php 100.00) and Commercial
2 ask for Official Receipt (O.R. ) Division

notarization.)

{ Counter 6 or 7}

ENGR.

Polomolok Water Distriet 1>

T Mational Highway, Pelamolot, South Cotabat £ 46
b S




'Polomolok Water District

National Highway, Polomelek, South Cotabat

-

e T

s |

proceed to
Customer Service of

Operations Manual

proceed to
Customer Service

APPLICATION FOR LOCATION TRANSFER OF SERVICE CONNECTION

A

of Commercial
Division { Counter
Gor7

{
W

|

pay cost estimates, notarial fee
{ Php 80.00), transfer fee { Php
100.00 ) and ask for Official

Commercial Division
{ Counter6or 7
R
. & E
i u
ask for lists of :‘_
. requirements and |
ﬂ procedures of |
- application E
N
s
s
1 ot
proceed to teller
! { Counter1,2 & 1 payPhp 100.00 for
3) Inspection Fee

]

]

present O.R. and submit photo
copies of validated
requirements, fill-up
information data form, sign

new contract & judicial form

proceed to

Engineering &
Operations

Division ( EOD

proceed to Teller
{ Counter2 &3}

il

present requirements
and cost estimate for

proceed to Customer
Service of Commercial
Division ( Counter & or

request for schedule of
Estimator for a site
inspection

Potomolok Water District i 47

National Highway. Polomolck. South Cotabat 7
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GRANTING OF PROMISSORY NOTES (PIN)

CONSUMER J-_%*

PN In-Charge

PENSIONERS { GSIS, §55
& AFPSLAI)
|

appicable for 1
s.c. where he/
she resides

T
W

payment extension upon
submission of authenticated
copy of proof of pension

Special
previleges

| allowed only

v

8:00 AM -12 NN
{ Monday to Friday )

a day before
disconnection date

once in a gquarter

not ta exceed 7
calendar days after
disconnection date

NATIONAL GOV'T AGENCIES,
BARANGAY, LGU & PUBLIC

SCH}OOLS

PN nhot to exceed
two{2) billing
month s

automatic payment extension
upon release of Maintenance &
Other Operating Budget
{MOOE )

\- | CREUATOR

AN S

Polomolok Water Distriet 9 | 4q

National Highway, Polomolok, South Cotatiat <7/
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National Highway, Polomolok, Scuth Cotabat

Operations Manual %

1 :

PROCESS FLOW FOR FIELD INSPECTION

it

L

Consumer l
SRS
U l Meter Reader

Request for
Field
Inspection

— 9

ﬂ High Consumption Low Consumption
D i———
\ ‘ﬂu’/
Conduct
‘ Investigation
/
P \\‘—ﬁ.

D 1. Check reading 1. Check reading

» | proceed tothe

N Erri
L) next step

correction - Error correction .
— = proceed to the
| No Error next step

4

: Mutiply no. of
2. Check possible after 2. Check number of gmmmgy | USErsto 3 then,
meter leaks users 4 compare it to
s =

to be attested by

=a

=2

(e )| consumer (Creaiste ) Cent D
r] recommend
L ‘ o

S Proce
e o] — [T
3
H 3. Recommend meter 3. Check other water
testing saurce

=m

Proceed to further
ﬁ i R o i

! [ Recommend chlorine
residue test i
A
il
Encode & File @
Field Inspection A '

result : . j

j

i ... ,

n

o il
Polomolok Water District { 49

National Highuay, Potomalok. South Cotabat 17/
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Polomolok Water District

National Highway, Polomatak, South'Cotabat

Operations Manual

PROCESS FLOW FOR FIELD INVESTIGATION

(Tampering of Water Meter)

Pol. WD Employees

|

Concerned Citizen J

177

Request for 1. Tampered Disconnection Seal l
Field 2. With Magnet I
Investigation 3. lllegal Connection I
8
Manual recording of
request to CD loghook
Prepare Notice for » | tobe signed by the General
Tampering water meter Manager

!

Give request & notice to Field
Investigator

!

[ Conduct Investigation ] R 4 documentor & illegal

—— § Secure police blotter

SN

{

copy to Customer Accounts
Head

Submit documentation Compute for penalty charges.
CREEIIDIID

ENGR. BDLITR

to be accompanied by

connection crew.

Document nature of
’tamperin,cRr

Serve notice for tampering
of water meter

Encade to IUMS & file
documents

E Visit Pol WD Office

_—b

——

GENERAL

Recommend mainline
disconnection

Secure affidavit with schedule of
penalty payment at legal counsel
office

Polomolok Water Disirict § 50

UL ationatHighway, Polomolok, South Cotatat 1111
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‘Polomolok Water mﬁricl

National Highway, Palomolok, South Cotabat

Operations Manual Y

PROCESS FLOW FOR METER MAINTENACE REQUEST

(METER TESTING)
Consumer
1 Field inspector
Reg{‘;es’f for 1. High consumption L
eter ™ : 2
Tackins 2. Costumer satisfaction I
7 En
L Consumer's __, | Pay P50.00 to cashier as
reguest ) meter testing fee
é ™
e Office request | Free of charge
L 4

Manual recording of request Ty Submit request to E.O0.D —
to CD loghook for scheduie .

|

If result is available, encade to
1UMS for easy access to
consumer / end -user

l

File meter testing
result for

reference / :

Polomolok Water Bisiriet (570 | 54

National Hizhway, Polomelok. South Cotabat ¢FiHTELy
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Polomolok Water District

National Highway, Polomolok, South Cotabat

Operat/tons Manuai

o

PROCESS FLOW FOR METER MAINTENANCE REQUEST

{CUARNGCE ﬂ :Tl:q)
sl AW A HV AN B BB

Meter Reader

N o

|

Request for
Change Meter

l

Manual recording of
request to CD logbook

D T T R O

E T OUD O NS GERm  oEm

B Om I

Body leak

4, Difficult to read

S Submit request to E.0.D

for schedule

|

If result is available, encode to
IUMS for easy access to
consumer / end -user

l

File meter
maintenance form
for reference

ENGR. §

I'ulnmnlnklﬂaternlsmnt

Kational Highway. Polomelok, South Cotabat i
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Polomolok Water Bistrict

National Highway, Polemolak, South Cotabat

Operations Manual

Complaints Monitoring

FLOWCHART

DETAILS

RESPONSIBILITY

RECEIVE COMPLAINT FROM

Sample ¢f complaints

» Sandy water

* Rusty water

= Water wi foul smell

» Household membar experlenting

LBM Health related problem suspecting

water supply as
CBU3S

* Turbld water

* No water

+ Low watar pressure

* Field & Cffice personnel attitude
problem {being referred to
concemed division/Human
Resources Division)

= High consumption/ Dafective water meter

COSTUMER SERVICE

FILL-[2 MAINTENANCE.EQJER FORM; ISSUEIT T0O)
CONCERNED DIVISION AND CALL DESIGNATED PERSONNEL

v/
R

Maintenance Order Ferm

COMMERCIAL! PRODUCTION/
CMS

* Gonduct investigation on office
& field personnel atiitude related

problem COMMERGIALf PRODUCTION/
* Conduct site CMS
Inspectionfinvestigation an
{NFORM CONCESSIONAIRE OF THE RESULT location of complain
OF INSPECTION/INVESTIGATION
N/ COMMERCIAL
NO
IS CORRECTIVE
Sample of Corrective Actions
ACTION * Flushing
* Leak repair before and after ths mater
* Hydro testingfieak detection of househald
NEEDED? unit service line
» Recommend improvement of
household members’ hyglene and
sanitation
N YES

S CONDUCT CORREGTIVE AGTION *

COMMERCIAL/ PRODUCTION/
CMs

N

ACCOMPLISH MAINTENANCE ORDER l =

\]/ COMMERGHAL! PRODUCTION/
cMs -
RETURN ACCOMPLISHED MAINTENANCE ORDER | >
A4 —
i
I

/ | COMMERCIAL/ PRODUCTION!

CMS PERSONNEL

Polomolek Water Bistrist |

National Highway. Polomolok, South Cotzbat {71 1750}

53
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Polomolok Water District

National Highway, Polomolok, Sngth Cotabat

Operahons Manuai

N\

COMMERCIAL/ PRODUCTION/!

CMS

RECEIVE ACCOMPLISHED MAENTENANCE_ORDER

) \l/ ; GOMMERCIAL! PRODUCTION/

FOLLOW UP EFFEGTNENESS OF CMS

CO_RRECTIVE'ACTIDN
N/
IS CORRECTIVE : Corrective action is followed up
through phone cali, SMS and site
—— ACTION visils to ensure its effectiveness
FFFEGTIVE?
NO

.i_OG 10 D-‘\T..‘i BASE COMMERCIAL PRODUCTION/

CMS

FILE MAINTENANCE ORDER AND Gengrated Summary for

S E COMMERCIAL PRODUCTION!

SUMMARIZE FOR SUBMISSION £ submission cMs

RECORDING
e

COMMERCIAL! PRODUCTION/!

CMS

Polomolok Water Disirict

Nationat Highway, Polomotok, South Cotabat 1
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Polomolok Water District

National Highway, Polomolok, South Cotabat

N
[
Operations Manuali 5
Mainline / Service line Leak Repair
FLOWCHART DETAILS RESPONSIBILITY
Raports coming from
S AR «  walkdn concesslonaires
AT A h | - phone calis
START i «  report from employess
3 ; ; . SMS
oy e 0 N U Y P ke
Required data:
. = Exactlocation / adjacent
B referenca COSTUMER SERVICE/ CMS
E . walk-In concesstenzalres
= Severily of laak
+  Time leakage started
N
FILL UP MAINTENANCE ORDER ! Maintenance Ordar Form COSTUMER SERVICE/ CMS
N
Calt/ lssue MO, 1o Designated maintonance crow I
for repair i Sand via SMS s
4 . Maintenance Order for MAINTENANCE FIELD
W | Accomplishment PERSONNEL
e SR i . Receive via calll SMS
Conduct Site nspecion ané i
determing leak stafiss. i i Armeamsgid MAINTENANCE FIELD
| PERSONNEL
Rt e i - Equipment, manpower and
|/ materials needed.
N
CONDUCT REPAIR
e - Feedback office for siatus of MMI%E;‘;&"?IEETELD
repart ahd development
J
NO
1S REPAIR ACCEPTABLE
TO INDUSTRY
STANDARD?
MAINTENANCE FIELD
YES PERSONNEL
Nature of work
« Jime slad
ACCOMPLISH MAINTENANCE ORDER FORM + Time finished
» Reading of H20Q meter if appiicable
- List of materials uzed
~ Acknowledgement signature of
concessionaire if applicable
* Gale Valves regulated
*» Causa of Leak MAINTENANCE FIELD
» Remarks and recommendation PERSONNEL
SUBMIT ACCOMPLISHED M.0. FORM FOR g 4 Weles lnfermiption
FILING
N MAINTENANCE FIELD
LOG AND ENCODE TO Summary of Malntenance accomplishment PERSONNEL
DATA BASE / FiLE Bepor 7
./ &
b
- - 7 ! // CMS
ORI y

