
REQUEST FOR BILLING ADJUSTMENT

START

REQUIREMENTS

- Water bill or Statement of
Account (SOA)
- Official Receipts

Sign in the client log book and fill up
personal information.
Sign in the Service Request.

CLIENT

Prepares Service Request and encode the
personal data information.
Duration: 3 mins.

UTILITIES/CUSTOMER SERVICE
ASSISTANT E

Forward processed Service Request for
signature and check the account.
Duration: 2 mins.

SR. WATER UTILITIES MGT./DEV.
OFFICER

Wait at the site for check service
connection.

CLIENT

If high consumption: 
Inspector will conduct evaluation and
inspect your place to check service
connection.
Duration: 2 hours from receipt of SR

INSPECTOR - WATER MAINTENANCE
MAN B

Wait at the site for re-reading.

CLIENT

If Erroneous Reading/Billing: 
Meter reader will conduct re-read and
inform the client the result.
Duration: 2 hours from receipt of SR 

ASSIGNED METER READER

If Stop Meter: 
Meter reader will inform the Utility
Customer Service Assistant to prepare
service request for change meter and
meter calibration.
Duration: 2 hours from receipt of SR 

ASSIGNED METER READER

Transmit service request to the Billing
Section.
Duration: 3 mins.

UTILITIES/CUSTOMER SERVICE
ASSISTANT E

Billing Section prepares billing adjustment
memo (BAM).
Duration: 10 mins.

UTILITIES/CUSTOMER SERVICE
ASSISTANT E

Verify and sign BAM.
Duration: 3 mins.

SR. WATER UTILITIES MGT./DEV.
OFFICER

Transmit BAM to the Office of the GM for
approval.
Duration: 3 mins. 

UTILITIES/CUSTOMER SERVICE
ASSISTANT E

Sign in the approved Billing Adjustment
Memo.

CLIENT

Inform the concessionaire the result of the
bill adjustment.
Duration: 2 mins. 

UTILITIES/CUSTOMER SERVICE
ASSISTANT E

END OF TRANSACTION
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