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I. MANDATE

Pursuant to Presidential Decree No. 198 (Provincial Water Utilities Act of 1973), the Metro
lloilo Water District (MIWD) was formed for the purpose of the following:

a. Acquiring, installing, improving, maintaining and operating water supply and
distribution systems for domestic, industrial, municipal and agricultural uses for
residents and lands within the boundaries of such districts;

b. Conducting such other functions and operations incidental to water resource
development, utilization and disposal within such districts, as are necessary or
incidental to said purpose.

Il. MISSION

Metro lloilo Water District commits:

e Promoting better quality of life;

e Developing and manage water resources;

e Providing conducive and gender-sensitive environment for the employees;
e Keep abreast with technologies; and,

e Advocate social responsibilities.

lll. VISION

Metro lloilo Water District (MIWD) is the premier water utility organization providing quality
and affordable water and delighting its customer through honest and excellent service.
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IV. SERVICE PLEDGE

We, the employees of the Metro lloilo Water District (MIWD), shall provide our clients and
stakeholders with:

- Professionalism

- Empowerment

- Accountability and Stewardship
- Continuous Self-Improvement
- Excellence

- Faith in GOD

Unity and Teamwork

- Loving the Customer

- Men and Women of

- Integrity

- Working with

- Dignity
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LIST OF SERVICES:

A. OFFICE OF THE BOARD OF DIRECTORS

A.l REQUEST FOR COPY OF MINUTES OF MEETING/BOARD RESOLUTION
DEPARTMENT/DIVISION Office of the Board Secretariat
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C - Government to Citizen; G2B - Government to Business
G2G- Government to Government
WHO MAY AVAIL All interested parties
Checklist of Requirements Where to Secure.
1. Request letter Client
2. Client Request Form Office of the Board Secretariat
S . Fees to Processing Person
Client’s Steps Agency Action be Paid Time e
1. Submit letter 1 Receives and records the None 15 Minutes BOD Office
request and/or CRF| document Personnel
1.1 Forwards the request to 15 Minutes
the Corporate Secretary and
verifies from document
management record
1.2 Forwards to the Board of 2 Hours Corporate
Directors for approval of the Secretary & BOD
release of requested Office Personnel
document
2. Receive the 1.3 Send acknowledgement 30 Minutes Corporate
acknowledgment letter with information that (Dependent on | Secretary, BOD
letter. the request is subject to the traffic Office Personnel,
Board of Directors approval condition and | g Driver
location)
1.4 Include the request in the 15 Minutes Corporate
Board’s agenda immediately Secretary & BOD
in the scheduled meeting Office Personnel
3. Receive the 2. Upon clearance by the 2 Days
requested Board, release the document
document/ to the requesting party. In
letter reply. case denial by the Board of
Directors, prepare letter
relaying Board of Directors
action.
2 Days,
TOTAL None 3 Hours,
15 Minutes

Note: Actual release of document would usually take 20 days.
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A.2  REQUEST FOR COPY OF SECRETARY’S CERTIFICATE/ OTHER BOARD PAPERS

Office or Division Office of the Board Secretariat
Classification Simple
Type of G2C - Government to Citizen; G2B - Government to Business;
Transaction G2G - Government to Government
Who May Avail All interested parties
Checklist of Requirements Where to Secure.

1. Request letter Client

2. Client Request Form (CRF) Office of the Board Secretariat

., . Fees to Processing Person
Client’s Steps Agency Action be Paid Time Responsible
1. Fill out and 1. Check the completeness of None 1 Hour BOD Office
submit the CRF required data Personnel
2. Receive 2. Approval/Disapproval of the 1 Hour Corporate
feedback request Secretary &
BOD Office
If request is disapproved, CRF is Staff

returned to the requester with
the reason of disapproval

2.1 Process the request 1 Hour BOD Office
3. Received 2.2 Release of document 15 Minutes | Personnel
requested
document
3 Hours,
TOTAL None 15 Minutes




B. OFFICE OF THE GENERAL MANAGER

Internal Services
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B.0.1 PROCESSING OF INTERNAL DOCUMENTS FOR THE GENERAL MANAGER’S APPROVAL/

SIGNATURE

Office or Division

Office of the General Manager

Classification

Complex

Type of Transaction

G2C - Government to Citizen; G2B - Government to Business

G2G - Government to Government

Who May Avail

All Clients

Checklist of Requirements

Where to Secure

1. Request letter/Inter-Office Memorandum Employee

Client Steps

Agency Action

Fees to

Processing

Person

be Paid

Responsible

1. Submit letter 1. Staff receives and logs the None 15 Minutes | OGM Personnel
request to the OGM letter.
1.1 Forwards the letter to the 15 Dinutes
General Manager/ Officer-In-
Charge OGM
1.2 Route the request and 30 minutes | General
endorse the documents to the Manager/
concerned Department, Officer-In-
Division Managers, Unit Heads, Charge & OGM
or Committee Chairperson Personnel
1.3 Department/ Division/ 4 days Department/
Unit/ Committee Heads Division/
provides recommendation to Section/
the request for Committee
approval/disapproval. Head
1.4 General Manager/ Officer- 1 Day General
In-Charge acts base on the Manager/
recommendation of the Officer-In-
Department/ Division/ Section/ Charge OGM &
Committee Heads. oGM
Personnel.
If disapprove, Office of the
General Manager prepares a
letter reply.
2. Receive requested 2. Release the 15 Minutes | OGM Personnel
documents/ Letter document/Letter reply.
reply
TOTAL None > Days,
1 Hours,
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15 Minutes

External Services

B.0.2. REQUEST FOR MEDIA INTERVIEW.

Office or Division Office of the General Manager

Classification Simple

Type of Transaction | G2B - Government to Business; G2C - Government to Citizen;
G2G - Government to Government

Who May Avail News and public affairs networks, newsmen, reporters and other news media
platform Clients
Checklist of Requirements Where to Secure
1. Letter of Request Requesting party
Agency Action Feesto Processing Person
be Paid Time Responsible

1. Submit letter of 1. Receive letter of request and | None 15 Minutes OGM
request (formal acknowledge receipt. Personnel/
letter, e-mail, fax, & Security Guard
other communication| For Walk-in clients: (for walk-in
platforms) clients)

Registers at the Security Guard
for identification

Conduct non-invasive screening
(e.g.: Temperature checks,
Wearing of Face Mask, Hand
Sanitation, Symptom
questionnaires and the likes)

If the visitor’s temperature is
more than 37.5 °C, even after 5-
10 minutes rest, the Client will
not be allowed to enter the

premises.

2. Forward the letter request to 15 Minutes OGM Personnel
General Manager/ Officer-In-

Charge.

2.1 Provide instructions on General
whether to grant as scheduled, Manager/
re-schedule and other Officer-In-
coordination details. Charge

2.2 Coordination & screening 2 Hours
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2.3 Respond to guide questions

2.4 Submit interview materials 15 Minutes OGM Personnel
to General Manger/Officer-In-
Charge
3. Wait for 3. Confirm interview and the 1 Hour
confirmation schedule
3.1 Inform thru fastest available 15 Minutes

means (e-mail, fax, text
messaging or phone)

TOTAL None 4 Hours

B.0.3. RESPONSE TO QUERIES/REQUEST FOR INFORMATION FROM WALK-IN CLIENTS.

