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l. Mandate:
Polomolok Water District, as a water utility, ensures the delivery of potable
and reliable water supply 2417 lo its consumers, facilitates implementation
of septage management and advocates for watershed management and
rehabilitation.

Vision:
To be the most cost - efficient, customer focused, gender responsive and
environment friendly water service provider in the country.

ll. Mission:
We commit to
Provide universal access to quality water 2417 lo our customers
Rehabilitate, develop and protect our watershed
Optimize our available resources
Adopt cost - efficient and resilient operation
Continuously improve and expand our services
Train and develop competent, committed and motivated employees in a

gender sensitive work environment
lnstitute programs on wastewater management
Vigorously pursue NRW reduction program
Ensure a gender responsive excellent service that exceeds customer

satisfaction

ll!. Service Pledge:
ln our commitment to provide quality service, we, the PoIWD officers and
employees pledge to:

Work efficiently to provide you with frontline services for your convenience

Main Office: 7:00am - 5:00pm, Monday to Friday

:ru

Friday
Friday
Friday
Friday
Friday
Friday
Friday
Friday

Collecting Partnens:
Ecash Pay
Dole Community Multi-Purpose Coop
Dolefil Shine Consumers Coop.
Landan People's Multi-Purpose Coop.
VIP Payment Center
Polo Samahang Nayon MPC
PEMCO
Polomolok Multi-Purpose Coop.

DARBC
Caha de Oro Pawnshop
VIP Payment Center
EC Pay
LBP Linkbiz Portal

8:00am - 5:00pm Monday to
8:00am - 5:00pm Monday to
8:00am - 5:00pm Monday to
8:00am - 5:00pm Monday to
8:00am - 5:00pm Monday to
8:00am - 5:00pm Monday to
8:00am - 5:00pm Monday to
8:00am - 5:00pm Monday to
8:00am - 't2nn Saturday
8:00am - 5:00pm Monday to
8:00am - 5:00pm Monday to
8:00am - 5:00pm Monday to
Online24lT
Online24lT

Saturday
Saturday
Saturday
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Maintenance Sewices:
Engineering & Operations Division (Const. & Maint.)
AGAS Patro|
Billing and Collection

0917-942-5459
0999-998-2953
500-9400 /
09101961 330

Ensure your health and safety as we comply with standards.

Continue to innovate our services.

Assure you of our 2417 delivery of water services.

Respond to your queries and complaints with immediacy, courtesy and
transparency and give fair treatment to those with special needs.

Empower your engagement in our conservation efforts and information drive
thru various media.

WE CARE because YOU deserve only the BEST.

3
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LIST OF SERVICES

Commercial Division
External Services
1. Application for Change of Account Name
2. Application for New Service Connection

6

3. lication / Renewal of Senior Citizen Discount Privilege

7
11

'17

4 Granting of Promissory Notes for Water Bill Payment
5. Handling of Com laints
6. Location Transfer of Service Connection
7. Reconnection of Water Service Connection

18
19

23
28

8. Tempora ry Disconnection 31

9. Water Meter Efficiency Test

Finance Division

33

External Services
1. Payment of Water Bills
2. Processing of Payment of Claims (External)
lnternal Service

35
36
43
58

Administrative Division
External Services

59

69
Human Resource Section
1. lssuance of Employment Service Records (for separated employees) 70

72lnternal Services
General Services Section
1. Motorpool Vehicle Repair and Preventive Maintenance
2. Request for Building, Ground and Facilities Repair
Human Resource Section

75

771. Hiring of P lantilla Personnel
2. lssuance of Employee Records 79

2. Request for Corrective Action 84
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1. Processing of Payment gf Claims (lnternal)

73

813. lssuance of Authority to Travel (Foreign Travel)
Procurement Section
1 Processlng of Pqrchase Reques! 83
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'1 . Acknowledgement Receipt of Equipment 85
2. Preparation of InsDection and Acceptance Report 87
3. Preparation of Waste Material Report
4. Requisition and lssuance of Storeroo m ltems 90
Engineeri ng and Operations Depattment
External Services 92
Construction and Maintenance Division
1. Maintenance & Repair Works 93
Water Resources Division
1. Bacteriological Test (External) 98
lnternal Services 100
Water Resources Division
1 . Bacteriological Test (lnternal) 101

FEEDBACK AND COMPLAINTS MECHANISM 103
LIST OF OFFICES 104
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Commercial Division

External Services
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1. Application for Change of Account Name
This process is applicable when a customer would like to change the account name of his/her connection.

Commercial Division (Customer Service SectionOffice or Division:
SimpleClassification:
G2C - Government to Client
G2G - Government to Government
G2B - Government to Business

Type of Transaction:

All clients within the service areas of PoIWDWho ma avai!:
WHERE TO SECURECHECKLIST OF REQUIREMENTS

1. Photocopy of any of the following Proof of Owners
one (1) of the following:l

hip/

Residen lAn
Personal Copy ofA licant1.'l . Lot title
Local r1.2. Deed of Absolute Sale/Conditional Deed of Sale
Local1 .3. Deed of Donation
Local14. Extra udicial Settlement
Local Civil R istrar1 .5. Death Certificate
Local Civil R istrar1.6. Marri e Contract
M unici I Assessor's Office1 .7. Lot Assessment
M unici I Assessor's Office1 .8. Tax Declaration of Real ProPe
Baran Hall of the a licanta1.9. B Certificate For homestead lots
M unici al Hall/ Private buildi owner1 .1 0 Special Power of Attorney

1 .1 1 Board Resolution
\ Heirship1 .1 2 Notarized Affidavit of Undertaki

From Polomolok Water District incumbent le al counsel1 .1 3 Notarized Contract of Usufruct
laMul ownerissued b1 .14 Any written author

2. Photocopy of Proof of Personal ldentification an
authority [Any one (1 ) of the fol

d\or of
lowin

Professional Re ulations Commission2.1. PRC
Land Tran rtation Office2.2. Driver's License

7

Board of Directors (for Companies)

Local Lawyer
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GSIS/SSS
2.4. Passport Department of Foreign Affairs
2.5. Voter's lD/ Certificate Commission on Election
2.6. Postal lD Philippine Postal Corporation
2 7. TtN Bureau of lnternal Revenue

2,8. Senior Citizen's lD Office of Senior Citizen's Affairs
2.9. PHtC Philippine Health lnsurance Copqlalen
2..10 HDMF Home Development Mutual Fund

2.11 Person with Disabili$ Municipal Social Welfare and Development Office

2.12 Solo Parent Municipal Social Welfare and Qeyeleprnen! Office

2.13 Pantawid Pamilyang Pilipino Program Ps) Municipal Social Welfare and Development Office

2.14 Philippine National lD Philsys/ Philippine lD System

CLIENT STEPS PROCESSING TIME PERSON RESPONSIBLE

First Visit
'l . Go to Public
Assistance and
Complaints Desk
(PACD) for assistance

L Direct customer to Customer
Service at Window 8 or 9

None 5 minutes Public Assistance and Complaints
Desk (PACD)

2. Proceed to Customer
Service Window 8 or 9

2. Provide customer the list of
requirements

None 10 minutes Customer Service Assistant C
Commercial Division

suB ToTAL (FIRST VtS/r). None 15 minutes

8

2.3. UMID

AGENCY ACT]ON FEES TO BE PAID
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CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1. Go to Public
Assistance and
Complaints Desk
(PACD) for assistance.

1. Direct customer to Orientation
room

None 5 minutes Public Assistance and Complaints
Desk (PACD)

2. Proceed to Customer
Service Window B or 9
and present complete
requirements

2. Check completeness and
correctness of requirements
received from customer

None 10 minutes Public Assistance and Complaints
Desk (PACD)

2.1 . lf complete, give Change of
Name request form with amount
to be paid to the teller.
2.2. lf incomplete, inform
customer to comply the lacking
requirements

3. Proceed to
Orientation room

3. Conduct orientation None 2 hours Customer Service Assisfanl I
Ad min i stration Servlces Asslstanf

c
(Customer Service Section)

4. Proceed to Window 8
or9

4. Provide payment form None 5 minutes Customer Service Assrsfant C
Commercial Division

9

Second Visit
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PERSON RESPONSIBLEPROCESSING TIMEFEES TO BE PAIDAGENCY ACTIONCLIENT STEPS

Cashlenhg Asslsfant
Cashier B
Cashier D

Finance Division

1 0 minutesPHP 1OO

For change of name fee

PHP 80 for notarial fee

5. Receive payment from
customer and issue sales invoice

5. Proceed to Window 1-

5 and pay change of
name fee

3 minutesNone6. Check sales invoice6. Proceed to Customer
Service Window 8 or 9
and present sales
invoice

7. Receive filled out applicant's
information sheet and
requirements
7 .1 . Prepare new service
connection contract for change of
name

Customer Seruice Ass,.slant C

Commercial Division

20 minutesNone

7.2. lnstruct customer to sign the
Service Connection Contract and
notarial form

7. Receive and fill out
customer information
sheet and submit to
Customer Service
Assistant

2 hours, 53 minutesPHP 180
3 hours, 8 minutesTOTAL:

End of transaction

10

SUB TOTAL (SECOND VISIfl:
PHP 180



,ffi
isd

2. Application for New Service Connection
A process to obtain water service connection whether for household or commercial

Office or Division: Commercial Division

Classification: Highly Technical
G2C - Government to Client
G2B - Government to Business

Who may avail: All clients within the service areas of PoIWD

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For G2C and G2B transactions:
'l . Photocopy of any of the following Proof of Ownership/
Residency [Any one (1) of the following:]

1.',| Lot title Personal Copy of Applicant

1 .2. Deed of Absolute Sale/Conditional Deed of Sale Local Lawyer
1 .3. Deed of Donation Local Lawyer
1 .4. Extrajudicial Settlement Municipal Assessor's Office

1 .5. Lot Assessment Municipal Assessor's Office

1.6. Tax Declaration of Real Property Barangay Hall of the applicant

1 .7 . Brgy. Certificate (For homestead lots) Municipal Hall/ Private building owner

1 .8. Business PermiU Lease Contract Local Lawyer

1 .9. Special Power of Attorney Board of Directors (for Companies)
1.10. Board Resolution From Polomolok Water District incumbent legal counsel

1.'t 1. Notarized Affidavit of Undertaking / Heirship Local Lawyer

1.12. Notarized Contract of Usufruct Lavvful lot owner
1 .1 3. Any written authority issueq !y !qy4ul owner From Polomolok Water District incumbent legal counsel

11

Type of Transaction:

G2G - Government to Government
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2. Photocopy of Proof of Personal ldentification and\or of
authority [Any one (1) of the following:]

2.1. PRC Professional Regulations Commission

2.2. Driver's License Land Transportation Office
GSIS/SSS

2.4. Passport Department of Forei n Affairs

2.5. Voter's lD/ Certificate Commission on Election

2.6. Postal lD Philippine Postal Corporation

2 7. TtN
2.8. Senior Citizen's lD Office of Senior Citizen's Affairs

Philippine Health lnsurance Corporation

2-10. HDMF Home Development Mutual Fund

2.11. Person with Disability M u nici al Social Welfare and Develo ment Ofiice

2.12. Solo Parent M u nicipa I Social Welfare and Development Office

2.13. Pantawid Pamilyang Pilipino Program (4Ps) Municipal Social Welfare and Development Offlce

2.14. Phni ine National lD Phils s/ Phil. lD S m

For G2G transactions:
1 . Photocopy of Proof of Personal ldentification and\or of
autho lAn 1 of the following:lone

1.1. PRC Professional Re ulations Commission

1 .2. Driver's License Land Transportation Office

1,3, UMID GSIS/SSS

1 .4. Passport De artment of Foreign Affairs

1 .5. Voter's lD/ Certificate Commission on Election
Philippine Postal Corporation

1.7. TtN Bureau of lnternal Revenue
't .8. Senior Citizen's lD
1.9. PHIC Philippine Health lnsurance Corporation

1,10 HDMF Home Development Mutual Fund

L2

2 3. UMID

Bureau of lnternal Revenue

2.9. PHtC

1.6. Postal lD

Office of Senior Citizen's Affairs
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1.11. Person with Disability Municipa I Social Welfare and Develo ment Office

1 .1 2 Solo Parent Munici I Social Welfare and Development Office

1.13 Pantawid Pamilyang Pilipino P ram (4Ps) Municipal Social Welfare and Development Office

1.14 Philippine National lD Philsysi Philippine lD S tem

CLIENT STEPS AGENCY ACTION FEES TO BE PAIO PROCESSING TIME

Phase 'l: Area Assessment
1. Go to Public
Assistance and
Complaints Desk
(PACD) for assistance

1. Direct customer to Customer
Service Section table 8 or 9.

None Public Assistance and Complaints
Desk (PACD)

2. Proceed to Window 8
or9

2. Check availability of water
service of the proposed location

None 20 minutes Customer Service Assrslanl C,

Commercial Division

2.1 . lf qualified for NSC, provide
checklist of requirements

2.2. ll not qualified, inform
customer that water service is
not available in their location.
2.3. lnform customer for the
schedule of new service
connection orientation and to
bring requirements for checking

SUB TOTAL (PHASE 1: AREA ASSESSMEilI} None 25 minutes

13

PERSON RESPONSIBLE

5 minules
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CLIENT STEPS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

Phase 2: Processing of New Service Co14gg!!9q[.lSC ) Aoolication
1. Go to Public
Assistance and
Complaints Desk
(PACD) for assistance.