_Elien s

GENERAL

Polomolok Water District

Mational Highway, Polomolok. Seuth Catabat 1{
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Polomolek Water District

Nationat Highway, Polomalok, SotfhCotabat

Operat/:ons Manual

pMaterial Handling and Stock Level Monitoring for PVC Pipes and fittings

FLOWCHART

DETAILS

RESPONSIBILITY

REQUEST END USER TO PREPARE
PURCHASE REQUEST FOR THE EXHAUSTED
STOCKS

¢ Purchase request form signed by
requestor and approved by GM
*  Record Purchase Request

A4 . Testresuls STOREKEEPER/ INSPECTION
i CHECK AND RECEVE DELIVERED MATERIALS ¢ Inspection report in case TEAM/ END USER
— ’ deteciad discropancies
|
\]/ *  Acceptance and inspection
ly si d
ACCOMPLISH AGCEPTANGE AND INSPECTION et (| PTRECETRAND BT
REPORT
1
\[/ *  Encoding on Supplies Inventory
pragram STOREKEEPER
UPDATE POSTING OF Encoding of Dalivery and
INVENTORIES ! issuance
e e —r—.l— T |
tls PEIQ/U"-'QT"-'D ! *  Requestand issuance slip farm
e i i signed by raquestor and STOREKEEPER
MATERIALS | approved by Division/ Section
. i heads
q/ . Issuance of gaie pass if needed
i on field
UPDATING OF STOCKS ON ‘
D STOREKEEPER
e ! = Conduct inventory taking Lk
; Safety stock level
For PE end pvc. Pipes
; Size gty
STOCK ON HAND IS NO o o STOREKEEPER
EGUAL OR LOWER 3020 pes.
THAN ALLOWABLE 2'9 20 pos
%" 20 rolls
STk All service connection fittings 250pcs; all i
fittings 10pcs each size
Al
INFORM END USER OF THE STOCK
AVAILABILITY STATUS «  Submitto end user — stock STOREKEEPER
availabllity repert
N
END USER/ STOREKEEPER

Polomelok Water Disirist ; ﬁ{@

National Highway, Polamslak, South Cotabat 1§
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 Polomolok Water District

National Highway, Polomelok, South Cotabat

Operations Manual

FLOWCHART

DETAILS

RESPONSIBILITY

\’

STOCK ON HAND I8
LOWER THAN
ALLOWABLE STOCK
LEVEL

Ay

REQUEST OR INFORM -PURCHASING TO EXFEDITE
| DELIVERY OF MATERIALS

T

Verbal Communication

END USER/ PURCHASING
SECTION

WAIT FOR THE DELIVERY

END USER/ PURCHASING
SECTION

Polomolok Water District ] a2

National Highvzay, Polomolok South Cotabat
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Polomalok Water nJlms)ﬂT:t'
National Highway, Pelomolok, St:q Cotabat
Operations Manual

Disconnection of Water Service for lllegal Connections

FLOWCHART DETAILS RESPONSIBILITY
N/ Thru phone calls, walk-infTipsters
ACCEPTS C i . Reports of mater readers,
';EPDQRTMZLI? s operators, maintensnce crews COMMERCIAL
. Durng meter reading/ During
roving of mainienance
I personned
AL
b4 | «  Check for flegal connections/
SURVEILANCE / INSPECT Verify on sife COMMERCIAL
SUSPECTED LOCATION '
|
N7 LIST VIOLATIONS, actions taken,
fees/penalties COMMERCIAL
(=] Pa ASREOTIO i~ i
PREPARE INSPECTICN REPORT = Provide copy 1o concessionaire
= Inspection report
Jz
W
NO
i5 ILLEGAL
CONNECTION
POSITIVE?
YES
\! [/ Documentation
. . Pclice Blatter
PREPARE NECESSARY «  Plelures COMMERCIAL
DOCUMENT/ DOCUMENTATION «  Witnesses
. Computation of penalties and
fees
PREPARE ILLEGAL CONNECTION legal Connection Notice
NOTICE AND LET [T RECEIVED BY THE «  The concamed consumer should COMMERCIAL
PERSON CONCERNED appsar within 5 days
hV4
NO
WILL THE PERSON APPEAR
INTHEIAEEICEEQD,
B SETTLEMENT
COMPUTATION OF ACTUAL PENALTY
AND CHARGES AND PREPARATION b o o
OF AMICABLE SETTLEMENT Li@uﬂ 59 !.i
BENERAL
- /
.

Polomolok Water District 5

Natipna! Highweay, Polomolok, South Cotabar 7/ 50
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Polomolok Water District

National Highway, Potomolok, South Cotabat

Operations Manual

r} FLOWCHART

DETAILS

RESPONSIBILITY

J

-

COMMERCIAL

g |

SETTLEMENT OF ACCOUNTS WITH

—3

Actuzl penafty charges

PERSON CONCERNED!

. ! COMMERCIAL
COMMERCIAL DIVISION/ SUBMIT
REPORT TO FINANCE DIVISION
i GMING OF REWARD TO
TIPSTER
ﬂ
N YES
£ Request for disconnection from
NO o COMMERCIAL! DISCONNECTOR
> DISCONNECT SERVICE CONNECTION AND
PULE-DUT WATER METER
ﬂ 1 = Materials retum Sip
g N2
RETURN WATER METER TO COMMERCIAL/ DISCONNECTOR
D STOCK ROOM
; Y COMME
PREPARE COPIES NECESSARY R

DOCUMENT IN FILING A CASE

=

OGN ADMIN

i |

o
2

- polomolok Water District @ 59

National Highway, Palomolok, South Combat |
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Pelomolok Water Disteict

National Highway, Pelomolok, South Cotabat

Operations Manual

Disconnection of Water Service for Tampered water meter

SETTLE ACCOUNTS WITH COMMERCIAL
DIVISION/ SUBMIT REPORT TO FINANCE DIVISION

\I/

FLOWCHART DETAILS RESPONSIBILITY
\/ «Thiu phone calls, walk-in
* Reports of meter readers,
ACCEPTS COMPLAINTS / REPORT operalors, maintenance crews
or « During mater reading! During roving of COMMERCIAL
maintenance parsonnel
f
N/ * Conduct Surveiilance
SURVEILLANCE / INSPECT * Check for Tampered Mater/ Verify on site COMMERCIAL
SUSPECTED LOCATION
NP
List violations, actions taken,
PREPARE INSPECTION fees/penafties
REPORT + Pravide copy lo concessionaire COMMERCIAL
* Inspection report
\I/
Documentation
PREPARE NECESSARY DOCUMENT/ = PglicsOloltar
DOCUMENTATION - Pictures
: + Winesses COMMERCIAL
N/
PREPARE ILLEGAL CONNECTION
NOTICE AND LET IT RECEIVED BY THE «  Disconnection Notice
PERSON CONCERNED = The concemed consumer should
appear within 5 days
N/
COMPUTATION OF ACTUAL PENALTY AND * m‘:i"m“"e Chageand ather | COMMERCIAL
CHARGES AND PREPARATION OF AMICABLE « Averags Gonsumption ¥2 % No.
SETTLEMENT AND OTHER NECESSARY of years
DOCUMENTS
&

EOTTHG

ACNERAL

EHOR

Polomolok Water Distrief ;-

Nationat Highway, Polomalok, South Catabat &

e et A e A, B
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Polomolok Water District

National Highway, Polomolak, South Cotabat

Operations Manual

[ - .'

L. DISCONNECT SERVICE CONNECTIGN

G G

! ]

AND PULL-OUT WATER METER

RESPON ‘“IB}_LIT"

/

RETURN WATER METER
TO STOCK ROOM

ANV4

L I

PREPARE COPIES OF
NECESSARY DOCUMENT
i FILING A CASE

L, ' k l . l

N

s -\u_—] '—‘—-—]

Folomolok Water District

National Highvzay, Polomolok. South Corabat +70
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Polomolok Water nlslrlcl

National Highway, Polomolok, Sou;}(f:ntabat

Operawans Manual

DISCONNECTION AND REGONNECTION OF SERVICE CONNEGTION DUE TO STOLEN

METERS
FLOWCHART DETAILS RESPONSIBILITY
N7 +Thru phone calls, walk-in
ACCESTS COMPLAINTS / REFORT + Reports of meter readars,
& OF operators, maintenance crews [
COMMERCIAL
\'/
NerEeT LBsRTGH I » Check for any other missing fitings/
Verify on site. Temporary plugging of
vl L e COMMERCIAL
L5 Documentation
PREPARE NECESSAHY DOCUMENT/ . Polica Blotter
DOCUMENTATION/ PROMISSORY *  Piclures RS
NOTEESTIMATES . Witnesses Ccéjh:‘ﬁglgaﬁi
- *  Computation of charges and fees
*  Provide copy to concessionaire DIVISION/EQD
Inspaction report
+  Advise client for a Police
Blotter before settloment.
RECEVE PAYMENT FROMCLIENT CASHIER
- Comgutation of charges amd fees
A
= OFFICIAL RECIEPT COMMERCIAL DIVISION
RECEIVE REQUEST FOR RECONNECTION AND iNSTALU-'_\T#ON CF . Suggest to put up meter cage
NEW WATER METER AND 1SSUE RECONNECTION ORDER
= Police Blolier (Fal WD / Clent) COMMERCIALS ADMIN/
" *  Witnesses OGM
REPORT CULPRIT TO POLICE STATION FOR
BLOTTER
CORQINATE WITH LEGAL
COUNSEL FOR PROPER FILING
OF CASE
PREPARE COPIES NECESSARY
DOCUMENT IN FILLING A CASE

.. NationatHighway, Polomolok, South Cotabat ;’:"/:

Polomolok Water Bistriet 1
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'I’olumnloll Wa!ar I!lslrlct

Wational Highway, Palomolok, South Cotabat

Operations Manual

Legend :

Star Aclivity

Process Activity

Decislon phase

End of Processes / Activity

Activity Connection

Off Page Connectlon

( Next Phase)

Data Processing Activity

EHls

SOLIF
BENERA

Polomolok Water District

National Highvay, Polomslok, South Cotabat
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7 Polomolok Water Disiricl

National Highway, Polomolok, S{:}Lﬂhf Cotabat
Operations Manual

-

POLOMOLOR W,

PUMPING OPERATIONS (AUTOMATED)
STANDARD OPERATING PROCEDURES (SOP)

FLOWCHART DETAILS RESPONSIBILITY

‘ START )

* Report directly to assigned pump
station.

= Call Hydro-fox {office guard) far
proper log-in and reservoir water

A 4 level, e
= * Conduct inspection of pump-house, PRODUCTION
Logging-in / Time-in perimeter fences and campound for OPERATOR
possible forcible entry.

¢ Record all necessary data (i.e. line
voltages, pumping status, on-time
hourmeter, Kw-hr meter, flowmeter,
chlorine (kgs), diesel (lts).