Office or Division | Office of the General Manager

Classification Simple
Type of G2B - Government to Business; G2C- Government to Client;
Transaction G2G - Government to Government.

Who May Avail All Clients

Where to Secure
Requesting Party

Checklist of Requirements
1. Letter Request

Client Steps Agency Action Feesto Processing Person
be Paid Time Responsible
1. Client walks-in | 1. Registers at the Security Guard | None 15 Minutes | Security Guard

for identification

1.2 Conduct non-invasive screening
(e.g.: Temperature checks, Wearing
of Face Mask, Hand Sanitation,
Symptom questionnaires and the
likes)

If the visitor’s temperature is more
than 37.5 °C, even after 5-10
minutes rest, the Client will not be
allowed to enter the premises.

2. Submission 2. Receive letter of request and 15 Minutes
and review of endorse to the OGM
request
2.1 Forward the letter to General 15 Minutes | OGM Personnel

Manager/Officer-In-Charge with
instructions on whether to grant as

9
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scheduled, re-schedule and other
coordination details.

2.2 Instructions regarding the 15 Minutes | General
request (information needed, Manager/Officer-
person in-charge, previous In-Charge
transaction pertaining to the
request)
3. Confirmation 3. Provides the following necessary 1 Hour OGM Personnel
of the request services:

3.1 Library and publication services
for IEC materials and answers
inquiries.

3.2 Grant interview or research
request.

3.3 All Necessary meetings with
outsiders shall be held at the
ground floor lobby and shall all
times observe proper
protocols/procedure

TOTAL None 2 Hours

B.0.4. REQUESTS FOR APPOINTMENT/ MEETING WITH THE GENERAL MANAGER/ OFFICER-

IN-CHARGE
Office or Division Office of the General Manager
Classification Simple

Type of Transaction G2B- Government to Business Entity; G2C- Government to Public
G2G- Government to Government

Who May Avail All Clients

Where to Secure
Requesting Party

Checklist of Requirements
1. Request Letter

Client Steps Fees to Person

Agency Action Processing

be Paid Time Responsible
1. Walk-in client 1. Receive and interview Client [None 15 Minutes Security Guard
shall proceed to the | and refer to Office of the
Ground Floor General Manager Personnel.
Meeting Room with
a Formal Letter 1.2 Conduct non-invasive
screening (e.g.: Temperature

10
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checks, Wearing of Face Mask,
Hand Sanitation, Symptoms
questionnaires and the likes)

If the visitor’s temperature is
more than 37.5 °C, even after
5-10 minutes rest, the Client
will not be allowed to enter the
premises

2. Submission of
Letter

2. Review and receive and 15 Minutes OGM Personnel
endorse the request to the
General Manager

2.2 Instructions regarding the 1 Hour General

request (information needed, Manager/
person in-charge, previous Officer-In-Charge
transaction pertaining to the

request)

3.Retrieve all documents 1 Hour OGM Personnel
pertaining to the requested

meeting

3.1 Retrieve past transaction of
MIWD with the requesting

party

3.2 Research relevant laws and
procedures, if any

3. Receive
confirmation/ Reply
letter.

4. Inform/Coordinate with 15 Minutes
applicant details of approval or
denial or postponement.

2 Hours,

TOTAL None 45 Minutes

B.0.5. REQUEST FOR ANNEXATION/ DONATION OF WATER SYSTEM

Office or Division

Office of the General Manager

Classification

Highly Technical

Type of Transaction

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

Who May Avail

All Clients

Checklist of Requirements Where to Secure

1. Request Letter

Requesting Party

11
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2. Subdivision Plan

3. Barangay Resolution or Authority of the person who will sign in

MOA

4. Necessary documentations for assessment

Client Steps

Agency Action

Fees to
be Paid

Processing

Person
Responsible

1. Submit formal
letter of request to
Office of the General
Manager

1. Receive the formal letter
of request.

For walk-in Clients:

1.1 Receive and interview
client and refer to Office of
the General Manager
Personnel

1.2 Conduct non-invasive
screening (e.g.: Temperature
checks, Wearing of Face
Mask, Hand Sanitation,
Symptoms questionnaires
and the likes)

If the visitor’s temperature is
more than 37.5 °C, even
after 5-10 minutes rest, the
Client will not be allowed to
enter the premises.

2. Forward the Request to
the General Manager/
Officer-In-Charge for
acceptance or denial of
request, or to receive
specific instructions.

None

15 Minutes

OGM Personnel
and Security
Guard (for walk-in
clients)

15 Minutes

OGM Personnel

2.1 Route/ Forward the
request and endorse the
documents to the WMNRW
Division for assessment and
recommendation.

15 Minutes

General
Manager/Officer-
In-Charge

2. Client receives
letter of notification

2.2 Notify client that request
was already forwarded to
Technical Team for
assessment thru the fastest
available means (e-mail, fax,
text messaging or phone).

15 Minutes

OGM Personnel

12
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3. WMNRW Division receives 10 Days WMNRW Division
letter request and other Head
documentation

3.1 WMNRW Division
conducts assessment and
provides recommendation to
General Manager.

4. General Manager/ Officer- 30 Minutes General
In-Charge approves the Manager/ Officer-
request. In-Charge
3. Client receives the | 4.1 Notifies client of the 15 Minutes  |OGM Personnel
notice of approval. approval.
10 Days,
TOTAL None 1 Hour,
45 Minutes

B.0.6. REQUEST FOR CERTIFICATION FROM OTHER GOVERNMENT ORGANIZATIONS AND/
OR OTHER PRIVATE ORGANIZATION OR INDIVIDUAL

Office or Division Office of the General Manager
Classification Complex

Type of Transaction G2B- Government to Business; G2C- Government to Client;
G2G- Government to Government.

Who May Avail All Clients
Checklist of Requirements Where to Secure
1. Request Letter Requesting Party
Client Steps Agency Action Fees to be Processing Person

Paid Time Responsible

1. Walk-in Proceed to | 1. Receive and interview Client 10 Minutes | Security Guard

the Ground Floor and refer to Office of the

Meeting room with General Manager Staff

Formal Letter
1.2 Conduct non-invasive

screening (e.g.: Temperature
checks, Wearing of Face Mask,
Hand Sanitation, Symptoms
questionnaires and the likes)

If the visitor’s temperature is
more than 37.5 °C, even after
5-10 minutes rest, the Client
will not be allowed to enter
the premises.

