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REPAIR OF SERVICE CONNECTION 
 

REQUIREMENTS : 1. Service Order 
   

Fees : 1. Cost of materials used in the repair. 
 

STEP APPLICANT/CLIENT DEL GALLEGO WATER DISTRICT 
THIS WILL 

TAKE 
PERSON IN CHARGE LOCATION 

1 

 
Proceed to Public Assistance Counter 
and provide information regarding 
request. 
 
You may also reach us through the 
following: 
Hotline No: 09082533071 Smart 
                   09178823694 Globe 
E-mail : dgwd_576@yahoo.com 
FB page: WD Del Gallego 
Website:  dgowaterdistrict.com 
 

 
Prepare Service Order and have it signed 
by the client. 

5 minutes 

FREDDIE B. 
ALCANTARA/OD 

Utility/Cust. Service Asst C 

Public 
Assistance 

Counter 

2 

 
Assist DGWD Personnel during 
inspection. 

 
Inspect service connection to ascertain 
materials needed and determine nature of 
work. 

3 hours after 
receipt of 
request 

BENITO U. SILANG 
REYNALDO G. AÑIL JR. 

Water Resource Facilities 
Operator B 

On-Site 

3 

 
After the conduct of repair, 
acknowledge the work performed by 
signing the Service Order. 

 
Perform repair 
 
 
 
(If the problem that needs repair is after 
the water meter, client has an option to 
have it repaired by non-DGWD plumber) 

Simple repairs 
30 minutes to 2 

hours after 
inspection 

 
For complex 

repair, 1 day to 
2 days after 
inspection 

REYNALDO G. AÑIL JR. 
BENITO U. SILANG 

Water Resource Facilities 
Operator B 

 

On-Site 

 
  

   

 E N D  O F  T R A N S A C T I O N 

mailto:dgwd_576@yahoo.com
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INSPECTION OF SERVICE CONNECTION 

WITH NO WATER OR LOW PRESSURE 

 
 

REQUIREMENTS : 1. Service Order 
   

Fees : 1. Cost of materials if repair is conducted on service connection. 
 

 

 

STEP APPLICANT/CLIENT DEL GALLEGO WATER DISTRICT 
THIS WILL 

TAKE 
PERSON IN CHARGE LOCATION 

1 

 
Proceed to Public Assistance Counter 
and provide information regarding 
request. You will be asked to sign the 
Service Order. 
 
You may also reach us through the 
following: 
Hotline No: 09082533071 Smart 
                   09178823694 Globe 
E-mail : dgwd_576@yahoo.com 
FB page: WD Del Gallego 
Website:  dgowaterdistrict.com 
 

 
Prepare Service Order and have it signed 
by the client. 

5 minutes 
FREDDIE B.   

ALCANTARA/ OD 

Utility/Cust. Service Asst C 

Public 
Assistance 

Counter 

2 

 
Assist DGWD Personnel during 
inspection. After 
inspection/evaluation, acknowledge 
work performed by signing the service 
order. 

 
Conduct Inspection/evaluation of water 
service connection. Inform client of the 
result of inspection. 2 hours after 

receipt of 
request 

 
ENGR. RAMON DL. 

CATANEO 

Engineer B 
 

REYNALDO G. AÑIL JR. 
Water Resource Facilities 

Operator B 
 

On-Site 

mailto:dgwd_576@yahoo.com
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Conduct repair, if needed. 
 
 
 
 
(If problem that needs repair is after the 
water meter, client has an option to have it 
repaired by non-DGWD plumber) 

 
Simple repair, 

30 minutes to 1 
hour after 
inspection 

 
For complex 

repair, 1 day to 
2 days after 
inspection 

 

 
REYNALDO G. AÑIL JR. 

BENITO U. SILANG 

Water Resource Facilities 
Operator B 

 
RENO P. VILLAPANDO 

RUEL S. MAYO 
VICTOR B. VALERA 

JAYSON E. MALINAO 
Job Order 

 
ENGR. RAMON DL. 

CATANEO 
Engineer B 

 

On-Site 

 
  

   

 E N D  O F  T R A N S A C T I O N 
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SERVICE DISCONNECTION 
 

REQUIREMENTS : 1. Service Order 
   

Fees : None 
 

STEP APPLICANT/CLIENT DEL GALLEGO WATER DISTRICT 
THIS WILL 

TAKE 
PERSON IN CHARGE LOCATION 

1 

 
Proceed to Public Assistance Counter 
and provide information regarding 
request. You will be asked to sign the 
Service Order. 
 

