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A G E N C Y  B A C K G R O U N D :  

Tangub City Water District is a Government Owned and Controlled Corporation, a public water utility firm 

established in 1980 through Sangguniang Panglungsod Resolution No. 230 by the efforts and hard work of the City 

Of f ic ia ls  lea d  by the  la t e  M a y o r  and  

Governor Alfonso D. Tan, based on Presidential Decree No. 198 or PD 198 known as the Provincial Water Utilities Act of 

19 7 3  a leg a c y  pro g r a m  by the  la t e  Pre s i d e n t F e r d in a n d  E. M a r c o s .  

 

PD 198 as amended created the Local Water Utilities Administration (LWUA) and provided the formation of Water 

Districts nationwide which also give birth to develop partnership that revolutionized water service throughout the country. 

T C W D  rec e i v e d  its C e r t i f i c a t e  of C o n f o r m a n c e  fro m  LW U A  las t  Au g u s t  198 1  w i t h  C C C  N o . 158 .  

 

Tangub City Water District was governed and run through a five man Board of Directors, representing the Professional, 

Business, Civic, Education and Women’s Sector who sets the policies based or patterned from LWUA and a General 

Manager who executes and implement the policies being set with the mission and vision to provide safe, potable and 

affordable water pipe supply, operate efficiently in order to satisfy the growing water needs of the City of Tangub and 

aims to be a progressive and a viable water utility firm and expand its services to other areas who don’t have access to 

s af e  and  po t a b l e  w a t e r .  

 

M I S S I O N :  

We strive to provide adequate, safe, potable and affordable water pipe supply to our Water Consumers in our Service 

C o v e r a g e  Are a . 

 

VI S I O N :  

TCWD envisions to deliver reliable and affordable water service, operate efficiently in order to satisfy the growing water 

needs within our Service Coverage areas and aims to be a progressive and a viable water utility firm and expand our 

s er v i c e s  to ot h e r  are a s  tha t ha v e  no ac c e s s  of s af e  an d  pot a b l e  w a t e r  pip e  s up p l y . 

 

T C W D  M A N D A T E : 

Provide safe, potable, adequate and affordable water pipe supply within the service area, and manage all available 

res o u r c e s  for  the  s us t a in a b i l i t y  an d  via b i l i t y  of T an g u b  Ci t y  W a t e r  Dis t r ic t .  
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S E R V I C E  PL E D G E  

 

 

Serve the clients promptly, efficiently with outmost courtesy by authorized assigned personnel 

w i t h  pr o p e r  ide n t i f i c a t io n  an d  gr o o m in g , rou n d  the  clo c k  da i l y  

 

Ensure strict compliance with service standards to front line services as well as the internal 

rou t in e s  

 

R e s p o n d  to yo u r co m p l a i n t  an d  req u e s t the  so o n e s t po s s ib le  tim e  wi t h  in the  da y  

 

V a lu e  ev e r y  cl i e n t ’ s  co m m e n t , su g g e s t io n s ,  an d  ne e d s  Es p e c ia l l y  to ou r co n c e s s i o n a i r e s  

 

Empower the public through access to information on our service through TCWD hotline no. 

0918-948-6339 or visit us at our Office located at Brgy. Maloro, Tangub City, Misamis 

O c c id e n t a l .  
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LI S T  OF  SE R V I C E S  

S e r v ic e  Ca t e g o r y  

           

P a g e  Nu m b e r 

I .  C O M M E R C I A L  AN D  EN G I N E E R I N G  SE C T I O N  

 

E X T E R N A L  (FR O N T L IN E  S E R V I C E S )         

A .  Ne w  W a te r S e r v i c e  Co n n e c t i o n  A p p li c a t io n       5 

B .  W a te r  B il l s  a n d  O th e r  P a y m e n ts        7 

C .  At t e n d i n g  Co n c e s s io n a ir e s  Re q u e s t  a n d  Co m p la in t s      8 

D .  Te m p o r a r y  Dis c o n n e c t i o n  a n d  Re c o n n e c t io n  of S e r v i c e  Co n n e c t io n    1 0 

E .  Tra n s fe r a n d  Ch a n g e  Na m e  of Wa te r  S e r v i c e  Co n n e c t io n     1 1 

 

I I .  A C C O U N T I N G  SE C T I O N  

  

INT E R N A L  S E R V I C E S  

A .  P re p a r a t i o n  of P a y r o l l          1 3 

B .  P re p a r a t i o n  a n d  S u b m i s s i o n  of Fin a n c i a l Sta te m e n t      1 3 

C .  P re p a r a t i o n  of Re m i t t a n c e s         1 4 

 

I I I .  A D M I N I S T R A T I V E  SE C T I O N  

 

E X T E R N A L  S E R V IC E S  

A .  S u b m is s i o n  of Do c u m e n ts  fo r Jo b  A p p l ic a t i o n       1 5 

 

INT E R N A L  S E R V I C E S  

A .  S u b m is s i o n  of S A L N          1 6 

B .  L e a v e  A p p l i c a t io n          1 6 

C .  A p p l ic a t i o n  fo r Mo n e t i z a t io n         1 6 

D .  Re q u e s t of S e r v ic e  Re c o r d         1 7 

 

 

I V .  W A T E R  SA F E T Y  TE A M  

A .  Re q u e s t fo r B a c te r io l o g i c a l Te s t        1 8 

B .  Re q u e s t of Ce r t if i c a t e  of P o t a b i l i t y        1 8 

 

V .  FE E D B A C K  AN D  CO M P L A I N T S  ME C H A N I S M      1 9 
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SU M M A R Y  OF  FR O N T L I N E  SE R V I C E S  
 

 