None 5 minutes Public Assistance and Complaints
Desk (PACD)

2. Proceed to Window 8
or 9 for verification of
application requirements

2. Check requirements of
applicant at Window 8 or 9.

None 10 minutes Customer Service Asslstant C
Commercial Division

3. Fill out Site lnspection
Request form

3. Provide site inspection request
form with inspection fee upon
checking of complete
requirements

None 10 minutes Customer Service Asslslanf C

Commercial Division

4. Pay inspection fee at
Windows 1 to 5.

4. Receive payment for
inspection fee

PHP lOO 10 minutes Cashledng Assisfant
Cashier B
Cashier D

Finance Division

5. Go to Customer
Service Assistant
WindowSor9and
present official receipt

5. Receive request for site
inspection and advise to attend
Orientation Seminar

None 3 minutes Customer Service Assislant C
Commercial Division

5.1 . Conduct site inspection None 7 days Water Maintenance Man A
Customer Service Asslstant C

Commercial Division

6. Attend Orientation
Seminar

6. Direct customer to Orientation
Room

None 3 minutes Customer Service Assistant C
Commercial Division

6.1 Conduct Orientation Seminar None 2 hours Administration Servlces Asslslant
c

Customer Service Assistanl B
Commercial Division

SUB TOTAL (PHASE 2: PROCESSTTVG OF TVSC

APPLICATION):
PHP 1OO 7 days,2 hours,41

minutes

t4

AGENCY ACTION

'l . Direct customer to Customer
Service Section Window 8 or 9.
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CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

Phase 3: lnstallation of New Service Connection (NSC)
1. Direct customer to Customer
Service Window 8 or 9

None 5 minutes Public Assistance and Complaints
Desk (PACD)

2. Proceed to Customer
Service Window 8 or 9
and present complete
requirements

2. Check completeness and
correctness of requirements
received from customer

15 minutes Customer Service Asslstanl C
Commercial Division

2.1. lf complete, encode and
print the cost estimates
2.2. lf incomplete, inform
customer to comply the lacking
requirements
2.3. Direct customer to tellers
(Window 1-5) for payment

3. Pay at Window 1-5 3. Receive payment and issue
Sales lnvoice

Variable 3 minutes Cashiering Assistant
Cashier B

Cashier D

Finance Division

4. Present sales invoice
to Customer Service at
Window 8 or 9

4. Check sales invoice and
review applicant's informatlon
sheet form

None 10 minutes Customer Service Assistant C

Commercial Division

15

1. Go to Public
Assistance and
Complaints Desk
(PACD) for assistance.

None
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CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

5. Fill-out customer
information sheet form
and present filled up
form to the Customer
Service Assistant

5. Prepare service connection
contract and instruct the
customer to sign the Service
Connection Contract and
Notarial Form

None 20 minutes Customer Service Assistant C

Commercial Division

5.1. lnstallation of new service
connection

None 7 days Senior Water Maintenance Man B
Engineering and Operations

Department

SUB TOTAL (PHASE 3: INSTALLATION OF NSC): variable 7 days and 53

TOTAL:
PHP100 lnspection Fee

+variable

''14 days, 3 hrs and 59
mins

End of transaction

1-6
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3. Application / Renewal of Senior Citizen Discount Privilege

This process is applicable to all senior citizens to avail for a discount privilege. This is an annual application to be renewed every January

Office or Division: Commercial Division (Customer Service Section)

Classification: Simple
G2C - Government to Client
All senior citizen's client within the service areas of PoIWDWho m avail:

WHERE TO SECURECHECKLIST OF REQUIREMENTS
1. Photocopy of any of the following Proof of Ownership/
Residency [Any one ('l) of the following:]

Office of Senior Citizen's AffairsSenior Citizen's lD
Personal appearance of the Senior Citizen

PersonalPicture holdin latest news per with current ublication

PERSON RESPONSIBLEFEES TO BE PAIDAGENCY ACTIONCLIENT STEPS
Public Assistance and Complainls

Desk (PACD)
1 minuteNone1. Direct customer to Customer

Service window 8 or 9
1. Go to Public
Assistance and
Complaints Desk
(PACD) for assistance

2. Receive and photocopy SC lD Customer Service Assrslant C
Commercial Division

3 minutesNone

2.1. Provide Senior Citizen
application form

2. Proceed to Customer
Service Window 8 or 9
and present Senior
Citizen's (SC) lD

Customer Service Asslslant C
Commercial Division

'15 minutesNone3. Receive and check Senior
Citizen application form for
approval and updating to Billing
and Collection System (BACS)

3. Fill out and sign
Senior Citizen
application form

19 MinutesNoneTOTAL:
End of transaction

L7

Type of Transaction:

PROCESSING TIME
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4. Granting of Promissory Notes for Water Bill Payment

This process is offered to customers who wants to extend their disconnection schedule due to shortage of funds

Office or Division: Commercial Division (Customer Service Section)

Classification: Simple
Type of Transaction: G2C - Government to Client

G2G - Government to Government
G2B - Government to Business

Who may avail: All clients within the service areas of PoIWD

CHECKLIST OF REQU!REMENTS WHERE TO SECURE

Personal appearance of the customers N/A

CLIENT STEPS FEES TO BE PAID

1. Go to Public
Assistance and
Complaints Desk
(PACD) for assistance.

1. Direct customer to Customer
Service Window 6 or 7

None 1 minute Public Assistance and Complaints
Desk (PACD)

2. Proceed to Customer
Service Window 6 or 7

2. lnterview, negotiate, and
approve customer for his/her
promissory request

None 20 minutes Customer Service Assislant B
Commercial Division

TOTAL: None 21 Minutes

End of transaction

18

AGENCY ACTION PROCESSING TIME PERSON RESPONSIBLE
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Office or Division: Commercial Division (Customer Service Section)

Classification: Complex
Type of Transaction: G2C - Government to Client

G2G - Government to Government
G2B - Government to Business

Who may avail: All clients within the service areas of PoIWD

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Personal appearance of the customers NiA

1. Go to Public
Assistance and
Complaints Desk
(PACD) for assistance.

CLIENT STEPS AGENCY ACTION FEES TO BE PAID

1. For the following concerns,
direct customer to:

None

1.1. Water Quality concern:
Direct customer to Production
Division

(Proceed to Step 2)

None

(Proceed to Step 3)

None

1 minute Public Assistance and Complaints
Desk (PACD)

19

5. Handling of Complaints
This process is to handle the complaints of customer regarding the concerns of customers on water quality, low water pressure, leakages,

billing, service connections.

PROCESSING TIME PERSON RESPONSIBLE

1 .2. No Water (low pressure):
Direct customer to Construction
and Maintenance Division



CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1 .3. Leak before meter (Service
line) : Direct customer to
Construction and Maintenance
Division

(Proceed to Step 3)

None

1.4. Leak before the meter (Main
line): Direct customer to
Construction and Maintenance
Division

(Proceed to Step 3)

None

1 .5. Erroneous Billing: Direct
customer to window 6 or 7

(Proceed to Step 4)

None

(Proceed to Step 5)

None

1.8. No Billing Notice: Direct
customer to window 6 or 7

(Proceed to Step 6)

None

20

1.6. High Consumption (leakage
after meter): Direct customer to
window 6 or 7



':@CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

2. Proceed to Production
Division and express
complaint

2. Receive complaint and initiate
appropriate action.

None 15 minutes Q u al ity Assu rance I nspector
Engineerging and Operations

Department

2.'1 lnitiate appropriate action

(Proceed to Step 7)

None 1 day

3. Proceed to
Construction and
Maintenance Division
and express complaint

3. Receive complaint None 15 minutes Customer Sevice Assislanl B
Engineering and Operations

Department
3.1 lnitiate appropriate action

(Proceed to Step 7)

None 5 days

4. Proceed to window 6
or 7 and express
complaint

4. Receive complaint, fill out
"Request for Field lnvestigation"
form and forward it to personnel
for investigation

None 5 minutes Customer Service Assrsranf B
Customer Service Asslslar, C

Commercial Division

4.1. lnitiate appropriate action

(Proceed to Step 7)

None 1-2 days

5. Proceed to window 6
or 7 and express
complaint

5. Receive complaint, fill out
Request for Field lnvestigation
form and forward it to personnel
for investigation.

None 5 minutes Customer Service Asslstanl C

Commercial Division

(Proceed to Step 7)

None 2-3 days

6. Proceed to window 6
or 7 and express
complaint

6. Receive complaint and issue
billing to customer

(End of transaction)

None 1 0 minutes Customer Seruice Assrsfant C
Commercial Division

2L

5.1 . lnitiate appropriate action
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CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

7. Wait for appropriate
action and result of
investigation thru phone
call

7. Notify customer of the status/
result of the investigation

None 5 minutes Customer Seryice Assislanl C

Commercial Division

None 1 day and 21 minutes

None

None 1 day and 21 minutes

TOTAL (Leak before meter - Mainline):
None 5 days and 21

minutes

TOTAL (Erroneous Billing):
None 2 days and 11

minutes
None

TOTAL (No Billing): '16 minutes

22

TOTAL (Water Quality Concern):

TOTAL (No Water - Low Pressure):
5 days and 21

minutes

TOTAL (Leak before meter - Service Line):

TOTAL (High Consumption - Leakage after meter):
3 days and 11

minutes
None

End of transaction
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Office or Division: Commercial Division

Classification: Complex
Type of Transaction: G2C - Government to Client

G2B - Government to Business
Who may avail: All clients except government offices within the service areas of PoIWD

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For G2C and G2B transactions:
1. Photocopy of any of the following Proof of Ownership/
Residency [Any one (1) of the following:]

Lot title Personal Co ofA licant
Deed of Absolute Sale/Conditional Deed of Sale
Deed of Donation Local L
Extrajudicial Settlement
Lot Assessment M unici I Assessor's Office
Tax Declaration of Real Property M unici I Assessor's Office

Brgy. Certificate (For homestead lots) Baran a Hall of the applicant
Business PermiU Lease Contract Municipal Hall/ Private building owner

Special Power of Attorney Local Lawyer
Board Resolution
Notarized Affidavit of Undertaking/ Heirship From Polomolok Water Diskict incumbent I al counsel

Notarized Contract of Usufruct Local Lawyer

Any written authority issued by lawful owner Lawful lot owner

2. Photocopy of Proof of Personal ldentification and\or of
authority [Any one (1) of the following:]

PRC Professional R ulations Commission
Driver's License Land Trans rtation Office

23

6. Location Transfer of Service Connection
This process is offerred to existing customers who wish to relocate their water service connections.

