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MORONG WATER DISTRICT

(A Government Owned and Controlled Corporation)
Tomas Claudio St., San Pedro, Morong, Rizal 1960
Telephone:691-5822 / 470-0922





APPLICATION FOR INSTALLATION OF NEW SERVICE CONNECTION
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	Step
	Applicant/Client
	Service Provider
	Duration of Activity (under normal circumstances)
	Person In Charge
	Form/s

	
	1
	Get Info/Complaint Desk Number
	Issue number
	
	Guard


	

	
	2
	Proceed to customer’s lounge and wait for your turn.
	Call number
	
	Ms. Claren Maristela
Customer Services Assistant C
	

	
	3
	Go to Information/Complaint Desk for inquiries.
	Interview and explain requirements
	5 minutes
	Ms. Claren Maristela
Customer Services Assistant C
	Checklist of requirements

	
	4
	Ask the schedule date of pre-investigation.
	Provide the schedule
	1 minute
	Ms. Claren Maristela
Customer Services Assistant C
	Pre-investigation

	
	5
	Wait for the inspector and his advised when to return the office.
	Conduct credit investigation and inspection if service line is available 
	One (1) day
	Mr. Teddy Dipus
Disconnecting Plumber
	Pre-investigation

	
	
	AFTER INSPECTION
	
	
	
	

	
	5
	Get Info/Complaint Desk Number.
	Issue number
	
	Guard
	

	
	6
	Proceed to customer’s lounge and wait for your turn.
	Call number
	
	Ms. Claren Maristela
Customer Services Assistant C
	

	
	7
	Go to Information/Complaint Desk and submit complete requirements.
- one (1) valid ID with picture

- Barangay Clearance (original)

- Land title or Tax Declaration w/ Tax Receipt or Deed of Sale (Notarized)

-Authorization Letter from the Lot Owner and one (1) valid ID **

- Waiver **

- Guarantee Fund Fee **

** additional requirements if applicant is not the lot owner
	Check and verify submitted requirements
	5 minutes
	Ms. Claren Maristela
Customer Services Assistant C
	Requirements

	
	8
	Fill-up contract and affix signature.
	Receive and check the filled-up contract.
	5 minutes
	Ms. Claren Maristela
Customer Services Assistant C
	Service Application Contract (SAC), Kontrata sa Pagkakabit ng Serbisyo ng Tubig at Pagseselyo ng Metro at Kasunduan sa Pagkakabit ng Serbisyo ng Tubig ng Hulugan

	
	9
	Attend orientation/seminar regarding MOWAD policies.
	Conduct orientation/briefing on MOWAD policies.
	10 minutes
	Ms. Sarah San Felipe
Customer Services Officer
	

	
	10
	Wait for the approval of filled-up contract..
	Forward filled-up contract to the General Manager.
	5 minutes
	Mr. Dickson San Juan
General Manager
	

	
	11
	Pay application fee.
Cash Basis
P 3,000 ( lot owner )

P 3,000 + 500 Guarantee Fund

 ( tenant )
Installment – P 3,360
Down payment 

  P 1,680  + 500 Guarantee Fund

    (tenant)
	Issue Official Receipt


	2 minutes
	Ms. Lynette Santiago
Cashier C
	Application contract

	
	12
	Go back to the information/complaint desk  and present the Official Receipt.
	Record the OR No. and give the necessary instructions to the applicant.
	5 minutes
	Ms. Claren Maristela
Customer Services Assistant C
	Official Receipt

	
	13
	Inform Commercial personnel if  inside plumbing installation  is ready for inspection.
	Forward Pre-Investigation for inspection of inside plumbing to ECD and provide schedule
	3 minutes
	Ms. Claren Maristela
Customer Services Assistant C
	Pre-investigation

	
	14
	Wait for the inspection of inside plumbing.
	Conduct inspection if inside plumbing is available
	One (1) day
	Plumber of the Day
	Pre-investigation

	
	
	
	Prepare MO/SR for NSC upon receipt of approved Pre-Investigation and forward to ECD 
	2 minutes
	Ms. Claren Maristela
Customer Services Assistant C
	MO/SR


RECONNECTION OF WATER SERVICE
	Step
	Applicant/Client
	Service Provider
	Duration of Activity (under normal circumstances)
	Person In Charge
	Form/s

	1
	Get Info/Complaint Desk Number.
	Issue number
	
	Guard
	

	2
	Proceed to customer’s lounge and wait for your turn.
	Call number
	
	Ms. Claren Maristela
Customer Services Assistant C
	

	3
	Present request letter for reconnection with one (1) valid ID.
	Check requirements and prepare computation of total amount to be paid
	5 minutes
	Ms. Claren Maristela
Customer Services Assistant C
	Endorsement Slip