TY P E  OF  FR O N T L I N E  

S E R V IC E S  
FE E S  FO R M  

P R O C E S S I N G  

TIM E  

P E R S O N  

RE S P O N S I B L E  

A .  N e w  W a t e r  Se r v i c e  

C o n n e c t io n  

Ap p l ic a t i o n  

4, 800  plu s  add i t i o n a l 

m a t e r i a ls  ne e d e d  

Se r v ic e  Or d e r , Lis t of 

R e q u i r e m e n t s  of N e w  

Se r v ic e  C o n n e c t i o n , 

Ap p l ic a t i o n  F or m , 

Of f ic ia l R e c e i p t an d  

R e q u is i t i o n  Sl ip  

2 day s  an d  29 

m in u t e s  

C u s t o m e r Se r v i c e ,  

En g in e e r in g  

Su p e r v is o r , 

Plu m b e r , an d  T el l e r  

B .  W a t e r  Bi l ls  an d  ot h e r  

Pa y m e n t s  

As  bi l le d  W a t e r  Bi l l , St a t e m e n t 

of Ac c o u n t , B i l l i n g  Sl ip , 

an d  Of f i c ia l R e c e i p t 

2 min u t e s  & 30 

s ec o n d s  

 

T e l le r / C a s h i e r , 

C u s t o m e r Se r v ic e  

C .  At t e n d i n g  

C o n c e s s i o n a i r e s  

R e q u e s t an d  

C o m p la in t s  

As  bi l le d  Se r v ic e  Or d e r , Bi l l in g  

Sl i p , Ap p l i c a t io n  F o r m  

(Se n io r  Ci t iz e n  ID ) , 

Of f ic ia l R e c e i p t , 

R e q u is i t i o n  and  Is s u e  

Sl i p  

3 day s  an d  5 

m in u t e s  

C u s t o m e r Se r v ic e , 

T e l le r / C a s h ie r , 

En g in e e r in g  

Su p e r v is o r , 

St o r e k e e p e r , B i l l i n g  

En c o d e r  an d  

Plu m b e r  

D. T e m p o r a r y  

Dis c o n n e c t i o n  and  

R e c o n n e c t io n  of Se r v ic e  

C o n n e c t io n  

As  bi l le d  

 

Ph p 1 0 0 -  D e m a n d  F e e  

(2m o n th s  unp a i d  bill s )  

 

Ph p 2 5 0  –  

R e c o n n e c t io n  F e e  

(Re c o n n e c t e d  wi th i n  a mo n th )  

 

Ph p 4 0 0 –  R e c o n n e c t i o n  F e e           

(Re c o n n e c t e d  mo r e  tha n  a mo n th )  

Bi l l in g  Sl ip ,  Se r v ic e  

Or d e r ,  Of f ic ia l  R e c e ip t , 

an d  Se r v ic e  Ord e r  

1 hou r  & 4 min u t e s  

 

C u s t o m e r Se r v i c e ,  

T e l le r / C a s h ie r  and  

Plu m b e r  

 

 

 

 

 

E.  Tra n s f e r  and  C h a n g e  

N a m e  of W a t e r  Se r v ic e  

C o n n e c t io n  

Ph p 3 5 0 – T r a n s f e r  F ee  

Ph p 5 0 0 – C h a n g e  N a m e  

Se r v ic e  Or d e r , Of f ic ia l 

R e c e ip t , Se r v i c e  Ord e r  

1 day  & 3 hou r s  & 

3 min u t e s  

C u s t o m e r Se r v ic e , 

T el l e r / C as h ie r  
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I .  C O M M E R C I A L  AN D  EN G I N E E R I N G  SE C T I O N  

 

A .  N e w  W a t e r  Se r v i c e  Co n n e c t i o n  Ap p l i c a t i o n  

C L A S S I F I C A T I O N :  SI M P L E  

W H O  M A Y  A V A I L :  A L L  

S te p  C L I E N T  ST E P S  A G E N C Y  A C T I O N  
PR O C E S S I N G  

TI M E  

PE R S O N  

R E S P O N S I B L E  
F E E S  F O R M  

1. Pro c e e d  to C u s t o m e r 

Se r v ic e  

C u s t o m e r s er v ic e s  as k e d  

for  det a i l s  fro m  the 

c on c e s s io n a i r e , and  ref e r  

to the  en g in e e r i n g  sec t io n  

for  ins p e c t i o n  reg a r d in g  the  

ap p l i c a n t ’s  vic in i t y  if the r e  

is an av a i l a b le  tra n s m i s s io n  

or dis t r ib u t i o n  pip e l in e s , 

an d  as s ig n  plu m b e r s  to 

c he c k  an d  ins p e c t the  

c on c e s s io n a i r e ’ s  are a .  

5 min u t e s  C u s t o m e r Se r v ic e   Se r v ic e  Or d e r  

(f o r  

ins p e c t io n )  

2.  On  Si t e  Ins p e c t io n  If app r o v e d , the plu m b e r 

wi l l en d o r s e  the m a t e r ia ls  

ne e d e d  to c us t o m e r s er v i c e  

to in f o r m  the  

c on c e s s io n a i r e  

 

 

If dec l in e d , in f o r m  the  

c on c e s s io n a i r e  rig h t  aw a y .  

1 hou r  - 24 

ho u r s  

En g in e e r in g  

Su p e r v is o r , 

C u s t o m e r Se r v ic e  

and  Plu m b e r 

 Se r v ic e  Or d e r  

3.  Pro c e s s i n g  of 

R e q u i r e m e n t s  

Giv e  the  lis t  of 

req u i r e m e n t s  ne e d e d  to 

c om p ly . 

 

 

On c e  c om p l i e d , cus t o m e r 

s er v i c e  wi l l  c he c k  an d  

v er i f y  the  req u i r e m e n t s .  

3 min u t e s  C u s t o m e r Se r v ic e   Lis t of 

R e q u i r e m e n t 

F o r m  for  N e w  

Se r v ic e  

C o n n e c t io n  

4. Pro c e s s i n g  

Ap p l ic a t i o n  F or m  

C u s t o m e r s er v ic e  wi l l m a k e  

the  ap p l i c a t io n  for m ; 

pro c e s s  the  c on t r a c t and  

ot h e r  do c u m e n t s  ne e d e d . 