13
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2. Submission of the | 2. Refer the request to the 10 Minutes | OGM Personnel
signed letter to Office| Office of the General Manager
of the General Staff to formally receive all
Manager
documents
2.2 Forward the Request to 15 minutes | General
the General Manager/ Officer- Manager/
In-Charge for acceptance or Officer-In-
denial of request, or to receive Charge
specific instructions
3. The Department/ Division/ 3 Days Department/
Section assigned on the matter| Division/
will review the request Section Head
submitted.
3.1 Retrieval of documents 1 Day
necessary to support
certification/ conduct of ocular
inspection
4. Preparation of report/ 2 Days
response from the
Department/ Division/ Section
assigned.
4.1 Preparation of Certification 1 Hour
from the report of the
Department/ Division/Section
Head
4.2 Signing of Certification 30 Mins General
Manager/
Officer-In-Charge
Clients pays fee to 5. Receives payments and Php. 700.00 |30 Minutes [Cashier/Finance
Cashier Issues Official Receipt.
(Php. 200.00
Certification;
Php. 500.00
Inspection)
Client presents Official | 6. Issue certification to client 30 Minutes |OGM Personnel
Receipt and receives
Certification
6 Days,
TOTAL Php. 700.00 |3 Hours,
5 Minutes

14
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B.0.7 ENFORCEMENT OF JOINT VENTURE AGREEMENTS ON JOINT VENTURE COMPANIES

CONCERN/REQUEST
Office or Division Office of the General Manager
Classification Highly Technical
Type of Transaction G2B- Government to Business

G2G- Government to Government
Who May Avail MPIW, MIBWSC and MPIC
Checklist of Requirements: Where to Secure:
1. Letter of Concern/Request Requesting Party
2. Necessary Documents
Client’s Steps Agency Action Fees to be Processing Person
Paid Time Responsible

1. Submit letter  of 1. Receive letter of None 1 Hour OGM Personnel
request either through request and forwards
email, fax, or mail to the OIC, General
Manager
1.1 Transmit copy of 30 Minutes | General
letter to members of Manager/
the 4PC with Officer-In-
instructions to prepare Charge
recommendation/
comments
2. Requesting JV Partner 1.2 Sends letter of reply 1 Day OoGM
receives letter of reply. to JV Company that Personnel/ 4PC
concern will be discussed Secretariat
by 4PC.
1.3 Members to meet 2 Days Members of
and agree with a 4pPC
Resolution.
If 4PC is unable to
agree with a
resolution, 4PC will
forward the request to
Legal for opinion on
the matter.
1.6 Drafting, 7 Days 4PC Members/
finalization & approval 4PC
of resolution. Forward Secretariat/
approved resolution OGM Personnel

15
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to General Manager.

If resolution needs
BOD approval, General
Manager forwards the
resolution to the BOD
for approval.

3. Requesting JV Partner 1.7 Sending of letter 1 day OGM Personnel
receives letter and copy with copy of
of resolution. resolution to
requesting party.
11 Days,
TOTAL NONE 1 Hour,
30 Minutes

B.1. Public Information Office

B.1.1 POSTING OF PUBLIC SERVICE ANNOUNCEMENT (PSA) OF WATER SERVICE

INTERRUPTION
Office or Division Public Information
Classification Simple
Type of Transaction Government to Citizen
Who May Avail Office of the General Manager, Engineering Department

Checklist of Requirements: Where to Secure:
Memo of scheduled or projected technical activity from From the requesting office
Bulk Water Supplier, Water Distributor or other related
agency.

Client’s Steps Agency Action

Fees to be Processing Time Person

Paid Responsible

Submit internal memo 1. Receive and take note None 10 Minutes Public
of scheduled water of information Information
service interruption Officer

2. Verify and review 30 Minutes

information with

WDNRWD

3. Draft Water Service 40 Minutes

Interruption

Announcement

4. Layout announcement 20 Minutes

5. Request for approval of 15 Minutes

final announcement

6. Approval of 30 Minutes

announcement

7. Post in Official Social 20 Minutes

Media Announcement

16
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Page and email to news
outlets
2 Hours,
TOTAL None 45 Minutes
B.1.2 PHOTO, VIDEO AND EVENT HOSTING SERVICES
Office or Division Office of the General Manager, Public Information Office
Classification Simple
Type of Transaction | Government to Government
Who May Avail Requesting Department or Office
Checklist of Requirements: Where to Secure:
1 Letter of request
2 Request slip if for drone footage Office of the General Manager
Client’s Steps Agency Action Fees to be Processing Person
Paid Time Responsible
1. Letter of request 1. OGM receives letter and 15 Minutes General
forwards to PIO Manager/
Officer-In-
Charge
2. Make assessment on the None 30 Minutes Information
requirements of the event Officer

coverage and recommends for
approval/disapproval to
General Manger/ Officer-In-

Charge
2. Notify 3. General Manager/ Officer- 15 Minutes General
approval/disapproval | In-Charge approves the Manager/
of request. request and sends notice to Officer-In-
proceed to PIO. Charge and
OGM
Personnel
TOTAL None 1 Hour

17
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B.2. ICU
Internal Services
B.2 PREPARATION AND APPROVAL OF ANNUAL WORK PLAN/PROGRAM, LETTER OF

RECOMMENDATIONS, PREPARATION OF MANAGEMENT COMMENTS AND OTHER
EMPLOYEES QUERY AND OTHER DOCUMENTS FOR THE RELEASE OF FINANCIAL

TRANSACTION.
Office or Division: Internal Audit Service
Classification: Complex
Type of Transaction: G2C — Government to Government (Internal)
Who may avail Office of the General Manager/All employees
1. COA Management Letter for the previous year Internal Audit Service Office —
2. COA Management Letter for Issued Audit Observation | MIWD Building 3™  Floor,
Memorandum (AOM) for the Current Year Audit Bonifacio Drive, lloilo City

3. Employees request and queries for a recommendation of
claims and services

4. Disbursement Voucher from the Accounting/Finance Division
for checking and completeness of documents

5. Other documents related to disbursement transactions

Client Steps Agency Action Fees to Processing Person
Paid Time Responsible
1. 10M from 1. Receive IOM from Office of the None 15 Minutes | ICU Head
oGM General Manager. None
2. Preparation and research for the 3 Days
letter to the COA and other
Government Agency.
3. Draft letter and forward to OGM 2 Days ICU Head
for review and approval
4. Approval of letter 1 Days Office of the
General
Manager
2. OGM receives | 5. Send final letter to OGM. 15 Minutes | ICU Head
letter
6 Days,
TOTAL None 30 Minutes
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B.3. LEGAL

B.3 RESPONSE TO QUERIES/REQUEST FOR LEGAL OPINION.

Office or Division Office of the General Manager
Classification Simple

Type of Transaction G2B - Government to Business;
Who May Avail All Clients

Where to Secure
Requesting Party

Checklist of Requirements
1. Letter Request

Fees to Processing Person
be Paid Time Responsible
1. Employee 1. Introduce any Issues in relation to None 30 Minutes  |Legal Officer
Asks Queries Legal Concerns of the district
Pertaining to

Client Steps Agency Action

Legal 1.1 Conduct Assessment whether the
matters Query can be answered directly or

needs to be forwarded to the Legal

Counsel

2. Provides the following necessary 1 Hour

2. Explain/ services:
Enumerate
Concerns/ 2.1 Discuss the issues in relation to the
Request Legal Implications and Applications

2.2 Grant interview or research
request

2.3 All Necessary meetings with
outsider/s which is related to legal
concerns shall be held at the ground
floor lobby and shall all times observe
proper social distancing

1 Hour
30 Minutes

TOTAL None
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C. FINANCE DEPARTMENT

C.1. REMITTANCE OF LOANS, PREMIUMS AND WITHHOLDING TAXES

Office or Division: Finance Department
Classification: Simple
Type of Transaction: G2G - Government to Government
G2E — Government to Employee
Who may avail: Government Agency
All Employees
Billing Statement Remitting Agency
Bank Certification of Fund Sufficiency Servicing Bank
Debit Memo for Fund Transfer Accounting Section
Remitting Agency Account Online
FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Sends online 1. Prepare remittance report 3 Hours
Billing Statement
1.2. Upload remittance file 3 Hours General
online for validation of the Accounting
amount to be remitted and Section
notification from the remitting Personnel
agency for payment
processing.
1.3. Prepare check for over-the 1 Hour
-counter payment and /or General
Debit Memo to Authorize None Accounting
Transfer of Fund to the Section Head/
remitting agency account then Cashier
forward to all signatories.
2. Endorse check for fund 1 Hour
sufficiency and/or debit memo
to the servicing bank. General
Accounting
Servicing Bank certifies fund Section
sufficiency and/or receives Personnel
Debit Memo for transfer of
fund.

