
1. Maintains the Books -Prepares Reports -Prepares Reports 1. Act as Administrator on computerized 1. Receives & performs Maintenance

   of Accounts, General 1. Issues Official Receipts 1. Maintains Personnel Files       Billing & Collection System     Orders & Service Requests.

   & Subsidiary Ledgers     for the following: 2. Submits accomplished Maintenance 

2. Prepare the monthly   a. Water Bills 2. Remit premium payments to GSIS, 2. Prepares the ff. reports:      Order & Service Request to the CSA-D

    Financial Reports & Monthly   b. Application Fees     Pag-ibig & Philhealth     > Monthly Billing summary,Billing 3. Reads Meters & indicate  reading on the 

    Data Sheet   c. Reconnection Fees     Adjustments & Penalties      Meter Reading Cards

3. Prepare Payroll 3. Accepts payments for the ff. 3.Canvas/quotes Materials & Supplies   > Ageing of A/R 4. Distribute accomplished Water Bills
4. Prapares Monthly Bank     a.Water Bills   > Summary of Disconnection

    Reconciliation     b.Misc.Fees and charges 4. Process Appointments of employees   > Monthly Operation Reports 5. Return disconnected Water Meter

5. From the Daily Billing Report     c.Installation Fee/Application   > Maintains Meter reading Bk.     to the Storekeepper

    records the totalof entries        Fee & Recconection Fee 5. Maintains Personnel Files   > Maintains Master list of 6. Monitoring of chlorine residuals

    in the billing register 4. Daily Collectors Reports     a. Emp. 201 File     Service Connection       at different sampling points.

6. Warehouse man. 5. Makes Deposits & Withdraw     b. Earned Leaves Records 7. Collect water samples for monthly

7. Prepares property 6. Prepares Daily Cash 3.  Receives complains & forwards      bacte-test and for yearly Physical

    Accountability Receipts.     Position Report     Maintenance Order to WMM-C      Chemical Analysis.

8. Conducts Monthly Inventory 7. Prepare Daily Collection 4. Monitors accomplishments of 

    of Materials Receipts & Receipts     Summary    Maintenance Order/Service Request.

8. Prepares checks based on the

    approved check voucher 5. Maintains Customer Ledger Cards

9. Replenishment of Working 

    Fund 6. Prepares New Conn, Reconn & Disco 

    Orders & forwards to WMM-C

LOCAL WATER UTILITIES ADMINISTRATION

FUNCTIONAL CHART OF PULUPANDAN WATER DISTRICT

WATER 
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CASHIER D
ADMINISTRATION SERVICES 

ASSISTANT C
CUSTOMER SERVICE

ASSISTANT D

OFFICE OF THE BOARD OF DIRECTORS

All powers, privileges, and duties of the district shall be 

exercised and performed by and through the Board Formulate 

policy guidelines for guidance of management staff in the day to 

day operation.

OFFICE OF THE GENERAL MANAGER
Full supervision, control of the maintenance and operation of 

the water district facilities, with power and authority to appoint 

all personnel of the district.

Republic of the Philippines

PULUPANDAN WATER DISTRICT
Cor. Yanson-Sta. Felomina Sts., Pulupandan, Negros Occidental

  Email Add: pulupandanWD@yahoo.com.ph     Tel. No.: 034-4540002

A Governmet-owned & Controlled Corporation Under supervision by the