10 min u t e s  C u s t o m e r 

Se r v ic e  

 Ap p l ic a t i o n  

F o r m  

5. Or ie n t a t i o n / S e m in a r C o n d u c t or ie n t a t i o n  wi t h  

reg a r d s  to T C W D ' s  pro f i le ,  

ex is t in g  an d  ne w  po l i c ie s  

on W a t e r  Se r v ic e  

C o n n e c t io n .  

 

 

R e q u e s t for m  (c h e c k  the  

Ap p l ic a t i o n  form  an d  ot h e r  

req u i r e m e n t s  ne e d  to be 

at t a c h e d )  

10 min u t e s  C u s t o m e r Se r v ic e   Gu id e l i n e s  for  

N e w  W a t e r  

Se r v ic e  

C o n n e c t io n  

 

 

C e r t i f ic a t e  of 

At t e n d a n c e  for  

Or ie n t a t i o n  
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6. Pa y m e n t Pro c e s s  pa y m e n t an d  is s u e  

an of f ic i a l rec e ip t . 

 

 

Af t e r  pa y m e n t , c us t o m e r 

s er v i c e  wi l l  m a k e  a 

req u is i t i o n  slip  for  the  

m a t e r i a ls  ne e d e d .  

1 min u t e  T e l le r  

 

 

C u s t o m e r 

Se r v ic e  

4, 8 0 0  plu s  

ad d i t io n a l 

m a t e r i a ls  

ne e d e d  

 

Of f ic ia l 

R e c e ip t 

 

 

 

 

R e q u is i t i o n  

Sl i p  

7. W a it for  the  

sc h e d u l e d  tim e  the  

Plu m b e r s  wi l l  do the 

ins t a l la t io n , an d  the  

c on s t r u c t io n  w o r k s  for 

the  ap p r o v e d  N e w  

W a t e r  Se r v ic e  

C o n n e c t io n  

Plu m b e r s  wi l l  do the 

tap p i n g  of the  ne w  w a t e r  

s er v i c e  c on n e c t i o n .  

 

 

N o t e : D e p e n d in g  on the  

av a i la b i l i t y  of plu m b e r s . 

2 hou r s  – 

24 ho u r s  

Plu m b e r   Se r v ic e  Or d e r  

E N D  OF  TR A N S A C T I O N S  
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B .  W a t e r  Bi l l s  an d  Ot h e r  Pa y m e n t s  

 

C L A S S I F I C A T I O N :  SI M P L E  

W H O  M A Y  A V A I L :  A L L  

S te p  CL IE N T  S T E P S  AG E N C Y  AC T I O N  
P R O C E S S I N G  

TIM E  

P E R S O N  

RE S P O N S I B L E  
FE E S  FO R M  

1. 
Pro c e e d  di r e c t ly  to the  

T e l le r / C a s h ie r c ou n t e r  and  

Pre s e n t an y  of the  

fol l o w i n g ; 

➢  W a t e r  Bi l l 

➢  St a t e m e n t  of 

Ac c o u n t 

➢  Bi l l in g  Sl ip  

 

If no w a t e r  bil l pre s e n t e d :  

➢  Inq u i r e  to the 

C u s t o m e r Se r v ic e  reg a rd in g  

you r  ac c o u n t num b e r and  

pro c e e d  to Tel le r  aft e rw a r d s  

Ac c e p t an y  of the     

fo l lo w i n g  Pa y m e n t F o r m  

/Sl ip ; 

➢  W a t e r  Bi l l 

➢  St a t e m e n t  of 

Ac c o u n t 

➢  Bi l l in g  Sl ip  

 

1 min u t e  T e l le r  / C a s h ie r  

 

C u s t o m e r Se r v ic e  

 W a t e r  Bi l l , 

St a t e m e n t  

of Ac c o u n t , 

Bi l l in g  Sl ip  

2. 
Pa y m e n t Pro c e s s  pa y m e n t an d  

is s u e  of of f ic ia l  rec e i p t . 

1 min u t e  T e l le r / C a s h i e r  As  Bi l le d  Of f ic ia l 

R e c e i p t 

3. R e c e iv e d  the  is s u e d  

Of f ic ia l R e c e ip t . 

R e l e a s e  the  of f ic ia l 

rec e i p t inc l u d in g  the  

st a t e m e n t of ac c o u n t  or 

w a t e r  bi l l an d  

Ot h e r  slip s . 

30 sec o n d s  T e l le r / C a s h i e r   Of f ic ia l 

R e c e i p t 

E N D  OF  TR A N S A C T I O N S  
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C .  A t t e n d i n g  Co n c e s s i o n a i r e s  Re q u e s t an d  Co m p l a i n t s  

 

C L A S S I F I C A T I O N :  SI M P L E , C O M P L E X  

W H O  M A Y  A V A I L :  A L L  

S te p  
CL IE N T  

S T E P S  
AG E N C Y  AC T I O N  

P R O C E S S I N G  

TIM E  

P E R S O N  

RE S P O N S I B L E  
FE E S  FO R M  

1. Pro c e e d  to 

C u s t o m e r 

Se r v ic e  

 

Tra n s a c t and  rec o r d  the  s er v ic e  

req u e s t to the  ex c e l file  and  

ide n t i f y  w h e t h e r  s a i d  req u e s t s  

are : 

➢  C h a n g e  of W a t e r  M e t e r 

➢  C h a n g e  of Ga t e  v al v e  

to Ba l l  v a lv e  wi t h  loc k  win g  

➢  Ap p l i c a t io n  for Se n io r  

Ci t iz e n  

➢  R e p a ir s  

➢  C o m p la in t s  (hu g e  

c on s u m p t io n , no w a t e r , et c .  

 

 

N e e d e d  a bi l l in g  slip  for the  

s er v i c e  req u e s t for  the  m a t e r i a l 

req u i r e m e n t s  an d  s er v ic e  fee .  

