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1} Approved Quality Manual —refers to item A of this Annex but with additional 
requirements to include the following documents either as part of the manual or 
as supplemental documents. 

a) Approved Quality Policy 

Polomolok Water District commits to provide adequate and quality water 24/7 to our 
customers. 

Quality Policy: 

r-, 
Polomolok Water District commits to provide adequate and quality water 24/7 to 
our customers. 

This quality policy leads us to: 

• Effectively and effciently manage our resources to improve our water 
system and expand our services for the satisfaction of our customers. 

® Ensure delivery of potable and reliable water supply in compliance with 
the quality standards set by the Philippine National Standard for Drinking 
Water and other statutory requirements. 

® Continue monitoring the implementation and improvement of our Quality 
Management System (QMS) 

b} Statement of QMS Scope including the Process Model/Map showing the 
processes products and services covered by the QMS. 

Scope of Registration 

The Scope associated with POLOMOLOK WATER DISTRICT activities and 
registration is: 

Water Production and Distribution 

The quality system applies to all processes, activities and employees within the 
company. The facility is located at: 

Dulay Subdivision, National Highway, 
Polomolok, South Cotabato, 9504 

Phone: (083} 500-8008 ; 500-9261 
Fax: 1083) 500-8008 

Web: polwaterdistrict.gov.ph ~.7Li~l-t-~~ 



c) Justification for ISO 9441 requirement{s} that is {are} not applicable #o 
the scope of the QMS if there is any. 

The following clauses of 1SO 9001 were determined to be not applicable to 
POLOMOLOK WATER DISTRICT. Clause 8.3 

® Design and development of infrastructure are in cansanance with the 
Local Water Utilities Administration (LWUA) standard. 

® Quality of water produce follows the Philippine National Standard for 
Drinking Water (PNSDW). 

d) Description of the processes covered by the QMS e.g. management, 
operational and support processes, including the responsibilities and 
basic controls applied to ensure effective operations. 

Description of the 
processes covered by the 

Quality Management 
System (QMS) 

Responsibilities Basic Controls 

A. Vi/ater Production EOD-PS; 

The process of 
extracting underground 
water using pumping & 
chlorination equipment 
and stored at the 
storage facility for 
distribution to 
Polomolok Water 
District customers. 

1. Pumping Determines water Roving scheme due to 
Operation production requirements automation of pumping 
The day-today &ensures the steady operation 
production of water supply of water to the Periodic corrective and 

service area. preventive maintenance 
of electro-mechanical 
equipment 

® Monitoring, reporting 
and recording of water 
level 

2. Water Quality EOD-PS; 
Assurance j+ t  ,' 

The process of ensuring Monitor water F., _~ 
that only potable water disinfection 
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Polomolok Wafter 
District customers. 

The following water 
treatment and 
monitoring activities are 
undertaken; 

2.1. Chlorination 
Water is treated 
with chlorine gas 
at the pump 
station to attain 
the required 
standard chlorine 
residua! at end 
points. 

2.2. Monthly Micro-
biological 
Testing 

2.3. Annual 
Physical and 
Chemical 
Analysis 

2.4. Annual 
Pesticide 
Analysis 

. Water ®istribution 
The process of 
distributing water to all 
Polomolok Water 
District customers from 
source passing though 
mainline, distribution 
and service lines. 

1. Pressure 
Management 

compliance with Phil. 
National Standard for 
Drinking Water 
(PNSDW}, Local Water 
Utilities Administration 
(LWUA) and Department 
of Health (DOH. 

EOD-CMS 
Ensure 2417 water 
supply with stable 
system pressure in all 
pipeline network based 
on LWUA standard. 

• Compliance with 
minimum 0.3 parts per 
million (ppm} chlorine 
residual at end points 

• Water sampling for 
laboratory testing 
submitted within 2 hours 
from collection 

• For Leve! III water 
system, one sample 
every 5,000 number of 
population served. 

® Compliance of 14 
parameters stipulated in 
PNSDW 

• Within the Limit of 
Quantification (LOQ) for 
organophosphates, 
organochlorines (OC's) 
and pyrethroids is 0.1 
parts per billion (ppb}. 

• Not less than of 10 psi 
stable system pressure 
in all pipeline network. 

Cr 1('{ ' f~ l C

~ 
! ic )~ i{



., 

2. Mapping 

3. Pipeline 
Network 

4. Installation of 
New Service 
Connection 

• Identification of pressure 
zones, valves and 
hydrant location using 
hydraulic analysis 
simulation 

• Leak detection, 
response time for repair 
and maintenance 
completed within 24 
hours per LWUA 
parameter. 

• Application processing 
and installation within 
the period stipulated in 
the Anti-Red tape Act 
(ABTA) 
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e) Approved quality objectives of all officeslunits, e q OPCR and DPCR 
forms, quality objectives and plans, batanced scorecards and other 
documented performance targets demonstrating the current 
Administration's directive to iimprove frontline or core processes 
performance. 

Quality Objectives: 

To achieve our Quality Policy far 2017-2022, we commit to: 

• Ensure that our water sources, pumping facilities, pipeline network, and 
infrastructure are properly maintained, regularly inspected and 
continually improved for the sustainability of our operation. 

• Establish linkages with the Municipal, Provincial, National Government 
agencies and other stakeholders for expansion of our services and 
protection of our pipeline network. 

• Efficiently manage our resources to ensure our financial viability 

• Train and empower our personnel to enhance their job competency. 

• Assure 2417 adequate and potable water supply in compliance with 
Philippine National Standard for Drinking Water and other statutory 
requirements to ensure full customer satisfaction 

• Establish a Septage Management Plan (SMP). 

• Consistently monitor and review the implementation of our Quality 
management System (QMS). 
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Quality Objectives for CY 201 ?: 
(as per BOD Resolution No. 17-01) 

n 
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Quality Objective Action Plan Resources 
requiree# 

Responsible 
person / 
Division 

Timeline Monitoring 
Frequency 

Reduce Non-
Revenue Water 
(NRW) to 23% 
by end of the 
year 

Refer to the attached NRW Program Monthly 

Increase 
number of 
active 
connection to 
17,550 by end 
of the year 

Refer to the attached Marketing Program /proposed expansion 
projects Monthly 

Train employees 
with 2 relevant 
trainings per year 

Refer to the attached Annual Training program Training 
Schedule 

Customer 
satisfaction of 98% 

Conduct Customer 
Satisfaction Survey Manpower OGM-PR 

May 
2NOov7 & 

2017 

Semestral 

Achieve Collection 
Efficiency of 98% 
by year end 

Strict 
implementation of 

disconnection policy 
/Conduct 

Information and 
Education 

Campaign {IEC) 

Manpower Commercial 
Division 

Weekly 
orientation Monthly 
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NON REVENUE WATER {NRW) PROGRAM 

Quality Objective Action Plan 
Resources 
Required 

Responsible 
Person/Division 

Timeline
Monitoring 
Frequency 

Reduce Non- Revenue Water (NRW} to 23% by end of the year 

A. Water Meter Management 
1. Massive meter 

testing of meters 
Approved 
budget I Water 
meters !meter 
test bench 

CD-LPF / EOD- 
MCB/ACL I 
accredited 

private 
plumbers 

Jan-Dec 
2017 

Monthly 

2. Replacement of 
commercial 
category meters 

Water meters / 
meter test 
bench 

EOD-JDF 1 
SEP / 

accredited 
private 

plumbers 

April 
2017 

Monthly 

3. Water Meter 
replacement 

Water meters / 
meter test 
bench 

EOD-JDF / 
BLV / 

accredited 
private 

plumbers 

Jan-Dec 
2017 

Monthly 

4. Maintenance of 
production meters 

Production 
meter /laptop 

EOD-RCR Mar-Jun 
1 Sept-
Dec. 

Monthly 

B. Pipeline and Asset Management 
1. Installation of line 

y-strainers 
y-strainers EOD-JDF / 

SEP 
Jan-Nov 
2017 

Monthly 

2. Installation of Air 
Release Valves 

Air Release 
Valves 

EOD-JDF / 
SEP 

Ju1-Nov 
2017 

Monthly 

3. Clustering of 
Water Meters 

Service 
Connection 
materials / 
approved 
budget 

EOD-JEE / 
CTM / 

accredited 
private 

plumbers 

Oct 
2017 

Monthly 

4. Mainline 
Rehabilitation 

Mainline 
materials / 
approved 
budget 

EOD-JEE / 
CTM / 

accredited 
private 

plumbers 

Sept 
2017 

Monthly 

5. Service line 
Rehabilitation 

Service 
Connection 
materials / 
approved 
budget 

EOD-JEE / 
CTM 1 

accredited 
private 

plumbers 

Jan-Dec 
2017 

Monthly 

C. Active leakage Control (ALC) 
1. Continuous leak 

detection activity 
using acoustic leak 
detector 

Leak detection 
equipment 

EOD-JDF / 
SEP 

Jan-Dec 
2017 

Monthly 

2. Roving Patrol motorcycle EOD-JDF / 
BLV 

Jan-Dec 
2017 

Monthly 

D. Speed of Repairs (Repair Time) 
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1. Continued 
implementation of 
Care-taker system 

Plumbing tools 
and materials / 
motorcycle 

EOD-JSA 1 
WMM 

Jan 
2417 

Monthly 

2. Continued 
implementation of 
24J7 maintenance 
services 

Plumbing toots 
and materials / 
motorcycle 

EOD-JSA I 
WMM 

Jan 
2417 

Monthly 

3. Creation of Leak 
Patrollers program 

Leaflets I 
hand-outs ! 

EOD-JSA /JDF 
OGM-ABD 

Mar 
2017 

Monthly 

E. Pressure Management 
1. Installation of PRV, 

PSV and PRSV 
Approved 
budget / 
vehicle J PRV, 
PSV and 
PRSV 

EOD-JDF / 
SEP 

Jul- Aug 
2017 

Monthly 

2. Continuous 
pressure monitoring 

Data loggers / 
transportation J 
pressure 
gauge 

EOD-JDF / 
SEP 

Jan- 
Dec 
2417 

Monthly 

3. Monthly PRV 
maintenance 

Vehicle !PRV 
accessories 

EOD-JDF J 
SEP 

Jan 
2017 

Monthly 

4. Establishment of District Metering Areas (DMA) 
1. Fernandez- 

Asuncion- 
DeCastro DMA 

Plumbing tools 
and materials ! 
Approved 
budget! 
transportation 

EOD-JDF / 
SEP 

Jul-Aug 
2017 

Monthly 

2. StaCruz-Salada 
DMA 

Plumbing tools 
and materials / 
Approved 
budget 
transportation 

EOD-JDF / 
SEP 

Monthly 



MARKETING PROGRAM 

Quality Objective Action Plan 
Resources 
Required 

Responsible 
Person 1 
Division 

Timeline 
Monitoring 
Frequency 

Increase number of active service connection to 17,550 by December 31, 2017 

I. Existing Sererice Area 

A. New Service 
Connection 

1. House-to-House 
campaign 

Transportation TSR 
Jan-Dec 
2017 Weekly 

2. Call Campaign Approved budget RMH 1 TKP 
Jan-Dec
2017 Weekly 

3. Leaf letting Leaflets TSR /RMH 
/ TKP 

Jan-Dec 
2017 Monthly 

4. Bring-a-friend Cash Incentive 
TSR /RMH 
/ TKP 

Jan-Dec 
2017 

Monthly 

5. Monthly e-Raffle 
&Anniversary Raffle 
Promo 

Cash Prize TSR /RMH 
/TKP 

Jan-Dec 
2017 Monthly 

6. Field Orientation / 
One-Stop-Shop 

Approved budget I 
Transportation 

TSR /RMH 
1 TKP 

Jan-Dec 
2017 Monthly 

7. Radio Outreach 
Program 

Transportation / 
Approved budget 

TSR l RMH 
/TKP 

Jan-Dec 
2017 

Monthly 

B. Inactive 1 
Disconnected 

1. Daily call 
campaign or field 
follow up 

Transportation / 
Approved budget 

TSR /RMH 
/TKP 

Jan-Dec 
2017 Weekly 

II. Expansi®n Projects 

A. Proposed 
Project/S 

1. Facilitate needed 
documents 

Transportation / 
Approved budget 

TSR /RMH 
1 TKP 

Jan-Dec 
2017 

Monthly 

2. Coordination with 
stakeholders 

Transportation / 
Approved budget 

TSR /RMH 
/TKP 

Jan-Dec 
2017 

Monthly 

3. Field Orientation / 
One Stop Shop 

Transportation / 
Approved budget 

TSR /RMH 
/TKP 

Jan-Dec 
2017 Monthly 

4. Radio Outreach 
Program 

Transportation / 
Approved budget 

TSR /RMH 
1 TKP 

Jan-Dec 
2017 

Monthly 

B. Barangay 
Expansion 

1. Constant 
Coordination to 
Purok / Brgy. 
Offrclals 

Transportation / 
Approved budget 

TSR /RMH 
/TKP 

Jan-Dec 
2017 

Monthly 

2. Radio Outreach 
Program 

Transportation / 
Approved budget 

TSR/RMH(f 
KP 

Jan-Dec 
2017 

Monthly 
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HR TRAIN{NG PROGRAM 

Quality objective Action Plan Resources 
Required 

Responsible 
person l 
Division 

Timeline Monitoring 
Frequency 

Train employees with 2 relevant trainings per year 

1. Conduct in- 
house trainings 

Approved 
training budget 

AD-HR As 
scheduled 
w/in the 
year 

Every 
after 
training 
schedule 

Venue 
Accommodation 
Transportation 
Training 
materials / 
design /report 
Trainers 
facilitators 

2. Attend relevant 
external / 
technical training 

Approved 
training budget 

AD-HR As 
scheduled 
w/in the 
year 

Every 
after 
training 
schedule 
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REPUBLIC OF THE PHILIPPINES 
POLOMOLOK WATER DISTRICT 

National Highway, Polomolok, South Catabato 
Tel. Nos. (083) 500-9261 ; 500-9314 ; 500-9430 

Telefax No. (083) 500-8008 
EmaitAddress:poi wd@yahoo.com.ph 

EXCERPT FROM THE MINUTES OF THE BOARD OF DIREG70RS' 1'~SPECIAL MEETING 
Held at PofWD Board Roam on }anuary O5, 2017 

P~esrnh. 
Engr. Andresito J. Degilla Chalr (Presiding) 
Dr. Marlbel D. Acuesta Secretary 
Erllnda H. Desullan Member 
Ismael G, Verallo, Sr. Member 

Si[t/ng /n wlih Me BoaN.• 
Engr. Sollto t Torcuatar General Manager 

RESOLUTION NO. 17-01 
RESOLUTION APPROVING THE POLOMOLOK WATER DISTRICT`S QUALITY POLICY 

AND OBJECTIVE INCLUDING OMS AND PAWIM 

WHEREAS, the Gap.Assessment on Polomolok Water District operation was conducted on 
November 13-14, 2016 by TUV Rheinland with Production and Distribution of Water as 
its core process; 

WHEREAS, PoIWD has not established yet a Quality Policy to ensure effect(ve implementation of 
the Quality Management System and there has been no documented information about 
this policy (Clause 5.2 and related sub-clauses of ISO 9001:Z015); 

WHEREAS, there is a need for PoIWD to have an approved Quality Policy and Objective 
including the QMS and PAWIM in compliance with ISO requirements; 

WHEREFORE, premises considered, the Board upon unanimous decision: 

RESOLVED AS IT IS HEREBY RESOLVED, to approve the Quality Policy and Objective including 
the QMS and PAWIM. 

RESOLVED FURTHER, to authorize the General Manager, Engr. Solito T. Torcuator to sign said 
documents. 

Unanimously approved. 

DR, MARIBEL D. ACUESPA 
Secretary 

APPROVED: 

SMAEL`8. VERALLO, SR, 
Member 

}A T ~ ALA}ADYA 
Boar. • eco ding Secretary 

ERLiNDA H. DES 
Member 

EVERY DROP COUNTS! 
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POLICY MAKENG PRQCESSES 

Passage of 

Board 

Resolutions for 
Policy & URR 

Budget 
Review & 
Approval 

Review and 
Approval of 
Institutional 
Targets 

Loan /Grant 
Availment and 
MOA signing 

M 

MiANAGEMEN7" PROCESSES 

Planning 

;f 
~ Resource 

j Management 

Monitoring 
& Evaluation 

Management 
review 

Internal 
Quality Audit 

V4/ATER PRODUCTION &DISTRIBUTION 
(Engineering &Operations Division _ PS &CMS) 

COMMERCIAL 
DIVISION 

CUSTOMERS 
ACCOUNTS/ 

BILLING 

CUSTOMER 

SERVICES 

MARKETING 

r 
SUPPORT PRQCESSES 

ADMINISTRATIVE 
DIVISION 

HUMAN 

RESOURCE 

FINANCE 
DIVISION 

11 

ACCOUNTING 

a
COLLECTION 

1
BUDGET 

OGM 

1 

PR 

t
DOCUMENTATION 
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POLOMOLOK WATER DISTRICT 
Polomolok, South Cofabato 

Engineering &Operations Division— Production Section 

QMS Water Production and Distribution 

Procedure :Water Quality Assurance :Conduct of Sampling 

LJ 

~.. 

1.0 Purpose 
1.1 

This procedure describes the sub-process of water quality assurance which is 
necessary for Polomolok Water District (PoIWD} to monitor and assure the 
potability of water supplied to its customers. 

2.0 General Policies 

2.1 National and local laws and regulations, as amended, including, but not limited to 
the following: 

• Presidential Decree (PD} 198 or the Provincial Water Utilities Act of 1973 

° Philippine National Standards for Drinking Water (PNSDW) of 2007 of the 
Department of Health (DOH} 

• Occupational Safety and Health Standards 

2.2 Key internal policies: 

• Water Safiety Plan 
° Petty cash 

• Supplies request and return policies 
• Vehicle use and authorization policies 

2.3 Other relevant policies imposed by other government agencies such as the 
Department of Health (DOH), local government units (LGUs), etc. 