Local Lawyer

Local Lawyer

Board of Directors (for Companies)



UMID GSIS/SSS
Passport n AffairsDe artment of Fore

Voter's lD/ Certificate Commission on Election

Postal lD Phiti ine Postal Co oration

TIN
Senior Citizen's lD Office of Senior Citizen's Affairs

PHIC Phiti ine Health lnsurance Co ration

HDMF Home Development Mutual Fund

Person with Disability I Social Welfare and Develo ment OfficeMunici

Solo Parent Munici I Social Welfare and Develo ent Office

Pantawid Pamilyang Pilipino Prog ram (4Ps) M unici I Social Welfare and Develo ent Office

Philippine National lD Phit s/ Phil. lD S

For G2G transactions:
1. Photocopy of Proof of Personal ldentification and\or of
authori n one (1) of the followin

PRC Professional R ulations Commission
Driver's License Land Trans ortation Office

UMID GSIS/SSS
Pass ort rtment of Forei n Affairs
Votef s lD/ Certificate Commission on Election

Postal lD Phiti ine Postal Co ration

TIN Bureau of lnternal Revenue

Senior Citizen's lD Office of Senior Citizen's Affairs
PHIC Phiti ine Health lnsurance C ration

HDMF Home Develo ment Mutual Fund

Person with Disability Munici al Social Welfare and Develo ment

Solo Parent Munici al Social Welfare and Develo ment

Pantawid Pamilyang Pilipino Prog ram (4Ps) Munici I Social Welfare and Develo ment

Philippine National lD s/ PhiliPhil ine lD stem

24

Bureau of Internal Revenue
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CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME

1. Go lo Public
Assistance and
Complaints Desk
(PACD) for assistance.

'1 . Direct customer to Customer
Service Window 6 or 7

None 3 Minutes Public Assistance and Complaints
Desk (PACD)

2. Attend Orientation
Seminar at the
Orientation Seminar
Room

2. Conduct Orientation (TWTh
1:30-3:30 PM)

None 2 hours Cu stomer Se rvice Asslstanf
Commercial Division

3. Prepare request for Site
lnspection/ Provide priority
number

None 10 Minutes Customer Service Asslslanl C
Commercial Division

4. Proceed to Tellers
(Priority)

4. Accept payment / lssue sales
invoice (Sl)

PHP '100 site inspection fee 3 Minutes

5. Present lnspection
Request & OR to
Customer Service
Window 8 and/or 9

5. Schedule for site inspection None 5 Minutes Customer Service Assistant C
Commercial Division

6. Wait for Site
lnspection

6. conduct of site inspection None 5 Minutes Water Maintenance Man A
Customer Sevice Assistanl C

Commercial Division

suB TOTAL (FIRST VtStT):
PHP 1OO 2 Hours and 26 Mins.

25

PERSON RESPONSIBLE

First Visit

3. Proceed to Customer
Service Window 8
and/or 9 and request for
site inspection

Cashieing Assistant
Cashier B
Cashier D

Finance Division
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CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

Second Visit
1. Go to Public
Assistance and
Complaints Desk
(PACD) for assistance.

1. Direct customer to Customer
Service Window 8 and/or 9

None 1 minute Public Assistance and Complaints
Desk (PACD)

2. Proceed to Customer
Service Window 8
and/or 9

2. Review and check availability
of materials

None 15 Minutes Customer Seruice Assistanf C
Commercial Division

3. Pay amount in the
cost estimates at the
tellers

3. Accept payment / lssue Sales
lnvoice

Material Cost
(Variable amount)

10 Minutes Cashlenhg Assislant
Cashier B
Cashier D

Finance Division

4. Submit all
requirements including
Sales lnvoice at
Customer Service
Window 8 and/or 9

4. Check documents submitted None 10 Minutes Customer Seruice Assislant C
Commercial Division

5. Fill-out Customer
lnformation Sheet / Sign
Service Connection
Contract (SCC) / Affix
signature and thumb
mark in judicial form at
Customer Service
Window 8 and/or 9

5. Prepare SCC / Check
documents / submit to CD-
DM/OlC for signature

None 15 Minutes
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Customer Seruice Asslslant C
Commercial Division



PERSON RESPONSIBLEPROCESSING TIMEFEES TO BE PAIDAGENCY ACTIONCLIENT STEPS
Senior Water Maintenance Man A

Engineering and Operations
Department

5 Working DaysNone6. Wait for installation 6. lnstallation of water seruice
connection

5 Working Days &
51 minutes

variable
suB TOTAL (SECOND VISIT):

5 working days, 3
hours and 17

minutes

PHP100 inspection fee
+ material cost (variable

amount
TOTAL:

End of transaction
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7. Reconnection of Water Service Gonnection
This process is offerred to customers who wish to reconnect their water service connections

Commercial Division - Customer Service SectionOffice or Dlvision:
i e and service line

Com lex: Reconnection at Mainline
Classification:

G2C - Government to Client
G2G - Government to Government
G2B - Government to Business

Type of Transaction:

A G nt Ag G U S nd th G tn n trS meu tan eti So eI Iove mn eaLVEo nr em cren CSWho ma avail:
WHERE TO SECURECHECKLIST OF REQUIREMENTS

A. Reconnection for non- ent of water bill
1 Com uted amount due

Finance Division - Tellers2. Official Receipt
B. Reconnection for voluntary with account

N/A1. Personal appearance of customer

CLIENT STEPS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

A. Reconnection for non-pa ent of water bill
1. Go to Public
Assistance and
Complaints Desk
(PACD) for assistance

1. Direct customer to Customer
Service Window 6 or 7

None 1 minute Public Assistance and Complaints
Desk (PACD)

2. Proceed to Customer
Service Window 6 or 7
and request for
reconnection

2. Yerity account, compute
amount due, and provide
payment order form

None 5 minutes Customer Service Assistant I
Commercial Division
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Simple: Reconnection at stand

GOCCS,

Commercial Division - Table 6 and/or 7

AGENCY ACTION



CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

3. Pay the required
amount to teller

3. Receive payment and issue
sales invoice (Sl)

*Arrears plus (+)

Reconnection fee:
.PHP 160 (reconnection at
stand pipe)
-PHP 280 (reconnection at
service line & Mainline)

Plus (+1
*materials cost (for
reconnection at mainline
only)

3 minutes Casf,ienhg Assistart
Cashier B
Cashier D

Finance Division

4. Return to Customer
Service Window 6 or 7
and present sales
invoice

4. Receive sales invoice None 3 Minutes Customer Seruice Assislant B
Commercial Division4.1 . lssue reconnection order

form
5 minutes

4.2. lnstruct customer to sign the
reconnection order form
4.3. Forward Reconnection
Order to Commercial Division
(CD) accredited plumbers
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CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

5. Wait for reconnection 5. Reconnect service connection None Reconnection at
stand pipe: 1 day

Reconnection at
service line: 2 days

Reconnection at
mainline: 4 days

Customer Seruice Assr.slant I
Commercial Division

TOTAL (Reconnection at stand pipe): Arrears (+) PHP 160 1 day and '17 mins

TOTAL (Reconnection at service line): Arrears (+) PHP 280 2 days and 17 mins

TOTAL (Reconnection at mainline):
Arrears (+) PHP 280 (+;

materials cost
4 days and 17 mins

End of transaction
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8. Temporary Disconnection

This process is offerred to customers who opt to temporarily disconnect their water service connection due to nonusage of water services of

PdWD

Office or Division: Commercial Division (Customer Service Section)

Classification: Simple
Type of Transaction: G2C - Government to Client

G2G * Government to Government
G2B - Government to Business

Who may avail: All clients within the service areas of PoIWD

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Personal appearance of the customers N/A

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1. Go to Public
Assistance and
Complaints Desk
(PACD) for assistance.

1. Direct customer to Customer
Service Window 6 or 7

None l minute Public Assistance and Complaints
Desk (PACD)

2. Proceed to Customer
Service Window 6 or 7

2. Provide disconnection order
form and inskuct customer to fill
out the form

None Customer Service Assistant B

Commercial Division

3. Fill out and sign
Disconnection Order
Form

3. Approve Disconnection
request

Customer Service Assistant B

Commercial Division

15 minutes
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I

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

4. Wait for disconnection 4. Forward disconnection Order
to Commercial Division (CD)
accredited plumbers

None Customer Service Assistant B
Commercial Division

4.1 . Disconnect service
connection

None 2 days Customer Service Assistant B

Commercial Division

TOTAL:
None 2 days and 16

minutes

End of transaction
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9. Water Meter Efficiency Test
This process is offerred to customers who wish to know the efiiciency of their water meters

Office or Division: Commercial Division (Customer Service Section)
Classification: Complex
Type of Transaction: G2C - Government to Client

G2G - Government to Government
G2B - Government to Business

Who may avail: All clients within the service areas of PoIWD
WHERE TO SECURE

Personal appearance of the customers N/A

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1. Go to Public
Assistance and
Complaints Desk
(PACD) for assistance

1. Direct customer to Customer
Service Window 6 or 7

None 1 minute Public Assistance and Complaints
Desk (PACD)

2. Proceed to Customer
Service Window 6 to 7
and request for meter
test

2. Fill out meter maintenance
form for meter testing

N one 3 minutes Customer Service Assr.stant I
Commercial Division

3. Proceed to tellers and
pay meter testing fee

3. Receive payment from
customer and issue sales invoice
(st)

PHP 150 for PoIWD
concessionaires

PHP 2OO

for other than PoIWD
concessionaires

3 minutes Cashienhg Assrsfanl
Cashier B
Cashier D

Finance Division
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CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

4. Return to Customer
Service Window 6 or 7
and present sales
invoice

4. Receive sales invoice and
instruct the customer to sign the
meter maintenance request form

None 5 minutes Customer Seruice Assislant B
Commercial Division

5. Wait for the schedule
of meter test resull

5. Conduct of meter testing None 5 Working Days lnstrument Technician A
Engineering and Operations

Department

TOTAL:

PHP 150 for PoIWD
concessionaires

PHP 2OO

for other than PoIWD
concessionaires

5 Working Days & 12
Minutes

End of transaction
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External Services
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1. Payment of water bills
This process is offerred to all customers of PoIWD in payment of their water bills

Office or Division: Finance Division (Cashiering Section)
Classification: Simple
Type of Transaction: G2C - Government to Client

G2B - Government to Business
Who may avail: All clients within the service areas of PoIWD

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

A. Thru PoIWD Main Office
1. Billing lnvoice (Water Bill); or PoIWD -meter readers
2. Payment Order Form (if no water bill) PACD in-cha e

B. Thru Collecting Partners
1. Billing lnvoice (Water Bill); or PoIWD -meter readers

G. Online Payment
-LBP EPP / Link.Biz Portal
-ECPay: GCash, Digipay, Tagum Cooperative, HC
Consumer Finance lnc., HCPH CC, Load manna, lnc.,
Paymaya Philippines, Shopee Philippines, Palawan
Pay, Flarego Technologies, Polomolok Far East
(Gaisano Grand Mall)

1. Billing lnvoice (Water Bill) PoIWD -meter readers
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G2G - Government to Government
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1. Go to Public
Assistance and
Complaints Desk
(PACD) for assistance

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PERSON RESPONSIBLE

A. Thru PoIWD Main Office
None 1 minute Public Assistance and Complaints

Desk (PACD)

1 .1 . lf customer is with bill and
without arrears, PACD in-charge
directs customer to pay directly
at teller's window.

(Proceed to Step 3)

None

1 .2. lf customer is with bill but
with arrears, PACD in-charge
directs customer to Customer
Service Assistant at window 6 or
7\

(Proceed to Step 2)
1.3. lf customer is without bill and
no arrears, PACD in-charge
searches for the customer
name/account in the system, fills
out the payment order form for
the customer's bill and give it to
the customer. Then, PACD in-
charge directs the customer to
pay at teller's window.

(Proceed to Step 3)

None 5 minutes Public Assistance and Complaints
Desk (PACD)
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PROCESSING TIME

1. PACD in-charge assists the
customer for his/her transaction.
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PROCESSING TIMEFEES TO BE PAIDCLIENT STEPS AGENCY ACTION

Public Assistance and Complaints
Desk (PACD)

5 minutesNone1.4. lf customer is without bill but
with arrears, PACD in-charge fills
up the payment order form and
directs the customer to the
Customer Service Assistant's
window (6 or 7).

(Proceed to Step 2)

Admi ni stration Servlces Assislanl
C

Commercial Division

5 minutesNone2. (From Agency Action
1.3. or 1 .4)
Customer proceeds to
Customer Service
Assistant's window (6 or
7)

2. Customer Service Assistant
provides billing amount for
payment to customer and directs
the customer to the teller for
payment.

Cashieing Assistant
Cashier B
Cashier D

Finance Division

Variable3. Customer proceeds to
the teller for payment.

3. Cashiering assistanVCashier
receives payment from customer
and issues sales invoice.

4 minutesTOTAL (if with bil! but no arrears):
I minutesTOTAL (if with bill and with arrears
8 minutesTOTAL (if without bill and no arrears

'13 minutes

Variable

End of transaction
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PERSON RESPONSIBLE

3 Minutes

TOTAL (if without bill but with arrears):
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B. Thru Collectin Partners
PROCESSING TIME PERSON RESPONSIBLEFEES TO BE PAIDCLIENT STEPS AGENCY ACTION

Cashrbnhg Assr-sfant
Finance Division

5 minutes1. Customer presents
billing invoice or
payment order form to
teller and pays the bill.