 

2 min u t e s  C u s t o m e r Se r v ic e  As  bi l le d  Se r v ic e  Or d e r , 

Bi l l in g  Slip , 

Ap p l ic a t io n  F orm  

(S e n i o r Cit i z e n  ID ) 

2. Pa y m e n t Pro c e s s e d  the  pa y m e n t , is s u e  

of f ic ia l  rec e ip t , an d  adv ic e  the  

c on c e s s io n a i r e  to pro c e e d  to the  

c us t o m e r s er v i c e  s ec t i o n  

af t e r w a r d s . 

 

1 min u t e  T e l le r / C a s h i e r  At c os t Of f ic ia l R e c e ip t 

3. Pro c e e d  to 

the  C u s t o m e r 

Se r v ic e  

Se c t io n  to 

pro c e s s  the  

Se r v ic e  

R e q u e s t 

Pre p a r e  a req u i s i t io n  slip  and  

ha v e  it sig n e d  by the  de s i g n a t e d  

sig n a t o r i e s  an d  for w a r d  to the  

En g in e e r in g  Se c t i o n  and  to the  

St o r e k e e p e r  res p e c t iv e ly . 

 

 

T h e  En g in e e r i n g  Su p e r v is o r  w i l l 

the n  c he c k  the  m a t e r i a l 

req u i r e m e n t s  w r i t t e n  by 

c us t o m e r s er v i c e . C u s t o m e r 

s er v i c e  wi l l  the n  en d o r s e  the  

req u is i t i o n  slip  to the  

st o r e k e e p e r  and  as s i g n  plu m b e r 

to do the  s er v ic e  req u e s t .  

 

 

No t e : De p e n d i n g  o n th e  a va i l a b i l i ty  

of pl u m b e r s .  

 

2 min u t e s  

 

 

 

 

 

 

C u s t o m e r Se r v ic e , 

En g in e e r in g  

Su p e r v is o r , 

St o r e k e e p e r  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 R e q u is i t i o n  and  

Is s u e  Sl ip , 

Se rv ic e  Ord e r 
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F o r  A p p l i c a t i o n  o f Se n i o r  

Ci t i z e n :  

➢  Ac c e p t an d  rec o r d  the  

of f ic ia l  rec e ip t an d  en d o r s e  to 

bi l l i n g  sec t i o n .  

➢  T h e n , the  bi l l in g  

en c o d e r  w i l l ent r y  the  s en i o r  

cit iz e n  app l i c a t io n  form  to the  

sy s t e m  

  

 

Bi l l i n g  En c o d e r  

  

Ap p l ic a t io n  F orm  

(Se n io r  Cit iz e n  ID ) 

4. W a it for  the  

sc h e d u l e d     

tim e :  

Plu m b e r s  wi l l  

at t e n d  the  

Se r v ic e  

R e q u e s t an d  

c om p la i n t s   

Plu m b e r s  wi l l  do the s er v ic e  

req u e s t as req u i r e d  at the  

c on c e s s io n a i r e s  Se r v ic e  Or d e r . 

 

 

No t e : De p e n d i n g  o n th e  a va i l a b i l i ty  

of pl u m b e r s  

4 hou r s  

1 – 3 day s  

(if m a j o r re p a i r )  

 

Plu m b e r s   Se rv ic e  Ord e r 

 

E N D  OF  TR A N S A C T I O N S  

 

 



 

1 0  

 

 

 

D .  Te m p o r a r y  Di s c o n n e c t i o n  an d  Re c o n n e c t i o n  of Se r v i c e  Co n n e c t i o n  

 

C L A S S I F I C A T I O N :  SI M P L E  

W H O  M A Y  A V A I L :  A L L  

S te p  CL IE N T  S T E P S  AG E N C Y  AC T I O N  
P R O C E S S I N G  

TIM E  

P E R S O N  

RE S P O N S I B L E  
FE E S  FO R M  

1. Pro c e e d  to 

C u s t o m e r 

Se r v ic e  

F o r  R e c o n n e c t i o n :  

C u s t o m e r s er v ic e  wi l l 

rev ie w  and  v er i f y  the  

rec o r d s  of the  

dis c o n n e c t e d  

c on c e s s io n a i r e  an d  

pro v i d e  a bi l l i n g  slip  for the  

tot a l am o u n t du e s  

inc l u d i n g  the  rec o n n e c t io n  

fee , de m a n d s  fee  an d  

are a r s  

 

F o r  Di s c o n n e c t i o n :  

T h e  C u s t o m e r Se r v i c e  wi l l  

pre p a r e  a ser v ic e  ord e r  for 

the  T e m p o r a r y  

Dis c o n n e c t i o n  of the  

c on c e s s io n a i r e  s er v ic e  

c on n e c t io n  an d  en d o r s e  to 

the  as s i g n e d  plu m b e r s  

im m e d ia t e l y  

3 m in u t e s  C u s t o m e r 

Se r v ic e  

At c os t Bi l l in g  Sl ip ,  

Se r v ic e  

Or d e r  

2. Pa y m e n t 

(F o r  Re c o n n e c t i o n  

O n l y ) 

Pro c e s s  pa y m e n t an d  

is s u e  off i c i a l rec e ip t and  

ad v i c e  to pro c e e d  to the 

c us t o m e r s er v i c e  s ec t i o n  

for  br ie f in g / reo r ie n t a t io n  if 

ne e d e d . 