3.0 Definitions 

3.1. Micro-biologics! Analysis —also known as microbiological examination (i.e. 
determination of fecal contamination of water supply) is conducted more 
frequently than other tests because of the high probability of microbial 
contamination and the extent of public health it might cause. (PNSDW 2007} 

Residual Chlorine — An assurance of protection of the microbiological quality. 
When a sufficient dosage of chlorine is applied to water, 
microorganisms of sanitary significance are destroyed and there is a 
reaction on all oxidized matter. After all these reactions have taken place, 
at the end of a specified contact time, there remains a certain minute quantity 
of chlorine in the water. Its presence in the water is usually an indication of 



sufficiency of treatment or chlorination, and is therefore an assurance of 
protection of the microbiological quality. (PNSDW 2007) 

3.2. Physical Chemical Test --- a laboratory test conducted to determine the 
acceptability of the physical and chemical properties of water such as: 

.. 

L~ 

Physical Chemical 
• Taste Acidity {Phenolpthalein) 
• Odor • Alkalinity 
• Color Arsenic 
• Turbidity • Chloride 
• Hardness pH Cadmium 

® Iron 
• Sulphate 
• Nitrate 
• Lead 

• Zinc 
• Manganese 

3.3. Sampling Point — refer to taps or faucets where water samples are taken on a 
regular or random basis. PNSDW 2007 provides guidelines on the selection of 
sampling points. 

3.4. Water Quality Monitoring Team — a team composed of composed of the 
WQMM and WQP Section Assistant. 

4.0 Responsibilities 

4.1 The WQAC is responsible for 
assisting the WUMO-A in water quality monitoring, 

a identifying and reporting problems, issues and/or aspects that need 
improvement related to the sub-process, 

® carrying out solutions to the problems, issues and/or aspects that need 
improvement within their scope of authority, 

m proposing solutions to problems, issues and/ar aspects that need 
improvement outside their scope of authority, and 

m accomplishing related forms and reports according to standards 

4.2 The WUMO-A is responsible for 

a preparing the schedule of water sampling at sampling points, 

extracting and transporting the water samples as scheduled or as needed 
according to standards, 

~. <zi~ ~;~ . 
•i~1C'ic~.~'„ , 



'~

^ 

,~.. 4.3 
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' 4.4. 

^ 

5.0. 
5.1. 
5.2. 

^ 
6.0. 

6.1. 

^ 
6.2. 

6.3. 

~ 6.4. 

~' 6.5. 

,~ 6.6. 

`~ 6.7. 

• obtaining, analyzing, summarizing, reporting and filing the laboratory test 
results of water samples, 

® Identifying problems and solutions related to the process, and maintaining 
forms and reports related to the process. 

The SWUMO is responsible for 
• reviewing water quality test results summary reports including the problems 

identified and solutions carried out and proposed, 

ensuring that the process is being performed according to standards, 

• evaluating the effectiveness and efficiency of the process, and 

• reporting about the water quality monitoring process to the Engineering 
Division Manager 

The Engineering &Operations Division Manager is responsible for evaluating 
and taking action, as necessary, based on reports on the water quality 
monitoring process. 

Equipment /Software 
Chlorine residual test kit 
Procurement, Inventory and Budget (PIB) System 

Instructions 

The Water Quaiity Monitoring Team (WQMT) conducts water sampling twice a 
month as scheduled. 

The WQMT requests for materials using Request and Issuance Slip (RIS) 
and/or Petty Cash Voucher (PCV), as needed, and accomplishes a Trip Ticket 
prior to departure from PoIWD office. 

Upon arrival at the sampling point, the WQMT first obtains access and 
permission (especially when the sampling point is private property). 

The WQMT inspects the surroundings of the sampling point and records any 
observation in his logbook. 

The WQMP, then, prepares the sampling point. 

The WUMO-A checks the residual chlorine at the sampling point and records 
the result in the Daily Water Sampling Form. 

The WUMO-A obtains water sample and stores it properly. 



6.8. The WQMT completes the number of water samples as scheduled or as 
needed then transports the same within two (2) hours to the out-sourced 
laboratory a Department of Health (DOH} accredited ar ISO Certified. 

6.9. Upon receipt of the laboratory test results, the WUMO-A prepares the 
Microbiological Test Results report and the Summary Report on Microbiological 
Test for submission to the SWUMO. 

6.10. The SWUMO reviews and discusses the reports with the WUMO-A, then 
endorses the reports to the Engineering &Operations Division Manager. 

6.11. The Engineering &Operations Division Manager includes the result in his 
reports to the General Manager. 

6.12. The SWUMO submits the Summary Report on Microbiological Test to the Local 
Water Utilities Administration (LWUA) quarterly. 

l.0.

7.1. 

7.2. 

7.3. 

Forms and Records 

Daily Water Sampling Farm 

Microbiological Test Results 

Summary Report on Microbiological Test 

8.0. Related Documents 

8.1. Philippine National Standards for Drinking Water (PNSDW) of 2007 of the 
Department of Health (DOH) 
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suè .r,.' =< ~~ ~~% 
~-.:. 
c 

~> ,~ r 

POLOMOLOK 1NATER DISTRICT 
Polomolok, South Cotabato 

Engineering &Operations Division— Production Section 
QMS Water Production and Distribution 

Procedure :Pull-out and Installation of Submersible Pump &Motor 

1.0 Purpose 

1.1 This procedure describes the process of pulling-out and installation of 
submersible pump and motor of pumping station to ensure that Polomolok Water 
District (PoIWD) continues to provide reliable water to its customers. 

2.0 General Policies 

2.1 
National and local laws and regulations, as amended, including, but not limited to 
the following: 

• Presidential Decree (PD) 198 or the Provincial Water Utilities Act of 1973 
• Occupational Safety and Health Standards 

2.2 Key internal policies: 

• Water Safety Plan 

• Supplies request and return policies 

• Materials movement policies 
• Vehicle use and authorization policies 

• Consumer management policies 
2.3 Other relevant policies imposed by other government agencies such as local 

government units (LGUs), etc_ 

3.0 Definitions 

3.1 None. 

4.0 Responsibilities 

4.1 The owner of this process is the EOD-PS Sr. Water Utilities Management 
Officer (SWUMO). 

4.2 The SWUMO is responsible for 

• overseeing all stages of the process, 

• ensuring that the quality and safety policy is observed at ail times, 

• preparing and submitting documentation and reports, 

• coordinating activities with concerned PoIWD Divisions and external parties, 

• identifying problems and solutions related to the process, and 

• reporting results of activities to the Engineering &Operations Division 
Manager 

4.3 The Production Maintenance Team (PMT) is responsible for measuring the 
production of a well and reporting the result to the WUMO-A. 

tt__►+^?~ fit 
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4.4 The Pull-out Team, composed of the boom truck operator, technician and pull-
out crew, is responsible for carrying out the pull-out activities properly and in 
the most efficient manner. 

4.5 The Engineering &Operations Division Manager is responsible for evaluating 
and taking action, as necessary, based on site inspection, reports, requests and 
other feedback on the process. 

5.0 Equipment /Software 
5.1. Boom truck 

6.0. Instructions 

6.1 Origination: 

The pull-out process may originate from: 

• Preventive maintenance schedule 
• High /Low amperes 

• Dry pumping (i.e. motor running but no water) 
• Low production discharge 
• In case of emergency equipment shutdown/damage 

6.2 Preventive Maintenance 

• The SWUMO confirms the schedule to the Pull-out Team and designate 
personnel to accomplish form for information dissemination, have it 
approved by PoIWD Management and forward same to Management 
Information System (MIS) far text blast to all consumers on affected areas. 

• The Pull-out Team prepare tools &equipment needed and other materials 
supplementary to complete the task request for cash advance. 

® The Pull-out Team secure trip tickets and proceed to the pump station 

• The PMT supervised by the WUMO-A conducts the pull-out activity, check 
for defects and accomplishes the Pull-out Data Sheet. 

• Re-install the submersible pump and motor (new or repaired). 

• Upon completion of the tasks, the PMT returns the unused 1 borrowed 
materials. 

• The WUMO-A prepare an accomplishment report to the SWUMO. 

• The SWUMO includes the results of the pull-out activity in the Weekly 
Accomplishment Report submitted to the Engineering &Operations Division 
Manager. 

6.3 Emergency 
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• Upan identification of the pumping equipment &accessories problem, the 
SWUMO assigns the task to WUMO-A to conduct site inspection and 
validate the report. 

• The WUMO-A then submit a report and recommendation to the SWUMO. 

• The SWUMO confirms the schedule to the Production Maintenance Team 
(PMT and assign personnel to accomplish form for information 
dissemination, have it approved by PoIWD Management and forward same 
to Management Information System (MiS) for text blast to all consumers an 
affected areas. 

® The SWUMO directs the WUMO-A to mobilize the PMT. 

• The PMT prepare the Trip Ticket, tools ~ equipment needed and other 
materials supplementary needed to complete the task and request for cash 
advance. 

• The WUMO-A spearhead the PMT in the conduct the pull-out activity. 

• The PMT supervised by the WUMO-A conducts the pull-out activity, check 
for defects and accomplishes the Pull-out Data Sheet. 

• The WUMO-A reports the result of the production measurement to the 
SWUMO. 

• Upon completion of the tasks, the PMT returns the unused /borrowed 
materials. 

• The WUMO-A accomplishes the Pull-nut Data Sheet and submits it to the 
SWUMO. 

6.4 The SWUMO includes the results of the pull-out activity in the Weekly 
Accomplishment Report submitted to the Engineering &Operations Division 
Manager. 

6.5 The Engineering &Operations Division Manager reports the completion of the 
pull-out and installation of submersible pump and motor to the General 
Manager. 

7.0 
7.1. 
7.2. 

7.3. 

Forms and Records 
Pull-out Data Sheet 
Trip Ticket 
Weekly Accomplishment Report 

8.0 Retated Documents 
8.1. Water Safety Plan 
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POLOMOLOK WATER DISTRICT 
Polomolok, South Cotabato 

Engineering &Operations Division- Construction &Maintenance Section 
QMS -Water Production &Distribution 

Procedure :Transmission &Distribution Line Installation 

r, 

n 

~-, 

1.0 Purpose 

1..1 This procedure describes the process of installation of Transmission, 
Distribution lines for water supply to ensure that Polomolok Water District 
(PoIWD} continue to provide reliable water to its customers. 

2.0 General Policies 

2..1 National and local laws and regulations, as amended, including, but not limited 
to the following: 

• Presidential Decree (PD) 198 or the Provincial Water Utilities Act of 1973 
® Presidential Decree (PD) 1096 National Building Code of the Philippines 
• Occupational Safety and Health Standards 

2.2. Key internal policies: 

• Water Safety Plan 
® Supplies request and return policies 
• Materials movement policies 
• Vehicle use and authorization policies 
• Customer management policies 

2.3 Other relevant policies imposed by other government agencies such as 
Department of Public Works and Highways (DPWH), Provincial Engineering 
Office (PEO), local government units (LGUs), etc. 

3.0 Definitions 

3.1 Job Order Personnel (JO} / "Pakyawan"- manpower services availed of on a 
by contract basis where no employer-employee relationship exists 

4.0 F2esponsibifities 

4.1 The owner of this process is the Engineering & Operations Division 
Construction &Maintenance (C & M) Section Supervisor. 

4.2 The C & M Section Supervisor is responsible for 

• Overseeing all stages of the process, 
® Overseeing that the quality and safety policy is observed at all times, 
• Requesting for hiring /renewal of Job Order personnel, 
® Reviews submitted manpower scheduling. 
® Preparing and submitting requests, documentation and reporfis, 
® Coordinating activities with concerned divisions and external parties, 
® Identifying problems and solutions related to the process, and 



• Reporting of results of activities to the Engineering &Operations Division 
Manager. 

4.3. The Construction Supervisor is responsible for: 

• Ensuring all stages of the process, 
• Ensuring that the quality and safety policy is observed at all times, 
• Request for hiring /or renewal of Job Order personnel to the C & M Section 

Supervisor, 
• Submits Scheduled manpower and assigning work to personnel, 
• Preparing and submitting requests, documentation and reports to the C & 

M Section Supervisor, 
• Identifying problems and solutions related to the process, and discussed 

with the C & M Section Supervisor 
• Reporting of results of activities to the C & M Section Supervisor. 

4.4 The Mainline Installation Team, composed of at least two (2} personnel and JO 
personnel is responsible for carrying out the installation of Transmission , 
Distribution mains activities properly in the project site and in the mast efficient 
manner. 

4.4 The Engineering &Operations Division Manager is responsible for evaluating 
and taking action, as necessary, based on site inspection, reports, requests and 
other feedback on the process. 

5.0 Equipment /Software 

5.2. Jackhammer, concrete cutter and other necessary construction equipment. 
5.2 Microsoft Project Management Software 
5.3 Procurement Inventory and budgeting System (PIB) software 
5.4 Plumbing tools 
5.5 Hydra Testing machine 
5.6 Generator Set 
5.7 Vehicle 

6.0 Instructions 

,~ 6.1 The process originates from the approval of Work Order, Program of Works, 
Estimates and Construction Drawings from the Office of the General Manager 

6.2 The Work Order, Program of Works, Estimates and Construction Drawings is 
,~ automatically forwarded /transmitted to the Engineering &Operations Division 

Manager 
6.3 The EOD Manager assigns the task to the Construction (C & M) Section 

Supervisor. 
6.4 The C & M Supervisor assigns the task to the Construction Supervisor; 
6.5 The Construction Supervisor assigns the task to the mainline Installation Team 

,-, and encode the project to the MS Project Management System. 
6.6 The Mainline Installation team requests materials using the Request &Issuance 

Slip (RIS) using the PIB System Software and fills out a trip ticket. 
~ 6.7 The Mainline Installation team performs the tasks to implement the project, 

identify, analyse and resolve the issues arising from the assigned projec 
documenting the activities on the daily accomplishment report. 
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6.8 Upon completion of the tasks, the Mainline Installation team returns to the 
~' PoIWD office and returns unused materials. 

6.9 Then, the Mainline Installation team submits the daily accomplishment report to 
the Canstruction Supervisor. 

6.10 The Construction Supervisor encodes the accomplishment in the MS Project 
Management System {MS-PMM) and conduct accomplishment validation. 

6.11 The Construction Supervisor validates the accomplished daily accomplishment 
Report. 

6.12 The Construction Supervisor submits the Project Progress Report (PPR) 
Weekly to the Engineering &Operations Division Manager. 

6.13 The Engineering &Operations Division Manager reports significant issues and 
updates from the maintenance activities to the General Manager on a regular 
basis. 

7.0 Forms and Records 

7.1 Daily Project Accomplishment Report 
7.2 Requisition &Inventory Slip {RIS) 
7.3 Trip Ticket 
7.4 Weekly Project Progress Report (WPPR) 

8.0 Related Documents 

8.1 None. 
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POLOMOLOK {HATER DISTRICT 
Polomolok, South Cotabato 

'~~•"y{~,` , Engineering &Operations Division-- Construction &Maintenance Section 
Y P !. 

19go1~ QMS —Water Production &Distribution ~_ 
Procedure :Repair &Maintenance of Transmission &Distribution Lines 

1.0 Purpose 

1.1 This procedure describes the process of repairing and maintaining water 
supply Transmission , distribution lines and service connections for water 
supply to ensure that Polomolok Water District (PoIWD) continue to provide 
potable water to its customers. 

2.0 General Policies 

2.1 National and local laws and regulations, as amended, including, but not limited 
to the following: 

• Presidential Decree (PD) 198 or the Provincial Water Utilities Act of 1973 
• Presidential Decree (PD} 1096 National Building Code of the Philippines 
• Occupational Safety and Health Standards 

2.2 Key internal policies: 

• Supplies request and return policies 
• Materials movement policies 
• Vehicle use and authorization policies 
• Customer management policies 

2.3 Other relevant policies imposed by other government agencies such as 
Department of Public Works and Highways {DPWH), Provincial Engineering 
Office (PEO), Local Government Units (LGUs), etc. 

3.0 Definitions 

'~ 3.1 Job Order Personnel (JO) I Pakyawan —manpower services availed of on a by 
contract basis where no employer-employee relationship exists. 

4.0 Responsibilities 

4.1 The owner of this process is the Engineering & Operations Division 
Maintenance Supervisor. 

4.2 The Maintenance Supervisor is responsible for 

• Overseeing compliance in all stages of the process, 
• Overseeing that the quality and safety policy is observed at all times, 
• Requesting for hiring /renewal of Job Order personnel, 
• Preparing and submitting requests, documentation and reports, 
• Coordinating activities with concerned PoIWD divisions and external 

parties, 
• Identifying problems and solutions related to the process, and 
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• Reporting of results of activities to the Engineering &Operations Division 
Manager. 

4.3 The Maintenance Supervisor is responsible for 
r, 

• Ensuring compliance in all stages of the process, 
Ensuring that the quality and safety policy is observed at al! times, 

• Recommends for renewal of Job Order personnel, 
• Submits scheduled manpower to C & M Section Supervisor 
• Assigning work to personnel, 

~' • Preparing and submitting requests, documentation and reports to the 
Maintenance Supervisor, 

r--,, Coordinating activities with concerned PoIWD Divisions and external 
parties, 
Identifying &discussing problems and solutions related to the process 

~', Reporting of results of activities to the Engineering &Operations Division 
Manager. 

4.4 The Leak Repair Team, composed of at least two (2) personnel and JO 
personnel, is responsible for carrying out the leak repair activities properly in its 
assigned zone in the most efficient manner. 

4.5 The Leak detection Team, composed of at least two (2) personnel and JO 
personnel, is responsible for carrying out the leak repair activities properly in its 

r; assigned District Metering Area (DMA) and in the most efficient manner. 

4.6 The Engineering &Operations Division Manager is responsible for evaluating 
and taking action, as necessary, based on site inspection, reports, requests and 
other feedback on the process. 

5.0 Equipment /Software 

5.1 Jackhammer, concrete cutter, Plumbing tools and other necessary 
construction and maintenance equipment. 

5.2 Acoustic Leak Detection equipment 
5.3. Light Work- Maintenance Management System (Light work-MMS) software 
5.4 Procurement Inventory and budgeting System (PIB) software 
5.5. Vehicle 

6.0 Instructions 

r, 

A. Leak Repair 

6.1 The maintenance process originates from Maintenance Order Requests posted 
in the Light work-MMS by the Commercial Division personnel-in-charge (usually 
the front-liners), Public Information &Assistance Desk (PIAD) and EOD 
personnel (usually the front-liners}. 

