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Introduction

The Operations Manual of Pefiaranda Water District (PWD) contains the general information
about the agency, its underlying function, mandates, operating procedures and organization.

This manual will provide readers knowledge about the district’s responsibilities and structure.
The manual is composed of several parts as follows:

General Information. This section contains the brief history of PWD, mandates and functions, its mission
and vision, service pledge, pumping station and areas of operation.

Organization and Responsibilities. In this part of the manual, the organizational structure as of year
2017 was shown, as well as the duties and responsibilities of each section.

Operational Control and Supervision. The powers of authority are described in this part as well as the
supervisory and operational controls.

Operating Procedures. Contains the step-by-step procedures and work instructions of PWD . Activity
flow charts are use to illustrate the different processes involved in daily operations.
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ABBREVIATIONS:

ARE- Acknowledgment Receipt of Equipment

BUS — Budget Utilization Slip

DV- Disbursement Voucher

HPC — Heterotropic Plate Count

IAR- Inspection and Acceptance Report

LWUA - Local Water Utilities Administration

MOV- Motorized Operated Valave

PD — Presidential Decree

PHILGEPS- Philippine Government Electronic Procurement System
PPE — Property Plant & Equipment

PR — Purchase Request

PWD- Pefiaranda Water District

ROSA- Report on Salaries and Allowances

RFQ — Request For Quotation

SOA — Statement of Account

SALN — Statement of Assets, Liabilities and Net Worth

SDs — Supporting Documents, such as Sales Invoice, Purchase Order, Statement of Account, Job Order

VFD- Variable Frequency Drive
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GENERAL INFORMATION

Logo of Pefiaranda Water District

Mandates and Functions

The Pefiaranda Water District is a Local Water District created by virtue of Resolution No. 033
dated August 1987 of Municipal Council Of Pefiaranda, Nueva Ecija. On September 09,1987 the
Certificate of Conditional Conformance NO. 306 was issued by Local Water Utilities Administration to
formalize the establishment of Peflaranda Water District.

The operation of the district started on September 18, 1995 pursuant to the provisions of
Presidential Decree No. 1968 as amended by PD Nos. 768 and 1479, otherwise known as the Provincial
Utilities Act of 1973. Its primary objective is to acquire, install, improve, maintain and operate the water
supply and distribution system for domestic, commercial, and industrial consumption of residents within
the boundaries of the District. As of December 31, 2017 the district has a total service connection of
5,248.

VISION

To operate and maintain a water supply and distribution systems for domestic, industrial,
municipal, and agricultural uses for residents and land within the boundaries of Pefiaranda.

MISSION

a. Sustain a viable and self-supporting water utility that will provide safe and adequate water
needs of the residents of the District;

b. Expand its area of operations in phases so as to keep in steps with growth in demand as the
community progresses;

c. Provide periodic trainings of staff and personnel in all aspects of operations to attain
efficiency and morality in the service;

d. Adopt a government proscribed operating and accounting procedures to keep its service
revenue generation to its optimum; and

e. Maintain at all times good public relation by dealing with the public fairly and sincerely to
win their support and goodwill especially the water consumers whose patronage is
indispensable.
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SERVICE PLEDGE
We deliver a safe and viable drinking water to our concessionaire 24 hours a day, and
maintain at all-time good public relation by dealing with the public fairly and sincerely to
win their support and goodwill. Our office is open to serve the public Monday to Friday
from 8:00 am to 5: 00 pm except holidays. (No noon break)
We serve them utmost responsibility, integrity, loyalty and efficiency.

“Since we are a public entity, customer satisfaction is our index of success”

PUMPING STATIONS YEAR OF
OPERATION
Poblacion 1995
Sto Tomas 2003
San Josef 2009
Sinasajan 2010
Poblacion IV 2017

Table 1 PWD Pumping Stations as of 2017

AREAS OF OPERATION

Barangays that are served by PWD as of 2017

L oo NV R WNE

Poblacion 1
Poblacion 2
Poblacion 3
Poblacion 4
Sto Tomas
San Josef
Sinasajan
Las Pifas
Callos
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PENARANDA WATER DISTRICT

ORGANIZATIONAL CHART

BOARD OF DIRECTORS

GENERAL MANAGER C ’

SENIOR WATER UTILITIES
ADMINISTRATIVE SERVICES CHIEF C ' MANAGEMENT OFFOCER '