1 m in u t e  T e l le r  / C a s h ie r  As  bi l le d  

 

Ad d i t io n a l Plu s : 

Ph p  100  - 

D e m a n d  F e e  

(2 mo n t h s ’ unp a i d  bill s )  

 

Ph p  250  - 

R e c o n n e c t io n  F e e  

(Re c o n n e c t e d  wi th i n  a 

mo n th ) 

 

Ph p  400  – 

R e c o n n e c t io n  F e e  

(Re c o n n e c t e d  mo r e  

tha n  a mo n th ) 

Of f ic ia l 

R e c e ip t 

3. W a it for  the  

sc h e d u l e d  tim e :  

Plu m b e r s  wi l l  

at t e n d  the  

Se r v ic e  R e q u e s t 

for  T em p o r a r y  

Dis c o n n e c t i o n  

an d  

R e c o n n e c t io n  

Plu m b e r s  wi l l  do the 

s er v i c e  req u e s t as 

req u i r e d  at the  

c on c e s s io n a i r e / s  s er v ic e  

req u e s t 

 

 

No t e : De p e n d i n g  on th e  

ava i l a b i l i t y  of pl u m b e r s  

1 hou r  – 24 

hou r s  

Plu m b e r s   Se r v ic e  

Or d e r  

E N D  OF  TR A N S A C T IO N S  



 

1 1  

 

 

 

 

E .  Tr a n s f e r  an d  Ch a n g e  Na m e  of W a t e r  Se r v i c e  Co n n e c t i o n  

 

C L A S S I F I C A T I O N :  SI M P L E  

W H O  M A Y  A V A I L :  A L L  

S te p  
CL IE N T  

S T E P S  
AG E N C Y  AC T I O N  

P R O C E S S I N G  

TIM E  

P E R S O N  

RE S P O N S I B L E  
FE E S  FO R M  

1. Pro c e e d  to 

C u s t o m e r 

Se r v ic e  

C u s t o m e r  s er v ic e  wi l l  ver if y  and  tra n s a c t 

con c e s s io n a i re ’s  con c e rn  in the  Se r v ic e  

Or d e r  w h e t h e r : 

 

➢  Tra n s f e r / re lo c a t i o n  of Wa te r 

Se r v ic e  C o n n e c t i o n  or 

➢  C h a n g e  na m e  of W a t e r  

M e t e r  

 

 

F o r  R e l o c a t i o n / Tr a n s f e r :  

➢  R e f e r  to the  eng in e e r i n g  

s ec t io n  wi t h  reg a r d s  to the app l ic a n t ' s  

vic i n i t y  if the r e ’ s  an av a i la b le  

tra n s m is s i o n  or dis t r i b u t io n  pip e l in e s .  

➢  Is s u e  Se r v ic e  Or d e r  an d  

en d o r s e  to the  en g i n e e r in g  s ec t io n  for 

ins p e c t io n  and  es t im a t i o n . 

 

D u r i n g  On - s i t e  In s p e c t i o n :  

As s ig n e d  plu m b e r s  wi l l ins p e c t  the  

c on c e s s io n a i r e ’ s  vic i n i t y  wi t h  the  

pre s e n c e  of the  c on c e s s io n a i r e  an d  

pre p a r e  the  m a t e r i a l req u i r e m e n t s  (if 

an y )   

 

F o r  C h a n g e  N a m e :  

➢  Ve r i f y  if the  ac c o u n t na m e   

 

N o t e :  If n o t  reg i s t e r  to hi s / h e r  

n a m e  

Pro v id e  an d  c om p ly  the  fo l lo w in g  

req u i r e m e n t s : 

1 .  Au t h o r i z a t io n  Le t t e r  wi t h  

Sig n a t u r e  of the  R e g is t e r e d  N a m e  

2 .  C e d u la  

3 .  Va l id  Ide n t i f ic a t io n  C a r d  (I D )  

 

1 - 3 ho u r s  C u s t o m e r Se r v ic e   Se r v ic e  

Or d e r  

 

2. Pa y m e n t Pro c e s s  pa y m e n t an d  is s u e  Of f ic ia l  

R e c e ip t an d  ad v is e  c on c e s s io n a i r e  to 

go to the  C u s t o m e r  Se r v ic e   

1 min u t e  T el l e r / 

C a s h i e r  

Ph p  350 -  

Tra n s f e r  

F ee  

 

Ph p  500 -  

C h a n g e  

N a m e  

Of f ic ia l 

R e c e ip t 



 

1 2  

 

 

 

 

 

3. Su b m i t the  

Of f ic ia l R e c e ip t 

to the  C u s t o m e r 

Se r v ic e  

C u s t o m e r s er v ic e  wi l l ac c e p t and  

rec o r d  the  of f ic i a l rec e ip t giv e n  by the  

c on c e s s io n a i r e  

2 m in u t e s  C u s t o m e r Se r v ic e   Of f ic ia l 

R e c e ip t 

4. W a it for  the  

sc h e d u l e d  tim e :  

Plu m b e r s  wi l l  

at t e n d  the  

Se r v ic e  

R e q u e s t 

Pro c e s s  the  re lo c a t io n  or tra n s f e r  of 

s er v i c e  c on n e c t i o n  

 

N o t e : D e p e n d in g  on the  av a i la b i l i t y  of 

plu m b e r s  

1 hou r  – 

24 hou r s  

Plu m b e r s   Se r v ic e  

Or d e r  

E N D  OF  TR A N S A C T IO N S  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

1 3  

 

 

 

 

 

I I .  A C C O U N T I N G  SE C T I O N  

 

IN T E R N A L  SE R V I C E S  

 

A .  Pr e p a r a t i o n  of Pa y r o l l  

 

CL A S S IF I C A T I O N : SI M P L E  

W H O  MA Y  AV A I L :  T C W D  EM P L O Y E E S  

Ste p  C L I E N T  ST E P S  A G E N C Y  A C T I O N  
PR O C E S S I N G  

TI M E  

PE R S O N  

R E S P O N S I B L E  
F E E S  

1 Su b m i t D T R  to H R M O  C h e c k  and  v er i f y  the  D T R  

 

Pro c e s s  the  Pa y r o l l and  

en d o r s e  to the  Ac c o u n t in g  

Se c t io n  

3 H o u r s  H R M O  N o n e  

2 Sig n  the  Pa y r o l l for  

R e l e a s e  of Sa l a r y  

C h e c k  Pa y r o l l  

 