6.2 The Maintenance Order Request is automatically viewed by the Engineering 
personnel-in-charge (PIC) at his/her Light work-MMS window. The PIC prints 
the Service Request and forwards the same to the Maintenance Supervise 
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6.3 The Maintenance Supervisor assigns the task to the proper team: the Leak 
Repair Team. 

6.4 The Maintenance Team requests materials using the Requisition &issuance 
Slip (RIS) using the PIB System Software and fills out a trip ticket. 

6.5 The Maintenance Team performs the tasks to identify, analyse and resolve the 
issues arising from the assigned maintenance order requests, documenting 
the activities on the Maintenance Order Request. 

6.6 Upon completion of the tasks, the Maintenance Team returns to the PoIWD 
office and return the unused and borrowed materials. 

,-, 6.7 The Maintenance Team submits the accomplished Service Request to the 
Engineering PIC. 

6.8 The Engineering PIC encodes the accomplishment in the Light Work —MMS 
then forwards the accomplished Maintenance Order Request to the 
Maintenance Supervisor for validation. 

6.9 The Maintenance Supervisor validates the accomplished MOR and records the 
accomplishment in the Light Work —MMS software /Maintenance Logbook. 

6.10 The Maintenance Supervisor reports all maintenance activities in the Weekly 
Accomplishment Report submitted to the Engineering &Operations Division 
Manager_ 

6.11 The Engineering &Operations Division Manager reports significant issues and 
updates to the General Manager on a regular basis. 

B. Leak Detection: 

6.12 The Maintenance Supervisor assigns the task to the proper team: the Leak 
Detection Team. 

6.13 The Leak Detection Team requests utilization of leak detection equipment the 
Equipment Utilization Slip (EUS) and fills out a trip ticket. 

6.14 The Maintenance Team performs the tasks to identify, analyse and resolve the 
`~' issues arising from the assigned District Metering Area (DMA} /Zone, 

documenting the activities on the Leak Detection Order (LDO) Request. 

6.15 Upon completion of the tasks, the Leak Detection Team returns to the PoIWD 
office and downloads the data gathered and returns the borrowed Equipment. 

~--~, 6.16 The Leak Detection Team submits the accomplished Leak Detection Order 
(LDO) Request to the Engineering PIC. 

r , 6.17 The Engineering PIC encodes the accomplishment then forwards the 
accomplished Leak Detection Order (LDO} request to the Maintenance 
Supervisor for validation. 

E.' ! ~ : 1~ f.f 

1.~t4iL:t'~i',L 



r, 

r, 

6.18 The Engineering PIC prepares MOR for detected non- surfacing leak to the 
Light work-MMS ,prints the Service Request and forwards the same to the 
Maintenance Supervisor. (Forwarded the Repair route 6.3) 

6.19 The Maintenance Supervisor validates the accomplished LDO and records the 
accomplishment in the Light Work —MMS software /Leak Detection Logbook. 

6.10 The Maintenance Supervisor reports the maintenance activities in the Weekly 
Accomplishment Report submitted to the Engineering &Operations Division 
Manager. 

6.11 The Engineering &Operations Division Manager reports significant issues and 
updates to the General Manager on a regular basis. 

7.0 Forms and Records 

7.1 Leak Detection Order (LDO) Request 

7.2 Maintenance Order (MO) Request 

7.3 Supplies Requisition Slip (SRS) 

7.4 Equipment Utilization Request (EUR} 

7.5 Trip Ticket 

7.6 Weekly Accomplishment Report 

8.0 Related ®ocuments 

8.1 None. 
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POLOMOLOK WATER DISTRICT 
Polomolok, Soufh Cofabafo 

Engineering &Operations Division— Construction &Maintenance Section 
QMS —Water Production & Distribu#ion 

Procedure :Project Planning &Implementation 

1.0 Purpose 

~', 1.1 This procedure describes the process of planning and implementation of in-
house engineering projects undertaken (contract by admin} which are 

,~ necessary for Polomolok Water District (PoIWD) to continue to provide potable 
water to its existing and potential customers. 

2.0 General Policies 

2.1 National and local laws and regulations, as amended, including, but not limited 
to the following: 

• Presidential Decree (PD} 198 or the Provincial Water Utilities Act of 1973 
• Presidential Decree (PD} 1096 National Building Code of the Philippines 
• Republic Act 9184 or the Government Procurement Reform Act 
• Relevant circulars (or equivalent) issued by the Commission on Audit (COA), 
• Department of Budget and Management (DBM), 
• Code on Sanitation of the Philippines 
• Republic Act 1378 —Plumbing Law of the Philippines 
• Relevant laws an real property and eminent domain {e.g. PD 1533) 
• Occupational Safety and Health Standards 

2.2 FCey internal policies: 

• Water Safety Plan 
• Job order contracting policies 
• Supplies request and return policies 
• Materials movement policies 
• Vehicle use and authorization policies 
• Consumer management policies 

2.3 Other relevant policies imposed by other government agencies such as the 
Department of Public Works and Highways (DPWH), Commission on Audit 
(COA), Department of Budget and Management (DBM), local government units 
(LGUs), etc. 

3.p Definitions 

3.1 Annual Procurement Plan (APP) —the requisite document that Polomolok 
Water District prepares every year to reflect the necessary information on the 
entire procurement activities (i.e. goods, services, civil works to be procured) 
that it plans to undertake within the calendar year, as follows: 

• Name of the procurement programlproject, 
• Project management office or end-user unit, 
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3.2 

3.3 

3.4 

3.5 
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3.6 

r, 3.7 
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3.9 
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3.10 

3.11 

3.12 
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® General description of the procurement, 
a Procurement method to be adopted, 
® Time schedule for each procurement activity, 
a Source of fund, and 
• Approved budget for the contract (ABC} 

Budget {Monitoring Slip — a tool to monitor the utilization of budget for item/s 
requested for procurement /payment which shows the actual amount, account 
number 1 name, remaining budget, requesting party and budget approving 
authority. 

Construction by Administration —engineering project undertaken by PoIWD. 

Construction by Contract —engineering project outsourced by PoIWD. 

Engineering Project — a set of activities carefully planned, designed and 
undertaken by the Engineering Division to achieve a particular aim and includes 
the following types: 

Extension (Rehabilitation / Relocation I Decommissioning of pipelines 
Transfer and change of service connections 

a Construction of structures 
Extension I Conversion of primary power lines 

® Construction /Rehabilitation of elevated water tank 
Construction of power house 

a Upgrading of wells 

Job Order Personnel (JO) —manpower services availed of on a by contract 
basis where no employer-employee relationship exists 

Materials Request Slip (MRS) — a form used to list the materials needed prior 
to generation of Supplies Requisition Slip (SRS} 

Program of Work (POW} - a document resulting from the project planning phase 
which consists of project cost summary, detailed cost estimates and bill of 
materials, used in establishing the Approved Budget for the Contract (ABC). 

Project Activities —pertain to a set of actions undertaken by PoIWD that 
produces or supports the engineering project planning and implementation 
process 

Purchase Request (PR) — a form used to initialize the procurement process for 
materials needed for the project but are not available on stock. 

Supplies Availability inquiry (SAI) — a form used to confirm availability of 
materials on hand 

Supplies Requisition Slip {SRS) — a form used to request materials and supplies 
from the stockroom. 

4.0 Responsibilities 



4.1 The owner of this process is the Engineering & Operations Division -
~' Construction &Maintenance (C & M) Section Supervisor. 

4.2 The Project-In-Charge or equivalent is responsible for preparing and/ or 
securing, updating and submitting the following: 

• Securing documentation of plans such as; 
{1) Renderings /drawings, 
(2) Summary of proposed projects, 
(3) Project schedule, and r-, 
(4) The CPD's annual procurement plan for the following year, 

• Weekly and monthly monitoring and updates of project implementation, 
~-~, including recommendation, request and other correspondences regarding 

project personnel, 
• Pertinent documentations such as: 

~' (1) Notice to the Public, 
(2) Purchase Requests, 

,~ (3) Supplies Availability inquiry forms, 
(4) Supplies Requisition Slips, 
(5) Budget Monitoring Slip, 
(6) Incident Reporf {as applicable), 
(7) Certificate of Completion, 

• Reports such as: Materials and Equipment Inspection Report, Inspection 
Acceptance Report, and 

• Other forms and reports assigned to him/her. 

4.3 The Engineer A or equivalent is responsible in preparing documentation of 
Plans such as; 

® Structural Analysis 
• Conduct Survey &Simulation on hydraulic analysis 
• Proposed Technical Drawing of the Project 
• Program of Works 
• Estimates and Specifications 

r-, Manpower &Equipment Schedule 
• S -Curve 

4.4 The Project Engineer /Construction Foreman is responsible for 

• Mobilizing the manpower, materials and equipment to the project site, 
• Overseeing activities during project implementation stage, 
• Ensuring that the quality and safety policy is observed at all times, 
• Informing affected parties regarding the project, 

.-, Preparing and submitting documentation and reports, 
• Identifying problems and solutions related to the activities, and 
• Reporfing results of activities related to the project to the CPD Section 

Supervisor. 

4.5 The C & M Section Supervisor is responsible for 



• Overseeing all stages of project planning and implementation, ensuring that 
the quality and safety policy is observed at all times, 

• Preparing and submitting documentation and reports such as: 
(1) Weekly Construction in Progress Report, 
(2) Monthly Updates on Project Implementation, 
(3) Budget Monitoring Slip, etc. 

• Coordinating activities with concerned PoIWD divisions and external parties, 
• Identifying problems and solutions related to the process, and 

,~ • Reporting results of activities related to the project to the Engineering 
Division Manager. 

4.6 The Property /Supply Officer is responsible for confirming the availability of 
materials needed in the project and recommending the preparation of purchase 
request for materials that are not available on hand. 

4.7 The Accounting Specialist assigned to monitoring projects' costing is 
responsible for preparing and submitting the summary of project costs, 
reporting any deviations, coordinating with the C & M Section Supervisor, and 
other tasks related to the monitoring function. 

4.8 The Engineering &Operations Division Manager is responsible for evaluating 
and taking action, as necessary, based on site inspection, reports, requests and 
other feedback on the process. 

4.9 The Finance Division Manager is responsible for evaluating and taking action, 
as necessary, on project activities requiring the Finance Division's assistance, 
such as, but not limited to accounting for actual project costs and budget 

~' monitoring. 

4.10 The Commercial Division Manager is responsible for evaluating and taking 
action, as necessary, on proposed project activities and implementation 
requiring the Commercial Division's assistance, such as, but not limited to 

® Providing information or market survey 
® Securing related documentations /road right of way, etc. 
® Computation of Return of Investment (ROI) 
a Providing information to the Engineering &Operations Division (EOD) 

about customer profile for project planning, and 
® Communicating with affected customers the necessary information 

about the project. 

,~ 4.11 The Administrative Division Manager is responsible in giving assistance relative 
to procurement and recruitment 1 hiring 1 renewal of job order personnel for 
project implementation. 

4.12 The General Manager is responsible for evaluating and taking action, as 
necessary, based on site inspection, progress reports, requests, monitoring of 
project implementation and other feedback on the process. 
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5.0 Equipment /Software 

5,1 All necessary and available construction equipment are used in the project 
implementation stage. 

5.2 A Computer-Aided Design (CAD) software is being used to generate renderings 
J drawings for this process. 

5.3 The Procurement inventory and Budgeting System (PIB) is used for recording 
and generating SRS. 

5.4 EPARIET — a hydraulic Analysis Program used to simulate design and design 
pipeline sizes in the water system 

5.5 STAAD - A structural analysis program used in the design of structures. 

5.6 ETABS — A structural analysis program used in the design of structures. 

5.7 MS Project Management Software — A program used to formulate manpower, 
equipment scheduling and Project Construction-In-Progress Report (CWIP} 
(Percentage Accomplishment) 

6.0 Instructions 

6.1 Project Origination: 

• Projects may originate from the following: 
• Annual Procurement Plan (APP) 
• Requests from customers (existing andlor potential, internal and external) 
• Results of site inspection and other observations 
• Instructions from management 

For Requests from Customers: 

° Upon receipt of requests from customers, the Commercial Division, 
conducts market survey, data gathering survey, securing road right of way 
documents, sketch plan of the area and endorses the same to the General 
Manager. 

• The General Manager forwards the request to the Engineering &Operations 
Division Manager for evaluation. 

• The Engineering &Operations Division Manager forwards the request to the 
C & M Section Supervisor and instruct Engineer A to conduct site inspection, 
elevation profiling, data gathering and evaluation. 

• The Engineer A reports the results of site inspection, data gathering and 
evaluation to the C & M Section Supervisor. 

• The C & M Section Supervisor performs the following: 
(1 }Coordination with the Commercial Division to obtain information 
regarding customer profile in areas affected, 

• The C & M Section Supervisor, then, prepares a site inspection report & 
endorsement for recommendation, which includes relevant infor 
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The Project Engineer /Foreman prepares Construction Daily 
Accomplishment Reports for submission to the C & M Section Supervisor. 

® The C & M Section Supervisor inspects on-site regularly, and based on the 
submitted Construction Daily Accomplishment Reports and his own 
observations, prepares a Weekly Construction-In-Progress Report (CWIP} 
for submission to the Engineering Division Manager. 

® If the project entails transfer and change of water meters, the Foreman 
requests the Project-In-Charge to prepare the necessary forms. 

® The Engineering Division Manager includes the weekly CWIP reports in his 
regular reports to the General Manager. 

Finance: 
• Every month, the Finance Division personnel-in-charge prepares a 

summary of project costing for materials, labour and overhead per project 
based on transactions posted to the relevant account based on entries 
originating from supplies requisition slips (SRS), petty cash vouchers 
(PCV), payroll, voucher register (VR), and journal entry vouchers (JEV). 
This summary is forwarded to the Finance Division Manager. 

• Should there be a significant deviation in the project from the planned 
estimates (based on the approved POW): 
(1) The Finance Division personnel-in-charge notifies the Finance Division 

Manager and the Engineering ~ Operatians Division - C ~ M Section 
Supervisor. 

(2) The C & M Section Supervisor prepares a written justification and 
revised POW for approvaE by the Engineering &Operations Division 
Manager. 

(3} The Engineering & Operations Division Manager evaluates the 
justification and revised POW, and submits it to the General Manager 
for approval of the justification. 

(4) Upon approval of the justification, the C & M Section Supervisor 
forwards the revised POW to the other Division Managers and finally, 
to the General Manager, for signing. 

6.4 Project completion: 

m The Foreman informs the C & M Section Supervisor that the project has 
been completed. The C & M Section Supervisor inspects the site. 

• Once the project is deemed completed, the C ~ M Section Supervisor 
instructs the Project-ln-Charge to prepare the Certificate of Completion / 
Inspection, Monitoring &Acceptance /Acceptance by the General Manager 
for signing by respective signatories. 

m The C & M Section Supervisor prepares a summary of actual materials used 
in the project. This summary is forwarded to the Finance Personnel-in-
Charge for validation before being submitted to the Administrative Division 
Manager. 
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• Far construction by contract, the retention money is facilitated for release 
upon signing of the Certificate of Acceptance by the General Manager. 

7.0 Forms and Records 

7.1 Budget Monitoring Slip 
7.2 Materials Request Slip (MRS} 
7.3 Purchase Request (PR) 
7.4 Purchase Order (PO) 
7.5 Supplies Availability Inquiry (SAI) 
7.6 Supplies Requisition Slip (SRS) 

~.0 Related Documents 

s.1 Annual Procurement Plan (APP) 
8.2 Program of Work (POW} 
8.3 Construction Daily Accomplishment Report 
8.4 Weekly Construction Work In Progress Report 
8.5 Certificates of Completion I Inspection, Monitoring & Acceptance I Acceptance 
by the General Manager 
8.6 Implementing Rules and Regulations on RA 9184 (Government Procurement 

Reform Act) 



POLOMOLOK 1NATER DISTRICT 
Polomolok, south Cotabato 

Engineering &Operations Division- Construction &Maintenance Section 
QMS -Water Production &Distribution 

Procedure :Pressure Management 

1.0 Purpose 

1.1 This procedure describes the process of maintaining and monitoring pressure 
on the transmission, distribution lines and service connections to ensure that 
Polomolok Water District {PoIWD) continue to provide reliable water supply to 
its customers. 

2.0 General Policies 

2.1 National and local Paws and regulations, as amended, including, but not limited 
to the fallowing: 

• Presidential Decree (PD) 198 or the Provincial Water Utilities Act of 1973 
• Presidential Decree (PD) 1096 National Building Code of the Philippines 
• Presidential Decree (PD) 1378 Plumbing Cade of the Philippines 
• Occupational Safety and Health Standards 

2.2 Key internal policies: 

• Supplies request and return policies 
• Equipment utilization and return policies 
• Materials movement policies 
• Vehicle use and authorization policies 
• Consumer management policies 

2.3 Other relevant policies imposed by other government agencies such as 
Department of Public Works and Highways (DPWH), local government units 
(LGUs}, etc. 

3.0 Definitions 

3.1 Job Order Personnel (JO) -manpower services availed of on a by contract 
basis where no employer-employee relationship exists 

4.0 Responsibilities 

4.1 The owner of this process is the Engineering & Operations Division 
Maintenance &Construction (C & M) Supervisor. 

4.2 The C & M Section Supervisor is responsible for 

• Overseeing compliance in all stages of the process, 
• Overseeing that the quality and safety policy is observed at al! times, 
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regarding the request and submits the same to the Engineering & 
Operations Division Manager. 

• The Engineering &Operations Division Manager reviews the Inspection 
Report before forwarding the same to the General Manager for further 
action. 

• The General Manager evaluates the Inspection Report and indicates on the 
report whether to proceed with the request or not. 

(1) For results of site inspection and other observations by the C & M team, the 
C & M Section Supervisor prepares an Inspection Report, submit to 
Engineering &Operations Division Manager. 

(2) The EOD DM endorses the report to the Genera! Manager for approval 
before proceeding to the planning stage. 

(3) Upon approval of the GM, the EOD DM instructs and assigns C & M Section 
Supervisor to proceed to the planning stage. 