20
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3. Remitting Agency | 3. Log-in to the remitting 2 Hours
receives payment agency account for uploading

and provide of payments and/or make

corresponding over-the counter payment.

receipt.

3.1. Receive copy of Electronic
Acknowledgement Receipt or
Official Receipt issued by the
remitting agency

TOTAL None 10 Hours
C.2. DISBURSEMENT VOUCHER PREPARATION
Office or Finance Department
Division:
Classification: Simple
Type of G2C - Government to Client
Transaction: G2G - Government to Government
Who may avail: | All Employees
CHECKLIST OF REQUIREMENTS \ WHERE TO SECURE
Suppliers:

Statement of Accounts

Supplier

Summary of Meter Reading

Supplier/Authorized MIWD Personnel

Water Quality Test Results

Supplier/Authorized MIWD Personnel

Certification of Test
Report/Analysis

Supplier

Signature

Supplier/Employee

Tax Withheld Certificate

Accounting Section

Working Fund:

Petty Cash Vouchers with Official
Receipts

Department Concerned

WF Replenishment Summary

Department Concerned

Canvass Form Attendance Sheet

Department Concerned

Cash Advance:

Letter request form

Department Concerned

Remittances:

Remittance Report

Accounting Section

Monthly Billing Remitting Agency
Utilities:

Statement of Account Client

Daily Time Record Client

Per Diems/ Professional Fee:

Certification of Attendance

Office of the Board

Appointment

Office of the Board

Certificate of appearances

Office of the Board/Client
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CLIENT STEPS

AGENCY ACTIONS

FEESTO

PROCESSING PERSON

BE PAID

TIME RESPONSIBLE

1. Request to 1.1. Receive and check the 15 Minutes General Accounting
prepare completeness and accuracy | None Section Personnel
Disbursement of the documents.
Vouchers
1.2. Prepare Disbursement 15 Minutes
Voucher (DV).
1.3. Review the accuracy of the 15 Minutes General Accounting
disbursement voucher. Section Head
Check account charges and the
availability of Funds (Budget
Monitoring and Control)
1.4. Sign disbursement voucher 1 Hour General Accounting
Section Head &
Internal Control
Officer &
Finance Department
Manager &
General Manager
1.5. Record and return 5 Minutes Office of the General
disbursement voucher to Manager Personnel
the Accounting Section for
check issuance.
1 Hour
TOTAL None 50 Minutes
C.3. CHECK PREPARATION AND ISSUANCE
Office or Division: Finance Department
Classification: Simple
Type of Transaction: G2G — Government to Government
G2C- Government to Client
Who may avail: All clients
All Employees
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Disbursement Voucher Accounting Section

FEES TO
BE PAID

PROCESSING
TIME

PERSON

AGENCY ACTIONS RESPONSIBLE

CLIENT STEPS

22
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1. Submit 1.1. Receive and check DV. 5 Minutes General Accounting
Disbursement Section Head /
Voucher (DV) Cashier
with routing slip

1.2. Prepare check with two 5 Minutes
(2) duplicate copies.
Attach check to the DV
1.3. Signing of check by the 1 Hour General Manager /
authorized signatories Board of Director
(for checks above
Php. 10,000)
General Manager /
Finance Department
Head (for checks
Php. 10,000 and
below)

2. Receive check 2.1 Release the check and 5 Minutes Accounting Staff/
and issue attach official receipt Cashier
corresponding (OR) issued by the payee
official receipt to the disbursement
(OR). voucher. Payee to sign

on the voucher.
1 Hour
TOTAL None 15 Minutes
C.4. COLLECTION AND RECEIPT OF ALL FORMS OF PAYMENT

Office or Division: Finance Department

Classification: Simple

Type of Transaction: G2C - Government to Client

G2G — Government to Government
Who may avail: All Clients
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Ledger or Billing

Client

Official Receipt

Accounting Section

BMAIN

Accounting Section

Teller and Cashier Collection Report

Accounting Section

Certificate of Full Payment

CLIENT STEPS

Authorized Personnel

FEESTO PROCESSING

AGENCY ACTIONS BE PAID

23
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1. Submit billing 1. Receive payment and ledger, | None 5 Minutes Cashier/
statement for payment of | and check validity of ledger. Authorized
water bill or submit SACO personnel
form for payment of
installation fee

1.2. Prepare OR and certificate 15 Minutes

of full payment

1.3. Signing of Certificate of full 5 Minutes General

payment Manager
2. Client receives official 2. Release the official receipt 5 Minutes
receipt and certificate of and certificate of full payment
full payment

TOTAL None 30 Minutes

D. ADMINISTRATIVE AND GENERAL SERVICES DEPARTMENT

D.1. GENERAL SERVICES SECTION

D.1.1 VEHICLE ALLOCATION

Office/Division

General Services Section

Classification

Simple

Type Of Transaction

G2G-Government to Employee

Who May Avail

All employees

Checklist of Requirements

1 Vehicle Request Schedule (VRS)

Where to Secure

Client Steps Agency Action Feesto Processing Person
be Paid Time Responsible
1. Request VRS form Provide request form None 5 Minutes | General
2. fills out and have VRS Services
application approved by Section Head
immediate supervisor
3.Submit Application 1 day | Receive accomplished | None
before scheduled trip for | VRS.
approval/disapproval
Approval/disapproval of 15 Minutes | Administrative
VRS & General
Services
Department
Manager
Prepare and wait for the | If approved, assighment | None 10 Minutes | General
arrival of the vehicle on | of vehicle and driver Services
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scheduled time Section Head
If disapproved, VRS will 10 Minutes | Administrative
be returned with cause & General
for disapproval Services
Department
Manager
TOTAL None 40 Minutes

D.1.2 TRANSPORTATION SERVICES

Department/Division General Services Section
Classification Simple
Type Of Transaction G2G-Government to Employee
Who May Avail Employees with Authority to drive
Checklist of Requirements | Where to Secure
1.Trip Tickets
Client Steps Agency Action Feesto Processing Person
be Paid Time Responsible
1. Request Trip Ticket form Provide Trip Ticket form None 5 Minutes | General
2. Fills out trip ticket and Services
details of travel Section
3.Submit Trip Ticket for | Receive, Verification of | None 15 Minutes | Head
Control Number and Signing | Travel and Assignment of
Control Number and
Signing
Receive trip ticket Issue trip ticket to client None 5 Minutes
TOTAL None 25 Minutes