D o w n l o a d  Sa l a r y  to La n d  Ba n k  

of the  Ph i l ip p in e s  

4 H o u r s  Ac c o u n t i n g  

Pro c e s s o r  

N o n e  

E N D  OF  TR A N S A C T IO N S  

 

 

B .  Pr e p a r a t i o n  an d  Su b m i s s i o n  of Fi n a n c i a l St a t e m e n t  

 

CL A S S IF I C A T I O N : CO M P L E X  

W H O  MA Y  AV A I L :  CO A ,  LW U A , BO D  a n d  GM  

S te p  C L I E N T  ST E P S  A G E N C Y  A C T I O N  
PR O C E S S I N G  

TI M E  

PE R S O N  

R E S P O N S I B L E  
F E E S  

1 M a i l  the  Le t t e r  or Em a i l  to 

the  Fin a n c e  Se c t io n  

Pro c e s s  the  pre p a r a t io n  of 

Fin a n c ia l St a t e m e n t  

 

Su b m i t thro u g h  Em a i l  an d / 

or C o u r ie r  

10 D a y s  Se n io r  C o r p o r a t e  

Ac c o u n t s  An a ly s t  

N o n e  

E N D  OF  TR A N S A C T IO N S  



 

1 4  

 

 

 

 

 

C .   Pr e p a r a t i o n  an d  Pa y m e n t of Re m i t t a n c e s  (G S I S ,  PA G - I B IG ,  PH IL H E A L T H  AN D  B IR )  

  

CL A S S IF I C A T I O N : SIM P L E  

W H O  MA Y  AV A I L :  AL L  

S te p  C L I E N T  ST E P S  A G E N C Y  A C T I O N  
PR O C E S S I N G  

TI M E  

PE R S O N  

R E S P O N S I B L E  
F E E S  

1 Se n d  M o n t h ly  Bi l l in g  

St a t e m e n t  T hr o u g h  

Em a i l  or M a i l 

Pro c e s s  the  R e m i t t a n c e  

Lis t GS I S ,  PA G - I B I G , 

PH I L H E A L T H , BI R  

 

4 H o u r s  Ac c o u n t i n g  Pro c e s s o r  N o n e  

Pro c e s s  C h e c k  for  

Pa y m e n t 

 

Pa y  R e m it t a n c e s  

15 M in u t e s  Se n io r  C o r p o r a t e  

Ac c o u n t s  An a ly s t , 

Ac c o u n t i n g  Pro c e s s o r , 

C a s h ie r  

 

2 Is s u e  Of f ic ia l R e c e i p t  R e c e iv e  Of f ic i a l R e c e ip t s  5 Min u t e s  Ac c o u n t i n g  Pro c e s s o r ,  

C a s h ie r  

 

E N D  OF  TR A N S A C T IO N S  



 

1 5  

 

 

 

 

I I I .  A D M I N I S T R A T I V E  SE C T I O N  

 

EX T E R N A L  SE R V I C E S  

 

A .  Su b m i s s i o n  of Do c u m e n t s  fo r  Jo b  Ap p l i c a t i o n  

 

CL A S S IF I C A T I O N : SIM P L E  

W H O  MA Y  AV A I L :  J O B  AP P L I C A N T S  

S te p  C L I E N T  ST E P S  A G E N C Y  A C T I O N  

PR O C E S S I N G  

TI M E  

PE R S O N  

R E S P O N S I B L E  
F E E S  

1 Su b m i t Ap p l ic a t i o n  

R e q u i r e m e n t s  

R e c e iv e  the  Ap p l ic a t io n  

do c u m e n t s  and  st a m p  rec e i v e d  

 

If qua l i f i e d  or no t the  Ap p l i c a n t 

wi l l be in f o r m e d  

 

Giv e  the  st a m p e d  do c u m e n t s  to 

the  ap p l i c a n t 

 

 

15 M in u t e s  

 

 

 

 

H R M O  

 

 

 

N o n e  

2 R e c e iv e  the  St a m p e d  

D o c u m e n t s  

 

E N D  OF  TR A N S A C T IO N S  
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IN T E R N A L  SE R V I C E S  

 

A .   Su b m i s s i o n  of SA L N  

 

CL A S S IF I C A T I O N : SIM P L E  

W H O  MA Y  AV A I L :  E M P L O Y E E S ,  O M B U D S M A N ,  CS C  

S te p  C L I E N T  ST E P S  A G E N C Y  A C T I O N  
PR O C E S S I N G  

TI M E  

PE R S O N  

R E S P O N S I B L E  

 

F E E S  

1 
Su b m i t Ac c o m p l is h e d  

SA L N  

C h e c k  the  c om p le t e n e s s  of the  

SA L N  for m  m a k e  sur e  it is dul y  

no t a r i z e d  

 

Su b m i t to Om b u d s m a n  an d  

C S C  

 

1 D a y  

 

 

 

H R M O  

 

 

N o n e  

E N D  OF  TR A N S A C T IO N S  

 

B .  Le a v e  Ap p l i c a t i o n  

 

CL A S S IF I C A T I O N : SIM P L E  

W H O  MA Y  AV A I L :  E M P L O Y E E S  

S te p  C L I E N T  ST E P S  A G E N C Y  A C T I O N  PR O C E S S I N G  

TI M E  

PE R S O N  

R E S P O N S I B L E  

F E E S  

1 Giv e  the  3 c op ie s  of 

Le a v e  F o r m s  to the 

Ad m in  

Pro c e s s  Le a v e  Ap p l ic a t io n  

R e c o m m e n d a t io n  of 

Ap p l ic a t i o n  

Ap p r o v a l / Dis a p p r o v a l 

 

20 M in u t e s  

 

 

 

H R M O , 

Ge n e r a l M a n a g e r  

 

N o n e  

E N D  OF  TR A N S A C T IO N S  

 

C .  A p p l i c a t i o n  fo r  Mo n e t i z a t i o n  

 

