
CLASSIFICATION OF PAYMENTS

REQUIREMENTS
 
Water bill

Gets queue number from the Security
Guard at the Lobby's entrance.

CLIENT

Greet the client and offer seat to be
comfortable. Issues queue number for
Teller 1 and 2.
Duration: 1 min.

GUARD ON DUTY

Waits for the queue to be called. Proceeds
to the designated teller booth and presents
water bill or Statement of Account (SOA);
or if no water bill write the account name in
a proper piece of paper.

CLIENT

Verify the account name and other
account dues of the concessionaire.
Duration: 2 mins.

TELLER 2 - UTILITIES/CUSTOMER
SERVICE ASSISTANT E

END OF TRANSACTION

START

Proceed to Teller 2 booth and pay the
exact amount to the Teller.
Note:
a. If not exact amount tendered, count the
change and verify if the OR you received
is what you are paying for.

CLIENT

Accept payment and issue Official Receipt.
Note:
a. If Check is received, verify it and
indicate on the official receipt (office copy)
the drawee bank, and its branch, check
the number, date and amount of check.
Verify if its dated.
Duration: 3 mins.

TELLER 2 - UTILITIES/CUSTOMER
SERVICE ASSISTANT E

NOTE:
CLASSIFICATION OF PAYMENTS
A. Payment for water bills and Other Water
Revenue.
B. Payment for New Connection
C. Reconnection
D. Change Name:
Ordinary - 200.00 
Senior Citizen - 150.00 
E. Certification Fee - 50.00
     Potability Certification
 Laboratory testing fee (TCT & FCT) 
 - 300.00 
 Laboratory testing fee (TCT,FCT & 
 HPC) - 600.00 
F. Other fees and charges for payment
such as bid docs, refund C.A.



  