	4
	Proceed to Window 1 or 2 for payment of water bill.
	Accept payment and issue Official Receipt (OR)
	3 minutes
	Mr, Manrique VIllamor
Ms, Ma. Sunshine San Juan

Ms. Ma. Ivy Tambongco

Customer Services Assistant


	Official Receipt

	5
	Proceed to Window 1 or 2 or 3 for payment of reconnection fee 

P 150 – temporary disconnected account

P 150 – disconnected account not more than 10 days

P 300 – disconnected account for more than 10 days
	Accept payment and issue Official Receipt (OR)
	3 minutes
	Ms. Lynette Santiago
Cashier C
	Official Receipt

	6
	Go back to Info/Complaint Desk and present Official Receipt (OR)
	Check OR and prepare MO/SR for reconnection of water service. Forward to ECD. 

Provide the schedule date
	5 minutes
	Ms. Claren Maristela
Customer Services Assistant  C
	MO/SR


TEMPORARY DISCONNECTION
	Step
	Applicant/Client
	Service Provider
	Duration of Activity (under normal circumstances)
	Person In Charge
	Form/s

	1
	Get Info/Complaint Desk Number.
	Issue number
	
	Guard


	

	2
	Proceed to customer’s lounge and wait for your turn.
	Call number
	
	Ms. Claren Maristela
Customer Services Assistant C
	

	3
	Present request letter for temporary disconnection of water service with one (1) valid ID.
	Check requirements and prepare computation of total amount to be paid
	5 minutes
	Ms. Claren Maristela
Customer Services Assistant C
	Endorsement Slip

	4
	Proceed to Window 2 for payment of water bill. 

(Senior Citizen paying customers)

Proceed to Window 1 or 3 for payment of water bill.
(Regular paying customers.)


	Accept payment and issue Official Receipt (OR)
	3 minutes
	Mr, Manrique VIllamor

Ms, Ma. Sunshine San Juan

Ms. Ma. Ivy Tambongco

Customer Services Assistant


	Official Receipt

	5
	Go back to Info/Complaint Desk and present Official Receipt (OR)
	Check OR and prepare MO/SR for temporary disconnection of water service. Forward to ECD. 

Provide the schedule date
	5 minutes
	Ms. Claren Maristela
Customer Services Assistant C
	MO/SR


PAYMENT OF WATER BILLS
	Step
	Applicant/Client
	Service Provider
	Duration of Activity (under normal circumstances)
	Person In Charge
	Form/s

	1
	Get Bill Collector Number.
	Issue number 
	
	Guard


	

	2
	Proceed to customer’s lounge and wait for your turn
	Call number
	
	Mr, Manrique VIllamor

Ms, Ma. Sunshine San Juan

Ms. Ma. Ivy Tambongco

Customer Services Assistant


	

	3
	Proceed to Window 2 and present your water bill and your payment.

(Senior Citizen paying customers)

Proceed to Window 1 or 3 and present your water bill and your payment
(Regular paying customers.)
	Accept payment and issue Official Receipt (OR)
	3 minutes
	
	Official Receipt (OR)


FILING COMPLAINTS
	Step
	Applicant/Client
	Service Provider
	Duration of Activity (under normal circumstances)
	Person In Charge
	Form/s

	1
	Get Info/Complaint Desk Number.
	Issue number
	
	Guard


	

	2
	Proceed to customer’s lounge and wait for your turn.
	Call number
	
	Ms. Claren Maristela
Customer Services Assistant C
	

	3
	Go to Info/Complaint Desk and state your request:

- leak report

-no water

-request for calibration

-request for relocation

-change wm

-investigation ( high/low consumption)
	Prepare MO/SR and inform additional requirements to submit and payment for such request, if necessary. Forward approved MO/SR to ECD.
	5 minutes
	Ms. Claren Maristela
Customer Services Assistant C
	MO/SR


VARIOUS REQUESTS
	Step
	Applicant/Client
	Service Provider
	Duration of Activity (under normal circumstances)
	Person In Charge
	Form/s

	1
	Get Info/Complaint Desk Number.
	Issue number
	
	Guard


	

	2
	Proceed to customer’s lounge and wait for your turn.
	Call number
	
	Ms. Claren Maristela
Customer Services Assistant C
	

	3
	Go to Info/Complaint Desk and state your request:

-change name

-application for senior citizen availment

-promissory note
	Inform customer the requirements
	5 minutes
	Ms. Claren Maristela
Customer Services Assistant C
	Request for change name

Senior citizen application



	4
	Submit requirements for such request.
	Check the submitted requirements
	5 minutes
	Ms. Claren Maristela
Customer Services Assistant C
	