CL A S S IF I C A T I O N : SIM P L E  

W H O  MA Y  AV A I L :  E M P L O Y E E S  

S te p  C L I E N T  ST E P S  A G E N C Y  A C T I O N  

PR O C E S S I N G  

TI M E  

PE R S O N  

R E S P O N S I B L E  
F E E S  

1 Giv e  the  3 c op ie s  of 

Le a v e  F o r m s   

Pro c e s s  M o n e t i z a t io n  

C o m p u t e  the  M o n e t a r y  Va l u e  

R e c o m m e n d a t io n  of 

M o n e t iz a t io n  Ap p l i c a t io n  

Ap p r o v a l / Dis a p p r o v a l 

 

20 M in u t e s  

 

 

 

H R M O , 

Ge n e r a l M a n a g e r  

 

N o n e  

E N D  OF  TR A N S A C T IO N S  

 

 

 



 

1 7  

 

 

 

D .  R e q u e s t of Se r v i c e  Re c o r d  

 

CL A S S IF I C A T I O N : SIM P L E  

W H O  MA Y  AV A I L :  CU R R E N T  AN D  P R E V I O U S  E M P L O Y E E S  

S te p  C L I E N T  ST E P S  A G E N C Y  A C T I O N  PR O C E S S I N G  

TI M E  

PE R S O N  

R E S P O N S I B L E  

 

F E E S  

1 Giv e  Au t h o r i z a t io n  

Le t t e r  (if 

rep r e s e n t a t iv e )  

 

If Em p l o y e e ,  as k  for  a 

c op y  

Pro c e s s  the  req u e s t  an d  giv e  

the  Lo g b o o k  to the  clie n t  

 

5 Min u t e s  

 

 

 

 

 

H R M O  

 

 

 

 

N o n e  

2 Sig n e d  on the  

Lo g b o o k  “R e c e iv e d ”  

R e c e iv e d  the  Lo g b o o k  1 Min u t e   

E N D  OF  TR A N S A C T IO N S  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

1 8  

 

 

 

 

I V .  W A T E R  SA F E T Y  TE A M  

 

 

A .  R e q u e s t fo r  Ba c t e r i o l o g i c a l  Te s t  

 

CL A S S IF I C A T I O N : HIG H L Y  TE C H N IC A L  

W H O  MA Y  AV A I L :  AL L  

S te p  C L I E N T  ST E P S  A G E N C Y  A C T I O N  
PR O C E S S I N G  

TI M E  

PE R S O N  

R E S P O N S I B L E  
F E E S  

1 Su b m i t 2 C o p ie s  of 

Le t t e r  R e q u e s t  for 

W a t e r  An a ly s i s  

Ba c t e r i o lo g i c a l  T es t 

an d  Pa y m e n t  

Pro c e s s  W a t e r  An a l y s is  

Ba c t e r i o lo g i c a l  T es t 

 

 

Is s u e  Of f ic ia l R e c e i p t  

 

10 M in u t e s  

 

 

 

 

 

W a t e r  F a c i l i t ie s  

Op e r a t o r  M a n  C 

 

 

 

 

Ph p  75 0  

pe r  W a t e r  

Sa m p l e  

2 R e c e iv e  the  Of f ic i a l 

R e c e ip t an d  w a i t for  

the  R e s u l t  

Pro c e s s  R e q u e s t to the  

Ac c r e d i t e d  La b o r a t o r y  – 

W a t e r  Li f e  Ilig a n  Ci t y  

5 – 7 D a y s   

3 Cl i e n t wi l l get  the  

R e s u l t  onc e  av a i la b l e  

 5 Min u t e s    

E N D  OF  TR A N S A C T IO N S  

 

 

B .  R e q u e s t  of  Ce r t i f i c a t e  of  Po t a b i l i t y  

 

CL A S S IF I C A T I O N : SIM P L E   

W H O  MA Y  AV A I L :  AL L  

S te p  C L I E N T  ST E P S  A G E N C Y  A C T I O N  
PR O C E S S I N G  

TI M E  

PE R S O N  

R E S P O N S I B L E  

F E E S  

1 
Lo g b o o k , Su b m i t 

Le t t e r  R e q u e s t  

R e c e iv e d  R e q u e s t Le t t e r  

an d  Int e r v ie w   

 

Ph o t o c o p y  an d  giv e  to the  

clie n t the  req u e s t e d  

do c u m e n t s  

 

 

1 – 2 D a y s  

 

 

 

 

Se n io r  En g i n e e r  B 

 

 

N o n e  

E N D  OF  TR A N S A C T IO N S  
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FE E D B A C K  AN D  CO M P L A I N T S  ME C H A N I S M  

 

Ho w  to se n d  fe e d b a c k  

A n s w e r  th e  cli e n t fe e d b a c k  fo r m  an d  dr o p  it at th e  de s i g n a t e d  dr o p  b o x in s i d e  TC W D  Of f i c e .  

 

S m a r t: 09 1 8 - 9 4 8 - 6 3 3 9  

E m a i l ad d :  ta n g u b c i t y w a t e r d i s t r i c t@ y a h o o . c o m  

FB pa g e : fa c e b o o k . c o m / t c w d 7 2 1 4  

Off i c i a l W e b s i te : ww w . t a n g u b c i ty w a te r d i s t r i c t . c o m  

 

How feedbacks are 

pr o c e s s e d  

E ve r y  Fr i d a y , th e  P u b l i c  A ss i s t a n t Co m p l a i n t s  De s k  o p e n s  th e  dr o p  b o x an d  co m p i l e s  a n d  re c o r d s  all fe e d b a c k  

su b m i t t e d .  

 

Fe e d b a c k  re q u i r i n g  an s w e r s  ar e  fo r w a r d e d  to th e  re l e v a n t off i c e s an d  th e y  ar e  re q u i r e d  to an s w e r wi t h i n  th r e e  (3) 

da y s  of th e  re c e i p t of th e  fe e d b a c k . Th e  an s w e r  of th e  off i c e  is th e n  rel a y e d  to th e  cit i z e n .  