= Weeldy SWL measurement
: ; PRODUCTION
WELL MONTTORING = Cenduct flushing during start of
operation if needed. MAINTENANCE
! « Conduct Weekly SWL & PWL
monitoring measurements
/ \ = Conduct testing of electrade function
PUMPING OPERATION during preventive maintenance
: : : Siad activities. (Pumping operation autc-shuts off
(Does pumping equipment_automatlcfally start-ON shen e o e et At el
and shut-OFF on its determined Ievel). PRODUCTION
i ter level?) : o
{Esetvolipna el 9l = Record alf necessary data {i.e. fine OPERATORS

voltages, pumping status, on-time
hour-meter, Iw-hr mater, flowmeter,
chlorine (kgs), diesel (lts).

.

Report und request {on mainicrance

= Ensure thai chiorination equipment

properly warking
= Ensure avallability of chiorine
supply en stock,
» Check for chlorine feed-rate; PRODUCTION
Chlorine gas injection @ 1.0 PPM OPERATORS /
to ensure 0.3 residual @ endpoints. | MAINTENANGE CREW

{ WATER QUALITY

)——) Report and request for maintenance

+ + Ensure that Reservoir manhole is
securely locked,

Conduct valve apening of PRgpleL};i'?gg
interconnection In casa of water
shortage.

IMPOUND WATER TO RESERVOIR

itonitoring, recording and reporiing
of Reservoir water level thru radio.
- (Auto shuts-off when tank full ard

Y auto-start @ pre determined level).

. : Record pumping operation data on
Oral Reporting & Recording logbook and Daily Pump Operation

& Submission of report Report.
= : » Prepare daily pumping roving
Py : report.

A * Report reservoir water leve! every

i ; G 30 minutes. :

Polomolok Water Bistriet £70) | =1

National Highway, Polomalok, South Cotabat iy
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Polomolek Water District

National Highway, Polomalak, South Cotabat

Operations Manuali g
.
PUMPING EQUIPMENT MAINTENANCE
STANDARD OPERATING PROCEDURES (SOP)
FLOWCHART DETAILS RESPONSIBILITY
( START )
‘ . Repn_rt fo office.
Logging-in / Time-in i ;z;iﬁ:n?sngnment and other PRODUCTION
v = For emergency, raport directly to PS MAINTENANCE
station.
* Proceed to PS # 3 working area to
/ PREPARATION prepare to fools and materials
TOOLS & EQUIPMENT . gzzt:;i;g :;;?:éurement
(Are tools & equipment already Section & assist local procurement PRODUCTION
available @ working area?). MAINTENANCE

( NO )—bl Prepare PR. assist purchasing & deliverv I

MATERIALS /DIESEL
FUEL PURCHASE & DELIVERY

(Are materials needed available
@ storeroom?).

* Inquires availability of materials @
storeroom and prepares RIS and

withdrawal.
PRODUCTION
MAINTENANCE

)-FI Prepare PR. assist putchasing & delivery I

PREVENTIVE
MAINTENANCE ACTIVITIES
(Does equipment works properly
& operational?)

Conduct Corrective
Maintenance Repair
& parts replacement

« Conducl MEGGER insulation & line
1o line resistance testing of motor
lead wires & cables.

Conduct tightening of motor
controller companent parts terminals
and connections.

= Conduct air-blowing, cleaning & dust
out of motar controllers, stand-by
diesel engine and generator body
and air-blowing of internal
compenent parts

= Conduct testing of reservolr & well
electrode function.

« [nspect that chlorination equipment
propefly working end availabie
chlorine supply cn stock with feed-
rate @ 1.0 PPM.

= Conduct inspection on stand-by
Generator set, Check for diesel fuel
@ service day tank & refuel. Check
for engina oil, radiator water and
change oll every 100 hrs operation.
inspaction & cleaning of air fillers,
fuel filters.

» Conduct measurements of SWL &
P

= Conduct grass cutting, clearing and
cleaning of PS compounds.

PRODUCTION
MAINTENANCE CREW

\ 4

Recording & Submission of

= Record ali deiailed activities, pars Wi
- replaced. it
* Inspect and record necessary d:éa—".
{i.e. lire volteges, pumping stafus;

- i our...

PRODUCTION
MAINTENANCE

~" polomolokWater District 753

National Highway, Polomalok, South Cotabaz 47 '
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Polomolok Water DISTHE!

National Highway, Polomolok, Souj:HEotabat

Opera_;/f'ons Manual

WATER CHLORINATION
STANDARD OPERATING PROCEDURES (SOP)

FLOWCHART DETAILS RESPONSIBILITY
START
v * Coordinate with the pracurement
CHLORINE PURCHASES and supplier for the purchase and EREDUEEN
AND DELIVERY defivery of chlorine supply including
DPD reagsnts. WATER QUALITY
* Received chlorine delivery and
weight-in delivered chiorine.
- = Conduct bl-monthly inventery of
A chiorine stock and consumptian.
... » Check cylinders for chlorine
CHLORINE INVENTORY & availability on feed.
STOCKING * Deliver and replace chlorine PRODUCTION
s chiorine avaiiabie on stock2 oylindes, ‘ WATER QUALITY /
* Check and ensure chlorine feed-rate MAINTENANCE
adjustment @ 1.0 PPM.
NO PURCHASE & DELIVER
CHI.ORTNE
» Check chlorination equipment
properly working by checking
vacuum.
CHLORINATION EQUIPMENT CHECKING + Check chioring booster pump
Is chiorinati ipment worki il s
(s chiorina lc;nr:pq:rrlp T)En warking = Check chloring rate vaive for PRODUCTION
v chlorine feed-rate @ set PPD. OPERATOR
NO REOUEST for MAINTENANCE
* . Check chiorine feed-rate (1.0 PPM)
at pump statlen.
* Test chlorine residual to random
various diffarent endpoints (0.3
minimum),
* Ensure operational chlatination
equinment and availahle chiorine PRODUCTICN
gas on stock WATER QUALITY
e Call operator on duty to check
chlorination equipment and verify
YES chiorine feed-rate
8 —
Q\I_o/) —bi BACK TO @ l
= Chlorine residual checking to other
HEPORT PREE_ARATIO - endpaints PRODUCTION WATER
& SUBMISSION « Recording, encoding and QUALITY
submission of report. S

Polomolok Water District {

Natfonal Highway, Polomolok, South Catabat |
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Polomolok Water District

National Highway, Polomolok, South Cotabat

Operations Manual

WATER QUALITY (BACTERIOLOGICAL)
STANDARD OPERATING PROCEDURES (SOP)

FLOWCHART DETAILS RESPONSIBILITY

i ‘ )
-

\ START J

* * Coordinate with |aboratory for
] i_ PREPARATION i scheduie water sample submission PRODUCTION

and get sampling botttes. WATER QUALITY

* Assigned fix sampling point.

= Check chiorine feed-rate (1.6 PPM)
at pump station.

\ 4 * Condut bi-monthly water sample

collection to assigned endpoints and

ensure residual of 0.3 PPM

WATER SAMPLE COLLECTION M.
{for bacteriological testing)

PROCEDURE

1. A clean cioth was used in removing
dirt of the outlet. The tap was

FILL-UP SAMPLE DATA FORM allowed to flow for a maximum rate

of 1-2 minutes.

Mame of WD 2, The Tap sterilization was made for

Samole Site 2 m_inutes using a cotton swab

Placé soaked in aicohol lit the cotton swab

and pul it under the faucet.

Source 3. The tap was opened and water was
Residuai Chlorine _______ allowed to fow to 1-2 minutes at a
Date of Sampling medium flow rate.

Time of Sampiing 4. Using the steiilized botile or
Sample Taken by autoctave hotile provided the testing

= R AT SR lzboratory; water samples were

‘ taken opening iL.

5. 8mall air space was left from the
neck of the bottle to facilitate
shaking at the time of inoculation.

[" * 6. The boltle was covered using

- =3

I
W

=

PRODUCTION
WATER QUALITY

|

standard technique and labels the
bottle
= Deliver water sample to laboratory.

<

* Request and serve payment.
* Get laboratory bacteriological-test
result.

GET RESULT FROM LABORATORY
{ls Water Sample PNSDW Compliant?)

- |

PRODUCTION /’ A
WATER QUALITY :
Record and conduct re-sampling for three (3)

consecutive times on same site,

A v"Conduct investigation and re-checking of failed site
W ¥ Reauest for flushing as needed

v | » Kept bacteriological-test records on '

v
fils. -~

FILING OF RECORD & SUBMIT * Consolidate and summarize 3- ] PRODUCTION WATER
QUARTERLY REPORT TOQ LWUA months bacteriological test resgli[’ QuauTy
Ny . and prepare for LWUA

quartefly.

|1 submission

Polomolok Water District 7 | g7

National Highway. Polomalok. South Cotabat %%}
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Polomolok Water Disitict - :

National Highway, Polomaolok, SoutiCotabat

Operat/:ans Manual

WATER QUALITY (PHYSICAL-CHEMICAL & PESTICIDE)
STANDARD OPERATING PROCEDURES (SOP)

FLOWCHART DETAILS RESPONSIBILITY

( starT )
p SR

* Coordinate with laboratary for

v schedule waler sample collection /
submission (Davao City Waier
l PREFARATION l District for Phy-Chem: BPI-Davao for PRODUCTION
Pesticide}
* Seek / Secure amber sampling WATER QUALITY

containers. {one on each source).
+ Clean and disinfect containers and
labet.

« Temporarily shut-Off chlorine supply
v at pump station (ensure no chlorine
feed during water sample collection).

PROCEDURE
WATER SAMPLE COLLECTION 1A clean cloth was used in remaving
{for Phy-Chem & Pesticid 7 dirt of ine outiet. The tap was
or Phy-Chem & Pesticide testing) allowed to flow for a maximum rate -
of 1-2 minutes.
FILL-UP SAMPLE DATA FORM 2, The Tap sterilization was made for
2 minutes using a cotton swab
Name of WD scaked in alcohol fit the catton swab
SEmPIE Site and pﬂt it under the faucet. PRODUCTIDN
3. The tap was opened and water was
Place alluwedi:u ﬂOWEJ 1-2 minutes at a WATER QUALITY
Source medium flow rate.
Dateof Sampling ___ 4. Using the sterilized botile or
Time of Sampling autoclave bettle provided the testing
Sample Taken by laboratory; water samples were
iaken opening it.
§. Small air space was left from the
neck of the bottle to facilitate
shaking at the time of inoculation.
6. The bottie was covered using
standard technique and labals the
boitle
» Deliver water sample to laboratory.
© Request and serve payment.
* Get labaratory Physical -Chemical
GET RESULT FROM LABORATORY and Pesticide fest result,
(Is Water Sample PNSDW Compliant?) PRODUCTION
WATER QUALITY
o N, S Record and condust site investigation

K NO ) » & prepare incident repost

FILLING OF RECORD & SUBMIT ANNUAL
REPORT TO LWUA

= Kept Physical-Chemical & Pesticide
test records on file. PRODUCTION WATER
= Consalidate and prepare for EWUA |- UALITY:

Polomolok Water Distriet @ 68

National Highway. Polomolel, South Cotabat 17



Polomolok Water District

Hational Highway, Polomolok, South Cotabat \ !