 
Prepare Service Order, have it signed by 
the client and forward the same to the 
Inspector to conduct special reading of 
consumption 

5 minutes 
FREDDIE B. 

ALCANTARA 

Utility/Cust. Service Asst C 

Public 
Assistance 

Counter 

2 

  
Conduct special meter reading and 
accomplish Consumption Verification Slip. 

30 minutes 

BENITO U. SILANG 
Water Resource Facilities 

Operator B 
 

JAYSON E. MALINAO 
Job Order 

On-Site 

3 

  
Receive Service Order and assign 
personnel who will conduct the 
disconnection 

5 minutes 

 
ENGR. RAMON DL. 

CATANEO 

Engineer B 

Office 

4 

 
After disconnection, acknowledge the 
work performed by signing the 
Service Order 

 
Perform permanent/temporary 
disconnection and water meter pull out. 

30 minutes 

 
BENITO U. SILANG 

Water Resource Facilities 
Operator B 

 
JAYSON E. MALINAO 

Job Order 
 

On-Site 

 
  

   

 E N D  O F  T R A N S A C T I O N 
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TRANSFER OF SERVICE CONNECTION 
 

 

REQUIREMENTS : 1. Service Order 
  2. Proof of ownership or authority to use the land or building. 
  3. In case of tapping from existing service connection, written authorization from the owner of SC. 
   

Fees : 1. Transfer Fee:  P 500.00 
 

STEP APPLICANT/CLIENT DEL GALLEGO WATER DISTRICT 
THIS WILL 

TAKE 
PERSON IN CHARGE LOCATION 

1 

 
Proceed to Public Assistance 
Counter and provide information 
regarding request. You will be asked 
to sign the Service Order. 
 

 
Prepare Service Order, have it signed by 
the client and forward the same to the 
Inspector to conduct on site inspection. 
 
Inform client on the schedule of on-site 
inspection. 
 

5 minutes 

FREDDIE B. 
ALCANTARA 

Utility/Cust. Service Asst C 

Public 
Assistance 

Counter 

2 

 
Assist DGWD Personnel during on-
site inspection and receive copy of 
the Assessment Form. 

 
Conduct on-site inspection, accomplish 
Assessment Form and inform client on the 
result of inspection.  
 

1 day after filing 
the request 

 
ENGR. RAMON DL. 

CATANEO 
Engineer B 

 

On-Site 

3 

 
Have your assessment verified 
before payment 

 
Verify prices of labour and materials 

3 minutes 

 
FLORENDA B. 

VALENCIA 
Sr. Acctg. Processor - A  

 

Office 

4 

 
Proceed to the Cashier’s Booth and 
pay the fees and charges indicated 
in the Assessment Form 
 

 
Receive payment and issue Official Receipt 

1 minute 
EUMAR SUARILLA 

Cashier (Designate) 
Cashier’s 

Booth 

5 

 
Proceed to Public Assistance 
Counter and present OR with the 
above requirements 

 
Receive and review submitted documents 
 
Process Service Order for the installation of 
service connection 
 

5 minutes 

FREDDIE B. 
ALCANTARA 

Utility/Cust.Service Asst C 

Public 
Assistance 

Counter 
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Schedule the installation of the service 
connection and assign plumber.  Prepare 
Requisition and Issuance Slip for materials 
that will be needed and submit the same to 
the Property Officer 
 

 
     5 minutes 

ENGR. RAMON DL. 
CATANEO  
Engineer B 

Office 

 

  
Issue materials to assigned plumber 

10 minutes 

 
FREDDIE B. 

ALCANTARA 

Supply Officer (Designate) 
 

Office 

6 

 
After installation, acknowledge the 
work performed by signing the 
Service Order. 

 
Install Service Connection. 

30 minutes to 1 
hour 

 

REYNALDO G. AÑIL JR. 

Water Resource Facilities 
Operator B 

 
RUEL S. MAYO 

RENO P. VILLAPANDO 
VICTOR B. VALERA 

Job Order 
 

On-Site 

 
  

   

 
 E N D  O F  T R A N S A C T I O N 
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RECLASSIFICATION OF ACCOUNT 

 
 

REQUIREMENTS : 1. Account Reclassification Request Form 
   

Fees : NONE 
 

STEP APPLICANT/CLIENT DEL GALLEGO WATER DISTRICT 
THIS WILL 

TAKE 
PERSON IN CHARGE LOCATION 

1 

 
Proceed to Public Assistance Counter 
and provide information regarding 
request. You will be asked to sign the 
Account Reclassification Form. 
 