1. Person in-charge receives bill
or payment order form from
customer and issues sales
invoice.

Water Bill
(+)

transaction fee as follows:

PHP 1s.00 - PMCO,
VIP Center, Caha de Oro;

PHP 15.00 - Polo SN MPC;

PHP 20.00 - Dolefil Shines
Consumer Cooperative;

PHP 10.00 - Dolefil
Community MPC;

PHP 15.00 - PEMCO

PHP 1S-Ecash Pay

PHP 10 - DARBC

5 minutesVariable
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PHP 15.00 - Landan
People's MPC;

End of transaction
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C. Online P ment
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

LBP EPP/ Link.Biz Portal
1. Enroll to Landbank
iAccess or Bancnet
Online

No agency action during the
processing of payment by the

customer.

Variable (Water bill)
(+)

PHP 10 transaction fee

10 minutes Cashieing Assistant
Finance Division

2. Go to
www. Landbank.com/Lin
k.Biz-Portal

3. Click "Pay now"

4. Type Polomolok
Water Diskict as
merchant name
5.Select Transaction
Type
6. Fill-out Transaction
Details and review
provided information

7. Select Landbank
ATM/BancneUG-Cash
as payment methods

8.View/Print Payment
Confi rmation

Total
Variable (Water bill)

(+) PHP 10 transaction fee
10 minutes

40

The Agency will only record the
payments received from online

transactions once the daily report
is submitted by LBP to the main

office for recording and
reconciliation.
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CLIENT STEPS FEES TO BE PAID PERSON RESPONSIBLE

ECPay: GCash, Digipay, Tagum Cooperative, HC Consumer Finance lnc., HCPH CC, Load manna, lnc., Paymaya Philippines, Shopee
Philippines, Palawan Pay, Flarego Technologies, Polomolok Far East (Gaisano Grand Mall)

1 . Open chosen
payment app
2. Tap the "Bills" icon
3. Tap the "Water
Utilities" icon.
4. Find and Tap
Polomolok Water
District in the list
5. Fill-in the data
required to process
payment

*Account Number is the
7-digit Account lD in
water bill.
*Amount to be paid must
be same with the
amount in the billing
invoice.

6. Follow the
instructions given in the
chosen payment app.
7. Review and check the
payment details
8. Confirm payment

No agency action during the
processing of payment by the

customer.

Variable (Water bill)
(+)

PHP '10 ECPay processing
fee

10 minutes Cashieing Assistant
Finance Division

The Agency will only record the
payments received from online

transactions once the daily report
is submitted by ECPAY to the
main office for recording and

reconciliation.
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AGENCY ACTION PROCESSING TIME



CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

9. Download the e-
receipt for the
transaction.

TOTAL:
Variable (water bill)

(+) transaction / processing
fee

10 minutes

End of transaction

42



,1ry\
twd

2. Processing of Payment of Claims (External)
This process is the preparation of vouchers and payment to clients with claims from PolWD.

Office or Division: Finance Division

Classification: Simple

Type of Transaction: G2C - Government to Client
G2G - Government to Government

Who may avail: All clients within the service areas of PoIWD (Suppliers, Remittance Agencies)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Telephone/ Communication Expenses
1 . Statement of Account / Bill PLDT

2. lnvoice/Official Receipt or machine validated statement
of accounUbill

PLDT

lnternet Expe nses
1. Statement of Account / Bill lnternet Provider

Gasoline, Fuel and Other Lubricants
1 . Purchase Request PoIWD

2. PoIWD's Purchase Order PoIWD

3. Supplier's Puchase Order Supplier
2. Billing StatemenV Statement of Account duly signed by Supplier
3. Driver Trip Tickets PoIWD

4. Approved Travel Order PoIWD

4. O.R. or lnvoice Supplier
5. lnspection and Acceptance Report (for inventory) PoIWD

Miscellaneous Expenses
1. lnvoices/receipts Su lier

2. Receipts and/or other documents evi
disbursement

dencing Supplier/ PoIWD
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G2B - Government to Business



urit Ex nses
socorEco1. Statement of Account / Bill

tation Ex

SOCOTECO2. lnvoice/ Ofiicial Receipt or machine validated statement

of accounUbill
tofRe

Su lier1. Statement of Account / Bill
Su lier

kers
PoIWD

2. Original ies of lnvoice
nt of Honorarium of Resource S

1. lnvitation Letter
PoIWD2. Otfice Order for the Activi
PoIWD3. Accom lishment Report

4. Course labus/Program
PoIWD5. Certification from Program Manager/s as to No. of hours

and compliance with the task assigned
Resource S ker / PoIWD6. Curriculum vitae
PoIWD

vider/ facilitatorTrainin
Trainin and Seminar Ex
't . lnvitation from Trainin facilitator

7. Guidelines
istration Fees

en
PoIWD2. Authority to attend training/seminar indicating the cost of

registration

1. Payroll of personnel with corresponding amount of
Government Share on (GSlS, Pag-ibig, Philhealth) (1

Trainin rovider/ facilitator
-lBlG Fund PhilHealth

3 Billi icable)Statement ifa
Deductions GSIS

o inal Copy)

Finance
ent for Government Man

GSIS/Philhealth/P bi Fund2. Remittance List '1 Ori inal Copy)
GSIS2 Summary of Transactions 1 Original Co )
PhilHealthinal Copy)4. Statement of Premium Accounts l Ori

-lBlG FundPa5. Pay ment Authorization Slip (1 Orig inal Copy)
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Procurement throu h Public Biddi (lnfrastructu re)
PoIWD1. Authenticated photocopy ofthe approved APP and any

amendment thereto

2. Approved contract supported by the following
documents which are required under COA Circular No.

2009-001 dated February'l2,2OOg and COA
Memorandum No. 2005-027 dated February 28, 2005 to
be submitted to the Auditor's Office within five days from
the execution of the contract

PoIWD2.1 lnvitation to Apply for Eli ibiti to Bid
Su lier / Contractor2.2. Letier of lntent
BAC Secretariat2.3. Results of Eli ibility Check/Screenin
BAC Secretariat2.4. Bidding Documents enumerated under Section 17.1

of the Revised IRR of RA 9'184
BAC Secretariat2.5. Minutes of Pre-Bid Conference [ABC P1.0 million

and abovel
BAC Secretariat2.6 enda and/or Su lemental Bulletins, if any
BAC Secretariat2.7. Bidders Technical and Financial Pro osals
BAC Secretariat2.8. Minutes of Bid O ntn
BAC Secretariat2.9. Abstract of Bids
BAC Secretariat2.'l 0. Post-Qualifi cation Re ort of TWG
BAC Secretariat2.11. BAC Resolulion declaring winnin bidder
BAC Secretariat2.12. Notice of Post Qualification
BAC Secretartat2.13. BAC Resolution recommending approva

the HOPE of the Resolution of the BAC
land

ap roval b
BAC Secretariat2.14. Notice of Award
BAC Secretariat2.15. Performance Secu
BAC Secretariat2.16. P ram of Work and Detailed Estimates
BAC Secretariat2.17. Notice to Proceed
BAC Secretariat2. 1 8. Detailed Breakdown of the ABC

45



3. Copy of the Approved PERT/CPM Network Diagram
and detailed computations of contract time

BAC Secretariat

4. Detailed Breakdown of the Contract Cost BAC Secretariat
5. Copy of Advertisement of lnvitation to Bid/Request for
expression of interest

BAC Secretariat

6. Newspaper clippings of advertisement (ABC P5.0
million and above for infrastructure)

BAC Secretariat

7. Printout copy of advertisement posted in PhiIGEPS BAC Secretariat
8. Certification from the Head of BAC Secretariat on the
posting of advertisement at conspicuous places

BAC Secretariat

9. Printout copies of advertisement posted in agency
website, if any

BAC Secretariat

10. Documentary requirements under Section 23.1 and
25.2.b lor infrastructure projects of the Revised IRR of RA
9184

BAC Secretariat

1 1 . Minutes of Pre-procurement Conference for projects
costing above P5.0 million and above for infrastructure

BAC Secretariat

'12. Bid Evaluation Report BAC Secretariat
13. Ranking of short-listed bidders for consulllng :ervrces BAC Secretariat
14. Post Qualification Evaluation Report BAC Secretariat
15. Printout copy of posting of Notice of Award, Notice to
Proceed and Contract of Award in the PhiIGEPS

BAC Secretariat

16. Evidence of lnvitation of three observers in all stages
of the procurement process pursuant to Section 13.1 of the
Revised IRR of RA No. 9184

BAC Secretariat

17. Request for purchase or requisition of supplies,
materials and equipment duly approved by proper
authorities

BAC Secretariat
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18. Letter request from contractors for
advance/progress/final payment or for substitution in case
of release of retention moneY

BAC Secretariat

Additional Documentary Requirements: Common to
Progress/Final Payments
1 Statement of Work Accom lished/ Progress Billin Su lier / Contractor
2.ln ection Report the A ency's Authorized En rneer PoIWD

3. Result of Test Ana s, if a plicable PoIWD

4. Statement of Time Ela ed Su lier / Contractor

5. Monthl Certificate of Pa ment
6. Pictures, before, during and after constru ction of items

of work es iall the embedded items
PoIWD

of voucher of all previous payments

8. Certificate of com letion PoIWD

Additional Documenta R uirements: Mobilization
1. lrrevocable Standby letter of crediUsecurity bond
guarantee callable uPon demand

Supplier / Contractor

2. Such other necessary documents
Additional Documenta Requirements: P ress Pa ment

1. Statement of Work Accomplished (SWA) or progress

billing

Supplier / Contractor

2. Corresponding request for progress payment for work
accomplished

Supplier / Contractor

Additional Documenta Requirements: Final Payment
1. As-Built Plans PoIWD

2. Warranty Securi Su lier / Contractor

3. Copy of turn over documents/transfer of project and

facilities such as motor vehicle, laptops, other equipment
and furniture included in the contract to concerned
government agency

PoIWD
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PoIWD

7. Photocopy PoIWD

Supplier / Contractor
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Additional Documentary Requ irements: Release of
Retention Mon
1. Any security in the form of cash, bank guarantee,

irrevocable standby letter of credit from a commercial
bank, GSIS or surety bond callable on demand

Supplier / Contractor

2. Certification from the end user that the project is
comp leted and inspected

PoIWD

3. Photoco of vouchers for all previous a ments PoIWD

Proc U rement thro h Pub I c B idd n Su ies, Mach InES u I ent and Motor Vehicles)

1. Authenticated photocopy ofthe approved APP and any
amendment thereto

PoIWD

2. Approved contra ct suppo e owrng

documents which are required under COA Circular No.