 

Fo r in q u i r i e s  an d  fol l o w  -u p s , cli e n ts  m a y  co n ta c t th e  fo l l o w i n g  te l e p h o n e  nu m b e r :  

S m a r t: 09 1 8 - 9 4 8 - 6 3 3 9  

E m a i l ad d :  ta n g u b c i t y w a t e r d i s t r i c t@ y a h o o . c o m  

 

Ho w  to fil e  a co m p l a i n t 

A n s w e r  th e  cli e n t co m p l a i n t fo r m  an d  dr o p  it at th e  de s i g n a t e d  dr o p  b o x in fr o n t of th e  Pu b l i c  A ss i s t a n c e  Co m p l a i n t s  

De s k .  

 

Co m p l a i n ts  ca n  al so  be fil e d  vi a Te l e p h o n e . M a k e  su r e  to pr o v i d e  th e  fo l l o w i n g  in fo r m a t i o n :  

1 .  Na m e  of th e  pe r s o n  be i n g  co m p l a i n e d :  

2 .  In c i d e n t - Br i e f su m m a r y  of th e  co m p l a i n t  

3 .  E vi d e n c e -  Pr o o f or E v i d e n c e  to su p p o r t th e  co m p l a i n t  

4 .  Da t e  an d  pl a c e  of in c i d e n t  

 

Fo r in q u i r i e s  an d  fol l o w  up s  

Cl i e n t s  m a y co n t a c t th e  fol l o w i n g  nu m b e r s :  

S m a r t: 09 1 8 - 9 4 8 - 6 3 3 9  

E m a i l ad d :  ta n g u b c i t y w a t e r d i s t r i c t@ y a h o o . c o m  

FB pa g e : fa c e b o o k . c o m / t c w d 7 2 1 4  

Off i c i a l W e b s i te : ww w . t a n g u b c i ty w a te r d i s t r i c t . c o m  

 

How complaints are 

pr o c e s s e d  

Th e  Co m p l a i n t s  Of f i c e r  op e n s  th e  co m p l a i n t s  dr o p  bo x  o n a da i l y  ba s i s  a n d  eva l u a t e s ea c h  co m p l a i n t .  

Up o n  e va l u a t i o n , th e  Co m p l a i n t s  Of f i c e r  sh a l l sta r t th e  in v e s t i g a t i o n  an d  fo r w a r d  th e  co m p l a i n t to th e  

rel e v a n t off i c e  fo r th e i r exp l a n a t i o n .  

Th e  Co m p l a i n t s  Of f i c e r  wil l cr e a t e  a re p o r t afte r th e  in ve s t i g a t i o n  an d  sh a l l su b m i t it to th e  He a d  of A g e n c y  fo r 

ap p r o p r i a t e  act i o n .  

 

Contact Information of 

CC B , P C C , A R T A  

AN T I RE D  TA P E  AU T H O R I T Y  (AR T A )  

W e b s i t e : ar ta . g o v . p h  

E m a i l : co m p l a i n t s @ a r t a . g o v . p h  

Ca l l : 84 7 8 - 5 0 9 1  / 84 7 8 - 5 0 9 9  

CO N T A C T  CE N T E R  NG  BA Y A N  ( CC B )  

W e b s i t e : co n t a c t c e n t e r n g b a y a n . g o v . p h  

E m a i l : e m a i l @ c o n t a c tc e n t e r n g b a y a n . g o v .p h  

Ca l l : 1- 6 5 6 5  

Te x t : 09 0 8 - 8 8 1 - 6 5 6 5  

P R E S I D E N T I A L  CO M P L A I N T  CE N T E R  (P C C )  

E m a i l : pcc @ m a l a c a n a n g . g o v . p h  

Ca l l : 87 3 6 - 8 6 4 5  / 87 3 6 - 8 6 0 3 / 87 3 6 - 8 6 2 9 / 87 3 6 - 8 6 2 1  

CIT I Z E N S ’ CO M P L A I N T  CE N T E R  

Ca l l /T e x t : 8 8 8 8  

mailto:tangubcitywaterdistrict@yahoo.com
http://www.tangubcitywaterdistrict.com/
mailto:tangubcitywaterdistrict@yahoo.com
mailto:tangubcitywaterdistrict@yahoo.com
http://www.tangubcitywaterdistrict.com/
mailto:complaints@arta.gov.ph
mailto:email@contactcenterngbayan.gov.ph
mailto:pcc@malacanang.gov.ph
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O f f i c e  Na m e  A d d r e s s  C o n t a c t In f o r m a t i o n  

Ta n g u b  Ci t y  Wa te r  Di s t r i c t Ta n g u b  Ci t y ,  Mi s a m is  Oc c i d e n t a l  0 9 1 8 - 9 4 8 - 6 3 3 9  

 

L o c a l Wa t e r Ut i l i t i e s  A d m i n i s t r a t i o n  K a t ip u n a n  Ro a d  B a l a r a , Qu e z o n  Cit y  (0 2 ) - 8 9 2 0 - 5 5 8 1  

 

CS C  Fie l d  O f f i c e  Or o q u ie t a  Cit y , Mis a m i s  Oc c id e n ta l  0 9 3 9 - 9 1 2 - 4 6 2 6  

 

CS C  Re g i o n  V a m e n t a  Ro a d ,  Ca r m e n  Ca g a y a n  d e 

Or o  Cit y  

(0 8 8 ) 8 5 8 - 7 5 6 3  

(0 8 8 2 2 )  7 1 - 0 0 - 5 7  

(0 8 8 ) 8 5 8 - 2 8 0 5  

(0 8 8 ) 8 5 5 - 0 3 9 7  

 

A R T A  A u t h o r it y  3 9 5  S e n a t o r G il J. P u y a t  A v e n u e , 

1 2 0 0  Ma k a t i Cit y ,  P h i l ip p i n e s  

 

0 9 0 8 - 8 8 1 - 6 5 6 5  