Operations Manuali Sy

’d
P

{WRP) FLOW CHART

[

i - ,

Family - basedi
Approach #
| DENR - 12

l

ANNUAL |
REPORT

LG.U. /P.LG.U

=
i S

N.G.O/P.O’S

—

=

L

LIVELHOOD gt

s |

&

WEEKLY ibl SR
REPORT "WUMO

Sl

=3

,4‘

|
L} REFORESTATION r

=

HAGIMIT

VERMI and ] /

J"! COMPOST BT § :

| | ORGANIC

& FERTILIZER

. FUNDING |
! | AGENCIES {Locai /i T
- I— International) i P
1 i eDocument | S
FUND | g

e¢Convener
| Staff

E ?h/ﬂ SOLIT

[ l}OUTSOURCING
|
. GENERAL

i Preparation %
1

d

FUND- RAISING
VITI

sMonitoring

Polomolok Water District 69

National Highway, Polomolok, South Cotabat (711908
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CUSTOMER SATISFACTION SURVEY

CONFIDENTIAL WHEN ACCOMPLISHED

I am happy with your ...

Ako ay masaya sa inyong ...

YES NO
[ 1 waTER QUALITY (Matinis po ba ang kalidad ng tubig?)
[ 1. WATER SUPPLY (Patagi po bang may tubig sa inyo?)

D D Hl. PERSONNEL SERVICES (Kuntento ba kayo sa serbisyo ng mga emplayado?)
a. In what area are you satisfied?
(Sa aneng serbisyo po kayo nasisivahan?)

b. In what area do you have complaints?
{Sa anong serbisyo po kayo may reklama?)

YES NO
(1 V. OFFICE FACILITIES (Komportable po ba kayo sa aming pasilidad?)

YES NO  OVER-ALL, ARE YOU SATISFIED WITH POL. WD SERVICES?
IEI D {Sa pangkabuoan, nasisiyahan po ba kayo sa aming serbisyo?)

Do you have any comments / suggsstions to further improve our services?

Mayroon ba kayong anumang mga puna o mungkahi upang mas lalo pang mapabuti and aming serbisyo?

| CUSTOMER'S DETAILS |
Name : (OPTIONAL)
Address : (REQUIRED) -
Please drop this form in the box near the Public information and Assistance Desk (PIAD). /
Thank You.

REPORT LEAKS AND'ILLEGAL CONNECTIONS.
CALL WD HOTLINE NO. 500-9400 or TEXT CP. NO, 09179425459
We have 24/7 maintenance monitoring

EfGR. S0LITD
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REPUBLIC OF THE PHILIPPINES
POLOMOLOK WATER DITRICT

Polomelok, South Cotabato

Tel. No. 500-2400 / 500-9314

5. C. NO.:

SERVICE CONNECTION APPLICATION/CONSTRUCTION ORDER AND CONTRACT

e ey LAST NAME FIRST NAME MIDDLE NAME INVESTIGATION OF APPLICATION
] INVESTIGATED BY:
CIVIL STATUS Nk SPOUSE NAME :
MARRIED EDESCUADRA
HOME ADDRESS: | Eng'g. Assistant- A
S.C. CONNECTION ADDRESS : VERIFIED BY :
CONTACT NO. : NO. OF WATER USERS :
DCCUPATION : MONTHLY INCOME I ENGR. NICASIO B. ESPESOR
CATEGORY : RESIDENTIAL COMMERCIAL A B c EOD Acting Division Manager
INSTITUTIONAL/GOV'T.
NATURE OF Owned APPROVED FOR INSTALLATION :
OCCUPANCY : Rented Manthly Rental: |
PORTION OF BUILDING OCCUPIED : Whole I Portion | ENGR. CECIL D. MIRASOL
SIZE OF PIPE : | MAINLINE SERVICE LINE [ CD - Division Manager B
DISTANCE (MAINLINE TO W. METER ) : SERVICE CONNECTION RECORD
EXCAVATION BY : | Water District | By Applicant | CATEGORY #REF!
Date of Seminar : METER BRAND
Interviewed by ; DATE METER NO.:
Encaded by : DATE INITIAL READING:
BILL OF MATERIALS & COST ESTIMATES INSTALLED BY:
QrY. | unit DESCRIPTION COST DATE INSTALLED :
AMOUNT OF CHARGE DUE
5.C. CHARGE Php
MATERIALS
LABOR
INSPECTION FEE
HANDBOOK
NOTARIAL FEE
Sub-Total Php
less: LOANS- S.C.CHARGE
TOTAL AMOUNT DUE:
less: 1 pc water meter OFFICIAL RECEIPT NO.:
\TE ISSUED :
TOTAL COST OF MATERIALS>>>>>>>>> Php ]
RS NO. | DATE ISSUED ]

1 UNDERSTAND THAT THE CONNECTION WILL NOT BE MADE UNT!
ASSUME FULL RESPONSIBILITY FOR THE WATER METER AND ALL WATER THAT PASSES THROUGH THE CONNECTION. I HERERY

LT IS APPROVED AND ALL CHARGES AND FEES ARE PAID. T

CONFORM WITH ALL THE RULES AND REGULATIONS OF THE POLOMOLOK WATER DISTRICT.

TION SKETCH

D SERVI
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This Contract is made and entered into this ; a of - at Polomelck,>South Cotabato,

Philippines, by and between the POLOMOLOK WATER DISTRICT represented by its General Manager, ENGR. SQLITQ.T, M ]
TORCUATOR with residence and postal address lacated at Ofano Subd., Polomolok, South Cotabato T i
and with residence and postal address located at

. hereinafter reffered to as tha APPLYCANT:

The parties agreed that :

1. The APPLICANT shall conform to and abide by POLOMOLOK WATER DISTRICT Policles, Rules & Regulations appertaining to  water services ;

2, The POLOMOLOK WATER DISTRICT( PWD ) shall supply water in the appllcant’s Installation located at the address given on the above record during
the period of this Contract at the rates and under conditions provided in the schedute of Water Rates fixed by the PWD. The water charges shall begin

when a service is installed and the Water Meter is set;
The APPLICANT shall protect the Water Meter in his premises and to pay for a new meter if it is found damaged or stolen while in his possession and

trol;
4. Thc APPLICANT will cause his premises to be installed with the pipes In accordance with the specifications approved by PWD;

5. The APPLICANT shall pay the bills regufarly and on time at POLOMOLOK WATER DISTRICT OFFICE/SUB-OFFICE or its authorized collecting banks.
Failure to receive a biil does not refleve the APPLICANT of fiability and shail be deemed a debt to the PWD;
6. The APPLICANT shal! likewise pay ten percent (10%) of the bill as surcharge in addition to the total amount of bills in case of nen-payment of current

bills on or before the due date.

7. A Notice of Disconnection js indicated In the Water Bill of the APPLICANT and disconnection of service connection shall be implemented five (5) days
after due date without further notlce from the PWD, Failure to receive a bill does not relleve the APPLICANT to be excused of disconnection of water
service connection five(5) days after due date. To reopen a disconnected service connection, the applicant shall pay the reopening fee that may be fixed
by the PWD from time to time;

8. In the event cases are filed In Court for unpaid biitings, the APPLICANT shalt pay the additional 25 % of total billing for the Attorney's Fee and cost of
law suits;

9. Should any water meter become unserviceable for one reason or another the average normal caonsumption of the APPLICANT for three(3) months
petiod previous to the date when the meter become unserviceable or was condemned shall be the basis of subsequent bills;

10. The PWD shall not be responsible for interruption of the service for causes beyand its control and should not be lizble to the APPLICANT;

11. The PWD with its authorized representative shall, at any time, be allowed to enter the premises of the APPLICANT for purposes of inspecting
plumbing, reading meter, disconnection or as specified in their Maintenance Order;

12. Any device e.g. Water Meter of the APPLICANT that may be found contrary to the rules and regulations by the PWD or Installations that may be
discovered ta have been tampered with and or illegally connected or installed, shall be sufficient cause for discannection of the water services in question
by the authorized representative of the PWD and automatic termination of this Contract in addition to criminal and/or civil action in court. The provisions
of the Water Crisis Act of 1995 shall apply in this case;

13. Prohibits any person, firm, corporation from vending, selling or otherwise, dispasing of water from PWD for public purpose within the service area
without expressed appraval fram PWD;

14. Flying connection/series connection serving two(2) or mare househalds, commercial space and the like is prohibited by the PWD per Board Policy No.
14, letter (B) adopted June 19, 2002;

15. Concessioners allowing disconnected delinquent consumers and any of their neighbors to cbtain their water needs in their connection shall be doubly

cha raed with commercial rate;
16. A Service Cennection traversing a private property shall be temporarily disconnected If authorization Issued by the lot owner has been revoked. It

shall only be reconnected after submission of a notarized authorization by the lot owner to PWD:

17. The APPLICANT shall maintain pipes and fixtures extending from the meter or laying beyond the applicant’s meter while the service lateral extending
from the main to the meter including the meter shall be maintained by the PWD. Water whether comsumed or wasted or caused by leakage that passes
through the mater, shall be the sole responsibility of the APPLICANT 2s per Board Resolution No. 06-28, Series of 2005;

18. The APPLICANT shall not in any manner install or maintain any physical connection between any private source of water supply and the PWD water
supply. In case the APPLICANT does maintain another source of water supply, such source must be duly declared and registered with the PWD.
Furthermore, the APPLICANT must fikewise maintain an independent piping system for each water supply source to avoid cross-connection;

19. In the event that the APPLICANT Is only a tenant or deoes not own the house, the Owner of the house, bullding, and or lot, shali be jointly and
severally fiable with the aplficant's account, if any;

20. In the event of misrepresentation of the building owner, lot owner or APPLICANT regarding a new service connection fater discoverad to have an old
account, the PWD reserves the right to disconnect service connection until full payment or assumption of the old account by the building or Jot owner or
applicant has been made in conscnance with the PWD policies;

21. The APPLICANT shall notify the PWD In case of transfer of ownership or when tenant leaves the premises,

22. The pipes and fittings from the meter stand to the service saddle shall be turned-over by the applicant/owner to the Polomalok Water District for

perpetual rnalnbe.nance (BOD Res. No.13-30 dated 6/28/201 ’ )
N WITNESS WHEREQF, parties have hereuntn atfixed thelr signatures day of in the

Munidpality of Pnlomolok, South Cotabato, Philippines.

