





Office / Division: Front Desk/Commercial Section
Classification: Complex Transoction
G2C - Government to Citizen
Type of Tronsoction: G2B - Government to Business
G2G -~ Government to Government
Who May Avail: All Active concessionaires of MWD
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
None Not applicable
CLIENT AGENCY FEESTO PROCESSING PERSON
STEPS ACTION BE PAID TIME RESPONSIBLE
l. Proceed to the fromt 1, Attend tochent’s None 3 Minutes Front Desk Officer
deskand report/ re- report/ request and Commercial
quest for your water prepare Maintenance Section
meter concems Job Order and let the
client signed it then
submit to the Mainte-
nance Section for
Sy e e onee
2. Advice chent to go Front Desk r
home and wait for the NORS | minute Commercial
MWD employee to do Section
the investigation /
act on the request,

VIII. WATER QUALITY CONCERNS

Water quality test is granted to households or establishments who have water quality
issues. When a concessionaire complains of a sandy water, flushing of service line or
distribution line is performed to address the issue,

Office / Division: Front Desk/Commercial Section

Classification: Complex Transaction

G2C -~ Government to Citizen

G2B -~ Government to Business
G20 - Government to Government
All Active concessionaires of MWD

Type of Transaction:

Who May Avail:

none Not applicable
CLIENT AGENCY FEESTO PRO- PERSON
STEPS ACTION BE PAID CESSING RESPONSIBLE
TIME
1. Proceed to the Front 1, Attend toclient's Front Desk
desk and report water report/ request and Officer
quality concems take note of the name None 3 Minutes Commercial
and location Section
2. Provide details of 2, Prepare Mainte- None 3 Minutes Front Desk
the water quality nance Job Order and Officer
problem let it signed by the
client and submit it to Section
the Maintenance
Section for
appropriate oction
2.1 Maintenance None 3 minutes
Section will schedule
as to when and who
will go to the area to Mdsr::m
take necessary action

IX. TRANSFER OF WATER METER

Concessionaires may request a transfer of their water meter to another / different
barangay and/or another/near property line with corresponding transfer of water meter
fee and it can only be done by the MWD employee/plumber. For dormant accounts, the
concessionaire needs to request for reconnection of water service (please refer to service
no. IV) first before availing of this service, Accounts are considered dormant who are
inactive for 3 months or more,

Office/Division: Front Desk/Commercial Section
Classification: Complex Transaction

G2C - Government to Citizen
Type of Transaction: G2B - Government to Business

G206 - Govermnmment to Government

Who May Avail: All concessionaires of MWD

CHECKLIST OF REQUIREMENTS

Valid identification card with signature of
the registered concessionaire of MWD

WHERE TO SECURE

GSIS, SSS, DFA, Postal ID, LTO, Current

Company 1D, School ID, OSCA 1D, PRC,

PHIC, BIR

AGENCY FEESTO |PROCESSING
e

1, Proceed to the front |1, Ask for a val

desk and make a re-

PERSON
RESPONSIBLE

quest for water meter

transfer Front Desk
2 Minutes

2, Proceed to the 2, Receives pay-

cashier and pay the ment of transfer of - Cashier C

water meter fee issue official receipt

3, Present official re- |3, Prepare mainte-

ceipt to the front desk |nance job order, let

officer it signed by the None 3 Minutes

client and forward it
to the Maintenance

Section
3.1. Instruct client
for the possible
schedule of work by None
the MWD Mainte -

nance Section
3.2. Advice client
that materials to be

used for the Amount var-
requested transfer ies depend-
of water meterwill ing onthe
be estimated by materials to
Maintenance be used for

Section and willbe the transfer
of water

meter

Fromt Desk

1 Minute

3 Minutes

X.APPLICATION OF AVAILMENT OF SENIOR CITIZEN DISCOUNT

Moncada Water District adheres to Philippine Law such as REPUBLIC ACT NO. 9984 AN

ACT GRANTING ADDITIONAL BENEFITS AND PRIVILEGES TO SENIOR CITIZENS,
FURTHER AMENDING REPUBLIC ACT NO, 7432, AS AMENDED, OTHERWISE KNOWN

AS "AN ACT TO MAXIMIZE THE CONSTRUCTION OF SENIOR CITIZENS TO NATION
BUILDING, GRANT BENEFITS AND SPECIAL PREVILEGES AND FOR OTHER PURPOSES™

the grant of a minimum of five percent (5%) discount relative to the monthly utilization
of water and electricity supplied by the public utilities: Provided, That the individual
meters for the foregoing utilities are registered in the name of the senior citizen
residing therein: Provided, further, That the monthly consumption does not exceed
one hundred kilowatt hours (100 kWh) of electricity and thirty cubic meters (30 m3 ) of
water: Provided, furthermore, that the privilege is granted per household regardless of
the number of senior citizens residing therein”™