SENIOR CORPORATE
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CONTROLLER CONTROLLER
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[CUSTOMER SERVICES
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ENGINEERING
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FACILITIES OPERATOR B MANC MANC ’- MAN C
WATER RESOURCES
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ASSISTANT E F FACILITIES OPERATOR C " FACILITIES OPERATOR ,

UTILITY WORKER A

SENIOR WATER SENIOR WATER
MAINTENANCE B " MAINTENANCE B

UTILITY WORKE! '._ TY WORKER A '
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DUTIES AND RESPONSIBILITIES

Board of Directors is a policy making body. Ensures the availability of adequate financial
resources and approves annual budget.

Administrative / Commercial Section is responsible for general service, collection and
disbursements of funds. It is responsible for the recruitment and retention of qualified
employees. The administrative section records, summarizes all the financial transaction of the
district and prepares Financial Reports. It also provides customer services to the
consumers/client. Administrative / Commercial Section also responsible for the billing and
collection of water sales of the districts.

Engineering Section is responsible for the management of the water systems maintenance
operations, production and water distribution systems. It is also responsible for the
implementation of the projects.

OPERATIONAL CONTROL AND SUPERVISION
The General Manager shall exercise operational control over the following duties:

Regular conduct of staff and committee meetings;
Preparation of agenda for Board meetings;

wNn e

Implementation of agency’s policies, rules and regulations;

4. Participation in district’s activities with other organizations.
The General Manager has the ultimate decision-making authority in all matters affecting the
operation of the district.

The Head of Administrative/Commercial Section shall exercise operational control over the
following duties:
1. Preparation of Financial Statement;
Preparation of Statement of Bank Reconciliation;
Preparation and updating of PPE Depreciation Schedule;
Preparation of Annual Budget;
Reports of Daily Collection and Deposit;
Deposit of Cash and Check Collections;
Administration Of Petty Cash Fund;
Preparation and Release of Payroll;

© O N U AW

Preparation of Disbursement Voucher;
10. Liguidation of Cash Advances;
11. Report of Monthly remittances and loan payment;
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12.
13.
14.
15.
16.
17.

18.
19.
20.
21.
22.
23.

24,
25.
26.
27.
28.

Preparation and payment of BIR, GSIS, HDMF, Philhealth;

Release of Checks;

Maintenance of 201 files;

Submission of SALN;

Updating of Leave Record;

Preparation and Submission of Report on Salaries and Allowances (ROSA) received
by principal officers and governing board of Directors to Commission on Audit(COA);
Issuance of Acknowledgement Receipt of Equipment; (ARE)

Preparation of Purchase Request/ Order

Phil - GEPS Posting;

Issuance of materials & supplies;

Physical Count of Inventory;

Processing of Applications for: New Service Connections, change name,
Maintenance and inspection order;

Issuance of Water bills ( SOA)

Issuance of Official Receipts;

Submission of Schedule of Accounts Receivable;

Submission of Collection report;

Maintenance of Customers’ Ledger Cards.

The Head of Engineering Section shall exercise operational control over the following duties:

1.

O N Uk WwN

9.

10.

Operation & Maintenance of all engineering facilities such as water sources,
pumping station equipment, distribution network, including power generating
equipment.

Water Meter relocation;

Repair / calibration of water meter due to blurred, stuck up or damage;
Installation of New service connection;

Conduct Network flushing Activity;

Report on Non- Revenue Water ( NRW)

Submission of Water Samples for Bacteriological Test;

Submission of Physical and Chemical testing of water samples for all pumping
stations;

Submission of Summary Reports on Microbiological Test of water samples to LWUA;
Operation of chlorination equipment;
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OPERATING PROCEDURES

A. APPLICATION AND INSTALLATION OF NEW SERVICE CONNECTION

Step 1: Step 2:
(@) o
(o i N
Present Valid Id and proof of ownership
or proof of right to occupy the lot

Return to office and present the
assessment to Administrative Services

. L Aide
where the service connection is to be

located, as well as any other paper
required under the circumstances (
barangay certification, permit etc)

Customer Service Asst. D
l Prepares order of payment for
Customer Service Assistant E/ service connection fee and