6.2 Planning: 

The Project-In-Charge prepares the Program of Work (POW) for review and 
approval by the C & M Section Supervisor, Division Managers and General 
Manager. 

• Projects included in the APP already have POWs. 
Projects not included in the APP require the preparation of proposals from 
the C & M Section Supervisor which include POWs. 

Upan approval of the POW, the Project-In-Charge prepares and submits a 
Supplies Availability Inquiry (SAI) form for approval by the C & M Section 
Supervisor and forward same to the Supply Officer for confirmation of items 
available and those that are not. 

• For items that are available, the Project-In-Charge prepares a Supplies 
,~ Requisition Slip (SRS), depending on the schedule of materials release for 

the project. 
• For items that are nat available, the Project-In-Charge prepares Purchase 

Requests (PR) thru the Procurement, Inventory and Budget (PIB) System. 
• The approved PR is forwarded by OGM Secretary to the Procurement 

Section for Small Value Procurement (SVP) or to the BAC Secretariat in 
case of public bidding. 

• The Project-In-Charge prepares a request for job order personnel required 
~-; for the project. The process owner of the job contracting process from the 

Administrative Division accommodates the request. 
• The Project-In-Charge prepares the Notice to the Public, far printing 

6.3 Implementation 

_ Engineering: 



• Requesting for hiring /renewal of Job Order personnel, 
• Preparing and submitting requests, documentation and reports, 
• Coordinating activities with concerned PaIWD Divisions and external 

parties, 
• Identifying problems and solutions related to the process, and 
• Reporting results of activities to the Engineering &Operations Division 

Manager. 

4.3 The Maintenance Supervisor is responsible for 

• Ensuring compliance in all stages of the process, 
• Ensuring that the quality and safety policy is observed at all times, 
• Recommends for renewal of Job Order personnel, 
• Submits scheduled manpower to C & M Section Supervisor 
• Assigning work to personnel, 

Preparing and submitting requests, documentation and reports to the C & M 
Section Supervisor, 

• Coordinating activities with concerned PoIWD Divisions and external 
parties, 

• Identifying ~ discussing problems and solutions related to the process, and 
Reporting results of activities to the C & M Section Supervisor. 

4.4 The Pressure Monitoring Team, composed of at least three (3) personnel is 
responsible for carrying out the monitoring and installation of equipment 
intended for pressure management activities properly in its assigned zone and 
in the most efficient manner. 

4.5 The Engineering &Operations Division Manager is responsible for evaluating 
and taking action, as necessary, based on site inspection, reports, requests and 
other feedback on the process. 

5.0 Equipment I Software 

5.1 Plumbing tools and other necessary construction, installation and maintenance 

equipment. 

5.2 Light Work- maintenance management System (Light work-MMS) software 

5.3 Procurement Inventory and budgeting System (PIS) software 

5.4 PMAC —Pressure Management Acquisition Control (PMAC) —software used in 

downloading data from logger unit 

6.0 Instructions 

A. Installation of Pressure Regulating Valves /Pressure Sustaining Valve 

6.1 The Equipment I Appurtenance request originates from the Non-Revenue 
Water (NRW) Personnel-In-Charge (PIC). 

6.2 The Equipment /Appurtenance Installation Request (FAIR) is forwarded to the 
Pressure Monitoring Team by the NRW PIC for implementation. 
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6.3 The Pressure Monitoring Team requests materials using the Requisition and 
Issuance Slip (RIS) using the PIB System Software and fills out a trip ticket. 

6.4 The Pressure Management Team identifies, analyses and resolves the issues 
arising from the requests, documenting the activities on the Equipment 
Appurtenance Installation Request (FAIR}. 

6.5 Upon completion of the tasks, the Pressure Monitoring Team returns the 
unused and borrowed materials/ equipment using the Return Material Slip 
(RMS). 

6.6 The Pressure Monitoring Team prepares and submits the accomplished EAIR 
to the NRW PIC. 

~ J~ 
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6.7 The NRW PIC prepares and submit accomplished EAIR report to the C & M 
Supervisor for validation. 

6.8 The C & M Section Supervisor validates and records the accomplishment in the 
Log Book. 

6.9 The C & M Section Supervisor submits Weekly Accomplishment Report to the 
Engineering &Operations Division Manager. 

6.10 The Engineering Division Manager reports significant issues and updates from 
the maintenance activities to the General Manager on a regular basis. 

13. Pressure Monitoring: 

6.11 The Pressure Monitoring request originates from by the NRW Personnel-In-
Charge {PIC). 

6.12 The Equipment /Appurtenance Installation Request {EAIR) is forwarded to the 
Pressure Monitoring Team by the NRW PIC for implementation 

6.13 The Pressure Monitoring team requests materials using the Requisition & 
Issuance Slip (RIS) using the PlB System Software and fi11s out a trip ticket. 

6.14 The Pressure Management Team identifies, analyses and resolves the issues 
arising from the assigned requests, documenting the activities on the PMR. 

6.15 Upon completion of the tasks, the Pressure Monitoring Team returns the 
unused and borrowed materials/ equipment. 

6.16 Then Pressure Monitoring Team submits the accomplished PMR to the NRW 
PIC. 

6.17 The NRW PIC prepares and submits the accomplished PMR to the C & M 
Supervisor for validation. 

6.18 The C & M Section Supervisor validates the accomplished EAIR, discuss issues 
with the NRW PIC, and records the accomplishment in the Log Book. 
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6.19 The C & M Section Supervisor reports the activities in the Weekly 
Accomplishment Report for submission to the Engineering &Operations 
Division Manager. 

6.20 The Engineering &Operations Division Manager reports significant issues and 
updates from the maintenance activities to the General Manager on a regular 
basis. 

7.0 Forms and Records 

7.1 Pressure Monitoring Request {PMO) Request 

7.2 Equipment/ Appurtenance Installation Request (FAIR) 

7.3 Supplies Requisition Slip (SRS} 

7.4 Equipment Utilization Request (FUR) 

7.5 Trip Ticket 

7.6 Weekly Accomplishment Report 

8.0 Related Documents 

8.1 None. 



POLOMOLOK WATER DISTRICT 
Polomo(ok, Soufh Cotabafo 

Engineering &Opera#ions Division— Construction &Maintenance Section 
QMS —Water Production &Distribution 

Procedure : Installation of New Service Connection 

1.0 Purpose 

1.1 This procedure describes the process of installing New Service Connection to 
supply potable and reliable water to Polomolok Water District (PoIWD) 
customers. 

j ~ 2.0 General Policies 

2.1 National and local laws and regulations, as amended, including, but not limited 
to the following: 

• Presidential Decree (PD) 198 or the Provincial Water Utilities Act of 1973 

' Presidential Decree (PD) 1096 National Building Code of the Philippines 
• Presidential Decree (PD) 1378 National Plumbing Code of the Philippines 

• Occupational Safety and Health Standards 

2.2 Key internal policies: 

® Supplies request and return policies 
® Materials movement policies 
® Vehicle use and authorization policies 
• Consumer management policies 

2.3 Other relevant policies imposed by other government agencies such as 
Department of Public Works and Highways (DPWH), local government units 
(LGUs), etc. 

3.0 Definitions 

3.1 Accredited Private Plumber (APP) — A private plumber accredited by PoIWD to 
install service connection availed of on a by contract basis where no employer-
employee relationship exists 

4.0 Responsibilities 

4.1 The owner of this process is the Engineering & Operations Division-
Construction and Maintenance (CMS) Supervisor. 

i_ s 4.2 The C & M Section Supervisor is responsible for 

r-~ Overseeing all stages of the process, 
• Overseeing that the quality and safefiy policy is observed at ail ti 
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• Requesting for Accreditation 1 renewal of Accreditation of Private Plumber 
Personnel, 

• Reviews submitted manpower scheduling. 
• Preparing and submitting requests, documentation and reports, 
• Coordinating activities with concerned divisions and external parties, 
• Identifying problems and solutions related to the process, and 
• Reporting results of activities to the Engineering Division Manager. 

4.3 The Construction (CONST) Supervisor is responsible for 

• Ensuring all stages of the process, 
• Ensuring that the quality and safety policy is observed at all times, 
• Request for Accreditation /or renewal of Accreditation of Private Plumber 

personnel to the C & M Section Supervisor, 
• Submits Scheduled manpower and assigning work to personnel, 
• Preparing and submitting requests, documentation and reports to the C & 

M Section Supervisor, 
• identifying problems and solutions related to the process, and discussed 

with the C & M Section Supervisor 
• Reporting results of activities to the C & M Section Supervisor. 

4.4 The Accredited Private Plumber Installation Team, composed of at least tree 
(3) APP personnel is responsible for carrying out the installation of New Service 
Connection activities properly in the installation site and in the most efficient 
manner. 

4.5 The Engineering Division Manager is responsible for evaluating and taking 
action, as necessary, based an site inspection, reports, requests and other 
feedback on the process. 

5.0 Equipment 1 Software 

5.1 Jackhammer, concrete cutter and other necessary construction equipment. 

5.2 Microsoft Office Software 

5.3 Procurement Inventory and budgeting System (PiB) software 

6.0 Instructions 

6.1 The process originates from the approved Service Connection and 
Construction Order (SAGO) by the General Manager. 

6.2 The SAGO is automatically forwarded / transmitted to the Engineering & 
Operations Division Manager 

6.3 The EOD Manager assigns the task to the Construction (C & M) Section 
Supervisor. 

6.4 The C & M Supervisor assigns the task to the (NSC) New Service Connection 
(PIG) Person-In-Charge; 
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6.5 The PIC prepares the Requisition and Issuance Slip {RIS) for the release of 
materials, assigns the task to the Engineering Aide /Estimator for installation 
schedule. 

6.6 The Engineering Aide/ Estimator encodes the SACO to the MS Office Software 
and assigns the task to the Accredited Private Plumber {APP) to install the 
saco. 

6.7 The APP installation team withdraws the requested materials at the Storeroom, 
install the new connection, documenting the activities on the SACO completion 
form and ask for consumer's signature. 

6.8 Upon completion of the tasks, the APP team returns the unused materials and 
submits the SACO Completion Form with the consumers signature to the 
Engineering Aide/ Estimator. 

6.9 The Engineering Aide/ Estimator updates his/her SACO records and submits 
the daily accomplishment report to the NSC-PIC. 

6.10 The NSC- PIC encodes the accomplishment in the MS Software for Monitoring 
and conduct accomplishment validation. 

6.11 The NSC-P!C validates the accomplished Daily Accomplishment Report by 
conducting Post Installation Inspection. 

6.12 The NSC-PIC submits accomplishment report on the SACO installed Weekly to 
the C ~ M Supervisor and discuss issues and updates 

6.13 The C & M Supervisor submits accomplishment report to the Engineering & 
Operations Division Manager and discuss issues and updates from the SACO 

6.13 The Engineering &Operations Division Manager reports significant issues and 
updates from the SACO Installation activities to the General Manager on a 
regular basis. 

7.0 Forms and Records 

7.1 SACO Accomplishment Report 

7.2 Supplies Requisition Slip (SRS} 

7.3 Weekly Project Progress Report {WPPR) 

8.0 Related ©ocuments 

8.1 None. 
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POLOMOLOK {IVATER ®ISTR[CT 
Polomolok, South Cotabato 

Engineering &Operations Division— Production Section 

QMS —Water Production & Distrif~ution 

Procedure :Pumping ®peration 

PdJMPIN~a OPE~T[ON5 (/~~T~M~ATED) 

FLOWCHART DETAILS RESPONSIBILITY 

START 

~ 

0 Report directly to assigned pump 
station. 

• Cafi Nydro-fox (office guard} for 
proper log-in and reservoir water 
level. 

•Conduct inspection ofpump-house, 
perimeter fences and compound for 
possible forcible entry. 

® Record all necessary data {i.e. line 
voltages, pumping status, on-time 
hourmeter, Kw-hr meter, flawmeter, 
chlorine (kgs), diesel {Its}, 

PRODUCTION 
OPERATOR Logging-in /Time-[n 

~ ®Weekly SW[_ measurement 
° Conductflusltingduringstartof 

operation if needed. 

PRODUCTION 
MAINTENANCE WELL MONITORING 

- 
``~, 

PUMPING OPERATION 
(Does pumping equipment automatically start-ON ~ ' 

and shut-OFF on its determined 
reservoir water level?}. 

Y , S No 

s Conduct Weekly SWt. & PWL 
monitoring measurements 

®Conduct testing of electrode function 
during preventive maintenance 
activities. (Pumping operation auto-shuts off 
when water level reaches below electrode 
level}. 

o Record all necessary data (i.e. line 
voltages, pumping status, on-time 
hour-meter, Kw-hr meter, flowmeter, 
chlorine (kgs},diesel (Its). 

PRODUCTION 
OPERATORS 

Report far maintenance and request 

_ 

CHLORiNAT10N 
oes ch{orination equipment 

_ 

~ 
works properi _? ~ 

~..---""" 
'`~ 

e Ensure that chlorination equipment 
properly working 

® Ensure availability of chlorine 
supptyonstock. 

~ Check far chlorine feed-rate; 
Chlorine gas injection @ 1.0 PPM 
to ensure 0.3 residual @endpoints. 

PRODUCTION 
OPERATORS 

MAINTENANCE CREW / 
WATER QUALITY 

Report for maintenance Y S ~® and request 

~ °Ensure that Reservoir manhole is 
securely locked. 

°Conduct valve opening of 
interconnection incase ofwater 
shortage. 

PRODUCTION 
OPERATOR IMPOUND WATER TO RESERVOIR 

® Monitoring, recording and reporting 
of Reservoir water level #hru radio. 
(Auto shuts-off when tank full and 
auto-start @predetermined level}. 

. Record pumping operation data on 
logbook and Daily Pump Operation 
Report. 

a Prepare daily pumping raving 
report. 

® Report reservoir water level every 
30 minutes. 
Make properturn-over to incoming 
operator. /,~ 

Oral Reporting &Recording 

& submission of report 

e: F -~ 
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POLOMOLOK WATER DISTRICT 
Polomolok, South Cotabato 

Engineering &Operations Division— Production Section 
QMS Water Production and Distribution 

i~

SWE: t5.5-n 
PitR : t8.5':'! 
Pumps°rl~:iSS•m 

fotumn Pipe: lOQ>i;mfl 
PipeCasMg: 

3WrnmLz2QORsm'~ 
WeU Depth : N}m 
N'arer Mkt: 55 Screen 

PUMP STATION NO. 1 PR®HESS FLOW 
(Barangay Sufit) 

~r*,ur~p: ByrarJ;ohnstore (iurbme) 
fAo-tor . US M1'.otars YrIS , 75-Np 
Genset : Nrme 

~-- -thlwMator 9ooster Pump: 
3(3-ttp Perv.E> Pu~np,13Q'1, iPh 

fMwf~eter. Elster,s'41 {mechanlcalj 
Iheck Val~x : 4'¢ 

Gate Valve: o"p 

Automata Turns/er Sfvitch: 

IN,DtorCaRtrokr:A000~~-SDIt Starer 

~( ~~ 

'.: 

1. Underground water is extracted from established deep well using submersible pump 
and motor. 

2. Extracted water is treated using chlorination equipment to disinfect water in compliance 
with PIVSDW. 

3. The volume of water produced passes thru the production meter. This is to monitorthe 
actual water produced in cubic meter. 

4. Water extracted from deep well source is stored at the reservoir for distribution. 



POLOMOLOFC WATER ®ISTRICT 
Polomolok, Soufh Cofabafo 

Engineering &Operations Division— Production Section 
QMS Water Production and Distribution 

sua: ]a.l.M 
PWL: 28.7-m 
Pump Setting: d3.5tn 
Cokrma Pipe:159mm6 
Pipe Casing : 2SQmm0 
WeBDepN: ]23-m 
Water Inlet: 55 Sueen 

PUMP STATION NO. 2 PROCESS FLOW 
{Barangay Pagalungan) 

Pump: Dynaflo DP 360-? 
Ma1a: FrankFn Elenrrc , 50.Hp 
Genset : CuirmTs Diezel Erne -

3PF 75-KVa 
Chfariaafar Booster Pump: 
1-Hp Sea Fvn•.p, 2'1J'e'. IPh 
FlmvMeier: MJIi h'ag(luz-

 electmma3natic,5"6 ~yiat 
CheckVatvr: 6'¢ 
Gate Valve : 6'4 
Autamadc trarrrJer Switdi 
Motao• CarKroler: YEO - TECO 

~~ 

1. Underground water is extracted from established deep well using submersible pump 
and motor. 

2. Extracted water is treated using chlorination equipment to disinfect water in compliance 
with PNSDW. 

3. The volume of water produced passes thru the production meter. This is to monitor the 
actual water produced in cubic meter. 

4. Water extracted from deep well source is stored at the reservoir for distribution. 
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POLOMOLOK 1lUATER ®!STRICT 
Polomolok, South Cotabato 

Engineering &Operations Division— Production Section 
QMS Water Production and Distribution 

PUMP STATION NO. 3 PROCESS FLOW 
(Sitio Cebuano, Brgy. Poblacion) 

S1VL• d-6m 
P'Y{~L : 1~.T. 

Prm:p Settkg: 3&m 
rau' mn Crpr: IiPcrai3 
Piye tasmq : 2zronaD 

}S'acrrir3ec Perperetiac 

~J

' Auntp: Dymt90 CP 1Z5-i 
~'Motar : Fr3nA4ss eectru , s'0-H~ 

Gemet:fG Wi;sort ow_sel:rtgtre -

_ 3PN,5C?KVa 

Udorirrafor Boo3terFvmp: 
- 1-FIQ Gould; Pvm,P, Z30'V, IPh 

Ffas Mettr. h^JK !:fia,fluz-

~let~ramagretic,b"C7 digital 

CReck Vctve : 6`QS 
Gote Valve :v''p 

Autornotic Transfer Switch : 
Motor tontrafer : Vii - TECO 

iii ~`~--~-
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9. Underground water is extracted from established deep welt using submersible pump 
and motor. 