APPLICANT SPOUSE / CO- APPLICANT
bignature Lver Printea Name signature Uver Printea Name
CO-MAKER :
LOT CWNER HOUSE/BLDG. OWNER
signature Uver Printed Name signature  Lver Pnnted Name
ALLEPIEL BY ©
POLOMOLOK WATER DISTRICT
THRY :
ENGR. SQLITO T. TORCUATOR
General Manager B
SIGNED It THE PRESENCE OF :
Witness WitnBss L

REPUBLIC OF THE PHILIPPINES )
PROVINCE OF SOUTH COTABATO ) SS.
MUNICIFALITY OF POLOMOLOK )




an

D I O e

( |

R oEe ) ] ] = |

R an O ]

) W o

POLOMOLOK WATER DISTRICT

National Highway, Poblacion, Polomolok, South Cotabato
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Poloimolok Water District (POIWD)
Vision/Mission and Core Values

Vision

-

To be the most cost-efficient, customer-focused & environment-friendly water
service provider in the country.

-

Mission

\.V/_ Y. l

We commit to:
P rovide quality water 24/7 to our customers.
R ehabilitate, develop and protect our watershed.
O ptimize our available resources.
A dopt cost-efficient operation.
C ontinuously improve and expand our services.
T rain and develop highly competent, committed and motivated
employees.
| nstitute programs on wastewater management.
Vigorously pursue NRW reduction program.
E nsure excellent service that exceeds customer satisfaction.

e S
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e I |

Corporate Values

ﬂ S tewardship
' E fficiency

ﬂ R esponsibility

- V ersatility 7
| htegrity P

ﬂ C ommitment

E xcellence
S olidarity

il .
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ENGR. SOLITR -:E:UAIGR
GENERA ANLGER
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FOREWORD

This Utility Rules and Regulations (URR) were approved and adopted by
virtue of Board Resolution No. 15-03, dated February 12, 2015, Series of 2015 as
general guidelines for the management and staff of the Polomolok Water District
(Pol. WD) for the attainment of its vision and mission.

This URR gives general information on the rules, regulations and
policies governing the application of service connection, its maintenance, billing,
water rates, miscellaneous service fees, fines, penalties and other charges.

This URR also briefly defines Pol. WD and customer's obligations that
are in consonance with national policies and approved BOD Resolutions
of Polomolok Water District.
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THE UTILITY RULES AND REGULATIONS OF POLOMOLOK WATER DISTRICT

The Board of Directors of the Polomolok Water District does ordain as
follows:

Section 1.Short Title. The Utility Rules and Regulations of Polomolok Water
District (Pol. WD)

Section 2.Scope. These rules and policies shall apply to all water consumers and
those who desire to avail of the services of the District.

Section 3.Words and Phrases. For the purpose of these regulations, all words
used herein in the present tense shall include the future; all words in the plural
form shall include the singular form; and all words in the singular number
include the plural number.

Section 4.Definition of Terms. Whenever in these regulations the following
words and phrases set forth in this section are used, they shall, for the purpose
of these regulations have the meanings, respectively ascribed to them in this
section.

4.1 Board — The policy making body of the Polomolok Water District. The Board
of Directors shall be composed of five citizens of the Philippines who are of
voting age and residents of the district. (Sec.8 P.D. 198)

4.2 Management — This refers to the General Manager and all heads of the
departments/divisions/units/sections, as the case may be.

4.3 Service Connection — The laying of pipes from the mainline to the service
entrance, including the setting of a water meter.

4.4 Service Connection Charge — This refers to charges for the perpetual
maintenance of the service connection before the water of the consumer. All
materials shall be borne by the District except the gate valve.

4,5 Water Meter — is an instrument used for measuring the volume of water
passing through a pipe.

4.6 District — This refers to the Polomolok Water District (Pol.WD), a
government owned and controlled corporation (DCWD vs. CSC and COA,
promulgated on September 13, 1991)

4.7 Master List — The official list of applicants and registered consumers of the
District with a duly signed and notarized Service Application and Construction
Order (SACO) and Contract documents.

4.8 Property Owner — is the owner of the building or lot where the water
service line of the District is attached or used as the case may be: P ’

4.9 Transient Applicant/s — person/s applying for service cc/)/nﬁection of the

__ District on temporary basis for a certain period of time. :
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4.10 Consumer/s = either a property owner or a transient applicant who
availed of the water service line of the District.
Section 5. Sizes and location of the Service Connection— The District reserves

the right to determine the size of service connections and their location with
respect to the boundaries of the premises to be served. The laying of a
consumer’s service lateral to the water meter shall not be done unless the
location of the service connection has been approved by the Management.

All pipes, water meters, or equipment of the District installed on the
property of the applicant shall, at all times be the sole property of the District,
giving the latter the right to access the property of the applicant to operate,
maintain, repair, and relocate the same.

Section 6. Required fittings in a Service Connection- Every service connection
installed from mainline to stand pipe shall be a 19 mm. diameter Polyethylene
Pipe { PE Pipe ) with a 19 mm. diameter Schedule 40 Galvanized Iron Pipe (G.l.
Pipe ) stand pipe. After the water meter installation shall be under the District's
standard specification.
Section 7, Pressure Conditions — All applicants for the service connection or
water service shall be required to accept such conditions of pressure and water
services that is provided by the distribution system at the location of the
proposed connection and shall agree not to hold the District, its officers and
employees liable for any damage arising out of low or high pressure conditions
and interruption of water services.
Section 8. Who May Apply for a Service Connection. A person, firm or
corporation may avail of the services of the District provided that he had
complied with the following requirements, to wit;
8.1 Had paid the Inspection Fee prior to field inspection
8.2 Had submitted the necessary documents stipulated in Section 9
8.3 Transient applicants are required to pay the amount of no less than five
thousand pesos (5,000.00) as guarantee deposit, which they can withdraw
anytime after completion of their project or activity.
8.4 Had attended the Orientation Seminar for Applicants of a New Service
Connection. However, applicants with existing active service connection may
opt not to attend the orientation seminar provided the said existing service
connection installation is not yet more than two(2) years.
8.5 Had paid the Service Connection Charges and installation fees ( labor &
materials )
Section 9. Service Connection/Transfer Name/Location  Transfer
Reguirements:.\ The following are the requirements:

St
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9.1. Photocopy of any of the following proof of
ownership/occupancy/residency:

9.1.1 Lot Title

9.1.2 Deed of Sale

9.1.3 Lot assessment

9.1.4 Tax Declaration of Property

9.1.5 Brgy. Certificate (for Homestead lot)

9.1.6 Lease Contract

9.1.7 Deed of Donation

9.1.8 Other valid proofs

9.2. Photocopy of proof for personal identification and/or of authority
a. Any two of the following:
9.2.1PRCID

9.2.2 Driver's license

9.2.3 Company ID

9.2.4 UMID- GSIS/SSS/HDMF
8.2:5 Passport

9.2.6 Voter's Certificate/ID
9.2.7 Postal ID

5.2.8TINID

9.2.9 Other valid ID’S

b. Any of the following proofs of authority of the representative:
9.2.11 Special Power of Attorney

9.2.12 Board Resolution

9.2.13 Any written authority

Section 10. Consuimer's Guarantee- Bafore a service conriection will be
installed, the consumer must sign a Service Application/Construction Order & s
Contract wherein he guarantees the payment of water bills for the services /
rendered to him,

Property Owner’s Notarized Guarantee. The water charge shall begin
when a service is installed and the water meter is set. Before the water shall be
turned on by the District for any purpose whatsoever, the consumer or his
authorized agent shall guarantee the payment of future water bills for the
service required. The property owner shall be held liable for water used or
charges until the District is notified in 'writ_i_;g'g/ to discontinue




28D

v |

=)

e

N T S =

am G Goa

—

=5

=3

& &

=8

the service. In cases of boarding houses and apartment, the property owner
shall be liable for any arrears of his tenants/boarders.

Section 11.Installation of Service Connection.

11.1.The service connection or laterals from the District's distribution line shall
be installed by the District's authorized plumbers only after all the
requirements stated In Section5, 6, 8 and 9 are complied with.

11.2 Cross connection to a private water source is strictly disallowed.

Section 12, Service Application & Construction Order ( SACO ) & Contract. The
notarized SACO with affixed signature shall serve as the binding agreement
between the water district and the consumer which includes all provisions
specified in the Contract and this URR.

Section 13. Consumer’s Obligation:

13.1 Payment of water bills and other service connection fees shall be made at
the office of the District or through its authorized collecting banks (for current
water bills) only:

13.2 Consumers are given fifteen (15)calendar days after its billing date to pay
their water bills on time. Starting on the 16th day, a surcharge of ten percent
(10%) will be added to the current water bill.

13.3 If the water bill remains unpaid five (5) days after due date, the water
service will be disconnected without need of prior notice regardless of the
amount and shall only be reopened after the payment of the water bill and
reconnection fee prescribed by the Pol. WD.

13.4 Failure to receive a bill does not relieve a consumer from liability of paying
his water bill ( the District has a Short Messaging System or text blast system).
Any amount due shall be deemed a debt to the District.

13.5 In the absence of the consumer during reading period, water bill shall be
put inside the bill box which will be provided by the consumer. Failure of the
consumer to provide the bill box, the meter reader shall place the water bill
inside the plastic cellophane which will be put in a visible location ( e.g. gate
Jaccessible and within the vicinity of consumer’s property. The water meter
shall be placed outside the property line of the consumer. The consumer shall
be responsible for the protection of the water meter from physical damage.
Any !osé“*-apd damage shall be borne by him except when the damage is caused
by wear anawgar.
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their course of meter reading/billing.

Section 14, Transfer of Account Name and Service Connection Location

14.1 Account Name

An account name for either active or in-active account could be
renamed/transferred to other party by submission of a proof of ownership of
the lot, identification card of the transferee ( stipulated in Section 9 ) and a
waiver of a rights of the said service connection. The applicant/transferee shall
sign a new SACO/contract and pay a service fee ( notarial and transfer fee ) of
Php 180.00.

14.2 Service connection Location

An active or in-active service connection could be applied for service
connection location transfer by submitting a proof of ownership, memorandum
of agreement or other pertinent document to the District of the location to be
transferred (stipulated in Section 9) . The applicant shall sign a new
SACO/contract and pay a service fee ( notarial and transfer fee ) of Php 180.00.
Section 15, Senior Citizen Benefits . Republic Act 9994 otherwise known as the
Expanded Senior Citizens Act of 2010 grants all Senior Citizen with a 5 %
discount in the cost of water consumption, provided that their consumption
do not exceed 30 cu meters per month and said Senior Citizen js already a
registered consumer of the District for at least one(l) year period. The
application for discount shall be renewed annually (every January only) to
continue the privilege given. Automatic transfer of name of deceased senior
citizen to his/her surviving senior citizen spouse is allowed including all its
privileges in accordance to RA 9994 ( BOD Res. # 12-29, Series of 2012). A copy
of Death Certificate of the deceased consumer and a payment of a service fee {
transfer and notarial ) of P 180.00 shall be form part of the requirement for
transfer.