D.1.3 REPAIR OF OFFICE VEHICLE AND EQUIPMENT

Department/Division | General Services Section

Classification Simple

Type Of Transaction | G2G-Government to Employee

Who May Avail All employees with Authority to drive
Checklist of Requirements Where to Secure

Client Steps Agency Action Feesto Processing Person
be Paid Time Responsible
Fill Up & Submit | Accept request form, and | None 5 Minutes | General
(VRRS) forward VRRS to auto-mechanic Services

Section Head
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1.1 Perform diagnostic 4 Hours Auto
procedure Mechanic
1.2 Prepare Inspection  report
Notify Client if 5 Minutes | General
vehicle/equipment can be Services
repaired in house or to be Section Head
outsourced
1.3 If to be outsourced the GSC 4 Hours
will prepare PR/JO
If in house work will be
performed immediately
1.5 Inspection/Receiving Report 15 Minutes
TOTAL None 8 Hours
25 Minutes

D.1.4 REPAIRS AND MAINTENANCE OF OFFICE BUILDING AND EQUIPMENT

Department/Division

General Services Section

Classification

Simple

Type Of Transaction

G2G-Government to Employee

Who May Avail

All employees

Checklist of Requirements Where to Secure

1.Maintenance & Janitorial Checklist (MJC) Gen. Services Section

Client Steps Agency Action Feesto Processing Person
be Paid Time Responsible
Fill Up Submit MJC Accept request form and | None 5 Minutes | General
forward MJC to designated Services
maintenance personnel Section Head
1.2 Building & Facilities 4 Hours Outsourced
Perform ocular inspection Maintenance
1.3 Equipment Personnel
Perform diagnostic
procedure
13 Prepare Inspection
report
Receive report and Notify 15 Minutes | General
Client if equipment/facility Services
can be repaired in house or to Section Head
be outsourced
1.4 If to be outsourced the 4 Hours
GSC will prepare PR/JO
If in house work will be
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performed immediately
1.5 Inspection/Receiving 15 Minutes
Report
TOTAL None 8 Hours
35 Minutes

D.2. HUMAN RESOURCE SECTION
External Services

D.2.1. Request for Service Record

Office or Division Human Resources Section

Classification Simple

Type of Transaction G2C-Government to Citizen

Who May Avail All employees including Inactive/Retired/Separated Employees
Checklist of Requirements Where to Secure

1. Document Request Form HR Section

2. Proof of lIdentification (At least Two (2) Government Issued ID- | Client
Passport, Driver’s License, UMID ID, PRC ID, Postal ID, etc.)

3. Special Power of Attorney (For representative-lmmediate Family | Client
Member)

4. If Deceased Employee, requesting party shall submit the following: Client/Philippine Statistics

Office
. If Wife - PSA Certified Marriage Contract and Deceased PSA Certified

Death Certificate;

If Child - PSA Certified Birth Certificate, PSA Certified Death
Certificate of both parents, PSA Certified Marriage Contract of Parents,
PSA Certified Birth Certificates of Sibling and waiver if he/she represent
the others;

. If nearest Kin - Affidavit of Two (2) disinterested party in addition to
PSA Certified Death Certificate
*ALL LEGAL DOCUMENTS MUST BE DULY NOTARIZED (e.g. Affidavits,
Waivers, SPA)

Client Steps Agency Action Feesto Processing Person Responsible
be Paid Time
1. Submit filled up | 1. Receive request and check | None 15 Minutes | Administration
request form for | submitted identification Services  Assistant
issuance of Service A/HRMO
Record
2.Get copy of | 2.Retrieve 201 file from the | None 10 Minutes | Administration
request filing cabinet/Electronic Files Services  Assistant
A/HRMO
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2.1 Evaluation and Validation 20 Minutes | HRMO
of Records
2.2 Encoding of Service Record | None 10 Minutes | Administration
Services Assistant A
2.3 Review and Approval None 10 Minutes | HRMO/GM
3. Receive Copy of | 3.Releasing of Service Record None 5 Minutes Administration
Service Record Services  Assistant
A/HRMO
TOTAL | None 1 Hour
**All request Forms may be submitted to HR Section 10 Minutes

D.2.2 REQUEST FOR LEAVE OF ABSENCES WITHOUT PAY (LAWOP)

Office or Division

Human Resources Section

Classification

Simple

Type of Transaction

G2C-Government to Citizen

Who May Avail All employees including Inactive/Retired/Separated Employees

Checklist of Requirements Where to Secure

1.Document Request Form HR Section
2.Proof of Identification (At least Two (2) Government Issued ID-Passport, | Client
Driver’s License, UMID ID, PRC ID, Postal ID, etc.)

2. Duly Notarized Special Power of Attorney (For representative-lmmediate | Client

Family Member)
4.1f Deceased Employee, requesting party shall submit the following:

. If Wife - PSA Certified Marriage Contract and Deceased PSA Certified
Death Certificate;

. If Child - PSA Certified Birth Certificate, PSA Certified Death Certificate of
both parents, PSA Certified Marriage Contract of Parents, PSA Certified
Birth Certificates of Sibling and waiver if he/she represent the others;

. If nearest Kin - Affidavit of Two (2) disinterested party in addition to PSA
Certified Death Certificate
*ALL LEGAL DOCUMENTS MUST BE DULY NOTARIZED (e.g. Affidavits,
Waivers, SPA)

Client Steps

Client/Philippine
Statistics Office

Person
Responsible

Fees to
be Paid

Agency Action Processing

Time

1. Submit  filled up | 1. Receive request and | None 15 Minutes | Administration
request form for | check submitted Services Assistant
issuance of Certificate of | identification A/HRMO
LAWOP
2. Get a Copy of their | 2.Retrieve 201 file from | None 10 Minutes | Administration
Request the filing Services Assistant
cabinet/Electronic Files A/HRMO
2.1 Encoding of Leave | None 20 Minutes | Administration
Without Pay Certification Services Assistant
and Validation of Records A
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2.2 Review and Approval 10 Minutes | HRMO/GM

of Service Record
3. Claim and Receive | 3.Releasing/Issuance  of | None 5 Minutes Administration
Copy of the Certificate | Service Record Services Assistant
of Leave of Absence A/HRMO
Without Pay

TOTAL | None 1 hour

**All request Forms may be submitted to HR Section

D.2.3 REQUEST FOR CERTIFICATE OF EMPLOYMENT (COE) REQUEST FOR CERTIFICATE OF
EMPLOYMENT WITH COMPENSATION (COEC)

Office or Division Human Resources Section
Classification Simple
Type of Transaction G2G-Government to Government
G2C-Government to Citizen
Who May Avail All employees including Inactive/Retired/Separated Employees
1.Document Request Form HR Section

2.Proof of Identification (At least Two (2) Government | Client
Issued ID-Passport, Driver’s License, UMID ID, PRC ID,
Postal ID, etc.)