 
Prepare the account reclassification form  
to be signed by the client and forward the 
same to the inspector. 

5 minutes 

FREDDIE B. 
ALCANTARA 

Utility/Cust.Service Asst C 

Public 
Assistance 

Counter 

2 

 
Assist DGWD Personnel during 
inspection/verification. 

 
Conduct on-site inspection to validate 
request and notify the client of the result of 
inspection.  

10 minutes 

 
ENGR. RAMON DL. 

CATANEO 
Engineer B 

 
REYNALDO G. AÑIL JR. 

BENITO U. SILANG 
Water Resource Facilities 

Operator B 
  

On-Site 

 

  
Update customer records/Billing System to 
reflect changes made on the account 
classification. 
 
New account classification will appear in 
the billing. 
 

2 minutes 

FREDDIE B. 
ALCANTARA 

Supply Officer (Designate) 
 

Office 

 
  

   

 E N D  O F  T R A N S A C T I O N 
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CHANGE OF ACCOUNT NAME/OWNERSHIP 

 
 

REQUIREMENTS : 1. Request for Change of Account Name Form (RCAN) 
  2. Any of the following documents which ever is applicable: 

a) Copy of Deed of Sale 
b) Copy of Death Certificate, if the previous account holder has passed away; 
c) Lease Contract 
d) Written consent/waiver of the previous account holder 

   
Fees : 1. Change Account Name Fee P150.00. 

 

 

 

STEP APPLICANT/CLIENT DEL GALLEGO WATER DISTRICT 
THIS WILL 

TAKE 
PERSON IN CHARGE LOCATION 

1 

 
Proceed to Public Assistance Counter 
and secure and fill out the Change 
Registration Form (CRF) 
 

Give the client the RCAN Form 5 minutes 

FREDDIE B. 
ALCANTARA  

Utility/Cust.Service Asst C 

Public 
Assistance 

Counter 

2 
Submit the duly accomplished 
Change Registration Form with the 
applicable requirements. 

 
Review the RCAN Form and other 
submitted documents. 
 
>If the concessionaire or customer is new, 
advice client to attend the orientation 
seminar for new service connection, 
otherwise advice client to pay the Change 
Registration Fee at the Cashier’s Booth. 
 

5 minutes 
FREDDIE B. 

ALCANTARA 

Utility/Cust.Service Asst C 

Public 
Assistance 

Counter 

3 

 
Proceed to Cashier’s Booth and pay 
the Change Registration Fee. 
 

Process payment and issue OR 2 minutes 
EUMAR S. SUARILLA 

Cashier (Designate) 
Cashier’s 

Booth 
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4 

 
Present OR to the Customer Service 
Assistant. You will be asked to 
accomplish a new Service Contract. 
 

Assist client in accomplishing the Service 
Contract 

2 minutes 

FREDDIE B. 
ALCANTARA 

Utility/Cust.Service Asst C 

Public 
Assistance 

Counter 

  

 
Update customer records. The account 
name will appear in the next billing 
statement 
 

2 minutes 

FREDDIE B. 
ALCANTARA 

Utility/Cust.Service Asst C 
Office 

 

  

   

 E N D  O F  T R A N S A C T I O N 
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APPLYING FOR NEW SERVICE CONNECTION 
 

REQUIREMENTS : 1. Service Application Form 
2. Service Contract 
3. Community Tax Certificate 
4. Proof of ownership or authority to use the land or building 
5. In case of tapping from existing service connection, written authorization from the 

owner of Service Connection. 
   

Fees : 1. Registration Fees: P 2,500.00 
 

STEP APPLICANT/CLIENT DEL GALLEGO WATER DISTRICT 

THIS 

WILL 

TAKE 

PERSON IN CHARGE LOCATION 

1 

 
Proceed to Public Assistance Counter, 
secure and fill out the Service Application 
Form (SAF). 

Give the client the Service Application Form 5 minutes 

 
FREDDIE B. 

ALCANTARA  
Utility/Cust.Service Asst C 

 

Public 
Assistanc
e Counter 

2 Submit the duly accomplished SAF 

 
Review the SAF and inform client on the 
schedule of on-site inspection of service 
connection and cost of labour & materials. 
 

3 minutes 

FREDDIE B. 
ALCANTARA 

Utility/Cust.Service Asst. C 

Public 
Assistanc
e Counter 

3 
Assist DGWD Personnel during the on-site 
inspection. 

 
Conduct on-site inspection, accomplish 
Assessment Form and inform client of the 
result of inspection 
 

 1day 
after filing 

SAF 

 
ENGR. RAMON DL. 