Section 16.Maintenance of Service Connections. The service laterals extending
from the water meter and including the meter shall be maintained by the
District. Pipes and fittings from the meter stand to the service saddle shall be
turned-over by the applicant/owner to the District for perpetual maintenance.
All pipes and fixtures extending from the meter or laying beyond the customer
meter shall be installed and maintained by the consumer subject to existing
plumbing standard. Abnormal increase in water bill of the consumer shall be
reported to the Office by the Meter Reader or any District's personnel for
appropriate action by either the District or by the customer. The consumer
could officially conform by signing the Field Findings Report Form (FFRF)
provided by the District's personnel particularly by the Meter Reéaders during
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Section 17.Service Disconnection. The District shall disconnect a service

connection on the following reasons:
a. non-payment of water bills
b. voluntary disconnection ( in a year, free of charge on the first availment and
a fee of P 50.00 thereafter )
c. illegal connections made (tampering of meters, water pilferage and other
similar acts)
d. violation of water service connection contract
Section 18.Service Reconnection. A disconnected service connection can be
activated only upon payment of the necessary fees and arrears to the District.
In accordance with BOD Res. No. 10-04, Series of 2010, the following
reconnection fees are to be imposed:
18.1 Temporary blind gasket - One Hundred Sixty Pesos (P160.00)
18.2 Condemned at Service Line ~Two Hundred Forty Pesos( P240.00)
18.3 Condemned at Mainline — Four Hundred Eighty Pesos(P 480.00 )
Section 19.lllegal Connections. A water connection which is not registered or
authorized by the District to tap its distribution line is considered illegal
connection:
a. Installed without an application being made to the District
b. Installed by unauthorized persons other than the personnel of the
District.
c. Installed in a building other than what was indicated in his application.
d. Unauthorized reopening of service connection, which was disconnected
due to non-payment of water bills and / or due to non-compliance with
the rules and regulations of the District.
e. Unauthorized transfer of the water meter and tapping point
f.  Tampering of meter, usage of jumpers, water pilferage and other
similar acts.

Section 20. lllegal Acts: It is unlawful for any person to:

a. Destroy, damage, or interfere with any canal, dam, reservoir, aqueduct,
pipes, or other works, appliances, machinery, building or property of
the District. "

b. Do any malicious act which shall injuriously affect the guantity or

. quality of the water delivered by the District or the supply, conveyance,
Ehe.asurement or regulation thereof, including the prevention of, or

% inte\r‘f%a with the District's personnel engaged in the discharge of their

duties; ™.
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Prevent, obstruct and interfere with the survey works, and construction
of access road and water mains and distribution access road and water
mains and distribution network and any related works of the District;
Tap, make or cause to be made any connections with water lines
without prior authority or consent from the District;

Tamper, install or use tampered water meters, sticks, magnets
reversing water meters, shortening of vane wheels and other devices to
steal water or interfere with accurate registry or metering of water
usage, or otherwise result in its diversion in a manner where water is
stolen or wasted;

Use or receive the direct benefit of water services with knowledge that
the diversion, tampering, or illegal connection existed at the time of
that use, or that the use of or receipt was otherwise without the
authorization of the District;

Steal or pilfer water meters, mainlines, pipes, related and ancillary
facilities of the District;

Steal water for profit or resale;

Knowingly possess stolen or tampered water meters;

Knowingly or willfully allow the occurrence of any of the above.
{Section 8, R.A. 8041)

Section 21.Prima Facie Evidence. The presence of any of the following

circumstances shall constitute prima facie evidence of theft, pilferage or of any
unlawful acts enumerated in Sections 19 and 20 hereof.

a.

b.

The existence or any illegal or unauthorized tapping to the water main
or distribution pipe;
The existence of any illegal connections such as a reversed water
meter, shortened vane wheel, bypass or other connections which
adversely affect the registration of the water meter;
The presence of a bored hole in the glass cover of the water meter, or
at the back of any part of the water meter including the vertical vane;
The presence of tampered or fake seals on the water meter. Inspection
of a tampered water meter shall be done In the presence of the
registered water consumer.
The presence of the reversed water meter in the premises, insertion of
rod, wire or stick in the water meter, shortened vane wheel, removal or
alteration of any part of the water meter mechanism, use of magnet
and similar devices which interfere with the water meter rggiétration;

v
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f. Destruction of the water meter protection and other metering
accessories; or

g. Abnormal imprints, traces or marks found in the water meter assembly.
(Section 9, R.A. 8041)

Section 22.Penalties.The District shall have the right and authority to
disconnect the water services, five (5) days after-service of written notice to
that effect, except on Sundays and Holidays, without need of a court or
administrative order, and deny restoration of the same, when a prima facie
evidence of theft or pilferage shall have been established in accordance with
Section 8 of RA 8041 hereof: Provided, That a notice shall have been issued
even upon discovery for the first time of the presence of any of the
circumstances herein enumerated: Provided further, That the water service
shall not be disconnected or shall be immediately restored upen deposit; by the
person concerned of the difference in the billing made by the District:
Provided, finally, That the deposit shall be credited against future billings, with
legal interest thereon where the alleged theft, pilferage or current diversion has
not been committed, without prejudice to being indemnified for damages in
accordance with the Civil Code and other existing laws.

A written notice of seventy-two (72) hours is necessary to effect water
service disconnection upon the discavery for the second time of any of the
circumstances enumerated in Section 8 of RA 8041 hereof.

Any person who shall violate Section 19 to 20 hereof shall be punished
by imprisonment of six (6)months to two (2) years and/or a fine equivalent to
Php 5,000.00 plus two(2) years consumption based on the previous three(3)
months average per month { BOD Res. # 10-1, Series of 2010 ): Provided,
however, That if the offender is assisted in the commission of the crime by a
plumber, officer or employee of the District , the said employee, officer or
plumber shall be punished by imprisonment of two (2) years to six (6) years;
Provided further, That if the water is stolen for profit or resale, the offender
shall be punished by imprisonment from six (6) to twelve (12) years.

If the offender is a juridical person, the penalty shall be imposed on the
chairman or the president, general manager, administrator, or the officers
thereof who shall have knowingly permitted, or are otherwise responsibie for
the commission of the offense. (Section 11, R.A. 8041)

Section 2:?.3.§peciaf Aggravating Circumstances. The following shall be
considered as aggravating:
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a. When the violation committed is in conspiracy with at least another
person, both of whom shall be considered as principals;

b. When the offerise is committed, or in connivance with a private
plumber, officer, employee of the District, who shall also be considered
as principals; or

c. when the violation is coupled with the same from a source, which is
illegal or unregistered, or

d. unauthorized, or a source with a tampered water meter.(R.A. 8041
Section 10)

Section 24. Incentives for Reported lllegal Connections. Persons who reported
illegal connections, tampering of water meters, water pilferage and similar acts
where a prima facie evidence exists will receive an incentive of 20% of the
amount of penalty, whose information will lead to successful apprehension and
presentation of the case. His report will also be treated as confidential. All Pol.
WD personnel, permanent, Job Order, Pakyawan's or private plumbers are
entitled to an incentive of one(1) sack of rice. { BOD Res. # 10-02, Series of
2010)
Section 25. Exclusive Franchise. - No franchise shall be granted to any other
person or agency for domestic, industrial or commercial water service within
the district or any portion thereof unless and except to the extent that the
Board of Directors of said district consent thereto by resolution duly adopted,
such resolution, however, shall be subject to review by the Local Water Utilities
Administration (LWUA). (Sec. 47, PD 198]
Section 26. Usage of Electrical and Mechanical Suction Pump. It is strictly
prohibited for any person, firm or corporation to use electrical and/or
mechanical suction pump directly in their service lines in order to augment the
supply of water in his premises. This will not only distort the flow of water in
the distribution line but this could also lead to the destruction of the water
meter.
Section 27. Cross Connection: No person, firm or corporation shall install or
maintain any physical connection between any private source of water supply
and the District water supply.
Section 28. Maintenance of Water Pressure and Shutting down for Emergency
Repairs: The District is not liable for the maintenance of pressure in the line and
reserves the right to discontinue service due to emergency repairs or. for valid
and reasonable causes. F
Sectlon 29.The F|re Protectlon Capacity. The District may |nsta1fand maintain
H] for f:re prot/ectlon purposes:
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Provided, that prior agreement has been executed with the public entity (in this
case the Bureau of Fire Protection) having principal fire protection
responsibility within the District whereby the District will be reirmbursed over
the reasonable life of the said facilities for the cost of installation and operation
of such fire protection capacity and facilities. {Chapter VI, Section 32 of PD 198,
as amended)

Section 30. Private Fire Hydrant. A person, firm or establishment who may

want to have their own fire hydrant shall shoulder the cost of materials (in
cases where the Bureau of Fire Protection cannot provide them) and the only
responsibility of the District is the installation and maintenance of the said fire
hydrant, Provided: that the person, firm or establishment will sign a
memorandum of agreement/contract that the water from that fire hydrant will
only be used for firefighting purposes.

30.1 If water is used through a fire hydrant connection, for any other purposes
other than where it is intended which is in the extinguishing of fire, the District
shall have the right to place a water meter on the fire hydrant connection at the
owner’s expense or to shut-off the entire water supply from such premises.
30.2 A person, firm or establishment who has installed a private fire hydrant
should provide himself with a wrench necessary to operate such fire hydrant
and an angle valve of a type approved by the Bureau of Fire Protection.

Section 31. Water Meter. The District reserves the right to set up and maintain
a water meter or any connection. In cases of disconnection in the mainline,
the water meter will be pulled out by the District for safekeeping purposes.
31.1 Damage to Water Meter. The District reserves the right to set and
maintain a water meter on any connection. The water consumer shall be held
liable, however, for any damage to the water meter due to his negligence or
carelessness. It shall be the responsibility of the owner of the property to
protect the water meter from physical damages. The prevailing cost of the
water meter as a result of such physical damages shall be paid by the consumer
prior to reconnection.
31.2 Location of Water Meter. All water meters should be installed within the
easement of the property, which will be convenient for water meter readers,
plumbers and personnel of the District to read, maintain and disconnect.
31.3 Meter Testing. When the accuracy of a water meter is questioned, the
District-will cause an official test to be made as follows:

a. The cd’ns\umer shall be duly notified of the time and place for the conduct of

such test. \\
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b.The water meter accuracy will be tested on variable rates of delivery and if
the average registration is more than fivé percent (5%) in the excess of the
actual quantity of water passing through the water meter, the District shall
adjust to the consumer the overcharge based on his previous three (3) months
average consumption.

c. If the water meter is within the five percent (5%) of margin of error
(tolerance), the consumer has to pay for the actual consumption registered on
the water meter which will be included in his next month's bill.

Section 32. Donated Drinking Faucets. All connections connected to public
elementary or high school shall be given a 30 cu. m. free of charge monthly. In
excess of 30 cu. m., the said drinking faucet shall be charged accordingly based
on the existing residential category.

Section 33.Basis for Computation of Adjusted Bills. The basis for computation
shall be the average consumption in the previous three (3) months.