2OO9-001 dated February 12,2OOg and COA
Memorandum No. 2005-027 dated February 28, 2005 to

be submitted to the Auditor's Office within five d s from

BAC Secretariat

2.1. lnvitation to for Eli ibiri to Bid BAC Secretariat

2.2. Letler of lntent Su lier / Contractor

2.3. Results of Eli ibit ChecUScreenin BAC Secretariat

2.4. Bidding Documents enumera
of the Revised IRR of RA 9184

ted under Section 1 7.1 BAC Secretariat

2.5. Minutes of Pre-Bid Conference [ABC P1 .0 million

and above
BAC Secretariat

2.6 enda and/or Su lemental Bulletins, if any BAC Secretariat

2.7. Bidders Technical and F inancial Pro sals BAC Secretariat

2.8. Minutes of Bid O enrn BAC Secretariat

2.9. Abstract of Bids BAC Secretariat

2.1 0. Post-Qualification Re ort of TWG BAC Secretariat

2.11 . BAC Resolution declarin wtnnrn bidder BAC Secretariat

2.12. Notice of Post Qualification BAC Secretariat
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BAC Secretariat2.13. BAC Resolution recommending approval and
the HOPE of the Resolution of the BACa proval b

BAC Secretariat2.14. Notice of Award
BAC Secretariat2.15. Performance Security
BAC Secretariat2.16. P ram of Work and Detailed Estimates
BAC Secretariat2.17. Notice to Proceed
BAC Secretariat2.1 8. Detailed Breakdown of the ABC

2,19. Copy of the APProved PE

ram and detailed com utations of contract time
RT/CPM Network

Di
BAC Secretariat2.20. Detailed Breakdown of the Contract Cost
BAC Secretariat3. Copy of Advertisement of I nvitation to Bid/Request for

express ion of interest
BAC Secretariat3.1. Newspaper clippings of advertisement

million and above for goods
(ABC P2.0

BAC Secretariat3.2. Printout of advertisement osted in Ph|IGEPS
BAC Secretariat3.3. Certification from the Head of BAC Secretariat on the

of advertisement at conspicuous placespostin
BAC Secretariat3.4. Printout copies of advertisement posted in agency

BAC Secretariat3.5. Documentary requirements under 2

oods of the Revised IRR of RA 9184
3.1 and 25.2alor

s
BAC Secretariat3.6. Minutes of Pre-Procurement Conference for projects

above P2.0 million and above for goodscosting
BAC Secretariat3.7. Bid Evaluation Re rt
BAC Secretariat3.8 Ranki of short-listed bidders for consulti
BAC Secretariat3.9. Post Qualification Eva luation Re ort
BAC Secretariat3l O. Printout coPy of Posting of Notice of Award, Notice

Proceed and Contract of Award in the PhiIGEPSto
BAC Secretariat3.1'l . Evidence of lnvitation of three observers

13.1 of the Revised IRR of RA No.9184

in all
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BAC Secretariat

website, if any

stages of the procurement process pursuant to Section



3.12. Request for purchase or requisition of supplies,
materials and equipment duly approved by proper
authorities

BAC Secretariat

4. Original copy of the Dealers/ Suppliers' lnvoices Supplier / Contractor
5. Results of Test Analysis, if applicable BAC Secretariat
6. Tax receipts from the Bureau of Customs or BIR BAC Secretariat
7. lnspection and Acceptance Report BAC Secretariat
8. For equipment, property acknowledgement receipt BAC Secretariat
9. Warranty Security BAC Secretariat

10. ln case of motor vehicles (AO No. 233 dated August 1,

2008), authority to puchase from Agency head and
secretary of DBM, or OP depending on the type of vehicle
being provided (Section 7 and 9)

BAC Secretariat

Additional documents required under Annexes F and S of
COA Memorandum No. 2OO5-O27 dated February 28,
2005 required to be submitted within 5 days upon
execution of the contract:

1. Certificate of Exclusive Distributorship, if applicable Supplier / Contractor
2. Samples and brochures/ photographs, if applicable Supplier / Contractor

3. For imported items: Consular lnvoice/Pro-forma invoice
of the foreign supplier with the corresponding details

Supplier / Contractor

4. Foaimportedllems: Home Consumption Value of the
items

Supplier / Contractor

5. For imported items: Breakdown of the expenses
incurred in the lmportation

Supplier / Contractor

Procurement through Alternative Modes
Small Value Procurement

1. Documents to be submitted within five (5) working
days from the execution of the contract as required under
COA Circular No. 2009-001
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1.2. Prool ol posting or invitation in the PhilGEPS,
website of PE, if applicable, and at any conspicuous
places (for ABC above P50T)
1.3. BAC Resolution recommending and justifying to the
HOPE the use of alternative mode and approval of the
HOPE of the BAC Resolution if amount exceeds P50T

Procurement Section

1.4. Proof of Posting of Notice of Award For ABC above
50T)

Procurement Section

2. Approved Procurement Plan (ForABC above P50T) Procurement Section
3. Purchase Request, duly approved by proper authorities Procurement Section
4. Original copy of the Delivery invoice Supplier
5. lnspection and Acceptance Report Procurement Section
6. Approval by the HOPE or his duly authorized
representative on the use of alternative method of
procurement (if amount exceeds P50T)

Procurement Section

7. Small Value Procurement Procurement Section
7 .1 . Price Quotation/Bids/Final Offers from at least three
invited suppliers

Procurement Section

7.2. Abstract of submitted Price Quotation Procurement Section
7.3. BAC Resolution recommending award of contract to
Lowest Calculated Responsive Bid (LCRB)

Procurement Section

7.4. Letter/lnvitation to Submit Proposal Procurement Section
8. Negotiated procurement Procurement Section

8.1 . Letter/lnvitation to Submit Proposal Procurement Section
Shopping
1. Documents to be submitted within five (5) working days
from the execution of the contract as required under COA
Circular No. 2009-00'l

51.

1 .1 . Purchase Order/Letter Order/Contract Procurement Section
Procurement Section
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1 .1 . Purchase Order/Letter Order/Contract Procurement Section
1.2. Proof of pos ng or rnvr tation in the PhilGEPS,
website of PE, if applicable, and at any conspicuous
places (for ABC above P50T)

Procurement Section

1 .3. BAC Resolution recommending and justifying to the
HOPE the use of alternative mode and approval of the
HOPE of the BAC Resolution if amount exceeds P50T

Procurement Section

13. Proof olPosting of Notice o
soT)

f Award For ABC above Procurement Section

2. Approved Procurement Plan (ForABC above P50T) Procurement Section
3. Purchase Request, duly approved by proper autho rities Procurement Section
4. Original copy of the Delivery invoice Su lier
5. lnspection and Acceptance Report Procurement Section

6. Approval by the HOPE or his duly authorized
representative on the use of alternative method of
procurement (if amount exceeds P50T)

Procurement Section

7. Additional Requirements for Shopping Procurement Section

7.1. Price Quotation of at least 3 bonafide and reputable
manufacturers/ suppliers/ distributors

Procurement Section

7.2. Abstract of Canvass Procurement Section

8. Additional Requirements for Replacement, Repair and
Maintenance

Procurement Section

8.1 . Pre-Repair lnspection Report Procurement Section
8.2. Waste material report, if replacement is made Procurement Section
8.3. Postlnspection Report Procurement Section

Direct Contracting
1. Documents to be submitted within five (5) working days
from the execution of the contract as required under COA
Circular No. 2009-001

1 .1 . Purchase Order/Letter Order/Contract Procurement Section
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1.2. Proof of posting or invitation in the PhilGEPS,
website of PE, if applicable, and at any conspicuous
places (for ABC above P50T)

Procurement Section

1 .3. BAC Resolution recommending and justifying to the
HOPE the use of alternative mode and approval of the
HOPE of the BAC Resolution if amount exceeds P50T

Procurement Section

1.4. Proof of Posting of Notice of Award For ABC above
50T)

Procurement Section

2. Approved Procurement Plan (ForABC above P50T) Procurement Section
3. Purchase Request, duly approved by proper authorities Procurement Section
4. Original copy of the Delivery invoice
5. lnspection and Acceptance Report Procurement Section
6. Approval by the HOPE or his duly authorized
representative on the use of alternative method of
procurement (if amount exceeds P50T)

Procurement Section

7. Copy of letter to selected manufacturer/
supplier/distributor to submit a price quotation and
conditions for sale

Procurement Section

8. Certificate of Exclusive Distributorship issued by the
principal under oath and authenticated by the
embassy/consulate nearest the place of principal, in case
of foreign suppliers

Procurement Section

9. Certiflcation from the agency authorized official that
there are no sub-dealers selling at lower prices and for
which no suitable substitute can be obtained at more
advantageous terms to the government

Procurement Section

10. Certification of the BAC in case of procurement of
critical plant components and/or to maintain certain
standards

Procurement Section
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11. Study/survey done to determine that there are no sub-
dealers selling at lower prices and for which no suitable
substitute can be obtained at more advantageous terms to
the government

Procurement Section

12. Such other documents peculiar to the contract and/or
to the mode of procurement

Procurement Section

Emergency Purchase
1. Purchase Order/ Letter of CrediU Contract Procurement Section

2. Prool ol posting of invitation or request for submission of
price quotation in the PhiIGEPS website, website of
procuring agency, if available, and at any conspicuous
place reserved for this purpose in the premises of the
procuring agency

3. BAC Resolution recommending and justifying to the
HOPE of the BAC Resolution recommending award of the
contract

Procurement Section

4. Proof of posting of Notice of Award in the Ph|IGEPS
website, website of procuring agency, if available, and at
any conspicuous place reserved for this purpose in the
premises of the procuring agency

Procurement Section

5. Approved Procurement Plan Procurement Section

6. Request for purchase or requisition of supplies,
materials and equipment, duly approved by proper
authorities

Procurement Section

ngrna copy o e e tvery lnvotce s owrng
quantity, description of the articles, unit and total value,
duly signed by the dealer or his representative and
indicatin recet tb the ro era official of items

Supplier

B. lnspection and acceptance report Procurement Section

54

Procurement Section



r+r

9. Approval of HOPE or his duly authorized representative
on the use of the alternative methods of procurement, as
recommended by BAC

Procurement Section

10. Statement of the prospective bidder that it is not
blacklisted or barred from bidding by the Government or
any of its agencies, offices, corporations or LGUs
'l 1. Sworn affidavit of the bidder that it is not related to the
HOPE by consanguinity or affinity up to the third civil
degree

Supplier

12. Justification as to the necessity of purchase End-user / R uestor

1. Submits the complete
required documents to
the Accounting Section

None

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1.'1. Accounting Processor
receives the complete
documents for processing.

None

None
7 minutes

Accounting Processor B
Finance Division

1 .3. Accounting Processor signs
the "Prepared by" in the Journal
Voucher and foruards the
Vouchers with the complete
documentary requirements to
Financial Planning Specialist B

None

3 minutes

Accounting Processor B
Finance Division

1.4. Financial Planning Specialist
B checks the completeness of
supporting documents,
correctness of amount claimed,
and availability of cash.

3 minutes

Financial Planning Specla/isf B
Finance Division
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Supplier

5 minutes
Accounting Processor I

Finance Division

1 .2. Accounting Processor
prepares Journal Voucher and
Disbursement Voucher.
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CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1.4.1. lf complete and/or
correct, Financial Planning
Specialist B signs the "certified
correct" in the journal voucher
and "Box B" in the
disbursement voucher.

None

l minute

Financial Planning Spec,a/ist I
Finance Division

1.4.2. lf incomplete supporting
document, Financial Planning
Specialist returns the
documents to the supplier for
compliance and the process
restarts at step 1 .1 .

None

1 minute

Financial Planning Specra/isf I
Finance Division

1.4.3. lf the amount claimed or
the entry is incorrect, Financial
Planning Specialist returns the
documents to Accounting
Processor for correction and
the process restarts at step 1 .2.

None Financial Planning Specia/ist B
Finance Division

't .5. Financial Planning Specialist
B forwards the vouchers with
complete supporting documents
to the Division Manager -
Finance for signature.

None

I minute

Financial Planning Speaa/ist B
Finance Division

1.6. Prepare VAT Certificate 3 minutes
Senior Corporote Accounts Anolyst

Finance Division
None
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1 minute
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Division Manager B
Finance Division

1 minute

None1.7. Division Manager - Finance
receives and signs the "Box A" in
the disbursement voucher wiTth
supporting documents and
foruards it to Cashiering Section
for the preparation of check.

Senior Cashier
Finance Division

None1 .8. Senior Cashier prepares and
signs check, and forwards it with
the voucher and supporting
documents to the General
Manager for approval and
signature.

*ln the absence of the Senior
Cashier, Cashiering Assistant
prepares and signs the check

3 minutes

None

Senior Cashier
Finance Division10 minutes

None1 .1 0. Cashiering Section
receives the signed check and
voucher.

Senior Cashier
Finance Division2 minutes

None2. Cashiering Section releases
the check payment to the
supplier.