3.Duly Notarized Special Power of Attorney (For | Client
representative-lmmediate Family Member)

Client Steps Agency Action Fees to be Processing Person
Paid Time Responsible
1.Submit filled up | 1.Receive request and | None 15 Minutes Administration
request form for | check submitted Services Assistant
issuance of COE or | identification A/HRMO
COEC
2.Get copy of | 2.Retrieve 201 file from | None 10 Minutes Administration
request the filing Services Assistant
cabinet/Electronic Files A/HRMO
2.1 Encoding of Leave | None 10 Minutes Administration
Without Pay Certification Services Assistant
and Validation of Records A
2.2 Review and Approval of | None 10 Minutes HRMO/GM
Service Record
3.Claim and Receive | 3.Releasing /Issuance of | None 5 Minutes Administration
Copy of COE or | COEor COEC Services Assistant
COEC A/HRMO
TOTAL | None 50 Minutes
**All request Forms may be submitted to HR
Section
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D.2.4. REQUEST FOR ENDORSEMENT OF APPLICATION TO GSIS FOR RETIREMENT/CASH

SURRENDER
Office or Division Human Resources Section
Classification Simple
Type of Transaction G2E-Government to Employee
G2G-Government to Government
Who May Avail Active and Inactive Employees of MIWD

Checklist of Requirements Where to Secure
1.Document Request Form HR Section

2.Proof of Identification (At least Two (2) Government Issued ID-Passport, | Client
Driver’s License, UMID ID, PRC ID, Postal ID, etc.)
3.If through a representative (Authorization letter and Photo Copy of 2 valid | Client
I.D.’s with 3 specimen signatures of the applicant)
4.Special Power of Attorney (For representative-lmmediate Family | Client
Member)
5.If Deceased Employee, requesting party shall submit the following: Client/Philippine

. If Wife - PSA Certified Marriage Contract and Deceased PSA Certified | Statistics Office
Death Certificate;

. If Child - PSA Certified Birth Certificate, PSA Certified Death Certificate of
both parents, PSA Certified Marriage Contract of Parents, PSA Certified
Birth Certificates of Sibling and waiver if he/she represent the others;

. If nearest Kin - Affidavit of Two (2) disinterested party in addition to PSA
Certified Death Certificate
*ALL LEGAL DOCUMENTS MUST BE DULY NOTARIZED (e.g. Affidavits,
Waivers, SPA)

Client Steps Agency Action Fees to Processing Person
be Paid Time Responsible
1.Submit Application | 1.Receive Application None 15 Minutes Administration
GSIS Form for Services
retirement/cash Assistant
surrender value A/HRMO
1.1  Completion of All | None 10 Minutes Administrative
documents/attachments such Services
as Service Record and LAWOP Assistant
A/HRMO
1.2 Evaluation/Validation of | None 10 Minutes HRMO
documents
1.3 Endorsement to GSIS thru | None 10 Minutes HRMO
Authorized Liaison Officer
with authorization letter.
TOTAL | None 45 Minutes
**All request Forms may be submitted to HR Section
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D.2.5. REQUEST FOR CERTIFICATE OF PAG-IBIG CONTRIBUTION/ LOAN AND GSIS
CONTRIBUTION/ LOAN REMITTANCE

Office or Division Human Resources Section
Classification Simple
Type of Transaction G2G-Government to Government
Who May Avail Active Employees of MIWD
1.Document Request Form HR Section
Client Steps Agency Action Feesto be Processing Person
Responsible
1.Submit filled up | 1.Receive request and | None 15 Minutes | Administration
request form for issuance | check submitted Services Assistant
of Certificate of Pag- | identification A/HRMO
IBIG/GSIS Remittance
2.Get copy of request 2.Validate records of | None 10 Minutes | Administration
Remittances and Services Assistant
Receipts A/HRMO
2.1 Preparation of | None 10 Minutes | Administration
Certificate of Remittance Services Assistant
of GSIS/Pag-IBIG A
Remittances
2.2 Review and Approval | None 10 Minutes | HRMO/Dept.
of Certificate of Manager
Remittance of GSIS/Pag-
IBIG
3.Claim and Receive Copy | 3.Releasing /Issuance of | None 5 Minutes | Administration
of Certificate of Pag- | Certificate of Pag- Services Assistant
IBIG/GSIS Remittance IBIG/GSIS Remittance A/HRMO
TOTAL | None 50 Minutes
**All request Forms may be submitted to HR Section

D.2.6 REQUEST FOR CERTIFICATE OF PHILHEALTH CONTRIBUTION/ REMITTANCE

Office or Division Human Resources Section

Classification Simple

Type of Transaction | G2E-Government to Employee

Who May Avail Active Employees of MIWD

Checklist of Requirements Where to Secure
Client Steps Agency Action Feesto Processing Person

be Paid Time Responsible

1. Fill up Request 1.1 Prepare and validate | None 1 hour Administration

certificate of contribution Services Assistant
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A/HRMO

1.2 Review and Approval of | None 15 HRMO

Certificate of Minutes

Contribution/Remittance
2. Receive copy of | 2.Release None 10 Administration
Philhealth Minutes Services Assistant
Contribution A/HRMO
Premium

TOTAL | None 1lhour
**All request Forms may be submitted to HR Section
25Minutes

D.2.7 REQUEST FOR THE RELEASE OF TERMINAL LEAVE PAY

Human Resources Section
Complex

Office or Division
Classification
Type of Transaction G2E-Government to Employee

Who May Avail Retired/Inactive Employees of MIWD

Checklist of Requirements Where to Secure

1.Filled-Up Application Form HR Section

2.General Clearance HR

3.CSC Clearance Civil Service Commission
4.Notarized Exit Statement of Assets, | Client

Liabilities and Networth (SALN)

Person
Responsible

Fees to
be Paid

Processing
Time

Client Steps

Agency Action

1. Submit filled up leave | 1. Receive request None 15 Minutes | Administration
application  form  for Services
processing of terminal Assistant
leave pay A/HRMO
1.1 Retrieve 201 file from the | None 10 Minutes | Administration
filing cabinet/Electronic Files Services
Assistant A
1.2 Evaluation and Validation None 15 Minutes | HRMO
of Records
1.3 Compute of accumulated None 2 Hours HRMO
leave credits
1.4 Forward to Finance None 15 Minutes | Administration
Department for payment Services
Assistant A
1.5 Endorsement to Finance None 3 days Finance
Department perform the Department
auditing, indexing, budgeting,
classification and preparation
of check/s.
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2. Receive Check Payment | 2.Treasury Releases Check None 1 day Finance
of Terminal Leave Pay Department
TOTAL | None 4 days
**All request Forms may be submitted to HR Section 2 hours
55 minutes

D.2.8. REQUEST FOR THE RELEASE OF LAST SALARY CLAIM

Human Resources Section
Simple
G2E-Government to Employee

Office or Division
Classification
Type of Transaction

Who May Avail Separated/Retired Employees of MIWD
Checklist of Requirements Where to Secure
1.Filled-Up Request Form HR Section
2.General Clearance HR
3.Duly Approved Time-Sheet HR Section
4.Notarized Exit Statement of Assets, Liabilities and | Client
Networth (SALN)
Client Steps Agency Action Fees to Processing Person
be Paid Time Responsible
1.Submit filled up | 1. Receive request None 15 Minutes Administration
request form for Services Assistant
processing of A/HRMO
Last Salary and
Time-Sheet
1.1 Review and Accomplished | None 10 Minutes Administration
Summary of Time Report for the Services Assistant
Last Cut-Off duly approved by A/HRMO
his/her respective Department
Manager
1.2 Evaluation and Validation of | None 15 Minutes HRMO
Time Records and Clearance
13 Forward to Finance | None 2 Hours HRMO
Department for payment
1.4 Signing of Voucher and | None 15 Minutes Department
endorsement to Finance Manager
Department to perform auditing,
indexing, budgeting,
classification and preparation of
check/s
2.Receive Check | 3. Treasury Releases Check None 1 Day Finance
Payment of Last Department
Salary
TOTAL | None 1 Day
**All request Forms may be submitted to HR Section 2 Hours
55 Minutes
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Internal Services