PACDO materials to be used

Verifies the identity of the
applicant, as well as the papers

he/she submits
Duration : 30 minutes l
Application form signed by
Head of Office

l Duration : 5 minutes

Fill up application
Duration : 10 minutes l

Cashier / Collection Assistant

Duration : 10 minutes

and materials to be used,

l Applicants pay application fee
horizontal boring( if applicable)

Engineering

Assistant/Engineering Aide Duration : 5 minutes

Conduct onsite inspection; l
accomplish Inspection Report
and checklist of materials ; issue Engineering Assistant
one (1 copy of checklist of
materials to applicant Prepares schedule of service

line tapping/ horizontal boring)
Duration : 3 days

Duration :
l Horizontal Boring - 7 days

Service Line Tapping - 1 day

Inform the applicant thru
text message for payment

at the District.
Applicant signs the

contract upon installed

Page
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B. DISCONNECTION OF SERVICE LINES

Billing Clerk/ Computer Operator

Sends notice of disconnection thru
text messages to each delinquent
consumers by zone.

Duration : 15 minutes

|

| . .
éonsumers receives notice thru text

message, and is given three ( 3 days)
days to settle account or pay
disconnection stoppage fee.

|

Sr. Data Encoder -Controller

After three days (3 days) the Billing
Clerk prepares list of accounts to be
disconnected by zone.

Duration : 5 minutes

|

Engineering Assistant A/ Engineering
Assistant B

Disconnects delinquent accounts
who did not pay water bill.

Duration : 2 hours ( depending on
zone size)

|

Engineering Assistant A/ Engineering
Assistant B

Disconnects delinquent accounts the
day before reading date.

Duration : 10 minutes per
delinquent account
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C. BILLING & COLLECTION

Billing

Customer Service Assistant C

Reads consumption of each consumer by
zone (1 zone per day starting on the first
working day of the month).

|

Computer Operator/ Billing Clerk

Encode & post meter reading of each
consumer. Updates customer ledger
cards and print billing statement

|

Customer Service Assistant C

Distributes billing statement on the

following day after reading.

o

I
Consumers received their billing

statement

Payment of Water bill

)
Consumers walk into the office to pay
water bills .

|

Collection Assistant

Verifies the amount due or refers client to
responsible person

Duration : 5 minutes

|

Cashier

Receives payment and issue official
receipt
Duration : 2 minutes

Page
12

Payment of Reconnection fee, Service

connection fee, Materials, etc.

@)
0N

Consumers walk into the office to pay
Reconnection fee ,Service connection
fee, materials etc.

|

Customer Service Assistant D

Verifies the account and prepare for
order of payment .
Duration : 30 minutes depending on the
complexity

|

Sr. Water Utilities Management Officer

Checks and sign order of payment

Duration : 5 minutes

|

Collection Assistant

Examines the order of payment and
prepares official receipt

Duration : 2 minutes

|

Pﬁys the amount indicated in the order of
payment
Cashier

Receives payment and issue official
receipt

Duration : 2 minutes
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D. REQUEST FOR SERVICE ( Complaints, reconnection etc)

-,
(]

request for services needed. (Complaint,

ConDumers walk into the office to

leaks, relocation, reconnection and /or
other service required)

|

Customer Service Assistant E/ PACDO

Verifies the name of the consumers, nature of service
request/complaint. Fills up complaint slip, service
request from and forward to the Cust. Service Assistant
D for proper distribution of assignment

Duration : 25 minites denendine nn the comnlexitv

|

Customer Service Assistant D

Forwards the complaints to concerned personnel(
plumber, meter reader, Engineering Assistants etc.)
Duration : 10 minutes depending on the complexity

o

(1

Plumber/ Meter Reader

Personnel assigned attends the
requested service , or makes
recommendation on action to be taken.
Duration : 2 hours (case to case basis)
D

o

Signs complaint slip/Maintenance Order

and Action Slip as proof that service
requested was done satisfactorily
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WORK FLOW CHARTS

ACCOUNTING WORKFLOW

RECEIPTS AND COLLECTION PROCESS

Receive payment from consumers and
issue Official Receipt

|

Record Collection in Reports of

Collection and Deposit

I: Deposit Collections :I

DISBURSEMENT PROCESS

Administrative Section

Prepares the necessary supporting
documents ( SD) and submits to
Accounting unit for funding.

Corporate Accounts Analyst

Prepares the Disbursement Voucher (
DV). And certifies the completeness of
the supporting Documents.