2. Receive check
payment and sign
Disbursement Voucher

43 minutesNoneTOTAL:
End of transaction

2 minutes

1.9. General Manager approves
and signs the check and "Box C"
in the disbursement voucher.

General Manager B
Office of the General Manager
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1. Processing of Payment of Claims (lnternal)
This process involves the preparation of vouchers and payments to employees with claims from PoIWD

Office or Division: Finance Division (Cashiering Section)

Classification: Simple

Type of Transaction:
G2C - Government to Client
G2G - Government to Government
G2B - Government to Business

Who may avail: Employees of Polomolok Water District

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Traveling Expenses (Pre-Travel Cash Advance - Local Travel)
1. Approved Office Order / Travel Order uesting employee/ HRPoIWD
2. Duly approved ltinerary of travel PoIWD requestin employee/ HR

3. Letter of invitation (if applicable) Trainin rovider

Gommunication Expenses (Mobile - Load Allowance)
1. Payroll of employees qualified for load allowance PoIWD-Finance

Maintenance Allowance/ Gas Allowance
1. Payroll of employees qualified for load allowance PoIWD-Finance
2. Trip Tickets Requesting Employee
3. Travel Order R uestin Em lo

4. ltinerary of Travel Requestin Em lo

Replenishment of Pefty Cash
1. Bills, receipts, sales invoices Petty Cash Custodian

2. Certificate of inspection and acceptance Petty Cash Custodian

3. Repo rt of Waste Materials in case of replacemenu Petty Cash Custodian

4. Approved trip ticket, for gasoline expenses Pe Cash Custodian
5. Canvass from at least three suppliers for purchases
involving P1,000 and above, except for purchases made
while on official travel

Petty Cash Custodian
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P Cash Custodian6. Summa / Abstract of Canvass
P Cash Custodian
P Cash Custodian8. OR, in case of refund

Petty Cash Custodian
9. Such other documents that may be required and/or
required under the company policy depending on the
nature of expenses

nt of BAC Honorarium

BAC Secretariat
1. Office Order creating and designating the BAC
composition and authorizing the members to collect
Honoraria

BAC Secretariat2. Minutes of BAC meetin

BAC Secretariat3. Notice of award to the winning bidder of procurement
activi bei claimed

BAC Secretariat4. Certification that that procurement involves competit ive

bidding

BAC Secretariat5. Attendance sheet listing names of attendees to the BAC

meetin
Board of Directors r Diem

Executive Assistant C1. Notice of Board Meeti
Executive Assistant C2. Attendance Sheet
Executive Assistant C

Finance Division4. Pa roll
Award / lncentivea

HR1. Service Record Attendance

HR2. Certificate of Non-Payment from previous office, in case
of transferee
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3. Certification from the HRMO that the claimant has not
incurred more than 50 days authorized vacation leave
without pay within the 1o-year period or aggregate of 25
days authorized vacation leave without pay within the 5-
year period, as the case may be

HR

Sala General claims throu h the ATM
1. Payroll Prooflist Finance Division

2. Payroll register (hard and soft copy) Finance Division

3. Authori$ to Debit Account Form Finance Division

Sala Pa awan
1. Salary Payroll HR

2. Payroll register (hard copy) HR

Sala Differentials due to Promotion and/or Ste lncrement
1. Certified true copy of approved appointment in case of
promotion or Notice of Salary Adjustment in case of step
incremenVsalary increase

HR

2. Certificate of Assumption HR

3. Approved DTR or certification that the employee has not
incurred leave without pay

HR

Last Sala

1. Clearance from money, property and legal accountability HR

2. Approved DTR HR

Sala due to heirs of deceased e

1. Clearance from money, property and legal accountability HR

2. Death Certificate authenticated by National Statistics
Office (NSO)

PSA

3. Marriage Contract authenticated by NSO, if applicable PSA
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4. Birth Certificates of surviving legal heirs authenticated
by NSO

PSA

5. Designation of next-of-kin
6. Waiver of right of children 18 years old and above
Maternity Leave
1 . Certified true copy of approved application for leave HRIS system
2. Certified true copy of maternity leave clearance HRIS system
3. Medical certificate for maternity leave requesting employee
Additional requirements for unused maternity leave (upon
assumption before the expiration of the 60-day maternity
leave)
1. Medical certificate that the employee is physically fit to
work

Hospital

2. Certificate of assumption HR
3. Approved DTR HR

Perconnel Economic Relief Allowances (PERA)
1 . Same requirements as those for payment of salaries HR
Representation and Transportation Allowance (RATA)
For lndividual Claims
1. Copy of Office Order / Appointment (1st payment) HR
2. Certificate of Assumption (1st payment) HR

3. Certificate that the official/employee did not use
government vehicle and is not not assigned government
vehicle

HR

4. Certificate or evidence of service rendered or approved
DTR

HR

For General Claims
1. RATA payroll HR
2. Payroll register (hard copy) Finance Division
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Monetization
1. Approved leave application (ten days) with leave credit
balance certified by the Human Resource Office

HRIS system

2. Request for leave covering more than ten days duly
approved bythe Head ofAgency

HRIS system

3. For monetization of 50 percent or more:
3.1 . Clinical abstracUmedical procedures to be
undertaken in case of health, medical and hospital needs

Requesting Employee

3.2. Barangay Certification in case of need for financial
assistance brought about by calamities, typhoons, fire,

Barangay

1. Clearance from money, property and legal accountability
from the Central Office and from Regional Office of last
assignment

HR

2. Certified photocopy of employees leave card as at last
date of service duly audited by the Personnel Division and
COA/Certificate of leave credits issued by the
Admin/Human Resource Management (HRMO)

HR

3. Approved leave application HRIS system
4. Complete service record HRIS system
5. Statement of Assets, Liabilities and Net Worth (SALN) HRIS system
6. Certified photocopy of appointmenU Notice of Salary
Adjustment (NOSA) showing the highest salary received if
the salary under the last appointment is not the highest.

HR

7. Computation of terminal leave benefits duly
signed/certified by the accountant
8. Applicant's authorization (in affidavit form) to deduct all
financial obligations with the employer/agency

HR

9. Affidavit of applicant that there is no pending criminal
investigation or prosecution against him/her (RA No. 3019)

HR
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10. ln case of resignation, employee's letter of resignation
duly accepted by the Head ofAgency

Employee

Additional requirements in case of death of claimant
1. Death Certificate authenticated by NSO PSA

2. Marriage contract authenticated by NSO PSA

3. Birth certificates of al surviving legal heirs authenticated
by NSO

PSA

4. Designation of next-of-kin
5. Waiver of hts of children 18 rs old and above
Glothin Allowance
For lndividual Claims
1. Certified true copy of approved appointment for new
em

HR

2. Certificate of assumption of new em lo S HR

3. Certificate of non-payment from previous agency, for
transferees

Previous agency

For General Claims
1. Clothing/ Uniform Allowance Payroll Finance Division
2. Payroll Register (hard and soft copy) Finance Division

3. Letter to Bank to credit employee's' account of their
claims

Finance Division

Productiv lncentive Bonus PIB
For lndividual Claims
1. Certification that the performance ratings for two
semesters given to the personnel of the concerned

HR
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For General Claims
'l . PIB Payroll HR

2. List of personnel who were suspended either
preventively or as a penalty as a result of an administrative
charge within the year for which PIB is paid, regardless of
the duration (except if the penalty meted our is only a
reprimand)

HR

3. List of personnel dismissed within the year HR

4. List of personnel Absent Without Official Leave (AWOL) HR

5. Certification that the performance ratings for the two
semesters given to the personnel of the concerned
division/office is at least satisfactory

HR

6. Payroll Register (hard and soft copy) Finance Division

7. Letter to the Bank to credit employees' account of their
PIB claims

Finance Division

8. Validated deposit slips Finance Division
Year-end Bonus EB and Cash Gift CG
For lndividual Claims
1. Clearance from money, property and legal
accountabilities

HR

2. Certification from the head of Office that the employee is
qualified to receive the YEB and CG benefits pursuant to
DBM Budget Circular No. 2003-2 dated May 9, 2003

HR

For General Claims
1. YEB and CG Payroll Finance Division

2. Payroll register (hard and soft copy) Finance Division
3. Letter to the Bank to credit employees accoutn of their
YEB and CG claims

Finance Division

4. Deposit slips Finance Division
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CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1. Requesting employee
submits the complete
required documents to
the Accounting Section

1 .'l . Accounting Processor
receives the complete
documents for processing. None 5 minutes

1 .2. Accounting Processor
prepares Journal Voucher and
Disbursement Voucher.

None 7 minutes
Accounting Processor B

Finance Division

1 .3. Accounting Processor signs
the "Prepared by" in the Journal
Voucher and fonivards the
Vouchers with the complete
documentary requirements to
Financial Planning Specialist B

None 3 minutes

Accounting Processor B
Finance Division

1.4. Financial Planning Specialist
B checks the completeness of
supporting documents,
correctness of amount claimed,
and availability of cash.

None 3 minutes

Financial Planning Specra/lsf B
Finance Division

1 .4.1 . lf complete and/or
correct, Financial Planning
Specialist B signs the "certified
correct" in the journal voucher
and "Box B" in the
disbursement voucher.

(Proceed to Step 1 .5)

1 minute

Financial Planning Specra/lsf B
Finance Division

None

56

Accounting Processor B
Finance Division
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AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

None l minute

Financial Planning Specia/isf B
Finance Division

1.4.3. lf the amount claimed or
the entry is incorrect, Financial
Planning Specialist returns the
documents to Accounting
Processor for correction and
the process restarts at step 1 .2.

None l minute

Financial Planning Specra/isf B
Finance Division

1 .5. Financial Planning Specialist
B forwards the vouchers with
complete supporting documents
to the Division Manager -
Finance for signature.

None 'l minute

Financial Planning Specia/lsf B
Finance Division

1.6. Division Manager - Finance
receives and signs the "Box A" in
the disbursement voucher with
supporting documents and
forwards it to Cashiering Section
for the preparation of check.

1 minute

Division Manager B
Finance Division

None
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1.4.2. lf incomplete supporting
document, Financial Planning
Specialist returns the
documents to the supplier for
compliance and the process
restarts at step 1 .1 .
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AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1.7. Senior Cashier prepares and
signs check, and forwards it with
the voucher and supporting
documents to the General
Manager for approval and
signature.

tln the absence of the Senior
Cashier, Cashiering Assistant
prepares and signs the check

None 2 minutes

Senior Cashier
Finance Division

'1 .8. General Manager approves
and signs the check and "Box C"
in the disbursement voucher.

None 3 minutes

General Manager B
Office of the General Manager

1.9. Cashiering Section receives
the signed check and voucher. None 1 0 minutes

Senior Cashier
Finance Division

2. Cashiering Section releases
the check payment to the
supplier.

None 2 minutes
Senior Cashier

Finance Division

TOTAL: None 40 minutes
End of transaction
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Adm i n istrative Division

External Services
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1. lssuance of Employment Service Records (for separated employees)
This process is available to all separated employees of PoIWD who want to have copies of their employment service records in PoIWD

Administrative Division - HR SectionOffice or Division:
SimpleClassification:
G2C - Government to ClientType of Transaction:

Who may avail: Separated Employee/s
WHERE TO SECURECHECKLIST OF REQUIREMENTS

R uestorLetter Re uest from Separated Employees
RequestorESEmail Request from Separated Em

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1. Submits letter request
or email letter request
address to HR
mvtinocpl@
ya h oo. co m/myti n q corp o
ral@qmail.com

1. Accept request None 1 Day

I ndu stial Relation s Ma nageme nt
Assistant B (IRMA)

Administrative Division
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Sr. lndustrial Relations
Devalopment Offber

HR Personnel (SIRDO)
Administrative Division
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CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

2. Wait for the Service
Record

2. Prepare Service Record None 1 Day Senior I ndustial Relations
Management Ofticer - A
Administrative Division

2.'1. Submit to Division Manager/
General Manager for signature

2.2. Call / email requestor to pick-
up the Service Record
2.3. Logl record outgoing
document
2.4. Release Service Record

TOTAL: None 2 Days

End of transaction
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Adm inistrative Division

lnternal Services
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1. Motorpool Vehicle Repair and Preventive Maintenance

This process refers involves the routine maintenance and repair services to keep PoIWD vehicles running smoothly.

Office or Division: Administrative Division - General Services Section

Classification: Simple

Type of Transaction: G2C - Government to Client
Who may avai!: Accountable employee/s of PoIWD

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Vehicle Maintenance Job Order Form Motorpool Office Personnel

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1. Get the Vehicle
Maintenance Job Order
Form from the
Motorpool Personnel
and fill-in the data
needed.

1. Give the Vehicle Maintenance
Job Order Form to the requestor

Senior Auto Mechanic
Administrative Division

2. Return the filled-in
Vehicle Maintenance
Job Order Form to
Senior Auto Mechanic

2.Check the vehicle to determine
the materials/ repair parts
needed and prepare a work plan.

Senior Auto Mechanic
Administrative Division

3. Wait and assist the
Senior Auto Mechanic
during repair

3. Request the materials/ repair
parts needed for repair through
the Application Portal.

Senior Auto Mechanic
Adminishative Division

3.'1. Conduct the necessary
repair based on the work plan Senior Auto Mechanic

Adminiskative Division

None 1 Day
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PERSON RESPONSIBLEPROCESSING TIMEFEES TO BE PAIDAGENCY ACTIONCLIENT STEPS

Senior Auto Mechanic
Administrative Division

4. Sign the Certification portion
Vehicle Maintenance Job Order
Form as the vehicle is repaired
and Hand-over

4. Sign the Certification
portion of Vehicle
Maintenance Job Order
Form by checking the
the check box whether it
is ready or not for
operation

1NoneTOTAL:
End of transaction

74



2. Request for Building, Ground and Facilities Repair
This service involves submitting maintenance or repair needs related to buildings, outdoor areas, and facility infrastructure, ensuring proper

upkeep and functionalitY.