2. Extracted water is treated using chlorination equipment to disinfect water in compliance 
with PNSDW. 

3. The volume of water produced passes thru the production meter. This is to monitor the 
actual water produced in cubic meter-

4. Water extracted from deep well source is stored at the reservoir for distribution. 
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POL011lIOLOiS WATER ®ISTRICT 
Potomo(ok, South Cotabato 

Engineering &Operations Division— Production Section 
QMS Water Production and Distribution 

SW2: 32•m 
PNJL : d2-m 
Pump Settlnq::S•r+ 
Ce(umn Pix : DO+nrO 
Pipe Cel~g: ~ . 0 
YlrL Depth : t.:0•m 
wtlf[r fnfef: SS St/[tn 

PUMP STATION NO. 4 PROCESS FLOW 
(Lower Dole, Brgy. Cannery) 

Pump: Dynaflo DPM 160-2 
Motor. Fra;Jdm Electra , CQl-Np 
Genset : FG VJIi son 32iK1a 

Oieset Enr;ine - 3Ph 
Chlarirratar Booster Pump: 
7-Fip Grun3os Pc.-mp. 230V, +_Ph 

-Prow Meter: td7K tv!ag{lux-

etecvDmagnetic,6"odffgital 

Check Valve : 6"~ 
Gaffe Valve : 6"f3 

Automailc Traasfcr Switch 
Motor Contraier : VFD - 7 fC0-

7a+lp 

.~►._ /" ~ 
frtmC. Room 

3bD-ma C~patity 

toncreze Reserver 

1. Underground water is extracted from established deep well using submersible pump 
and motor. 

2. Extracted water is treated using chlorination equipment to disinfect water in compliance 
with PNSDW. 

3. The volume of water produced passes thru the production meter. This is to monitor the 
actual water produced in cubic meter. 

4. Water extracted from deep well source is stored at the reservoir for distribution. 
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P®LOiVI®~®K WATER ®ISTRICT 
Polomolok, South Cotabato 

Engineering &Operations Division— Production Section 
QMS Water Production and Distribution 

4 1 

r 
.~ 

sun_ Ao-m 
PWL : 61.7•m 
Pump Setting: TJ-m 

Column Pipe:154rnmfl 
Ape Co3rrrg 

360mmOx2D0mm(b 
WeBlkgth . l idtra 
Water urlet: SS Sateen 

1. 

2. 
; ; 
' 1 

3. 

L,' 

4. 

PUMP STATION NO. 5 PROCESS FLOW 
{Upper Dole, Brgy. Cannery) 

.~ 

` -Ptarrp: Dynaflo Dp 16D•2 
"' Moiw :Franklin Electric , 5fi-Hp 

Gerrset: done 
^~'~~Chlorinatar BaasterPnmp: 
 3/4-Hp Sea Wmp. 230V, IPh 

How Meter. h'UK Magflux-

 dectromagnetic.6"~ digiia} 

Check VmYe:6"C 

Gate Valve : 6"{~ 

Au[omatic Transfer Switch: 
Motor Carrtraer: VF(l ~ TECO 

~.~ 

23iLmg ~~ 
SteFl R,~seno~ 

,:4;j

Underground water is extracted from established deep well using submersible pump 
and motor. 

Extracted water is treated using chlorination equipment to disinfect water in compliance 
with PNSDW. 

The volume of water produced passes thru the production meter. This is to monitor the 
actual water produced in cubic meter. 

Water extracted from deep well source is stored at the reservoir for distribution. 
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POLOMOE.OK WATER ®RSTRICT 
Potomolok, Soufh Cotabato 

Engineering &Operations Division— Production Section 
QMS Water Production and Distribution 

PUMP STATION NO. ~ PROCESS FLOW 
(Brgy. Polo) 

~--

I swi_Tz_a-m 
i Rcvt : ~s.~-m 

Rump Sefh'rrg: 87~n 
COhrmn Pipe: f00mmfl 
Pipe easing; 250mm.[} 
Well Depth: 139-m 

{ Wafer infer: SS Screen 

i 
i 

~~• 

Pump. Shako 4F50-8 
Motor . FrankSn ftectric , 1S-Hp 
Chtorinatar f3oas:er Pump: 
313{,aclCs PtimD. 230b', 1Ph 

Aow Mefir 70PSUt1p"0 
{methanicaq 
CheckYalve: A"GS 

bole Valve : 4"Q 
Automatfr Transfer SWltch: 
Motor Controter : AUCOM - 

~~~ ~~~ 
Cow ete lt~enroir 

1. Underground water is extracted from established deep well using submersible pump 
and motor. 

2. Extracted water is treated using chlorination equipment to disinfect water in compliance 
with PNSDW. 

3. The volume of water produced passes thru the production meter. This is to monitor the 
actual water produced in cubic meter. 

4. Water extracted from deep well source is stored at the reservoir for distribution. 
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POLONIOLOK WATER DISTRICT 
Polomolok, Soufh Cofabafo 

Engineering &Operations Division— Production Section 
QMS Water Production and Distribution 

TSWi: CGSm 
............... 

Pt3r1: 59~~ 
Pump SettiasJ: 67.5-
m 
tclumn Pipe; 
ASO^~m D 
Pik tosirrg: 
3W:r;r`,3 

PUMP STATION NO. 7 PROCESS FLOW 
tBrgy. Upper Klinan} 

~~ Pump: E,°ynaflo OP 4fi1J-2 
/~ Matar: Fra~ktin Elects: , 50-

P 
7i --•;-.Genre[ : FG :'.S;sn~n D:esef 

f 
Fngne 

 ~d - 3Ph75-aC~~a 
I Chlnnnafar ;3aorter Pump_ 

~"~" i~ 1-Hp Pentax Pump, 23ffY, 1?h 
Row M,eaer: fx)JK M.agflux-

  ' edectromagretic,6'fz3 digital 
;~ Check Valve : S`¢ 

GateVadve:b°Q 

2tto-.m3 C3~atfiY 

\ ,/~~ 

~ _.. ~" 
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POLOMOLOK WATER DISTRICT 
Polomolok, South Cotabato 

Engineering &Operations Division— Const. & Maint. Section 
QMS Water Production and Distribution 

WATER DISTRIBUTION 

Pressure Re~ii:i,{r~4 a/fin:ire 
Sus2ant3 whcf PRY175try •ReguS:e 

arc acre ~ tfic diasvibrcn ~ r 
ItuP tsaeaon,n, l uwc uo-xsn„rnl 

~~tivL~,i~,~ 
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. 
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POL.OMOLOK WATER DISTRICT 
Polamolok, South Cotabafo 

Engineering &Operations Division— Const. & Maint. Section 
QMS Water Production and Distribution 

n 
n 
~. 

~.i~~t 
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WATER DISTRIBUTION 

. ; n~ ~~:.;vhi i1 

i U'i ~1i ~! ~;:J~:h 

SERVICE CONNECTION LINES 1 

Service Connection lines tapped 
from distribution mains to 
convey water towards individual 
water meter 

WATER METER 

Service Connection lines tapped.. 
from distribution mains to ~~~~ 
convey water towards individual 
water meter and to determine 
consumption 

TRANSMISSION LINE 

Stored water from Reservoir is 
conveyed to the transmission mains 
for distribution. 

PRESSURE REGULATING VALVE/ 
PRESSURE SUSTAINING VALVE (PRV/ PSV 

Control water pressure from transmission 
line going to distribution mains. 

DISTRIBUTION LINE 

Water from PSV/ PRV tapping 
conveyed to distribution mains for 
service connection tapping. 

r 
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~QLQM~LOK WATER D1~TRICT 
Polomolok, South Cotabafo 

Engineering &Operations Division— Const. & Maint. Section 

QMS Water Production and Distribution 
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MAINTENANCE 1N~RK FL~VI~ ®IACRAM (LEAK REPAIR) 

Maintenance Order Request 

(Commercial Div. —Front 

Maintenance Order Request 

(GMS Div. Front Line) 

L_...~.__.,.__.. ~~„ 
~.,...,..r..._..._.___._...;;~. 

i..~,_. w.._....__...-,.... 

STA 

END 

., 
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a_i~~~~ . ~ti~_~a~~ 
~EN~F~AL 

Engineering 

Personnel In charge 
{PIC) 

~....._ .............~.A,,,,; r _ _.....,.... s. ~..._. .:~ 
.~.~ ~r 

r ----~- 

Leak Repair Team 
Meter Mechanic. 
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1M~rrV 

3 ~ 
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V. -~'~`^ Maintenance ^w~~ 
personnel performs the 

task 

Issues and updates 
from the maintenance 

activities to the General 
Manager 

Weekly 
Engineering Division Accomplishment 

i 

Manager report 
significant issues and 

updates 

Report to be submitted 
to Engineering Division 

Manager 

L, 
~~ _. ;. 

_f 

~~ 

r C & M Section 
Supervisor Prepares ~--~ t

Weekly report 

t 
i 

Maintenance Team 
return un-used 
materials and 

borrowed materials 

~`'~.•., -ice" 

. ~__ ...~ 

MAINT Supervisor 
Validates work 

accomplishment and 
affirms work via Light 

Work-MMS 

MAINT Supervisor 
prepares Weekly 
Accomplishment 

Report 

r• 

~ Prints M.O. 
~ Request 8~ assign 
~ to Personnel 
i 

i   _ ... . 

s 

i 

The Maintenance 
Team request materials 
to be used Prints M.O. 
Request ~ assign to 

~ Personnel 

i
__ __ "' 

Personnel Documents 
the activities in the 
Maintenance order 

request and submits 
accomplished form to 

the office 
t 
i 
i 

~---

PiC encodes 
accomplished M.O. 
request to the Light 
Work —MMS and 
request MAINT 
Supervisor for 

validation 

-- --~_ 
Weekl

y----~-- --, 

Accomplishment 
Report to be submitted 

toC&MSection 
SunPrvisnr 

r 



P®L®MOL®K WATER DISTRICT' 
Polomolok, South Cotabato 

Engineering &Operations Division— Const. ~ il/iaint. Sec#ion 
QMS Water Production and Distribution 

MAINTENANCE WORK FLOW DIAGRAM BLEAK DETECTION) 

START 

I_f~~;~c. ,—t~s~_~ v! 0~ V . y^ ~J3l~~h..I.J'1 5 ~~11 

~~(VE:r,, .L h~i, , , ~~~, 

AND 

~ _ ._ __ ._ 

~ Issues and updates 
~ from the 

Maintenance 
Supervisor 

prepares Leak 
detection Order 

Form 

-......y ,.~:~5 .....,~.,...... .._, 
r.;'... 
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Leak Detection 
Team 

Maintenance 
personnel 

performs the flask 

-~ -- ~ - --- - ----A1
Maintenance 
Team return 

barrowed 
equipment 

SM— t 
~ ~ 

„J 

" ~ Prints Leak 
~r 

~ Detection. 
} ' Request & 

assign to 
~ Personnel 

,~—_-

1 

r 
r 

~~ 

The Leak Detection 
Team request 

equipment 
~ utilization --
} prepared 

equipment 
utilization request 

r_ 
<< Personne! 

"""' ~ r Documents the 
~ activities in the 

' i Leak detection 
Order request and 

submits 
accomplished form 

to the office 

4 

-,~ 

Personnel Submits 
Accomplished L.O. P1C 
and request repair for 

detected leak 

.~~~ 

~~ maintenance 
activities to the 

General Manager 

Weekly 
Engineering Accomplishment 

Division Manager 
report signifcant 

issues and 
updates 

Report to be 
submitted to 
Engineering 

Division Manager 

~~ ~~ ~ C & M Section 
Supervisor 

~' Prepares Weekly 
report 

~~. 
r 

fV1A[NT 
Supervisor 

Validates work 
accomplishment 
and affirms work 
via Light Work-

MMS 

~ PIC encodes 
i accomplished L.O. 

' ~ request to the Light 
r Work — MMS, 

3 ~ prepared M.O. 
~ Request for 

,~ i detected leak and 
request MAINT 
Supervisor for 

validation 

~~ 

MAlNT Supervisor 
prepares Weekly 
Accomplishment 

Report 

# fJtAl[~ITENAIVCE 
'v~ro~l~ Fl.{3W ROUTE 
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POL®MOLO~C WATER DISTRICT 
Polomolok, South Cotabato 

Engineering &Operations Division— Const. & Maint. Section 
Of1lIS Water Production and Distribution 

r 

EQUIPIVIENT/ APPURTENANCE INSTALLATION AND PRESSURE 
MONITORING WORM 1=LOW DIAGRAM 

Equipment /Appurtenance 

Instaiiation Request {FAIR) 

Pressure Manitoring Reques# 
i..._,_y.....,._. V-.... 

{PMR) 
L.~._..—...mow ........... ..~...........~.~........ 

END 

START 

tjrf~iEi-.AL ~;i\L;s~L~t 

G a! Manager Acts 
on Issues and concern 

t 

Issues and updates from 
the maintenance ~ 

activities to the General 
Manager 

~„ 

NaN Revenue Water 
(NRW} 

Personnel In charge 
{PIC} 

~ ~ ,.~ 

1 

i ~ 
r 
1 

Prints M.O. 
Request ~ assign 

to Personnel 

The Pressure Monitoring 

a% 

t°~"~d 
J —+c~.  ~ ;r 

I 
Team request materials! i 

{ 

. . i 
Pressure Monitoring 

equipment to be used.( i 
i Prepares EUR , RIS , 

~ Team Trip Ticket} i 
4 > ~ > 

1 
1 i t 

f 
1 
I 

%~~'.'~ 
L _ _! 

ar~N L~ . 
~~~ y  j✓

~ i Personnel Documents ~ 
Pressure monitoring ~ the activities in the FAIR/ ~ 

personnel performs the ~ PMR and submits 
task 

i 

~ 
~ 
E 

accomplished form to ~ 
the office ~ 

f ~~'~~ r 1 ~...._. 

.✓ 

~ 
~ . 