(https://www.officialgazette.gov.ph/2010/02/15/republic -a 3-9994
Office/Division: Front Desk/Commercial Sectic
Classification: Simple Transaction

G2C - Govermment to Citizen
Type of Transaction: G2B -~ Government to Business

G206 - Government to Government
Who May Avail: Concessionaires who are senior citizens

WHERE TO SECURE

Applicant
Representative

CHECKLIST OF REQUIREMENTS

If apphied by the Senior Citizen:
Valid Senior Citizen |D Card (1 photocopy) ~If applied
through Representative: VYalid Senior Citizen 1D Card ()
photocopy) - present the original |ID at the office
Conditions for the Availment:

* Senior citizen must be a resident of the household

* Consumption should not exceed 30 cu.m,

* Senior citizen can only avail the discount of one
residential occount




Filod up Selor Clzen's Dscount form ’rm Deskofficer |

T. Procesd o the Front |1
Dask officer and fll
out the application
form for Senlor Clizen Front Desk
discount and attach 1.1, Submh to GM for : Officer

requirements sgnoture/opproval  NOMe | SMinutes g

STEPS ACTION BE PAID TME RE! BLE

for updoting conces-

Sectlon
1.2, Submit 10 C8A-E
sionoires’ ledger

X1. APPLICATION FOR CHANGE OF ACCOUNT NAME

Change nome request is gronted to concessionolres who intend w have thelr
registered name omended ar modified. New owner of the house and lot or deceased
registernd owner are among the vorious reasons for the request.

Office / Division

Type of Tronsoction:

20 - L)
Who May Avoll Concessionolres who hove exiating occount
CHECKLIST OF REQUIREMENTS WHERE YO SECURE

Toppied by the registered person, just present valld 10 Applcont
with signature
11 opplied by o representotive (must be immediate fami-
ty mambar of the registered owner), bring outhorizotion
letter trom the registored owner, his/her volld 1D with)
signoture with xerox copy, repressntative’s valld 10 w
troce their relotionship

CLIENT AGENCY FEES TO| PROCESSING PERSON

STEPS ACTION BE PAID TIME RESPONSIBLE
1. Proceed t the Front |1. Provide client with
Desk and request for  [the checklist of
change of name requiroments

2. Submit Receive ond review
Y ond

INTERNAL SERVICES
1, ISSUANCE OF CERTIFICATE OF EMPLOYMENT

Var i o whara oga e or urbonen ’&""M"’"

et T
\ \

5 oor-
tificare of employment

II. ISSUANCE OF EMPLOYEES' RECORDS (SERVICE RECORD, L!AV!
RECORDS AND PERSONAL RECORDS)

lm ! employees sued individual/person who has
°w'o"-um¢ ::n m.l":nwd ) Wanes e District for 0SIS purposes and other fegal
um-u that the requester Momn |oun

requir oy
stoted obove |process request

(2.1 Forword 10

|Assistom € for -

lupdoting the recards

Xil. REQUEST OF WATER METER CALIBRATION
Al woter meters issusd by the MWD ore aivendy colibrated. This service entalls o fes
in cose concessionoire wonts his/hsr woter meter be callbroted agoin for doubtful high
COoNSUMPon O whotever reoson .
Office/Division Front Desk / i
Classificotion Compiex Tronsaction
G2C - Government to Citizen
Type of Tmnsoction: G28 - Government to Business
026~

Who Moy Aval Concessionoires who hove existing occount with MWD |

TIME
~ 10Minutes

2. Clolm requested G None 1 Minute
document 's recards
Yot

111, ISSUANCE OF APPLICATIONS FOR LEAVE OF ABSENCE

The Human Resourca Management Office is also responsibls in the lasuancs of leave of
absence of Moncada Water District officiols and employees.

Office / Division: Administrath tion/HRMO

Classificatio simple Tronsaction

CHECKLIST OF REQUIREMENTS WHERE 70 SECURE

MWD, Finonce Sectian

FEESTO PRO- PERSON

BEPAID CESSING | RESPONSIBLE
TIME

Naone 2 Minutes

Type of Transoction: 020 - Govemment to Government
Who May Avall: yaes ter SeTRLTE
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Leave Farm (CS Form no. 6) HRM Office
Medical and other supporting documents, if applying for  Applicant/employee
sick leave.
CLIENT AGENCY FEESTO PROCESSING PERSON
STEPS ACTION BE PAID TIME RESPONSIBLE
I Accepticave formand None 5 Minutes ARA Persoane/
update leave credits.
HRMO will centify and
sign the approve leave

plish
(CS Form No. 6)

been employed |

For inquiries and follow-ups,
numbers: 045-6085407, 0917-183-9637, 0917-526-7009

Az
of ARTA, PCC,CC8  1-ARTA (2782)
8888
u‘m'ﬂm

XIV. LIST OF OFFICES
QFFICE

CONTACT INFORMATION

Wmm

“Telefox: 045 60505407
Mabile Numbers:
0917-183-9637, 0917-528-7008