Administrative Division - General Services SectionOffice or Division:
SimpleClassification:
G2C - Government to Clientof Transaction:
Accountable employee/s of PoIWDWho m avail:

WHERE TO SECURECHECKLIST OF REQUIREMENTS
PoIWD MISlnstalled A lication Portal at em lo s deskto

CLIENT STEPS AGENCY ACTION PROCESSING TIME PERSON RESPONSIBLE

Section Head / Supervisor
of the end-user

1. Log-in to the
Application Portal and
create Building RePair
and Maintenance Job
Order (BRAMJO)

1. Log-in to the Application Portal
and approve BRAMJO

3 minutes

1.2. Check box of
facility/ies to be rePaired
1.3. Wait for aPP roval

4 Hours
Ad m in istration Services ArUe

Plant Electrician B
Administrative Division

2. Wait for the
Administration Services
Aide / Plant Electrician B
to acknowledge the
request by electronicallY
signing the request.

2. Acknowledge request and
perform the tasUrepair as
requested

3 Minutes
General Servrces Chief C

Administrative Division

2.1. Electronically sign the
BRAMJO noting that the task is
complete.

None
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PERSON RESPONSIBLEPROCESSING TIMEFEES TO BE PAIDAGENCY ACTIONCLIENT STEPS

3 Minutes
Ad m i n i stration Se rvices Aide

Plant Electrician B
Administrative Division

3. Print the accomplished
BRAMJO for filing and for record
purposes

3. Log-in to the
Application Portal and
electronically sign the
BRAMJO to validate and
conform on the
conducted repair.

4 Hours and 9
minutes

NoneTOTAL:

End of transaction
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1. Hiring of Plantilla Personnel
This service refers to the process of hiring personnel for plantilla positions in PoIWD

Office or Division: Administrative Division - HR Section

Classification: Simple
Type of Transaction: G2C - Government to Client

Who may avail: Any lnterested Applicants
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

,| Application letter
CSC website www.csc.gov. h

3. Transcript of Record
4. Photocopy of Eligibility Certificate / PRC License

5. Performance Rating (if applicable) Polomolok Water District - HR

CLIENT STEPS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1. Submit letter of intenU
job application to PoIWD
(walk-in or via email to
pol_wd.hr@gmail.com)

1. Receive job application

None 1 Day

lndustrial Relations
Management Assisfanl B

Se n ior I ndustri al Rel ation s

Management Officer - A
Administrative Division

1 .1 . Check completement of
submitted documents
1.2. Route to DM for remarks
/action to be taken
1.3. Return file to HR with
remarks / action to be taken
1 .5. HR encodes basic details
of applicants to HRIS and file

2. Receive notification
from PoIWD HR for the
date of pre-employment
orientation

2. Notify applicant of the date of
pre-employment orientation

None 5 mimutes

lndustrial Relations
Management Asslsfanl B

Se n ior I nd u stri al Rel ations
Management Officer - A
Administrative Division
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2. Personal Data Sheet )

Colleges/ Universities attended

AGENCY ACTION
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PROCESSING TIME PERSON RESPONSIBLEFEES TO BE PAIDAGENCY ACTIONCLIENT STEPS

45 minutes

lndustrial Relations
Management Assistant B

Se n ior I ndu stri al Rel ation s
Management Officer - A
Administrative Division

None3. Conduct pre-employment
orientation

3. Attend pre-
employment orientation

2 hours

lndustrial Relations
Management Assrslant I

Se n i or I nd u stri a I Rel ation s
Management Officer - A
Administrative Division

None4. Coordinate with testing center
for the examination of applicants

4. Take examination

5

a

Conduct interview of
licants

lndustrial Relations
Management Assislant I

Se n ior I nd u stria I Rel ation s
Management Officer - A
Administrative Division

t hour and 30
mlnutesNone5. 1. Consolidate accomplished

applicants rating form and
behavioral event interview rating
from HRMPSB members

5. Attend interview

lndustrial Relations
Management Assistanl B

Se n ior I n d u stri al Rel ation s
Management Officer - A
Admin istrative Division

'l hour and 30
minutes

None6. Post result of screening and
notify applicants of the result

6. Receive notification
from PoIWD HR on the
screening result

1 day, 5 hours and
50 minutesNoneTOTAL:
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2. Issuance of Employee Records
This service is applicable to all employees of PoIWD who wish to request employment records.

Administrative Division - HR SectionOffice or Division:
SimpleClassification:
G2C - Government to Client
Active employee/sWho ma avail:

WHERE TO SECURECHECKLIST OF REQUIREMENTS
1. Request of Certificate of Em I ment

H R Section
uest of Service Record2.R

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1. Request Certificate of
Employment and
Service Record through
Document Request in
HRIS

None 30 minutes
Sen ior I nd ustri al Relation s
Management Officer - A
Administrative Division

2. Draft certification request /
Service Record
2. 1. Checks Certification/ Service
Record

2.3. Advise employee to pick-up
approved COE thru HRIS status
task bar

2. Wait for the
Certification

None 1 day
Se n io r I nd u stri al Relation s

Management Officer - A
Administrative Division
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Tvpe of Transaction:

1. Receive request from
employee thru HRIS

2.2. Submit to Division Manager/
General Manager for signature



CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

2.4. Logl record outgoing
document
2.5. Release Certification

TOTAL: None 1 day and 30 mins.

End of transaction
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3. lssuance of Authority to Travel (Foreign Travel)
This service caters to employees who wish to travel aborad.

Office or Division: Administrative Division - HR Section

Classification: Simple
Type of Transaction: G2C - Government to Client
Who may avail: Concern employee/s with scheduled Foreign Travel

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1 . Written request Requester

2. Approved Leave Application HRIS

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1. Request Authority to
Travel Abroad (ATA)
thru HRIS

1. Receive request from
employee thru HRIS

2. Wait for the Authority
to Travel Abroad

2. Check if the employee has
approved leave

2.1. Prepare Authority to Travel
Abroad (ATA)
2.2. Route ATA form for
signature
2.3. Log outgoing document
(ATA)
2.4. Advise employee to pick-up
approved ATA thru HRIS status
task bar

None 1 Day
Se n i or I nd u stri al Rel ation s

Management Officer A
Administrative Division
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PERSON RESPONSIBLEPROCESSING TIMEFEES TO BE PAIDAGENCY ACTIONCLIENT STEPS

3. Release ATA to the employee3. Pick-up approved
ATA

NoneTOTAL:
End of transaction

Iil
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1. Processing of Purchase Request
This service is offerred to all end-users who would like to purchase items for operation use.

Office or Division: Administrative Division - Procurement Section

Classification: Simple
Type of Transaction: G2C - Government to Client
Who may avail: Requisitioning UniVPerson

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Approved Purchase Request with Technical
Specifi cations (when necessary)

Requestor

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1. Foruard approved
Purchase Request with
attachments

1. Encode and prepare Period of
Action in the PIB System

None 1 Day
Adm i n i stration Servlces

Assrslanf C
Administrative Division

2. Wait for updates until
the request has been
purchased

2. Facilitate delivery/pick-up of
goods/ services

None 2 Days

Ad m i n i st r at i o n Servrces
Assisfant C

Procu reme nt Asslsfanf A
Administrative Division

TOTAL: None 3 Days

End of transaction
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Office or Division: Administrative Division - Procurement Section

Classification: Simple
Type of Transaction: G2C - Government to Client
Who may avail: Requisitioning UniUPerson

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Approved CAR Form Procurement, lnventory and Budgeting System (PlB)

CLIENT STEPS AGENCY ACT]ON FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1. Submit CAR to
Procurement Section

1. Receive and forward CAR
form to supplier

None

1 Day
M ate i al s Procure me nt Office r

B
Administrative Division

1.1. Once CAR is acknowledged
by Supplier forward it to the
requisitioning uniUperson

None

2. Receive
acknowledgement from
Supplier

2. Follow-up Supplier until
corrective action is completed None 2 Days

M ateri al s Proc u rement Office r
B

Adminishative Division

None 3 Days

End of transaction

84

2. Request for Corrective Action
This service is applicable to end-users who want to correct unmet specifications in their purchase request.

TOTAL:
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1. Acknowledgement Receipt of Equipment
This process is offerred to end-users to acknowledge the receipt of equipment requested

Ad str t P perty & S p M s ctim n Set onna a e eurom n vea vOffice or Division:
SimpleC lassification:
G2C - Government to Cliente of Transaction:
Accountable employee/s of PoIWDWho ma avail:

CHECKLIST OF REOUIREMENTS
PoIWD MISdesktolnstalled A lication Portal at em I

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

Mateials Planning Officer
Storekeeper

Administrative Division

1. lnspect if the quality
of the item is good and
in accordance with the
required specifi cations

1. After receipt and recording of
delivered items (compare with
DR), call the end-user who
requested the item

M ateri a I s Pl a n n i n g Office r
Administrative Division

1.1. Log-in to the Application
Portal & create lnspection and
Acceptance Report (lAR). Sign
the IAR in the Application Portal.

Section Head / Supervisor
of the end-user

1.2. Sign the IAR in the
application portal

None 'l Day
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CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

2. Receive items and
sign the ARE in the
application portal

2. Create Acceptance Receipt of
Equipment (ARE) & input
property number. Sign the ARE
in the application portal

Storekeeper
Administrative Division

2.1 . Print ARE & file record per
Division

Storekeeper
Administrative Division

TOTAL: None 1 Day

End of transaction
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2. Preparation of lnspection and Acceptance Report
This process is conducted to check the quality and quantity of items delivered from suppliers

Office or Division: Administrative Division - Prope rty & Supply Management Section

Classification: Simple

Type of Transaction: G2C - Government to Client

Who may avail: Procurement Personnel and End-user of PoIWD

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

lnvoice / Delivery Receipt / Official Receipt End-user
lnstalled Application Portal at emplo desktop PoIWD MIS

PROCESSING TIME PERSON RESPONSIBLEFEES TO BE PAIDAGENGY ACTION

Materials Planning Officer B
Storekeeper B

Administrative Division
20 minutes

1. Receive & record delivery/ies

lnspection Team3 mintues
1 .1 . Conduct Quality and
Quantity lnspection

3 mintues

Materials Planning Officer B
Administrative Division

lnspection Team

None

1.2. Log in to the Application
Portal and prepare lnspection
and Acceptance Report

1. Forward complete
documents for
processing of IAR

Materials Planning Officer B
Administrative Division

lnspection Team

3 mintuesNone

2. Accept the inspected IAR and
generates report as attachment
for payment

2. Log in to the
Application Portal & sign
the "INSPECTION"
portion

29 minutesNoneTOTAL:
End of transaction
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Administrative Division - Property & Supp Man ement SectionOffice or Division:
SimpleClassification:
G2C - Government to Client
End-userWho avail:

WHERE TO SECURECHECKLIST OF REQUIREMENTS
PoIWD MISlnstalled Application Portal at empl es desktop
End-userDefective item for di al

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1 . Return defective
materials to the
storeroom

1 . Receive & record returned
defective materials

None 3 Minutes
Materials Planning Officer B

Storekeeper B
Administrative Division1.1. Log in to the Application

Portal and prepare Waste
Material Report of the returned
defective materials

None 3 Minutes

1.2. Certify the property returned
as waste material 3 Minutes

lnspection Team

1.3. Log in to the ApPlication
Portal and sign the property

inspector portion.
3 Minutes

lnspection Team
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3. Preparation of Waste Material Report
This process is conducted for proper disposal of defective materials.

Tvpe of Transaction:

None

Materials Planning Officer B
Administrative Division

Materials Planning Officer B
Administrative Division



CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1.4. Sign second endorsement of
WMR

None 3 Minutes General Manager

TOTAL: None 15 minutes

End of transaction
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4. Requisition and lssuance of Storeroom ltems
This process is offerred to all employees of PoIWD who wish to request items in the storeroom.