~ 
~ t 

dr 'h 

Pressure Monitoring Team return 
i un-used materials and borrowed 
' materials /Equipment 

~~~ 
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~~ --~ 

Personnel Submits 
Accomplished FAIR 

lPMR to the NRW-PIC 

•~, 

..~i ~,, . Mir ., 

,rf  ~~ 

Engineering Division i ~~~ ! 
Manager report ~ ~~~ 

significant issues and ~ ~y ---t~ 
updates ~ 

~_ 

C ~ M Section 
Supervisor Validates 
work accomplishment 

C ~ M Section 
Supervisor prepares 

Weekly 
Accomplishment Report 

{ 

P1C encodes 
accomplished M.D. 
request to the Light 
Work — MMS and 
request MAINT 

Supervisor for validation 

The C & M Section 
Superoisar discuss 

issues and concerns of 
the activities and records 

accomplishment to the 
Log Book 

Weekly Accomplishment 
Report to be submitted 

to Division Manager 
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POLOMOLOF( WATER DISTRICT 
Polomolok, South Cotabato 

Engineering &Operations Division— Const. & Mainfi. Secfiion 
QMS Water Production and Distribution 

IMPLEMENTATION OF PIPELINE EXPANSION 

START 

MARKETING TEAM SUBb71T5 TO EOD 
PROPOSAL FDR PIPELINE EXPANSION 

WITH LOCATION PLAN AND NO.OF 
POTENTIAL CONSUMERS 

EOD ENGINEER A TO CONDUCT 
OCULAR 1N5PECTlON, SfI'£ AND 

ELEVATION SURYEY.INSTALL A DATA 
LOGGER AND COLLECT DATA. 

EOD PREPARESSK£CCH PLAN AND 
THE PRESSURE MANAGEMENT TEAPl 

ENCODES DATA TO EPANET 

PREPARE SITE INSPECTION REPORT 
AND COST ESTIMATES 

Si16h11TCOS1'ESTIMATES AND 
PROPOSED CONST. DRAWINGS TO 

MARKETING FORCOMPUTATION OF 
ROl AND FOR APPROVAL OF THE 

MANAGEMENT 

E.'~iD 

PREPARE SITE INSPECTION REPORT 
COST ESTIh1ATE WITH POSS{BLE 

BOOSTER PUMP OR FUMP STATION 

UEI~EF;FlL 



POLOMOLOK WATER DISTRICT 
Polomolok, South Cotabato 

Engineering &Operations Division— Const. & Maint. Section 
QMS Water Production and Distribution 
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PROJECT PLANNING & IIIlIPLEMENTATION 

COtsIfMERCIAL D!lti5t0# -CONDUCTS 
MARKET SURVEY, DATA GATHERING 

SURVEY, SECURING ROAD RlGFtT OF 1S1RY 
DOCtJNIENTS, SKETCH PLAN 0 •. a- ~tIREA 

AND £NtH)RSES'T!•IE SAME T ~ . ., 
MANAGER°:~ _: 

7HE GENERAL MAtilt e`-. '~ + RWARS THE 
RECIUf5T TO €QD 

I 

EOD i3lVIStOlV ttAA WARD 
REQUEST TO THE C&IVI SECTION 

SUPERVLaOFt. 

iIVEER A Tt) CONDUCT StTEtT+tSPECTION. ,. 
~`: ~LEVATIOitit PRC1FlLlNO,AND DATA 
'- TH£RING AND REPORTS TH£R RESULT 70 

C & !N 5UPERVlSt?R' 

THE C&M SUP£RViSOl2 Ci}i3BD1#ATf WITH ,j 
TH£ COMMERCUIL t!lVtSlIJN 7O 013TAIN 
1Nf04tMA'!'IOA! REGARl71NG COSTUME 

PROElLE IN AREAS AFFECTED. 

I 
TEiE C & M SECTION 5UPlItVLSOR PREPAR 

A SRE INSPECTlDN REPORT A#D 
£tYDORSl:MENT FOR RECOMINIENDATtt}I~f ' 

', AteIDSUBNIITSCHESANIFTQTHEDNtStD# 
MANAGER. 

 n 

REQ.l3cS~' FQR StlPPLEiV4E4YTAl. 

~t1t3GEi' oR iP2C_~~,ff3E !N Nlr}~T 
BUDGET 

4t5;FC}#t(L'f CUSTE.~MG 



POLOMOLOK WATER DISTRICT 
Polomolok, South Cotabato 

Engineering &Operations Division— Const. & Maint. Section 
QMS Water Production and Distribution 

TRANSMISSION &DISTRIBUTION LINE INSTALLATION 

7?iE MAINEat~E 
'1~15TAELATION TtAht;-g, 

.'~. FORMS T1iE TASK'f a 

+' PIEMENTTHEPRWE 
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,'RESOLVE THElSSIJES :k 
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- P!S SYSTENf 50FiWARE AND FlLL : , 
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"RETI~#tN5 TO THE POLWD LiF6ICE 
. ., D RETl1RN UPlUSED [~+lATER1AL5 
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~ r 4. 

L3C1~~1'~!.L 
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`~~JL`f'i 

E CC1fV5TRUCTION SUPERVtSfl ,wq N' 
p ' E TASK TO THE MAIN kiNE If35TALtA#10 '; 

AND EfttEODE THE PROJECI"FO THE ~~ 

THE TEAM !N CHARGE S~$31AlTS THE DAILY 
A[C014iPLISHMEI+iT ftEPCiRT'CiJ fiHE . ': 

CONSTRUCTk7P151lPERViS{3R . 

THE EN1iiIUEERING CiINST. 51TPERVfSOR '. 
ENCODE5 THE ACCOMPLlSHIfAENT ~ THE 

P320lECT MANAGEMENT SOFTWARE ANE1' 
CONDt1CTACCONiPE{SHMEhE;' .•:~~ATl01!1: 

THE CONST SECTION 5UPERVlSOR , 
7HE ACCOMIPLi5HE0 I3AILY 
ACtpMPLRSHMENT REPORT 
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POLOMOLOK WATER DISTRICT 
Polomolok, Soufh Cofabato 

Engineering &Operations Division— Const. & Maint. Section 
QIVIS Water Production and Distribution 

PROJECT PLANNING &IMPLEMENTATION 

FILE COST DOCUMENTS FOR FUTURE 
USE 

yCs 
J 

._~ r 

PREPARE CONSTRUCTION DRAWING '1, 
PROGRAM OF WORKS WORK ORDER AND ~`~ 

9UDG LTARY REQUIREMENTS FOR APPROVAL. ~-

1S iT APPROVED 

E3Y 

MANAGEMENT? 

FILE DOCUMENTS FOR FUTURE EXPANSIONS 

PREPARE PURC1iASE REL7UE5T FOR 
MATERIALS OR PREPARE DOCUMENTS FOR 

PUBLIC BibDiNG 

PREPARE EXCAVATION PERMiT, CONDUCT j, 
TESTING OF MATERIALS, WAIT FOA THE 

DELSVERY OF MATERIALS, PREPARE 
CONSTRUCTION SCHEDULE AND FABRICATE 
SAFETY SIGNAGES. PREPARE OR HIRE PIPE 

FILTERS, WELDERS, AND LABORS LF ~ 
NECESSARY FOR PROJECT IMPLEMENTATION %~ 

PROJECT IMPLEMENTATION (INFORM OR 
COORDINATE WITH LGU-PUROK AND - i 

" EXCAVATFON, PIPELAYiNG, LfAGKF1LUNG, 
HYDROTESTING, 1NTERCONNECf10N, 

s . ~ .. s 

CHLORINE RE516UAL 7E57 AND BAGTI TEST 

1 r :'. FINAL FLUSHING ANb COMMtSSIONING 

v~IVE~ ~~;L A:i `.l~F :c~ l 

i=ND 



b. Tools, forms ter~piates, guidelines or procedures, for the following 
processes. 

MAINTENANCE OF2DER No. 

[] PRc ~ENTi\t Q 

cab 

Tana R000l.W . 

Tara a~yod . 

POl.OMOLOK WATER DiSTR1CT 

arm Operations Division 
Services 

CO.RRECTtVE 

.~ ~,~, 

i7•k~~~ Ettgineeristg 
h4aintenanCe 

Loak Loeat)on 

HOusO No 
Street 
Sarangay 

Pttono / Cct7 

(Skotch at tha baekj Land tAaek TYPE OF LEAK 

Q rt+a+nl+re 
© Scxvrco Conneecon tirta 
Q HyCran~ / !)taara!! 

POINT OF t_EAS(AGE 

Q SCL Q I~IL 
[] Stared Pyro ~ P,po Body 
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(] Ta:pe;co [~ AppurtmanGcs No. 

(.,EAlC REPORTED! 6ETECTEO RECEIVED THRU 

L} PdWD Emp.p~a,v~ 
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[~ Address. 

[] Cortt~t No. 

I.__i 
Q 
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[~ T,q ftrss„yo (] Orners 

 Q VHF RaCoo 

Ri_ACT[OPt TIME 
Res penso 7tme Tomporary Roaolv[ton Ttma Porminon! Roan,incr~ Tian 
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Duration : Durali'on : ♦ Duration: Rorrurko: 
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Q Repair Q Rc.~..c~nmcr+: ~ Srxvoy 
[~ Ro-F1no (—J tmprrn•cment 
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(] D,n 

~] St.~td.~ct 

Q 5u2:s.~tdard 

Ot:taamrt Fer.Crrmys Sn:^. Code Team Cato tr7spcctoCr C:necketl ar9 to Jim Job's 
eM1mn?rncst eq PpMJQ $tanCarrla 
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1 t.Wialt:c 
a 

cara~:on or Cclarrnna`ron orrdcr:t and tar cortnccbons m 

R4x,cc Pt:C t;e Vpvc Pt_ws welt n;t Cisca'nraCsan 



i. Control of documented information 

Procedure: Control of Records 

-~ 1. SUMMARY 

1.1. This procedure defines the requirements for the identification, storage, protection, 
retrieval, retention time and disposition of controlled quality records. 

1.2. "Quality records" are those records which provide evidence of POLOMOLOK WATER 
DISTRICT having met — or not met —requirements. These may include requirements 
related to inspection requirements, purchasing requirements, contractual 
requirements, etc. The full listing of records affected by this procedure is given in the 
table at the end of this procedure. 

1.3. Records outside of this scope do not require control, but may be controlled at the 
discretion of management. 

2. REVISION AND APPROVAL 

~l 

1 

.. 

n 

Rev. Date Nature of Changes Approved By 

[Rev 
Number] 

[Oafs of Issue] Original issue. 
[Procedure 
Approver 
Name] 

3. PROCEDURE 

3.1. Identification 

3.1.1. POLOMOLOK WATER DISTRICT maintains records that are needed to 
provide evidence of conformity to requirements and of the effective operation 
of the quality management system. 

3.2. Storage 

3.2.1. Softcopy records and data are stored on the company server or computers; in 
all cases, computers are subject to backup. 

3.2.2. Hardcopy records are stored in suitable cabinets that prevent damage or 
deterioration. 

3.2.3. Scanned documents are permanently stored and considered as active files. 
Each Division is responsible for the safekeeping of the documents. 

3.3. Retention, Retrieval 8~ Disposition 

3.3.1. Records shall be maintained a minimum three (3) years unless otherwise 
indicated below or as defined by customer, statutory or regulatory 
requirements. 



n 

3.3.2. Training records and other records pertaining to employees must be retained 
at least one year beyond that employee's end of employment. 

3.3.3. Records that are discarded after retention shal3 be permanently destroyed. 

3.3.4. When archived records are stored offsite or in another location, these shall be 
stored in a controlled environment that also protects them from damage or 
deterioration. 

3.3.5. As required by customer contract or regulatory requirements, quality records 
shall be made readily available for review by the requesting authority. Such 
review is limited to those records applicable to the customer or regulatory 
authority, and shall not allow for the accidental or intentional release of 
confidential information to an unauthorized party. 

1. 201 and 102 File —active file 
2. Vouchers 10 years 
3. Remittances Receipts (GSIS, HDMF, PhifHealth , BIR, etc) -active file 
4, Service Connection Contracts —lifetime 
5. Billing / Coilec#ion Ledger —active file 
6. Contracts —Deed of Donation, Sale —active file 

3.4. Protection 

3.4.1. The listed "controller" shown in the table below must ensure their assigned 
records remain legible, readily identifiable and retrievable. 

3.4.2. fn order to ensure protection of records, electronic records are subject to 
periodic backups, wi#h the backup stored on a separate server 

3.4.3. The MIS Section is responsible for backup of data. 

3.4.4. Quality records data stored on individuals' computers must either be backed 
up through the server (as above), or backed up manually unto the server. The 
individual users of such data are responsible when data is not backed up by 
the server. 

3.4.5. Entries made by hand on hardcopy forms shall be made in ink. 

3.4.6. White-out or correction tape is not to be used on any quality records. The 
correct procedure for making corrections is to cross the error out, make the 
correction and initial it. Optionally, date-sensitive corrections should be dated 
as we11. 



ii. Internal Audit for the QMS 

STEP ONE: Audit Plan 

~, 

j l 

Process to Audit {Audit Scope}. 

Audit Date{s): Lead Auditor: 

Audit #; Auditor{s): 

Site{sy to Audit: 

Applicable Clauses of [ISO 9047 or AS9100] Standard: 

Applicable Documents to Audit Rev. 

[Quality Manua! Doc Title] 

oE1JEr~AL 
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STEP TVVO: Compare Documenfiafiion vs. Requ~remenfis 

~, 

r 

Compare the short Client Name] documentation with the applicable clauses of [lS~ 900 or 
~t~9100j. 

1~1~ Evidence or 
question {o~ No~kes sheet 1Ref. 

r~~a3 # 

In general, does the [Short Client Name] documentation meet the 
requirements of [ISO 9001 or AS9100]? 

Review any customer requirements that may be applicable to this 
process. (If there are none, enter "N1A" in the middle column.} In 
general, does the [Short Client Name] documentation meet these 
requirements? 

Review any statutory or regulatory requirements that may be 
applicable to this process. (if there are none, enter "NIA" in the 
middle column.} In general, does the [Short Client Name] 
documentation meet these requirements? 

Indicate any suggestions for improvement related to the documentation: 

gg- . _ _ ~ 
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Compare the requirements of [l~~ 9~~~ or AS9'14o], the ~(~uality fl~anual Doc Title] and other 
documentation against what employees are actually doing in everyday practice. 

Requirement 

~~~~~'~; '~ Ce 
t~ue~tian 

Y!l'~ 

{ar 
NIA} 

Evidence o~ 
Wates sheet Ref. 

~ 

Review previous audits for this process. Review previous [GAR Form Albbreviatian~s issued 
against this process, or as a result of previous audits for this process, Add additional 
checklist questions here, based a~n the previaus audits, SCAR Form Abbreviations or other 
documents or requirements, as you see fit. 

Requirement 

Reference 
Q~.JeSt9{3n 

~l~f 

{ar 
NfA3 

Evidence ar 
~';$~~ sheet Ref. 

~ 
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Review the applicable procedure{s~ for this process and answer fhe questions below. 

Question 
Yl~ 

{or 
NIA} 

~vidience or 
dotes Sheet ref, 

~ 

Are the procedure steps accurate and complete as compared to true 
practice? 

Are there sufficient check steps (inspections, tests, reviews, 
approvals, sign-offs, etc. }that ensure the process outputs meet 
requirements before passing onto the next process 

Does the process appear to adequately meet the requirements of [!SO 
9001 or AS9100] and the {Short Client Name] documentation? 

Does the process appear to adequately meet all customer or 
regulatory requirements? 

Indicate any problems you uncovered with the process: 

Provide brief detains on any areas that you found were weft-implemented, particularly effective 
or worth noting as positive traits of the process. 

u~l`3~1-;i1L .~i~~ ~i`i 



Based on the findings and nonconformities you have recorded in the previous sections, summarize 
the necessary actions needed. For type, choose one of the following: 

C =Corrective action needed (existing noncompliance] 

P =Preventive action needed (potential noncompliance) 

®F! =Opportunity for Improvement 

it 
l 

p, 

cA~a Form 
Abbreviation] ~ 

~Eso ~oo~ 
or 

AS910o] 
Clause 

Describe finding as you want it to appear in the [CAR Form 
Abbre~iativn] system. Type 

Major 1 

MEno~ 

Requirement: 

Evidence: 

Rationale for Finding: 

Requirement 

Evidence: 

Rationale for Finding: 

Requirement: 

Evidence: 

Rationale for Finding: 

Requirement: 

Evidence: 

Rationale for Finding: 

Requirement: 

Evidence: 

Rationale for Finding: ~~-~`d~i-;!;L 

~ ~;, 
~/~~~~~ 
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All auditors on the audit team must submit their audit reports for summary and review by the Lead 
Audifor. Lead Audifor review the completeness of fhis report prior fo submitting if to fhe jSpecific Title 
for ISO 1[/IR~. Be sure frndings show objective evidence, fhat everything is written clearly, and that all 
checklist questions are answered. 

Audit report reviewed and ready for 
submission: 

J 

__ 

Signature of Lead Auditor 

Date 

~~tvLi ~F.L 



NOTES PAGE 

Your Note 
reference # 
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Notes, evidence, findings, comments, etc. 
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iii. Contro{ of Non-Conforming Outputs 

A 
Procedure: Control of Nonconforming Service on Mainline and Service Line 

P 

~+ 

n 

~-, 

,-, 

1. SUMMARY 

1.1. This procedure defines the requirements for identifying, processing and 
dispositioning of nonconforming service. 

1.2. The following definitions are important for a clear understanding of this procedure: 

1.2.1. "Nonconforming service" is any service provided to customers which is 
found to not conform to requirements. These requirements may be customer 
requirements, statutory/regulatory requirements, or any other requirement 
deemed by POLOMOLOK WATER DISTRICT. 

1.3. Nonconforming service can be discovered at any time, by any person or 
organization, including employees, the customer, regulatory authorities, etc. 

2. REVISION AND APPROVAL 

Rev. Da4e Nature of Changes Approved ey 

[Rev 
Number] 

[Date of 
Issue) Original issue. 

[Procedure 
Approver 

Name] 

3. CONTROLLING NONCONFORMING SERVICES 

3.1. Discovery and Reporting 

3.1.1. When nonconforming services are discovered by employees, this shall be 
documented on the Nonconforrrring Service Reporf (NSR). If the 
nonconforming service is reported by a third party, including a customer, the 
appropriate employee shall capture the information provided by the third party 
on the Nonconforming Service Report, including referencing any applicable 
notes, emails, or other documentation. 

3.1.2. The Nonconforming Service Report is sent to the EOD-CMS 1 NBE for 
initial confirmation /verification of the nonconformance. If it is determined the 
nonconformance did not occur, this can be noted and the NSR closed without 
further action. If the issue is confirmed, the procedure shall continue. 

3.1.3. The EOD-CMS shall then document details of the NSR and conduct a root 
cause analysis, utilizing other personnel and resources as necessary. The 
EOD-CMS / NBE may delegate this responsibility, if needed. 

3.1.4. The EOD-CMS will then oversee a disposition of the nonconforming service. 
This may include a refund, providing new services, providing corrected 
services, or other actions. All such actions shall be documented on the NSR 
form. 

3.1.5. If customer approval is sought for the disposition, this shall be recorded on 
the NSR; if the customer approval is provided in another document or email 
this shall be reference on the NSR instead. 



~. NONCONFORMANCE DATA ANALYSIS &TRENDING 

4.1. The EOD-CMS will present service quality (rend data to top management as part of 
periodic Management Review Meetings. 
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t~roced~re: Control of lolonconforrnin~ ~er~ice on UVater ~~~lity Testing 

~. SUMMARY 

1.1 _ This procedure defines the requirements for identifying, processing and dispositioning of 

nonconforming service. 

1.2. The following definitions are important for a clear understanding of this procedure: 

1.2.1. "Nonconforming service" is any service provided to customers which is found to 
not conform to requirements. These requirements may be customer requirements, 
statutory/regulatory requirements, or any other requirement deemed by 
POLOMOLOK WATER DISTRICT. 

1.3. Nonconforming result on Water Quality testing can be discovered at any time, by any person 
or organization, including employees, the customer, regulatory authorities, etc. 

2. REVISION AND API'RQVAL 

Rev. Date Nature of Changes Approved Dy 

[Rev 
Number] 

[Date of Issue] Original issue_ 
(Procedure 

Approver Name] 

3. CONTROLLING NONCONFQRMING SERVICES 

3.~. Discovery and RelOor~ing 

3.1.1. When nonconforming services are discovered, this shall be documented on the 
iVonconformirtg Service Report (IVSR). If the nonconforming service is reported by 
a third party, including a customer, the appropriate employee shall capture the 
information provided by the third party on the Noncorrfor~tirig Service Report, 
including referencing any applicable notes, emails, or other documentation. 

3.1.2. The lVonconforr~irtg Service f~eport is sent to the EOD-PS for initial confrmation 1 
verification of the nonconformance. If it is determined the nonconformance did not 
occur, this can be noted and the NSR closed without further action. If the issue is 
confirmed, the procedure shat! continue. 

3.1.3. The EOD-PS shall then document details of the NSR and conduct a root cause 
analysis, utilizing other personnel and resources as necessary. The EOD-PS may 
delegate this responsibility, if needed. 

3.1.4. The EOD-PS will then oversee a disposition of the nonconforming service. This may 
include a refund, providing new services, providing corrected services, or other 
actions. All such actions shall be documented on the NSR form. 

3.1.5. If customer approval is sought for the disposition, this shall be recorded on the NSR; 
if the customer approval is provided in another document or email, this shall be 
reference on the NSR instead. 

~. NONCONt~ORMANCE DATA ANALYSIS ~ TRENDING 

4.1. The EOD-PS will present service quality trend data to top management as part of 
periodic Management Review Meetings. 
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iv. Nonconformity and Corrective Action 
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REPUBLIC OF THE PHILIPPINES 

POLOMOLOK 1NATER DISTRICT 
National Highway, Polomolok, South Cotabato 

Tel. Nos. (083) 500-9261 / 500-94301500-93141500-9400 
Telefax No. {083) 500-8008 

NON CONFORMITY AND CORRECTIVE ACTION REPORT 

STATEMENT OF NON-CONFORMITY: 

ROOT CAUSE ANALYSIS: 

CORRECTION: 

CORRECTIVE ACTION: 

VERIFICATION OF EFFECTIVENESS: 

rr~~~~;~. ~,~~_4~~ Jar -,-r ;r , a ~:: 
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REPUBLIC OF THE PHILIPPINES 

POL~MOLOK WATER D{STR{CT 
National Highway, Pofomofofc, South Cotabato 

Tel. Nos. (083} 500-9261 1500-9430 / 500-9314 / 500-9400 
Tefefax No. (083) 500-8008 

PROCEDURE FOR THE CONDUCT OF CUSTOMER SATISFACTION SURVEY 

' ! 