- =1

Sr. Corporate Accounts Analyst

Prepares the Budget Utilization Slip (BUS).

Forward to Admin. Svcs. Chief C

Administrative Services Chief C

Receives the documents, and certifies
charges to budget necessary and lawful.

|

General Manager

|

Cashier

SDs, DV, BUS and

SDs, DV with BUS

Approves transactions

DV,SDs, BUS and

duplicate of check

Prepares and signs check

) check

|

Cashier

General Manager

Releases the check to
claimant

Countersigns check

D

DV,SDs, BUS and
duplicate of check

Check Disbursement Journal

and respective Subsidiary Ledger

Updates Cashier’s Book
Journal Entry Voucher

Posts to General Ledger
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OFFICE SUPPLIES:

Materials:

PROCUREMENT PROCESS

Stock Position
Purchase Request (PR)
Request for Quotation (RFQ)

4 )

Department of Budget and Management
Procurement Service

. J
( )
Purchase Order (PO)

\ S/
4 N\

Department of Budget and Management
Procurement Service

. J
4 N
Stock Position
Purchase Request (PR)

Request for Quotation (RFQ)

.

4 N
Certified by : Engineering Chief

Noted by : BAC Chairman

Approved by : General Manager

4 )\

PhilGEPS
Philippine Government Electronic Procurement
System
. /

v

Abstract of Quotations
BAC Resolution : Recommendation of
Award
Purchase Order

J

Delivery

Page

15



Operations Manual | Pefiaranda

Water District

RECEIPT OF DELIVERIES OF INVENTORY

Delivery S

Inspection and

Acceptance D Inventory

Report (IAR)

ISSUANCE OF OFFICE SUPPLIES

Stock Available

Purchase

_—> Request

\L Yes

Requisition Issuance Slip

Report of Supplies & Materials
Issued

!

Updates
Inventory System
Supplies Ledger Card/ Stock
Card
JEV -GL
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ISSUANCE OF NEW SERVICE CONNECTION MATERIALS AND REPAIRS

Step 1: Step 2:

Installed new service
Inspection Report/Bill

connection/completed
maintenance order

y

of Materials/
Maintenance Order

l

Plumber/ Maintenance Man
Storekeeper
Turnover the completed service

Prepare the materials needed connection documents to Engineering

Log the materials Issued Assistant
Plumber/ Maintenance Man Engineering Assistant
Receive the materials issued Check the documents and forward to

Install new service connection/ Senior Data Encoder to encode into
repair the service lines system and assigning account number.
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PRODUCTION

Starts pumping operation at 6:00 am
Pumped water is past chlorinated with

granular chlorine with a ratio of 50

strokes per minute
. h When pressure elevates beyond
.Dls.mfe.cted. e goes’to t ? 40psi it goes to the water tank. MOV will open as it reaches the

distribution line to consumers’ service —> When the tank reaches the > minimum level at 35psi.

. - 400si
line until it builds up pressure at 40psi maximum level the MOV will

automatically close
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FEEDBACK FORM

( PANANAW o PUNA )
Please let us know how we served you. Concerned Citizen
Ipaalam po ninyo sa amin kung paano namin kayo napaglingkuran ( Mamamayang Nagmamalasakit )
You may use this form for compliments, complaints, or suggestions.
Maaaring gamitin ito para sa papuri, reklamo, o mungkahiE-mail Address ( if any )

Name ( OPTIONAL ): Office / Agency:

Simply check the corresponding box. ( Pangalan ) ( Pwedeng hindi isulat ) ( Tanggapan/ Ahensya )

Mangyaring i-tsek lamang ang kahong naaayon.

Compliment Complaint
D (Papuri)

(Reklamo)

Suggestion
(Mungkahi)

Person(s)/ Unit/ Office Concerned or Involved:
(Mga) Tao/ pangkat/ tanggapan na may kinalaman sa papuri, reklamo, o mungkahi

Facts or Details Surrounding the Incident:
(Kaganapan o detalyeng bumabalot sa pangyayari)

( Please use additional sheets/ if necessary )
( Mangyaring gumamit ng karagdagang papel kung kinakailangan )

Address: E-mail Address ( if any )
Contact Number(s) (if any )
( Telepono )
Signature: Date:
(Lagda) (Petsa)
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