Section 34.Refunds. If for any reason, a consumer becomes entitled to a
refund such as for over-payment of a closing bill or other just cause, he shall
make a request to the District. In the event the over-payment was made on a
bill, the amount over-paid shali be creditable to the consumer's account.

Section 35. Leak after the Water Meter . No water bill adjustment will be
made on all leaks after the water meter. Board Resolution No. 06-28, Series of
2006 & Service Connection Contract defines the sole responsibility of the
consumers for any wasted water due to leakage and prohibits the District for
granting a billing adjustment. However, in consideration of the consumer's
intention to pay their water bill with high consumption due to leakages, the
District allows the consumer to amortize based on the volume of
unused/wasted water and waive the 10 % penalty charge. { BOD Res. # 12-28,
Series of 2012). However, if the customer is a government
entity/instrumentality or a non-stock cooperative and requested for
adjustment, the Board of Directors may approve the billing adjustment through
a passage of a Board Resolution. Such adjustment is limited to 50 % maximum !
of the actual consumption which can be availed only ONCE. /
Section 36. Contestability Period of Water Bill. Complaints on water
consumption shall be made in Pol. WD office within ten {(10) days upon
receipt of water bill. The statement will be considered correct and fmal if no
complaint is reported after the 10-day contestability period. -
Section 37. Bills Under Protest. All disputed bills must be filed to the- District on
or before the contestable period stipulated in Section 36/£or immediate
investigation. Results of the Im!e‘st}ga_itidﬁ will be Cdf}@é?éd final and
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executory. Any over or under payment made by the consumer as a result to the
findings of the investigation will be automatically offset to the subsequent bill.

Section 38. In-active Accounts and In-active Service Connections

38.1 Assumption of past due accounts from previous owner by the new
occupant

No new service connection shall be allowed to an area with existing accounts,
unless such account will be assumed by the new occupant. In order to give
consideration to those who are newly applying and interested to assume the
past due accounts of the previous occupant, BOD Resolution No. 07-08, Series
of 2007 has set a maximum discount with the following scheme:

TOTAL ACCOUNT DISCOUNT
Below P 5,000.00 15 %
P 5,000.00 - P 10,000.00 20%
P10,001.00- P 20,000.00 22.50%
P 20,001.00 - P 30,000.00 25.0%
P 30,001.00 - P 40,000.00 27.50%
P 40,001.00 - P 50,000.00 30.0%
P 50,001.00 - P 70,000.00 35.0%
P 70,001.00 - P 90,000.00 40.0 %
Above P 80,000.00 45.0 %

38.2 Transfer of In-active account to same active account name/owner
Automatic transfer of in-active account will be done to active service
connection which undoubtedly been owned by same person or entity. This
active service connection owner shall be informed in writing for the transfer.
38.3 Lots subdivided to heirs

Heirs of the previous owner shall equally divide the account within the specified
area. The application of the new service connection of the heirs shall be
accompanied with an affidavit / proof of ownership as part of legal documents
required.

38.4 Dropping from the Master List

If for any reason, a disconnected service connection is not re-opened after one
(1) year by a consumer despite of no less than two(2) written notice/follow-up,
his application and service connaction fee will be forfeited in favor of the
District and his service connection account will be dropped from the Master list,
and he will~be considered a new applicant. However, for those in-active
consumer w1th outsta‘nding account and signified his intenticn through a

""""
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written agreement & prefers to pay religiously his account shall remain in the
Master List. Failure on his part to pay as agreed, the District has the option to
drop him in the Master Lists after no less than two(2) written notice/follow up.

Section 39. Granting of Promissory Notes

39.1 Schedule of granting of Promissory Notes

in order to increase the collection efficiency and gain financial viability of the
District, granting of promissory notes will be allowed only once in a quarter for
every service connection. Request shall be done at least a day before the
disconnection date and promise date for payment shall be allowed not to
exceed seven (7) calendar days after disconnection date. This is applicable to
current, current arrears and previous year's arrears. However, no promissory
notes will be allowed during the whole month of December.

39.2 Special privileges

39.2.1 GSIS & 555 Pensioners

Regardless of the due date, GSIS & SSS pensioners are given special privilege
for payment extension of their monthly billing ( includes 10 % penalty ) upon a
submission of an authenticated copy of proof of pension release prior to
disconnection date every month. This is applicable only for one({1) service
connection with residential/commercial category where the said pensioner
resides.

39.2.2 National Government Agencies, Barangay, LGU & Public Schools
Government agencies who are dependent for the release of their respective
Maintenance and Other Operating Expenses (MOOE) budget are given
automatic payment extension and need not to secure Promissory Notes in the
Office. However, they are given a maximum of two(2) months to settle their
obligation with the District before the schedule of disconnection will be done.

Section 40. Service Connection Classifications
40.1 Residential (Domeéstic) and Governmient: Pérsons and establishmeénts
drawing water from the District and used for their day-to-day living are
classified under this category and are charged the lowest rate (Good for one
family only) .
Government offices and buildings are classified under this category because
they are presumed to be performing public service and they consum_,,e*\kater in
connection with the performance of their public duties. /'/

40.2 Commercial/ Industrial { twice the residential ) < " Persons and
establishments drawing water from the system for the pur/ ose of using this
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water directly to promote their trade or occupation or to produce a commercial
or saleable product, are classified under this category and should be charged
according to the established water rate schedule for commercial / industrial
enterprises.

a. hotels, lodges and the like

b. private hospitals

c. cafeterias, managed by cooperative, corporations, etc.

d. ice cream factory

e. beer houses

f. bars, night clubs

g. restaurants/carenderias

h. gasoline stations

i. bus stations and/or terminals

j. concrete hollow blocks and concrete product manufacturers

k. theaters

. fish / meat stall located in the public market with individual meter

m. confectioneries and bakeries

n.ice plants

0. private schools

p. nurseries, piggery, poultry

q. water refilling station

r. Laundry

t. any residential user who sells or supplies water to others

u. car wash

v. funeral parlor

w. trucking services

X. private slaughter house

y. spa

40.3 Commercial A - Business establishments indirectly using water in their day
to day operations such as:

a. photo services

b. dental and medical clinics

c. warehouses / hardwares

d. groceries

e. gift shops

f. offices, excluding government

g. drug stcre\s\\ ;
h. whoiesa}g

LoantiT/TN
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i. furniture shops

j. massage parlors

k. barbershop

l. beauty parlor

m. fitness gym

n. banks

o0.such other establishmént of the samie nature

40.4 Commercial B

a. sari-sari stores

b.vulcanizing and repair shops

c. other premises utilized for selling foods or services including premises used
for living quarters.

d. such other establishment with one central meter wherein assumes payment
of water bill of their tenants e.g. malls & the like

40.5 Commercial C

a. Public Toilets

b. Public Slaughter House

¢. Junkshop

m. internet café

40.6 Bulk/Wholesale - Persons and establishments drawing water from the
system for the purpose of reselling the same without transforming into a new
product are classified under this category and should be billed in accordance
with the established rates for bulk consumers.

Included among these users are those providing water to carriers
(ships, airplane, etc.) . |
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Classification | Size | Charge | 11-20 | 21-30 | 31-40 | 41-up
P P P P
1/2" P 195.10 23.40 | 29.95 | 36.55 | 43.15
P P P P
3/4" P 312.15 23.40 | 29.95 | 36.55 | 43.15
Residential/ P P P p
Government | 1" P 624.30 23.40 | 29.95 | 36.55 | 43.15
p P P P
172" P 390.20 46.80 | 59.90 | 73.10 | 86.30
P P P P
3/4" P 624.30 46,80 | 59.90 | 73.10 | 86.30
Commercial/ P P P p
Industrial 1~ P 1,248.60 46.80 | 59.90 | 73.10 | 86.30
Commercial P P P P
A 1f2" P341.40 4095 | 5240 | 63.95 | 75.50
Commercial 2 P P P
B 1/2" P 292.65 35.10 | 44.90 | 54.80 | 64.70
Commercial P P P P
& 1/2" P 243.85 29,25 | 37.44 | 45.60 | 53.94

Wholesale/Bulk = three (3) times the residential rates
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Section 42. Meter reading and billing schedules served by specified pump