Administrative Division - Prope & Supply Management SectionOffice or Division:
SimpleGlassification:

G2C - Government to ClientType of Transaction:

All em lo of PoIWDWho m avail:
WHERE TO SECURECHECKLIST OF REQUIREMENTS

PoIWD MISdesktolnstalled lication Portal at em I

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1. Log-in to the
application portal &
create Requisition and
lssuance Slip (RlS)

1 . Log-in to the application portal

and approve the Requisition and
lssuance Slip request

None 3 minutes
Section Head / Supervisor

of the end-user
1 .'l . lnput items needed
1.2. Send Request
1.3. Wait for Approval
2. Proceed to the
Property and Supply
Management Section to
sign the approved RIS
and get gate pass of
requested items

2. lssue RIS and prepare gate
pass

None 3 Minutes
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Materials Planning Officer B
Storekeeper B

Administrative Division



PROCESSING TIME PERSON RESPONSIBLEFEES TO BE PAIDAGENCY ACTIONCLIENT STEPS

3 Minutes
Storekeeper B

Administrative DivisionNone

3. Release requested items3. Present the gate pass
to the Storekeeper B at
PoIWD Annex- Property
and Supply
Management Section for
the release of the said
items

9 minutesNoneTOTAL:
End of transaction
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1. Maintenance & RePair Works
This process involves maintenance and repair works for PoIWD service line, main line, and distribution lines within the PoIWD service area

Office or Division: Engineering and Operations De rtment - Construction and Maintenance Division

Classification: Simple

Type of Transaction: G2C - Government to Client
G2G - Government to Government
G2B - Government to Business

Who may avail: All clients within the service areas of PoIWD

GHECKLIST OF REQUIREMENTS WHERE TO SECURE

Personal appearance of the customer, AGAS SMS, phone

call ( PoIWD Landline)
N/A

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

A. Compla ints received from walk-in customers
1. Customer/ client
express complaint to
EOD-CMS Staff

1. Receive complaint from
customer/client

None 5 minutes Ad mi n i stration Services Assislant
B

Engineering and Operations
Department

1.1. Report leak thru AGAS
Patrol (text message)

None 1 minute Administration Servrbes Asslstanl
B

Engineering and Operations
Department

1.2. Receive report and generate
message that is sent to the
sender informing him/her that the
complaint has been received and
will be investigated

None 1 minute SMS Text blast System
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CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

2. Wait for status uPdate
on the reported
complaint

2. Forward the complaint to a
maintenance team and notify the
sender via text the status of
repair.

None 5 minutes

2.1 . lnitiate appropriate action
and start repair.

None Minor servie line
repair: 40 minutes

Major service line
repair: 4 hrs

Mainline repair: 5
hours

Supervising Engineer B
Engineering and Operations

Department

2.2. Send status repair to AGAS
Patrol number once repair is
done

None 1 minute Supervising Engineer B
Engineering and Operations

Department

2.3. Notify sender that the
maintenance repair is finished

None l minute SMS Text blast System

3. Receive notification
on the completion or
update of the
repair/comPlaint

3. Notify customer/client of the
status of repair personally, or via
phone call/text message

None 3 minutes Supervising Engineer B
Engineering and Operations

Department

57 minutes

TOTAL (Major serv&g !!nelgpg!4! None 4 hours and 17 mins

TOTAL (Mainline repair): None 5 hours and 17 mins

SMS Text blast System

TOTAL (Minor service line rePair): None
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CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

B com a Ints Rece tved th ru Po twD uard I PoIwD La nd I ne

1. Guard / PoIWD staff
relays customer
complaint to
Adminsistrative Service
Assistant B

1. Receive complaint from guard None Admi n istntion Servlces Asslslant
B

Engineering and Operations
Department

/ PoIWD staff

1.1. Report leak thru AGAS
Patrol (text message)

None 1 minute Ad m i n i stntio n Servrbes Assislant
B

Engineering and Operations
Department

1 .2. Receive report and generate
message that is sent to the
sender informing him/her that the
complaint has been received and
will be investigated

None 1 minute SMS Text blast System

2. Forward the complaint to a
maintenance team and notify the
sender via text the status of
repair.

None 5 minutes SMS Text blast System

2.1 . lnitiate appropriate action
and start repair

None Minor servie line
repair: 40 minutes

Major service line
repair: 4 hrs

Mainline repair: 5
hours

Superuising Engineer B
Engineering and Operations

Department

2. Wait for status update
on the reported
complaint
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CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME

2.2. Send status repair to AGAS
Patrol number once repair is
done

None 1 minute Supervising Engineer B
Engineering and Operations

Department

2.3. Notifo sender that the
maintenance repair is finished

None '1 minute SMS Text blast System

3. Receive notification
on the completion or
update of the
repairlcomplaint

3. Notify customer/client of the
status of repair personally. or via
phone call/text message

None 3 minutes Supervising Engineer B
Engineering and Operations

Department

Minor service line re tr None 57 minutes

TOTAL (Major service line rePair): None 4 hours and 17 mins
None 5 hours and 1 7 mins

laints received from AGAS PatrolC. Com
1 minute SMS Text blast SystemNone1. Receive complaint from

Customer/client (via AGAS
Patrol)

1 . Report leak thru text
with the format:

AGAS/Concern/Name
/ Address

And send to either of the
following numbers:
Smart: 09999982953

SMS Text blast System5 minutesNone2. Forward the complaint to a
maintenance team and notifY the
sender via text the status of
repair.
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PERSON RESPONSIBLE

TOTAL

TOTAL (Mainline repair):

2. Wait for status update
on the reported
complaint
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CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

2.1. lnitiate appropriate action
and start repair

None Minor servie line
repair: 40 minutes

Major service line
repair: 4 hrs

Mainline repair: 5
hours

Supervising Engineer B
Engineering and Operations

Department

2.2. Send status repair to AGAS
Patrol number once repair is
done

None 1 minute Supervising Engineer B
Engineering and Operations

Department

2.3. Notify sender that the
maintenance repair is finished

None l minute SMS Text blast System

3. Receive notification
on the completion or
update of the
repair/complaint

3. Notiff customer/client of the
status of repair personally, or via
phone call/text message

None 3 minutes SMS Text blast System

TOTAL inor service line repair): None 51 minutes

TOTAL (Major service line repair): None 4 hours and 11 mins

TOTAL (Mainline repair): None 5 hours and 1'1 mins

End of transaction
Note: For after the meter repalrs, no fees will be paid by the customer to PolWD. lnstead, an intern al arrangement betvveen the maintenance
personnel/s and the customer will be agreed upon for the total cost of repair.

97



:m
1. Bacteriological Test (External)

This process involves the collection of water samples for bacteriological test upon request of customers.

ri s d o Depart W R I D S not tea r ueso cesnn rate o Sn menee n anE pOffice or Division:
Sim leClassification:
G2C - Government to Client
G2G - Government to Government
G2B - Government to Business
All clients within the service areas of Polomolok Water Districtavail:Who ma

CHECKLIST OF REQUIREMENTS
R uesterLetter uest

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1. Proceed to OGM for
submission of request
letter addressed to GM
for approval

1. Receive communication and
file

None Execufive Assrstanl C

Office of the General Manager

5 Minutes Quality Assurance I nspector
Engineering and Operations

Department
2.1 . Bacteriological Test:
Scheduled 'lst and 3rd MondaYS
of the Month.
2.2. lnform the client of the date
when the results will be
available.

None 5 Minutes QualiU Assurance I nspector
Engineering and Operations

Department

2.3. Bacteriological Test - Two
(2) weeks after samp ling date

2. Wait for schedule of
sampling and schedule
of releasing of results
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Type of Transaction:

WHERE TO SECURE

5 Minutes

1.1. Record name and contact
details of the client, including the
purpose of requested analysis

2. Set schedule of samPling to
the soonest available schedule

None
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PROCESSING TIME PERSON RESPONSIBLEFEES TO BE PAIDAGENCY ACTIONCLIENT STEPS

Quality Assurance lnspector
Engineering and Operations

Department

1 DayNone2.4. Conduct water sampling as
scheduled and submission to the
laboratory

Bacteriological Test:
PHP 550.00 per sample

3. Check the availability of the
result based on when the
sampling is conducted.

5 Minutes

Note: Rates depend on the
prevailing rates of the
external laborato

3.1. Bacteriological Test - after
two (2) weeks from sampling

QualiU Assunnce lnspector
Engineering and Operations

Department

5 MinutesNone3.2. lf sample is not yet available
due to unforeseen reasons,
inform the client that they will be
contacted when the results are
back from the laboratory.

3. Client requesting
results

Quality Assurance lnspector
Engineering and Operations

Department

3 MinutesNone4. Give a copy of the result
requested by client

4. Client to sign logbook
as acknowledgment of
received result

PHP 550.00 r sample
Bacteriological Test:

TOTAL:

End of transaction
Nofe: Rates depend on the prevailing rates of the external laboratory
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Engineering and Operations Department

lnternal Services
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L Bacteriological Test (lnternal)

This process involves the collection of water samples for bacteriological test upon request of the EOD-CMD

Office or Division: Engineering and Ope rations Department - Water Resources Division

Glassification: Simple

Type of Transaction: G2C - Government to Client
G2G - Government to Government
G2B - Government to Business

Who maY avail: o D rtm nt C tr cti d M te D vi iEns neenns and perat I ons epa e onS u on an a I n nance I S on

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

New Pipe line Disinfection Report Re uestor

CLIENT STEPS AGENCY ACTION PERSON RESPONSIBLE

1. Submit New PiPeline
Disinfection Report

1. Receive New Pipleline
Disinfection Report for
bacteriological test

None 3 Minutes Quality Assurance I nspector
Engineering and Operations

Department

2. Wait for schedule of
sampling and schedule
of releasing of results

2. Set schedule of sampling to
the soonest available schedule

None 5 Minutes

2.1. Conduct water sampling as
scheduled and submission to the
laboratory

1 Day

2.2. lnform the client of the date
when the results will be
available.

None 5 Minutes
Quality Assurance I nspector
Engineering and Operations

Department2.3. Bacteriological Test - One
(1 ) week after sampling date
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FEES TO BE PAID PROCESSING TIME

QualiU Assurance I nspector
Engineering and Operations

Department



PERSON RESPONSIBLEPROCESSING TIMEFEES TO BE PAIDAGENCY ACTIONCLIENT STEPS

5 MinutesNone3. Check the availability of the
result based on when the

ling is conducted.samp
QualiU Assurance lnspector
Engineering and Operations

Department

5 MinutesNone3.2. lf sample is not yet available
due to unforeseen reasons,
inform the client that they will be
contacted when the results are
back from the laboratory.

3. Client requesting
results

3 MinutesNone4. Give a copy of the result
requested by client

4. Client to sign logbook
as acknowledgment of
received result

1 day and 26 minutes
NoneTOTAL:

End of transaction

to2

QualiU Assurance lnspector
Engineering and Operations

Department
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FEEDBACK AND COMPLAINTS MECHANISM

Answer the client feedback form and drop it at the designated drop box beside
PACD Email: polwd@yahoo.com.ph

How to send feedback

Every end of the working day, the employee in charge at the PACD will subm
to the Public Relations Officer (PRO) the feedback & complaints filled-up form
gathered from the drop box for compilation. Feedback requiring answers are
forwarded to the Division concerned and they are required to answer within five
(5) days ofthe receipt ofthe feedback. The answer ofthe office is then relayed
to the consumers concerned. For inquiries and follow-ups, clients may contact
mobile no. 091 0-1 96-1 330

itHow feedbacks are Processed

Directly communicate with our PACD for inquiries. Accomplished our comp
forms available at the PACD Submit your complaints to our PACD Complaints
can also be filled thru mobile number 0910-'196-1330 Make sure to provide the
following information: -Name of person being complained -lncident -Evidence
For inquiries and follow-ups, consumers may contact mobile number 0910-196-
1330 For maintenance concern - text or call 0915-933-6104 For customer
service concern - text or call 0910-196-1330

laintHow to file a complaint

The PACD opens the complaints drop box on a daily basis and forward the
same to the concerned Division for investigation and give appropriate action.
The Division concerned will give the feedback to the consumer. For inquiries
and follow-ups, consumers may contact mobile number 0910-196-1330

How complaints are Processed

ARTA : complaints@arta.gov.ph : 1-ARTA (2782) PCC: 8888 CCB : 0908-881-
6565 (SMS)

Contact lnformation of CCB, PCC,
ARTA
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FEEDBACK AND COMPLA!NTS MECHANISM



(083) 500-8008National Highway, Dulay Subd.,
Polomolok, South CotabatoMain Office

For Strict Compliance,

EN . DEGILLA
General a erB
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LIST OF OFFICES

Office Address Contact lnformation