D.2.9 RECRUITMENT AND HIRING

Office or Division Human Resources Section
Classification Simple
Type of Transaction G2C-Government to Client
Who May Avail All
1.Application Letter (1 Original) Client
2.School Records (1 original or photo copy) Client
3.Credentials (1 original) Client
Client Steps Agency Action Fees to Processing Person
be Paid Time Responsible
1. Submit the | 1. Received the required requisites | None 15 Minutes Administration
required Services
requisites Assistant
A/HRMO
1.1 Refer to approved MSP
2. Submit 2.Conduct interview of applicants None 2 Hours Administration
himself/herself Services
for interview Assistant
A/HRMO
2.1 Evaluate credentials and result HRMPSB

of interview and inform qualified
applicants to come back for further
screening and evaluation by the
Human Resource Management and
Personnel Selection Board
(HRMPSB).  Inform  unqualified
applicants of the status and result
of the interview.

3.Report for | 3.Conduct further screening and | None 1 Day Administration
HRMPSB evaluation of applicants Services
screening and Assistant
evaluation A/HRMO

3.1 Assist the GM in the selection HRMPSB

of the most qualified applicant
3.1 Most | 3.2 Inform most qualified applicant | None 10 Minutes Administration
qualified that he/she is hired and give list of Services
applicants secure | requirements for processing of Assistant
list of | appointment A/HRMO

requirements

TOTAL | None 1 Day
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**All request Forms may be submitted to HR Section 2 Hours
25 Minutes

D.2.10 ISSUANCE OF APPOINTMENT

Office or Division Human Resources Section

Classification Simple

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

Who May Avail MIWD Employees

1.Duly accomplished Personal Data Sheet (5 original copies) Client

2.Authenticated Civil Service Eligibility/License (1 original copy) CSC/PRC

3.Birth Certificate (1 original PSA copy) PSA

4.Marriage Certificate (1 original PSA copy) If married PSA

4. Clearance NBI

5. Scholastic Record/Academic Record (Certified True Copy or | School enrolled

Certified, Authenticated and Verified (CAV).

Client Steps Agency Action Feesto  Processing Person
be Paid Time Responsible
1. Submit the | 1. Receive the requirements None 15 Minutes | Administration
requirements Services Assistant
A/HRMO
1.1 Sign | 1.1 Start preparing the necessary | None 1 Hour Administration
necessary documents Services Assistant
documents A/HRMO
1.2 Submit documents for | None 15 Minutes | Administration
signature of the General Manager Services Assistant
A/HRMO

1.3 Prepare transmittal for Civil | None 15 Minutes | HRMO
Service Commission
2. Wait for the | 2.Submit documents to Civil | None 3 Hours HRMO
approved Service Commission

appointment
from Civil Service

Commission
3. Receive  the | 3.0rient the newly hired | None 30 Minutes | HRMO
approved employee of the Governing Rules
appointment and Regulations in Government
Service
3.1 Release the approved | None 5 Minutes Administration
appointment Services Assistant
A/HRMO
TOTAL | None 5 Hours
**All request Forms may be submitted to HR Section 20 Minutes
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D.3  PROPERTY SECTION

D.3.1 REQUEST FOR STOCKS AND FORMS.

DEPARTMENT/DIVISION Administrative Dept. / Property Section

CLASSIFICATION Simple

TYPE OF TRANSACTION G2C — Government to Client; G2B — Government to Business
WHO MAY AVAIL Employees of MIWD and Business partners (MPIW and MIB)

Checklist of Requirements ~ Where to Secure
Client request Property Section

Fees to Processing  Person

Client’s Steps Agency Action be Paid Time R ohsitE
1. Request for aform. | 1. Log and Issue the form None 15 Minutes | Property
needed by employee. Personnel

For purchase order form for
fuels and lubricant, Property
Custodian signs the purchase
order form.

2. Completely fill-out 2. Receive the approved form. 30 Minutes
the forms and route
form for approval and | 2.1 Check for completeness of
signature. the form.

2.2 Prepare and issue the
requested supplies and
materials.

If request is for bidding and
procurement, forward form to
Procurement Officer.

TOTAL None 45 Minutes
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D.3.2 RECEIVE RETURNED ASSETS FROM MIWD EMPLOYEES AND ISSUE A PROPERTY

RETURN SLIP

DEPARTMENT/DIVISION

Administrative Dept. / Property Section

CLASSIFICATION

Simple

TYPE OF TRANSACTION

G2B — Government to Business; G2C — Government to Client

WHO MAY AVAIL

applicable

Checklist of REQUIREMENTS.
Return asset/s complete with accessories if

Employee and Client
Where to SECURE.

Client’s Steps Agency Action Feesto Processing  Person

be Paid Time Responsible
1.Return asset/s Receive returned assets None 45 Minutes | Property
complete with Personnel
accessories if
applicable
2. Receive return | Make the Property return slip and 15 Minutes
slip issue it to the accountable officer
TOTAL ‘ None 1 Hour

D.3.3 SALE OF BID DOCUMENTS

DEPARTMENT/DIVISION

Administrative Dept.

CLASSIFICATION

Simple

TYPE OF TRANSACTION

G2G — Government to Government

G2B — Government to Business; G2C — Government to Client

WHO MAY AVAIL

Checklist of REQUIREMENTS.

Official Receipt

Client’s Steps

Clients, Government
Where to SECURE.

Fees to be

Agency Action Paid

Processing
Time

Finance

Person

Responsible

1. Request for referral | 1. Issue referral slip to 15 Minutes | BAC Office

slip client. Refer to Finance Personnel
Department for payment.

2. Pay the fee to 2. Accept and process Depending 30 Minutes | Cashier/

Cashier/Finance and Payment and Issue OR to on Finance

receive the Official client. Approved Department

Receipt Budget for

2. Present OR to BAC 3. Release complete set of the Contract | 15 Minutes | BAC Office
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Secretariat as proof of | Bid Documents. Personnel
payment.

3. Sign checklist and
Receive complete BID
Documents

Depending
on

TOTAL Approved 1 Hour
Budget for
the Contract

D.3.4 ACT AS CENTRAL CHANNEL OF COMMUNICATIONS FOR THE BAC WITH END-USER OR
IMPLEMENTING UNITS, EXTERNAL AGENCIES AND THE GENERAL PUBLIC

DEPARTMENT/DIVISION Bids and Awards Committee Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C — Government to Client

G2G — Government to Government
WHO MAY AVAIL Clients, Government

Checklist of REQUIREMENTS. Where to SECURE.