station
Pump | RDG. | ZONE- LOCATION PER BOOK
Station | DATE | BOOK 1 2 3 4 5 5
Zennig St,., Tinio
Subd, Pric ;
I'Srgv. v g Norcos Subd,, FM,CO_S‘M" Bayan Subd.,
Pagalungan, Prk. Malinawon, Nat'l Highway, e
. i) i Balabat Comp., . Ladaran Subd,,
San Isidro, Batili Miana Subd., i Lumakdl, Flets
1- e Prk. Malinawon, | Prk Manatag, Prk. Pag-asa,
Farm, Nat'l Yungeo Subd,, : oo Comp., Lacuata 3
i 123, Righwa Mionares st Yunzco Subd,, Balabat fome [adiirs Bastindon
4586 gy, kbl Adelfa Compoung P, RACATEN 1§ gund, Prk
Gonzaga Comp,, Ruta Vill,, o s Subd., Lapid . S
Extansion, Sitio I4asicla, Deseo
Prk. Masagara, | Melencres Farm, Cabiiatio Comg., Dufay Subg
Bray. Lumakil part Sitio S Subd, ‘
Cebuano
X A
i Part of S?ﬁ“;;;‘:ﬁt’ & "‘ﬁf"sa"' Falle Vill, Prk.
- Bagtindon, e e Leyson Subd. ) labuhay, Prk.
a= ; Prk. Fin, NHW - - fatulongin, ; :
National Prk. Masizgla, Pric Masigta, Prk, Summeriight
2 | 123 : Magsaysay, 4 Prk. [fasayz, : 2
Highwiay, Prk. IMaligaya faligaya, Vill., Prk. Fin
4586 % Namoc Subd,, 2 3 Mazsaysay, Pric | ..
Masigla, Olano , Silway-3 Silway-8, Alvaro
Subd Prk. Masigla Delambaca, Cr. vill
Magsaysay Shrinz )
Prk. 2 & Prk.3
. Pag-asa, P "
5. Pr}'mé i i Prk. Waunlad, Glamarg,
3 1123 Upper Matin-zo, Mau‘n‘aoJ Prk. Masizla, Prk. S-8. Prk. Pr. Maunlad, hioninio,
ﬂls,&é Tenajeros Subd. Silway-8 Pric Mabuhay, S-8 | Luwalhati, Prk. Silway-8 Gepona,
Riverside Honewille Dakirgking,
Claver
Zennia 51,
Champaca St,,
Waling-wating Iorales Subd,,
-, St Amsstacia | BFP NP, BIMP, | Bataluna Subd,, | Jester Subd,
123 Dulay Subd., SW&D=3bn Publiz hikt., Mianra Subd., part of Pric
4' & E: hiana Subd. St Z‘era;?: ot Dama De Noche | Sarguifia Subd., Nanatad,
L i St., LGU Pel. Champaca St. | Azucena St part
Pioneer Ave.
of Bataluna
Subd,, Maleguas
ST,
Sampaguita St,, g
Azucena St., Adslfa St part of Banaba 2
5 A:fulf fg:i:spsas Banaka St, Lerio Pioresr Ave, | Sampaguita St, | St, Melezuas St
L33, | 0 e o s | SUAGEMASt, | Meleguasst, Ma. Resa Dahiia St.,
4&5 eVl part of Meleguas Banaba St, Village Zennia 5t ard
St., Lerio 5. E .
St Zennia 5t part of Cda De
Amor St
FPart of Meleguas fan
6 | St DahiasSt, DahliaSt, | Tuazon Susd, g?;}%g’:;
123, Banaba St Sanchez Subd. Tuazen Subd.,, | Balabat Comp., wst‘a o -
48&5 | liang-ilang St, partof Zennia St | Dagoc Subg, Dazoc Sub:i,'
Rosal St
Gi azE::'as’i 5\';?;:3 Part of Citizen
7-182 - 27 1 Viltage, Part of Refer at Pump Station 4
Lucena Subd., [ B
Baiabat Comp. i
e
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... .. LOCATIONPERBOOK
1 2 3 4 5 B
Part of Citizen (agasan,
: Vitlaga, Part of ] Malabarbas, Part | Fandoy, Jamila
Refer at Pump Station 3 - Miguel e ! !
A LucenaSubd, | B o Gantiguel | s, Rose Vi,
| Rafada Subd. | Prk. Dignadice
Bustos Farm, 5an
Miguel, San : \ Gabrie
Samita Subd, i, Ao PartofSan | PMCO, B | oo oabrEl
el Agustin, Prk, LI . } Homes, Prk.
Fundar, Valendia ; SanGabrisl | Gabrizl Homes, |  Hechanovs, :
» Hechanova, 5 Hechanoya
Site, Barcatan . Homes part of Bernales | LavreaSubd, la | ..~ '
e Dzmafeliz, = e {risville, Kivas
Subd. - Subd. Theresa
Bérnales, Subd.
Dimamay
DOCC Vilizge, Ligtas, part of w Cagasan,
Javier Subd., fdunaz Subd, Kaunlaran Kaunlaran r?:;ff; :fgi' Jamila, Valandia
Alojago Subd. Hechanava Subd. Subd, andPric | _ o | Subd Alojado
= Tupas Subd, .
Kalayaan Sunrise Subd.
Polotana Subd,, {annery
Pinatown, Polotana Subd. | Lligtes Subd. | Housing, Ligtas | Felisilda Subd.
Valendia Site Subd. ,
Mahintana Subd e
e | Purck Maabtik ey | Public Mk,
e Esposado Subd, PIGTAER, | RIS IR QOrengain Subg,
Bayron Farm
2 3% 47 Roag Faglaum, Ugpear Feaple's
g a9 L 2 £ oih g ogza F LI Basd SErpy
1 ft: Ci;ad’ part of 5 Roag, Rf' :{Sséag &%aflssga’ Kliran, Aquina Villaze,
' Sta. (nz ARPRARI | SRR IR Gate Dimadli
! Lantana Subd, e ocowe | OcEi0Subd, | LondresSubd,
Fernandez Subd. Esposado Octavio Subd | Octavio Subd. {ongies Subd. | Pric4 &8, Polo
Prk. Pag-asa,
Brgy. Palo None Tuyac Subd, Nare Uppar Klinan
Pri. Malinawon
Note: Bray. Polo served by Pump Stn. 6 except Prk,
Brzy. Polo Brgy. Polo Mons Pag-asa & Prk, Matinawon which is served by Pump
Sin.7
Prk. 4, Polo, Ni
Upper Kliran k"
None Bray. Sulit Brey. Sulip Mone
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Section 43. Requirements for Owners and /or Housing Developers. Before a
distribution line can be extended and installed in a subdivision, the owner
and/or the developer has to comply with the following requirements duly
approved by the Housing and Land Use Regulatory Board (HLURB)and other
corresponding government entities, to wit; subdivision plan indicating the
potential number of households to be served, topographic or road map
development plan, hydro-testing to determine the accuracy of the plumbing,
elevated water tank whose design and volume will be determined by the
District.

a. The design of the water system within the subdivision must be prepared by
the Engineering & Operations Division to ensure that it conforms with the
standards and specifications of the District.

b. In case the design of the water system within the subdivision was prepared
by the housing developer, the Engineering and Operations Division will evaluate
the said design to ensure that it conforms with the standards and specification
of the District.

Section 44.Policies Governing the Turnover of Existing and Proposed
Subdivision/Barangay Water System to the District. Before the District
assumes the responsibility for all future water service the subdivision
owner/Local Government Unit shall agree to the following:

1. Transfer all water rights to the District and secure agreement from all parties
to abandon all private water rights within a specified time.

2. Grant easement to the District over all system facilities when not passing
Government roads.

3. Donate all properties used or upon which the system is erected including
land, to become a permanent part of the system of the District.

4. Advise all property owners to secure required District applications for service
contract.

5. Barangay Resolution authorizing the Barangay Captain to Turn-over the
Water System to PolWD in the case of BAWASAs.

Section 45. Additional policy Governing a Subdivision desiring to connect a
water system to the District. In addition to the established rules and
regulations on subdivisions desiring to connect their water system with the
District, said applicant shall be considered on a case-to-case basis takin’g into
account its substantial income, and by computing the projected e;prenses and
amount of depreciation and other factors of said water system e

L EIOTE by --
criun G001/
EENERA

JRCUATUR

WNBAER



R

i

e

ame TE

N

—

e

aEn 70

e &=

I Em O

= i

s

In a negotiation, the service mainline from the tapping point up to the
location outside the Subdivision could be shouldered by the District depending
on the viability of the project. However, all expenses ( labor and materials )
inside the Subdivision shall be shouldered by the Subdivision owner including
all other appurtenances ( e.g. cost of flushing, disinfection and hydro testing )
on which case the later shall donate the water system in favor of the District
prior to project implementation. Further, all transactions should be covered by
a Board Resolution and a Memorandum of Agreement including Sections 43 &
44,

Section 46. If any section, subsection, clause or phrase of this Utility Rules and
Regulations is held to be unconstitutional, illegal or unlawful such decision shall
not affect the remaining portion of this rules and regulations.

Section 47.Repealing Clause. All existing rules, polices and resolution
inconsistent hereto shall be deemed repealed.

Section 48. Amendments: These rules and regulations may be altered,
modified, amended or repealed by a Board Resolution duly adopted and
approved.

Section 49. Effectivity. This Utility Rules and Regulations shall take effect this
1st day of March, 2015 as approved by the Board of Directors of the District.

APPROVED:

(SGD) DIR.ANDRESITO J. DEGILLA, PME
» Board Chairman

(SGD) DIR. ALEX C. MACABACYAO, PME
e Board Vice-Chairman

(SGD) DIR. MARIBEL D. ACUESTA, DMD
¢ Board Secretary

(SGD) DIR. ISMAEL G. VERALLO

. Board Member

(SGD) DIR. ERLINDA H. DESULLAN
e Board Member

™
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REPUBLIC OF THE PHILIPPINES
POLOMOLOK WATER DISTRICT

National Highway, Polomolok, South Cotabato
Tel. Nos. (083) 500-9261 ; 500-9314 ; 500-9430
Telefax No. (083) 500-8008
Email Address . pol_wd@yahoo.com.ph

POLOMOLUK Iy

EXCERPT FROM THE MINUTES OF THE BOARD OF DIRECTORS' 3+ REGULAR MEETING
Held at PWD Board Room on February 12, 2015

e L L e e e L S

FPresent.

Engr. Andresito ). Degilia Chairman
(Presiding)
Engr. Alex C. Macabacyao Vice-Chalrman
Dr. Maribel D. Acuesta Secretary
Ertinda H. Desulian Member
Ismael G. Verlio, Sr. Member
Sitticg-in vith the Board:
Engr. Sefito T. Torcuatar General Manager
Engr, Cecil D. Miraso! Div. Manager, Commercial
Holi M, Fin SWUHO

RESOLUTION NO, 15-03
RESOLUTION APPROVING THE AMENDED UTILITY RULES AND REGULATIONS (URR)

WHEREAS, pursuant to Section 6, Republic Act No. 9485, Anti-Red Tape Act of 2007, the Polomolok
Water District (PolWD), being a Government Owned and Controlled Corporation (GOCC), shall set
up service standards as the Citizen's Charter in the form of information billboards which should
be posted at the main entrance of office or at the most conspicuous place, and In the form of
published materials written either in English, Filipino or in the local dialect;

WHEREAS, a published material of its rules and regulations governing the application of service
connection, its maintenance, billing, water rates, miscellaneous service fees, fines, penalties and
ather charges shali be established in consonance to the above national policy;

WHEREAS, the Utility Rules and Regulations (URR) is considered one of the published materials of PolWD
Citizen's Charter that set up service standards defining the transparent obligation of both PolWD
and its consumers pursuant to national policies and its approved Board Resolutions;

WHEREAS, this URR is a general guidelines of PolWD in the attainment of its vision and mission to
promote efficiency in the delivery of services to its consumers;

WHEREFORE, premises considered, the Board upon unanimaus decision:

RESOLVED AS IT IS HEREBY RESOLVED, to approve the amended Utility Rules and Regulations (URR) for
incorporation in the Operations Manual to effect March 1, 2015.

RESOLVED FURTHER, to authorize the General Manager, Engr. Solito T, Torcuator to sign the Operations
Manual.

Unanimously approved.

JAl .(dnuunnu
Board Recording Secretary

APPROVED:

ENGR. . DEGILLA
Chairman it

ol 1
ERLINDA H. DESULLAN ISMA| . VERALLO, SR. |1
Member HMember 9

¢

ENGR. ALEX|C. MACABACYAO DR. BEL D. ACUESTA ~ '3-\_

Chairman Secretary fv ok \’
¥ £ . O _4r’
3 4

HOR S0LIT

EVERY DROP COUNTS!

BENERAL
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Nelson Demosdos

L Eduardo Barlas

{ Carlos Baluya

{ Glorio Dawan

| Sammy Dala

Berting Tiala

#1 Bunkhouse &
Roadside

#2 Back of Parking
Area

#3 Beiting/Boundary

#4 Bulol Alsigue

N
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Verallo #1
¢fo Cabucos

P aer
A A
Jose Rey Villaflor Sr.

Ralph Espital

Verallo # 2
clo GKK

i F Gatiera #2

Noneth Pabon # 2

Noneth Pabon # 1

Susana Pabon
clo Darius

Rodulfo Pabon
clo Jovan

Caporal #1
cfa Noel Afava

Caporal #2
cl/o Noel Alava

Caporal #3
c/o Noel Alava

Gulle #2
cfo Jimmy alnungan

Gulle #1
my Salnungan
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Polomolok Water District

National Highway, Polomolok, South Cotabato
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