~

l
1 

r _~ 

lJ 

n 

~~ 

!1 

FR ~S'~~fi~~~. 

C~'.tiLR.eCF 
iCUgTiGP.l~ri 

S~.TlS~A+~TNCt~ 

w— -~ 
ri3IF'.~.'YL 6~G~i~; 
P_L:t:l~T Ce~r: iTf.-0 t9 
LrJ Flt:-tip Sid~'kYX 

r~yt 

f 

T~rsLt[.,Si.'1~E 
~LISTOSJ~Ef3. 
Es~tFr~'EY 
FCftP.i~ 

~lEs~t~T 
F+.~51.1irT a~F 

t ?a:U'3 

y~ 

~~ 

~~ 

r 

YES'JR s~0 

3. P.F:3L'M:",~~ ~-wig": k:E~ 
c. {~B=i~~ FhC~ITE~ 

E. A9F.X`.5'~riTai GL1tlF'i.~+1k{T.°s'? 

Lti~E~t~Ai~ ~,Y~ i1•=1~.CT~«'.`eiTH 
F~L~4k'Ci S~EraYtC:~~7 

L a IIv F ~1LC-fly 

Si~aYh tC>Z,t~ 8: 

~~ 

~ ~:sr~iz~ n.~~e.4z>'~ 
~i.`r~t' Rr11 Ci 
iL~4~14~,kl1Tf a .~.~ 
s~~ifititi 1.Ciiti 

~_-- __.~ 

' i1L+DcZiT K05WLJlg.0 -
' ~atxtstiMr C 

e
i4.9'~TLtltir4Yiii~W tC -
u~.Y~T ~~~~C~~ 

S~ ~~.~~i 

~~ Tle.✓tYY~T{~'~'A 

f... r, r , ., ...~ 
f:' ~'~ j  . 

~7L'I~~r_i'~1-LL. 



v. Mo~itorir~~ ar~~ ~'leasuremen~ of Clienf ~afi~faction 

~. 

P~L~M~LUK 1I~ATER D~STR~~T 
National Highway, Polomalok _ _ .__ 

~~'~MER ~ATtSFACT~~N ~t~~V~Y 
C#~ri4FtDEt~'~1A:1e.~'~ENt AG~~?MPUSHx > 

~ ern ~~~p~ ~rrith ~/®ur ..n 
Ako ay masaya sa inyong ... 

YES NQ 

YES NO 

!. 1~ATER QllAL[TY ~Nlalinis po ba ang kalidad ng fubig?) 

I1. i1tIATER S~IRPLY (Palagi po bang may tubig sa inyo?) 

#!!. PERS®NNE SER~fICES (Kuntento ba kayo sa serbisyo n. 

a. In what area are you satisfied? 

(Sa anong serbisyo po kayo nasisiyahan?} 

b. In what area do you have complaints? 

(Sa anong serbisyo pa kayo may reklamo?) 

ill. oFEICE PAClL~'!~S (Komportable po ba kayo sa aming pasilidad?} 

~}~ER-ALL, ARE YOB SATISFIED V1f~T~ COL. wttD SEt4ViCE~'% 
{~a pangkabuoan, nasisiyahan p© ba kayo sa aming serbisyo?) 

Do you have any comments f suggestions to further improve our services? 

I;/layroon ba kayong anumang mga pupa o mungkahi upang mas lalo pang 
mapabufi and arming serbisyo? 

CilSTUM~R.'S aETAlL.S 

Name : (OPTIONAL.} 

Address : REQUIRED) 
Please drap fhis form in the box near the Public Informafian and Assistance Desk (PIAD}. 

Thank You. 

REPORT LEAKS AND ILLEGAL Ct3I'+iNECTIaNS. 
CALL WD NOTLIN£ NO. 500-9400 or TEXT CP NO. 09179425459 

We have 24/7 maintenance monitoring 

~tf~~i=~/-1L 
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vi. Management Review 

In attendance: 

NAME TITLE 

ENGR. SOLITO T. TORCUATOR General Manager 

ANA SORITA S. ALOVERA 
Admin. Department Manager 

ENGR. NICASIO B. ESPESOR EOD -Division Manager 

ENGR. CECIL D. MIRASOL Commercial Division Manager 

MARLENE C. CAGATA Finance Division Manager 

Absent: None 

NAME TITLE 

Management Review Inputs 9.3.2. 

NOTE: This is the first time that Polomolok WD conducted a Management 
Review. 

a) The status of actions from previous management reviews; 
No status of actions from previous management reviews to discuss. 

b) Changes in the external and internal issues that are relevant to the quality 
management system; 

PoIWD Management has just identified the external and internal issues 
relevant to the QMS. 

KRA INTERNAL ISSUES EXTERNAL ISSUES 
Political Threat of Federalism, 

Bangsa Moro Basic Law 
{BBL) &Privatization 
issues 

Economic High account 
receivables 

e Deferred 
implementation of 

water rate increase 

Inflation rate 
Imposition &collection of 
income tax of BIR 

~~ `alt~. `t~af., . 
icr_• Ur.iV..~ ,~1 



n 
~ l 

Q 

fj 

~ , 

Legal ® Tedious process far 
lot transfer of 
problematic acquired 
lots 

® Unclear legs! decision 
on the imposition of 
Production 
Assessment Charge 
(PAC) 

• Unresolved issue on 
ownership of DARBC 
lot with 
improvements at PS 
5 subject to COA's 
disallowance 

® On-going legal issue 
on disallowances of 
employees benefits 

® Recall of deputization of 
WD's as sole franchisee 
within the service area 
by NWRB 

• Pending Supreme Court 
decision on COAs 
disallowances on 
employee's benefits, etc. 

® Pending RTC decision 
on Civil Case No. 801-
2016 (lot ownership of 
Delay donated lot) 

® Delayed NWRB 
approval of water 
permits &increase in 
praduction capacity 

Environmental • Lack of funds to 
sustain plans & 
programs on 
watershed 
rehabilittaion 

• No DENR designated 
watershed area for 
Po1WD 

• Not yet established 
Septage 
Management in 
compliance with the 
requirements of RA 
9275 (Clean Water 
Act of 2004} 

• No LWUA /DOH 
approved Water 
Safety Plan (WSP) 

® Worsening climate 
change 

• Kaingin, illegal logging, 
grass fire in the 
watershed area 

c) Information on the performance and effectiveness 
sysfem, including trends in: 

NOTE : Polomolok Water District is still on the 
with the QMS. 

of the quality managemenf 

process of complying 

9) Customer satisfaction and feedback from relevant interested parties; 

L 
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• 

• 

• 

• 

as part of loan 
availment 
requirements 
Insufficient funds for 
major projects 
Lack knowledge and 
effort on fund 1 grant 
outsourcing 
Maintaining costly 
equipment e.g. 
disposable computer 
accessories 
No BOD approved 
Business Plan 

• 

• 

COA's delayed ac#ion on 
PoIV11D's request for 
write-off 
Stringent bank policies 
on {owns 
Prioritization of 3~d class 
municipalities and 
Muslim areas to avail of 
foreign aid 

Social Needs enhancement 
on Information and 
Education Campaign 
{IEC) program 

• Needs improvement in 
community relations and 
linkages with other 
government agencies 

• Threat of robbery / 
hold-up of tellers and 
cashiers during 
collection 

• Problem on peace and 
order 

Technological • Lack enforcement to • Slow internet connection 
implement internet 
policy 

• Limited internet 
providers 

• Needs updating of • Costly Microsoft licenses 
customer's contact 
numbers for text alert 

• Poor after sales service 
l=ast changing 

• Needs additional 
training of some 
program users i.e. 
meter readers, 
plumbers, inspectors, 
operators 

technology e.g. gadgets 
for meter reading 
No available spare parts 
for replacement of units 

• Needs equipment 
and program 
installation i.e. GIS, 
DMA and hydraulic 
analysis program 

• Compatibility of 
program with existing 
units 

=t~~~ tit. s..,:}. u 
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Customer Survey Form will be amended in alignment with the QMS 
efFective 1St quarter of 2017. 

2) The extent to which the quality objectives have been met; 
Recently approved Quality objectives was communicated and posted 
within PoIWD premises on January 9, 2017. 

3) Process performance and conformity of products and services; 
The result ofi the evaluation will be relayed by end of the year. 

4) Nonconformities and corrective actions; 
These wi{I be acted in conformance with the QMS. 

5) Monitoring and measuring results; 
These will be acted in conformance with the QMS. 

6) Audit results; 
The Internal Audit Committee will undergo training on January 30 to 
February 3, 2017. 

7) The performance of external providers; 
The result of the evaluation will be relayed by end of the year. 

d) The adequacy of resources; 
The adequacy of resources will be validated by end of the year. 

e) The eh`eetiveness of actions taken to address risks and opportunities (see 
6.11); 
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Po1WD Management has just identifiied the risks and opportunities. 

f7 Opportunities for improvement. 
PoIWD Management has just identified the opportunities for 
improvement. 
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Optional (May also be submitted as the following documented information as 
required by ISO 901: 2015). 

vii. Risk Assessment and Controls 

viii. Managing Organizational Knowledge and HR Competency 
Development Program 

ix. Evaluation of External Providers 

x. Monitoring of costumer and External Provider's Property if applicable. 

xi. Maintenance Program for Monitoring and measuring 
Resources/Equipment. If Applicable 

xii. Maintenance Program For Infrastructure and Work Environment 

~ENEr~AL n~ ;i~lR~~~ t~t 



f) List of internal and externally generated referencesldocuments 
necessary for the effective planning and operations of the QMS include 
the document title, document code originator {source of document) 
effective date and revision number if applicable. 

The following documents or references were sourced out to facilitate PoIWD's 
effective planning and compliance of its QMS requirements. 

® ISO 9001:2015, Quality management systems —Fundamentals and 
vocabulary 

® Baliwag Water District website 
® Dumaguete Water District website 
® Tanauan Water District website 
® Department of Budget and Management (DBM) forms, 
® Philippine National Standard for Drinking Water (PNSDW) 
® Clean Water Act 
® Local Water Utilities Administration (LWUA) Operations &Maintenance 

Manual 
® Philippine National Standard (PNS) 
® Water Code of the Philippines 
® http://swebokwiki.org/Chapter 5: Software Maintenance 
® hops:l/www.ohio.edu/riskandsafefiy/continuitylupload/Glossary Definifions.pd 

f 
® hops://www.ncbi.nlm.nih.govlpmc/articles/PMC4051748/
® http://wiki.java.net/bin/view/People/SmellsToRefacto rings 
® http://www.refactoring.com/
® http://www.tarrani.net/ServiceDeliverylMaintServPer.pdf 

hops://www.d.umn.edu/~gshute/softens/process.html 
® hops://en.wikipedia.orq/wiki/Software development process 
® https:l/www.oxebridge.com 

Sri 



g} Description of relevant interested parties and their requirements. 

INTERNAL DESCRIPTION REQUIREMENTS 
1. Employees Human resource Recognition and 

(Permanent and responsible for the reward 
other manpower delivery of our services. Training 
services i.e. Job • Health and Safety 
Order • Job security 
Laborers / Arivate 
plumbers / 
Drsconnecfors) 

Payment of 
compensation based 
on SSL 

• Good working 
condition 

2. Board of Directors / 
Top Management 

• Policy making body of 
the District /Manages 
and oversees the over- 
all operation of the 

• Good financial, 
personnel and 
operational 
management 

District Gaod governance 
• Professionalism 

EXTERNAL REQUIREMENTS 
1. Customers /End- Direct clients /recipient of • Quality service 

users our services 2417 delivery of potable 
water supply 

• Prompt maintenance 
service 

• Service oriented 
personnel 

• Affordable water rate 

2. Potential customers Other residents within the 
service area not yet 
reached by PoIWD 
services 

• Expansion of water 
services in some 
Barangays 

3. Regulators (LWUA, 
CSC, DBM, COA, 
GS1S, NWRB, 
HDMF, OGCC, 
PHIC, etc) 

Issue regulations that 
have impact on the 
management system, 
employees and services. 

• Compliance with other 
regulatory 
requirements 

4. Suppliers Provide goods, 
infrastructure and services 
needed in the operatian 

Prompt payment 
Sufficient technical 
specifications 

5. Bankers Provide financial services, 
safekeeping of deposits, 
offer loan opportunities. 

® Good credit standing / 
credit worthy 
Continuity of accounts 
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® Compliance with bank 
requirements 

6. Certification Bodies Conduct conformity 
assessment and issue 
cerfifiication for having 
complied with the 
requirements of quality 
management systems 

Compliance with ISO 
QMS requirements 

7. Community A large social group 
located within the juridical 
boundary of the 
municipality 

Improvement in 
community relations 

S. Legal counsel Provide legal services 
(consultation, dispensation 
of advice, handling cases 
and giving of legal 
opinion) 

Prompt payment for 
services rendered 
Compliance with 
OGCC requirements 
for the renewal of 
contract 

9. Testing Laboratories Provide external services 
on Micro-Biological 
Testing, Physical & 
Chemical Analysis and 
Pesticide Analysis 

Prompt submission of 
samples with 
observance of 
standard procedure 

10. Media Provide the public with 
real-time information / 
announcements 

Accurate and valid 
information 
Harmonious working 
relationship 

11. Insurers 
® GSIS 
® Perla 

Comparia de 
Seguros 

Provide insurance policy / 
coverage for buildings and 
vehicles 

• Prompt submission of 
supporting documents 
for claims 
Prompt payment 

! !. 
'~3~1 i~~i ~i ~i 4_~~~ 

L C'1 



h) Approved fist of identified relevant interested parties, including their 
issues, and corresponding action plans to address the issues. 
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INTERESTED PARTY ISSUES 
ACTIQN PLAN TQ 

ADDRESS TF-fE ISSUES 
1. Customers / 

End-users 

• 

Presence of coli#orm 

interrupted water 
service and supply 

• Sustain chorine gas 
Treatment 

• Monitor Chlorine 
Residual Test at end 
paints daily 

• Comply with PNSDW 
standard 

• Conduct Monthly 
Bacteriological Testing 
and annual Physical, 
Chemical Analysis and 
Pesticide Testing on 
schedule 
Implement projects to 
address problem on 
water supply 

• Develop a systematic 
response activity 

2. Prospective 
customers 

Limited expansion 
project implementation 
to #ar flung Barangays 

Intensify marketing 
efforts 
Source out additional 
funds 

® Negotiate #or turn-aver 
of BAWASA to PaIWD 

3. Employees Threat of privatization Sign position paper 
supporting PAWD 
representation to 
Senate and Congress 

4. Regulators • Delayed submission of 
documentary 
requirements 

Prompt compliance 

5. Suppliers 

• 

Staggered payment of 
payab(es 
Insufficient 
speci#icatians 

• Review payment 
scheme vis-a-vis fund 
availability 
Require requestor/s or 
end-users to attach 
speci#ication of item/s 
to be purchased 