Official Receipt

Client’s Steps Agency Action Fees to be Processing  Person

Paid Time Responsible
1. Client sends a 1. BAC Office Personnel None 15 Minutes | BAC Office
inquiry receives query/statement Personnel

through any communication
platform (e-mail, sms,
telephone calls, and the
likes)

2. BAC Office Personnel 15 Minutes
forwards the
guery/statement to
appropriate unit (BAC, TWG,
and the likes)

3. Unit conducts a meeting 4 Hours BAC or TWG
and provides a respond/
recommendation on the
matter to BAC Office

Personnel
2. Client receives the 4. BAC Office personnel BAC Office
respond sends a reply to the client. Personnel
None 4 Hour
TOTAL ’
0 30 Minutes
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E. WATER DISTRIBUTION AND NRW MANAGEMENT DIVISION

E.3. PREPARE PROJECT COST AND QUANTITY ESTIMATE AND POW.

Office or Division WATER DISTRIBUTION AND NRW MANAGEMENT DIVSION

Classification Highly Technical

Type of Transaction G2C - Government to Client; G2G — Government to Government

Who May Avail Client

Request Letter/IOM Client

Sketch plan/Site Development. Plan Client

Topographic map Client

Client’s Steps Agency Action ;Ze:ati?:l :irrc:;essmg Person Responsible

1. Submit request 1. Receive letter request None 10 Minutes | Office of the General

letter to OGM and forwards to WDNRWM Manager Personnel

Division
1.1 WDNRWMD staff logs 5 Minutes WDNRWM Division
and receive documents Personnel
and forwards to Div. Mgr.
1.2 Division Manager 10 Minutes | WDNRWM Division
evaluates request and Manager
assigns to Division
Personnel.
1.3 Assigned division 2 Days WDNRWM Division
personnel conducts field Personnel

inspection, verification and
survey based on
requirement.

1.4 Assigned division 5 Days
personnel prepares Cad
Drawing or sketch plan.
1.5 Assigned division 5 Days
personnel prepares
Quantity and cost estimate
including Program of work.
1.6 Assigned division 2 Days
personnel prepares print
out draft copy of project
guantity and cost estimate,
Cad Drawing and Program
of work for evaluation and
checking and submits to
WDNRWMD Supervisor.
1.7 WDNRWMD Manager 1 Day WDNRWM Division
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and Supervisor evaluates
plans and documents.

Recommends for final print
out

1.8 Assigned division
personnel prints final
plans, quantity and cost
estimates and POW and
forwards to WDNRWM
Division Manager &
Supervisor for signature.

1.9 WDNRWMD Manager
and Supervisor signs the
plans and documents.

1.10 WDNRWMD
Personnel prepares IOM
and forwards document to
OGM.

2. Receive requested
documents

2. OGM receives
documents, notifies and
issue to client the
requested documents

Manager &
Supervisor

2 Days

30 Minutes

WDNRWM Division
Personnel

2 Days

OGM Personnel

TOTAL

None

19 Days,
55 Minutes

E.4. REQUEST FOR PLANS AND DRAWINGS

Office or Division

WATER DISTRIBUTION AND NRW MANAGEMENT DIVSION

Classification

Highly Technical

Type of Transaction

G-G,Government to Government; G-B, Government to Business

Who May Avail

Checklist of Requirements

Request Letter

Client

Client, Government, Joint Venture Partners
Where to Secure

Sketch Plan

Client’s Steps

Client

Agency Action

Fees to

Processing

Person Responsible

1. Submit request
letter to OGM

1. OGM Personnel logs,
receive, review documents
and forward to WDNRWM
Division.

be Paid
None

1.1 WDNRWMD personnel
logs and receive
documents

1.2 Division Manager
evaluates request and

Time

15 Minutes OGM Personnel

15 Minutes WDNRWM Division
Personnel

15 Minutes WDNRWM Division

Manager
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assigns to Division
Personnel.

1.3 Assigned division
personnel conducts field
inspection and survey
based on requirement.

1.4 Assigned division
personnel Cad Drawing or
sketch plan.

1.5 Assigned division
personnel prepares print
out draft copy of Cad
drawing or sketch plan and
submits to WDNRWMD
Supervisor.

1.6 WDNRWMD Manager
and Supervisor evaluates
the documents.

Recommends for final
print-out of the document

1.7 Assigned division
personnel prints-out the
final copy of Cad drawing/
sketch plan, signs and
forward to WDNRWMD
Manager

1.8 WDNRWMD Mngr.
Evaluate, Signs and
Forward complete
document to WDNRWM
Division Personnel for
submission to OGM.

1.9 WDNRWMD personnel
logs and receive document
& forward complete
documents to OGM.

2. Receives requested
documents

2. OGM Personnel receives
documents, notify and
issue to client the
requested documents

2 Days

3 Days

1 Hour

WDNRWM Division
Personnel

1 Hour

WDNRWM Division
Manager & Joint
Venture Compliance
Officer.

1 Hour

WDNRWM Division
Personnel

1 Hour

WDNRWM Division
Manager & Joint
Venture Compliance
Officer.

15 Minutes

WDNRWM Division
Personnel

2 Days

OGM Personnel

Total

None

7 Days,
5 Hours,
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VL.

LIST OF OFFICES

Address: 3F MIWD Building

METRO ILOILO WATER DISTRICT

Bonifacio Drive, lloilo City

Bonifacio Drive, Barangay President Roxas, lloilo City

Website: https://www.miwd.gov.ph
Social Media: Metro lloilo Water District

OFFICES

Board of Directors Office

Office of the General Manager

Internal Control Unit

Public Information Office

Finance Department

General Accounting, Payroll and Subsidiary Division
Administrative and General Services Department
General Services Section

Human Resource Section

Property Section

Water Distribution and
Non-Revenue Water Management Division
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CONTACT Numbers:

+63.033.337.3282 loc 304
+63.033.337.3282 loc 302-303
+63.033.337.3282 loc 305
+63.033.337.3282 loc 305
+63.033.337.3282 loc 315
+63.033.337.3282 loc 310 & 318
+63.033.337.3282 loc 313
+63.033.337.3282 loc 309
+63.033.337.3282 loc 311-312
+63.033.337.3282 loc 305
+63.033.337.3282 loc 307,316,317
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VIl. FEEDBACK AND COMPLAINTS MECHANISM
Please let us know how we have served you so we can better improve our service.
HOW TO SEND A FEEDBACK or COMPLAINT?
A. Please write a letter and drop it at our security officer stationed at the ground floor lobby;

B. You may send us an e-mail via miwdogm@gmail.com;

C. You may also call us at +63.033.3282 local 302, and a personnel will assist you with your
concern.

HOW COMPLAINTS ARE PROCESSED?
A. Security personnel receives the complaint within 15 minutes.

B. Security personnel forwards the complaint on the next working hour upon receipt of the
complaint to the Office of the General Manager.

C. Office of the General Manager forwards the complaint to our Legal Office to determine
probable cause or whether the complaint is valid or not.

D. the complained personnel shall be required to submit a written answer within 72 hours
determination of the probable cause by our Legal Office.

E. General Manager then takes the appropriate action base on the recommendation of the Legal
Office.

GENERAL CONTACT INFORMATION

ARTA : complaints@arta.gove.ph
Presidential Complaints Center : 8888
Contact Center ng Bayan : +63.908.881.6565 (SMS)
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