~ti f  l` ~ S-. "ltd. ~ _ 

~~~i~l~,=;1; 
.5_J~-4 7 RJ~I 

u~FJ 

r 



.. 

! ~ 

n 
~~ 

~1 

6. Board of 
Directors /Top 
Management 

• Lack of proper 
communication 

• Conduct immediate 
information 
dissemination and 
work 1 act within the 
agreed timeline 1 
prescribed period 

7. Bankers a Monopoly of 
government banks for 
GOCC's and other 
government agencies 

Maintain goad working 
relationship 

8. Certification 
Bodies 

• Lack of training for lS0 
9001:2015 compliance 

• Conduct training on 
!SO 9001:2015 
alignment and 
certification 

9. Community • Needs more expansion 
projects to cover other 
Barangays not yet 
connected with PoIWD 

• Lobby with LGU, 
Barangay officials, 
BAWASA officers for 
possible turn-over of 
existing facilities 

10. Legal counsel I 
Attorney 

• Stringent government 
policies on retainership 
resulting to delayed 
renewal of contract and 
payment 

Advance processing I 
renewal of contract 

11. Laboratories • Immediate request for 
re-testing services 

• Look for alternative 
DOFi accredited or ISO 
certified laboratory 
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i) Description of the organizational context, e g PESTEL (Political, 
Economic, Social, Technological, Legai and Environmental). SWOT 
(Strength, Weakness, Opportunity and Threat) or other framework or tool 
to analyse and monitor internal and external issues that may have impact 
in the organization. 
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BRA INTERNAL ISSUES E)(.TERNAL ISSUES 
Political • Threat of Federalism, 

Bangsa Moro Basic 
Law (BBL) & 
Privatization issues 

Economic • High account 
receivables 

Inflation rate 
Imposition & 

• Deferred 
implementation of 

collection of income 
tax of BIR 

water refs increase 
as part of loan 
availmenf 

• CFA's delayed action 
on PoIWD's request 
for write-off 

requirements • Stringent bank 
® Insufficient funds for 

major projects 
policies on loans 
Prioritization of 3rd 

• Lack knowledge and 
effort on fund /grant 
outsourcing 

class municipalities 
and Muslim areas fo 
avail of foreign aid 

• Maintaining costly 
equipment e.g. 
disposable computer 
accessories 

• No BAD approved 
Business Plan 

Social • Needs enhancement 
on lnformafion and 
Education Campaign 
(IEC} program 

• Needs improvement 
in community 
relations and linkages 
with other 

• Threat of robbery / government agencies 
hold-up of falters and 
cashiers during 
collection 

• Problem on peace 
and order 

Technological • Lack enforcement to 
implement Internet 
policy 

• Slow infernet 
connection 
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Needs updating of 
customer's contact 
numbers for text alert 
Needs additional 
training of some 
program users i.e. 
meter readers, 
plcrmbers, inspecfors, 
operafors 
Needs equipment 
and program 
installation i.e. GlS, 
DMA and hydraulic 
analysis program 

Limited Internet 
providers 
Costly IVlicrosoft 
licenses 
Poor after sales 
service 
Fast changing 
technology e.g. 
gadgets for meter 
reading 
No available spare 
parts for replacement 
of units 

® Compatibility of 
program with existing 
units 

Legal Tedious process for 
lot transfer of 
problematic acquired 
lots 

Recall of deputization 
of WD's as sole 
franchisee within the 
service area by 

® Unclear legal decision 
on the imposition of 

NWRB 

Pending Supreme 
Production Court decision on 
Assessment Charge 
(PAC} 

COAs disallowances 
on employee's 

® Unresolved issue on benefits, etc. 
ownership of DARBC 
lot with 
improvements at PS 

® Pending RTC 
decision on Civil 
Case No. 801-2016 

5 subject to COA's 
disallowance 

(lot ownership of 
Delay donated lot) 

® On-going legal issue 
on disallowances of 
employees benefits 

Delayed NWRB 
approval of water 
permits &increase in 
production capacity 

Environmental Lack of funds to 
sustain plans & 
programs on 
watershed 
rehabilitation 

Worsening climate 
change 
Kaingin, illegal 
logging, grass fire in 
the watershed area 



• No DENR designated 
watershed area for 
PoIWD 

• Nat yet established 
Septage 
Management in 
compliance with the 
requirements of RA 
9275 (Clean Water 
Act of 2004) 

• No LWUA /DOH 
approved Water 
Safety Plan (WSP) 
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j) Description of type and extent of control of external providers to ensure 
that externally provided processes products and services meet 
requirements; and 

i t 

~~

,,: 

n 
1 
n 

OUTS®IJRCE® 
PRt3GESS 

PR®l/IDERS C®NTR®L METH®®S 

Calibration services 

• Department of 
Science & 
Technology 
{DOST) Region 
XI and other 
certifying 
bodies 

Require laboratory to hold active PAB 
registered 
Calibration certificates 
Evaluation of services 

Re air works of p 
vehicle and 
equipment 

Motor shop, 
machine shop, 
computer 
centers 

• Approved Job Order Contract 
Request 

• MOA far major repair 
• Request for Quotation {RFQ) / 

Summary of Canvass 
Shop Drawings /Specifications 

• Warranty Period 
® Evaluation of services 

Supplies /materials 

• Suppliers (see 
attached list) 
Department of 
Budget and 
Management 

Shopping /Small Value Procurement) 
• Award projects to legitimate bidder/s 

(able to comply with GPPB minimum 
requirements (PhiIGEPS registered, 
Mayor's permit, SEC or DT1 registered, 
others) 

• RFQ, Summary of Canvass, Purchase 
Order (PO) 
Delayed delivery —subject to 
Liquidated Damages {LD) 

Public Bidding 
• Award projects to legitimate bidder/s 

(able to comply with Eligibility, 
Technical ,Post Qualification 
Evaluation, Posting of Performance 
Bond and passed on-siteTesting} 

® Contract signing / PO 
® Delayed delivery —subject to 

Liquidated Damages {LD) 
® Result of the periodic review of 

external provider performance 
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fnspection of products upon receipt 

Evaluation of supplier's performance 
NOTE: compliance with RA 9184 

® Award project to bidder with legitimate 

• RFM printing printing press and able to comply with 

Press (GSC) GPPB minimum requirements 

® 
Gregoria 
Printing Press 

(PhiIGEPS registered, Mayor's permit, 
SEC or DTI registered, others) 

(GSC) Require print-out materials and 

Printing services • King Printers 
(Davao) 

management approval prior to actual 
printing 

® 
B-ads Graphics 
Icon, Inc. 
(GSC} 

Evaluate performance 
fnspection of products or verification of 
services upon receipt 

® Require Authority To Print (ATP) for 
Official Receipts (OR) 

• South Cotabato 
Provincial 
Hospital 

• Davao City 
Water District 

Require lab to hold active ISO 
certificate or Department of Health 

(DCWD) 
(DOH) accredited. 

• Bureau of Plant 
Review certificates for compliance 

Testing services Industry 
Region XI 
(Davao) 

Results of testing provided within 7 
calendar days from date of receipt of 
sample/s 

® University of 
Immaculate 

Evaluation of services 

Conception 
(Davao City) 

Labor services Contract 
• Accredited 

Skilled worker 
Private 

NC II for Plumbing Certificate 
Plumbers / 
Disconnectors 

Job Order 
• Performance evaluation 

® Pakyawan / 
Work Order Contract 

Laborers 
• Job Order 

employees 
Job Order contract 
Performance evaluation 



Legal services 
Saligumba Law 
Office 

® 

® 

® 

® 
® 

• 

Require retained legal counsel to be 
an active IBP member 
Contract approved by the Office of the 
Government Corporate Counsel 
(OGCC) 
Concurred by the Commission On 
,audit (COA) 
Documents notarized within a week 
from date of submission 
Timely submission of legal documents 
Availability for legal consultation 

Performance evaluation 

® Land Bank of 

Banking services 
the Phil (LBP} Government bank 

® Amanah Bank 

® Bangko Sentral ng Pilipinas {BSP) 
® Rural of 

Clearance as collecting agent 
Polorno4ok, Inc. 

Memorandum of Agreement for the 
Collection services Peninsula Dev't 

Bank 
® 

collection 
Daily Collection Report 

• Gaisano Grand 
Polomolok 

Rental services 
• Brgy. Cannery 

Hall 
Memorandum of Agreement for lease 

• DARBCI Lot 

® DXCP Radio Contract 
Media services Station (GSC) Performance evaluation 
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k) Approved list of identified risks and opportunities with corresponding 
action plans. 
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R[SKS OPPORTUNITIES ACTIQN PLANS 
WATER PRODUCTION 

+ electro-mechanical 
equipment breakdown 
(Pumping operation) 

Reliable water supply 1 increased 
customer satisfaction 

Follow SOP on preventive and 
corrective maintenance of pumping 
equipment and close monitoring of 
pumping operation 

WATER QUALITY ASSURANCE 
• Absence of LWUA - 

DOH approved Water 
Safety Plan (WSP) 

Potable wafer supply / increased 
customer satisfaction 

Crafting and submission of WSP to 
LWUA and DOH for approval 

• Health hazards 1 
contamination 

Compliance with PNSDW / 
increased customer satisfaction 

Follow sampling SOPs 

• Non-compliance to Phil. 
National Standard to 
Drinking Water 
(PNSDW) 

Compliance with PNSDW l 
increased customer satisfaction 

Ensure compliance with PNSDW 

• under 1 over feed rate of 
chlorination equipment 

Compliance with PNSDW /improved 
monitoring / increased customer 
satisfaction 

Check daily chlorine feed rate at 
Pump Station and residual 
monitoring at end points 

INSTALLATION OF NEW 
SERVICE CONNECTION 
9. Inspection /Cast Estimate Improved site inspection activity / 

increased customer satisfaction 
Get applicants detailed information 
and retain 2~d copy of cost 
estimate 

• Site cannot be located 
• Applicant not present on 

site 
• Rainy weather 
• Vehicle breakdown 
• Absence of Inspector 

Lost estimates 
2. Processing of documents Improved processing of documents / 

increased customer satisfaction 
Require complete submission of 
documents 

• Lacking requirements 
• Misplaced documents 
• Unavailability of 

draftsman 
• Absence of approving 

personnel 
3. Installation of new service 
connections 

On-time installation of new service 
connections 1 increased customer 
satisfaction 

Train additional private plumbers to 
hasten installation and strictly 
implement installation target time 

• Availability of accredited 
plumber 

• Lack of stocks on 
storeroom 

• No plumbing installation 
after the meter 
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WATER SUPPLY 
DISTRIBUTION 
1. Customer complaints due to : Efficient water service assured / 

increased customer satisfaction 
Ensure 2417 potable water supply 
and restoration of interrupted 
service w/in 24 hours 

• Low pressure 
• water interruption 
• Delayed work duration 
• Non- conformance with 

repair standards 
2. High water wastage /NRW Reduced NRW Strict implementation and 

evaluation of NRW program by 
NRW Committee 

3. Lack of materials on stocks 
PROJECT DESIGN AND 
IMPLEMENTATION 
1. Delayed project 

implementation due to: 
On-time completion of expansion 
projects to areas not served by 
PoIWD services 

Ensure approval of regulatory 
permits required by other 
government agencies 

• delayed approval of 
permit from DPWH, 
LGU, others 

• road-right-of-way 
problem 

• unpredictable weather 
condition 

• long public bidding 
process 

• delayed delivery of 
materials 

TRANSMISSION & 
DISTRIBUTION LINE 
INSTALLATION 

• variation of actual / 
present situation from 
original plan 
Repair and maintenance 
of pipelines 

Provision of budget for contingency 
fund /improved services 

. Approva! of Supplemental 
budget intended for 
unforeseen situation 

• Strictly follow SOP on repair 
time 

PRESSURE MANAGEMENT 
• Insufficient pressure 

management plan 
Establish stable pressure 
management 

Craft comprehensive Pressure 
Management plan 

• lack of equipment used 
forthe implementation of 
pressure management 

Purchase complete equipment for 
pressure management 

Include in yearly budget /procure 
phase by phase 
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2) Approved PAWIM. Including Farms 

a. Operating procedures of the frontline or core processes) covered by the 
QMS (same as Item A (7) of this Annex) —shall include the operating 
procedures of the frontline or core processes) covered by the QMS, with 
clear description of the control of service delivery, i e .characteristics of 
the products to be produced ,the services to be provided, or the activities 
to be performed and the results to be achieved, and the implementation 
of actions to prevent human errors. 

POLOMOLOK WATER DISTRICT 

QMS —WATER PRODUCTION &DISTRIBUTION 

CORE PROCESSES COVERED BY THE QUALITY MANAC;EMENT 
SYSTEM 

A. EOD-Production Section 

1. Water Production 
• Pumping Operation 

2. Water Quality Assurance 
• Treatment by Chlorination 
• Conduct of Sampling 

B. EOD-Construction &Maintenance Section 

1. Water Supply /Distribution 
• Project Planning and Implementation 
• Pressure Management 
• Transmission &Distribution Line Installation 
• Installation of New Service Connection 

C. Maintenance 
• Pull-out and Installation of Submersible Pump and Motor 
• Repair and Maintenance of Transmission &Distribution 

Lines 
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POLOINiOLOK WATER DISTRICT 
PolomoJok, South Cotabato 

Engineering &Operations Division— Production Section 
QMS Water Production and Distribution 

Procedure : Purr9ping Operation 
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1.0 Purpose 

1.1 This procedure describes the process of water production operations using 
electro-mechanical equipment for Polomolok Water District (PoIWD) to continue 
providing potable water to its customers. 

2.0 General Policies 

2.1 National and local taws and regulations, as amended, including, but not limited to 
the following: 

Presidential Decree (PD) 198 or the Provincial Water Utilities Act of 
1973 

Occupational Safety and Health Standards 
• Philippine National Standards for Drinking Water 

2.2 Key internal policies: 

• Water Safety Plan 

• Supplies request and return policies 

• Materials movement policies 

® Vehicle use and authorization policies 

• Consumer management policies 
2.3 Other relevant policies imposed by other government agencies such as local 

government units (LGUs), etc. 

3.0 Definitions 

Submersible Pump and Motor 

• Equipment used in extracting water from water wells based on the 
approved design and specification. 

Booster Pump 
• Used for water treatment by chlorination by creating vacuum that feeds 

liquid chlorine as part of the process in accordance to standards set by 
PNSDW. 

Chlorination Equipment 
• Used to maintain adequate supply of liquid chlorine at standard rate set by 

PNSDW. 

Flow Meter 

• Device used to measure the flow of water being extracted from water wells 
towards storage area. 

Controls 
• Used for fully automated operation and set as safety device for ail 

pumping equipment used during daily water production. 
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4.0 Responsibilities 

4.1 The owner of this process is the Engineering &Operations Division -Production 
Section Supervisor (PSS). 

4.2 The Sr. Water Utilities Management Officer (SWUMO) is responsible for 

overseeing a[I stages of the process, 
ensuring that the quality and safety policy is observed at all times, 

preparing and submitting documentation and reports, 

• coordinating activities with concerned PoIWD divisions and external parties, 
e identifying problems and solutions related to the process, and 
• reporting summary of total water production and operational expenses to 

the Engineering &Operations Division Manager 

4.3 The Water Utilities Management Officer A {WUMO-A) is responsible for 
monitoring of well water production operation, ensures that daily operation 
procedure followed at all times, and submits summary report to Production 
Supervisor. 

4.4 The Water Resources Facilities Operator (WRFO) is responsible for day to day 
operation on water production, maintain and records operational data on water 
production including pumping equipment and controls, and submits summary 
to the Assistant/ Production Supervisor. 

4.5 The Engineering &Operations Division Manager is responsible far evaluating 
and taking action, as necessary, based on site inspection, reports, requests and 
other feedback on the process. 

5.0 Equiprent 1 Software 

5.1. Submersible Pump 
5.2. Submersible Motor 
5.3. Booster Pump for Chlorination 
5.4. Chlorination Equipment 
5.5. Flow Meter 
5.6. Controls 

6.0 Instructions 

6.1. The Water Resources Facilities Operator (WRFO) ensures the operational 
status of the pumping equipment including controls and other accessories by 
regularly checking on controls, boaster pump, chlorination equipment and 
generator set to ensure continuous operation. 

6.2. Immediately report and seek assistance from the Production Maintenance 
Team if unusual observation discovered. 

6.3. Record all data on daily pumping operation and submit summary to WUMO-A. 

6,4. The Production Maintenance Team ensures the operational capability of the 
pumping equipment, conduct and record scheduled preventive maintenance as 
stated on the Preventive Maintenance Schedule as prepared by the Product 
Supervisor. 
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6.5 The Water Resources Facilities Operator (WRFO) and Production Maintenance 
Team shall secure trip ticket from Production Office and duly signed by the Sr. 
Water Utilities Management Officer (SWUMO) /authorized signatory prior in 
conducting assigned task. 

7.0 Forms and Records 
7.1. Daily Pumping Operation Monitoring Report 
7.2. Trip Ticket 
7.3. Weekly Accomplishment Report 

8.0 Related Documents 
8.1 Water Safety Plan 
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., POLOMOLOK WATER DISTRICT 

Polomolok, South Cotabato 
Engineering &Operations Division— Production Section 

QMS Water Production and Distribution 
Procedure :Treatment by Chlorination 
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7.0. Purpose 

1.1. This procedure describes the pracess of chlorination (sub-process of water 
quality assurance) which is necessary for Polomolok Water District to continue 
providing potable water to its customers. 

2.0. General Policies 

2.1. National and local laws and regulations, as amended, including, but not limited 
to the following: 

• Presidential Decree (PD} 198 nr the Provincial Water Utilities Act of 1973 

• Philippine National Standards for Drinking Water (PNSDW} of 2007 of the 
Department of Health (DOH) 

• Occupational Safety and Health Standards 

2.2. Key internal policies: 

• Water Safety Plan 

• Supplies request and return palicies 

• Vehicle use and authorization policies 

2.3. Other relevant policies imposed by other government agencies such as the 
Department of Health {DOH}, local government units (LGUs), etc. 

3.0. Definitions 

3.1 Chlorination —the process of adding the element chlorine to water disinfection to 
make it fit for human consumption as drinking water. (PNSDW 2007} 

3.2 Residual Chlorine — An assurance of protection of the microbiological quality. 
When a sufficient dosage of chlorine is applied to water, microorganisms 
of sanitary significance are destroyed and there is a reaction on all oxidized 
matter. After all these reactions have taken place, at the end of a specified 
contact time, there remains a certain minute quantity of chlorine in the water. Its 
presence in the water is usually an indication of sufficiency of treatment or 
chlorination, and is therefore an assurance of protection of the microbiological 
quality. (PNSDW 2047) 

4.0 Responsibilities 

4.1 The Water Quality Assurance In-Charge (WQAC) is responsible for the 
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Proper inspection and chlorination of, and residual testing in the pumping 
stations, 

® identifying and reporting problems, issues and/or aspects that need 
improvement related to the sub-process, 

® carrying out solutions to the problems, issues and/or aspects that need 
improvement within their scope of authority, 

a proposing solutions to problems, issues and/or aspects that need 
improvement outside their scope of authority, and 

® Accomplishing related forms and reports according to standards. 

4.2. The Water Quality Assurance In-Charge {WQAC) is responsible for verification 
and resolution of issues identified with the gas chlorinator and related 
equipment. 
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4.5. 

5.7 

5.1. 

6.0. 

6.1. 
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6.2. 

U 6.3. 

4.3. The Water Utilities Management Officer A (WUMO-A) is responsible for 

® ensuring that the WQAC conducts the activities according to standards, 
® identifying problems and solutions related to the process, 
® reporting the status of chlorination activities to the Production Section 

Supervisor, and 
® maintaining forms and reports related to the process 

4.4. The Sr. Water Utilities Management Officer (SWUMO) is responsible for 

® Reviewing chlorination reports including the problems identified and 
solutions carried out and proposed, 

® ensuring that the process is being performed according to standards, 
® evaluating the effectiveness and efficiency of the process, and 
a reporting about the chlorination process to the Engineering Division 

Manager 

The Engineering &Operations Division Manager is responsible for evaluating 
and taking action, as necessary, based on reports on the chlorination process. 

Equipment /Software 

The chlorination process makes use of a gas chlorinator. 

Instructions 

The WQAC follows the schedule prepared by the SWUMO. 

The WQAC requests for materials using Requisition &Issuance Slip (RIS) and 
prepares trip ticket. 

The WQAC inspects the Pumping Station and accomplishes the Chlorination 
Report. 
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6.4. The WQAC checks the residual chlorine at the source and records the result in 
the Chlorination Report. 

6.5. The WQAC completes the Chlorination Report with other observations, 
problems and issues identified, then signs it before moving on to the next 
pumping station on the schedule. 

6.6. At the end of the working day, the WQAC submits the Chlorination Report to 
the WUMO-A. 

6.7. The WUMO-A reviews the report and identifies issues documented in the 
report. if there are issues, the WUMO-A assigns the WQAC to inspect the 

~, chlorination systems in the pumping stations assisted by the Preventive 
Maintenance Personnel, in trouble shooting identification to resolve the issues. 
The WUMO-A, then, files the Chlorination Reports. 

6.8. The SWUMO checks the Chlorination Reports and includes it in the Weekly 
Accomplishment Report submitted to the Engineering Division Manager. 

7.0. Forms and Records 

7.1. Chlorination Report 

8.0. Related Documents 

~, 8.1. Philippine National Standards for Drinking Water (PNSDW) of 2007 of the 

Department of Health (DOH) 