CATANEO 
Engineer B 

 
REYNALDO G. AÑIL JR. 

Water Resource Facilities 
Operator B 

 

On-Site 

4 
Attend Orientation / Seminar for New 
Service Connection. 

Conduct Orientation / Seminar 
15 

minutes  

 
FREDDIE B. 

ALCANTARA 
Utility/Cust.Service Asst C 

 

Office 
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5 
Have the total assessment verified before 
payment 

Verify the price of labour and materials 3 minutes 

 
FLORENDA B. 

VALENCIA 

Sr. Acctg. Processor-A 
 
 

Office 

6 

 
Proceed to the cashier and pay the fees 
and charges indicated in the Assessment 
Form 
 

Receive payment and issue Official Receipt 1 minute 
EUMAR S. SUARILLA 

Cashier (Designate) 
Cashier’s 

Booth 

7 

 
Proceed to Public Assistance and present 
OR with above requirements and 
accomplish the Service Contract 
 

Receive and review submitted documents, 
provide Service Contract and assist client in 
accomplishing the Service Contract. 

10 
minutes 

FREDDIE B. 
ALCANTARA 

Utility/Cust.Service Asst C 

Public 
Assistanc
e Counter 

  

 
Schedule the installation of service connection 
and assign plumber.  Prepare Requisition and 
Issuance Slip for materials that will be needed 
and submit the same to the Property Officer 
 

5 minutes 

 
ENGR. RAMON DL. 

CATANEO 
Engineer B 

 
FREDDIE B. 

ALCANTARA 
Utility/Cust. Service Asst C 

 

Office 

  Issue materials to assigned Plumber 
15 

minutes 

 
FREDDIE B. 

ALCANTARA 
Supply Officer (Designate) 

 

Office 

8 

 
After installation, acknowledge the work 
performed by signing the Service Order. 
 

Install New Service Connection. 
30 min. to 

1 hour 

 
REYNALDO G. AÑIL JR. 

Water Resource Facilities 
Operator B 

 
VICTOR B. VALERA 

Job Order 
 

On-site 

      

  

E N D  O F  T R A N S A C T I O N 
 



        October 2017           DGWD Citizen’s Charter           [23]       

 

VOLUNTARY DISCONNECTION OF SERVICE 

 
 

REQUIREMENTS : 1. Service Order 
   

Fees : 1. Fees and charges prescribe under Policy # 2, Section I - Service 
Disconnection or Termination. 

 

STEP APPLICANT/CLIENT DEL GALLEGO WATER DISTRICT 
THIS WILL 

TAKE 
PERSON IN CHARGE LOCATION 

1 

 
Proceed to Public Assistance Counter 
and provide information regarding 
request.  

 
Prepare Service Order for signature of the 
client. 5 minutes 

FREDDIE B. 
ALCANTARA 

Utility/Cust.Service Asst C 

Public 
Assistance 

Counter 

2 

 
Pay the applicable disconnection fees 
to the cashier.  

 
Process Payment and issue OR 

2 minutes 
EUMAR S. SUARILLA 

Cashier (Designate) 
Cashier’s 

Booth 

3 

 
Present the OR to Public Assistance 
counter and sign the service order for 
disconnection 

 
Prepare Service Order and assign 
personnel who will conduct the 
disconnection 

5 minutes 
BENITO U. SILANG 

Water Resource Facilities 
Operator B 

Office 

4. 

 
After disconnection, acknowledge the 
work performed by signing the 
Service Order  

 
Perform disconnection and water meter 
retrieval 30 minutes to 1 

hour 

BENITO U. SILANG 
Water Resource Facilities 

Operator B 
On-site 

 
  

   

 E N D  O F  T R A N S A C T I O N 
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RECONNECTION OF SERVICE CONNECTION 

 
 

REQUIREMENTS : 1. Service Order 
  2. Payment of arrearages, if any 
   

Fees : 1. Reconnection Fee: P 300.00 
 

STEP APPLICANT/CLIENT DEL GALLEGO WATER DISTRICT 
THIS WILL 

TAKE 
PERSON IN CHARGE LOCATION 

1 

 
Proceed to Public Assistance Counter 
and provide information regarding 
request. 
 

 
Verify and check your Accounts. 

5 minutes 

FREDDIE B. 
ALCANTARA 

Utility/Cust.Service Asst C 

Office 

 

  
Provide client with printout of account 
ledger 7 minutes 

 
FREDDIE B. 

ALCANTARA 
Utility/Cust.Service Asst C 

 

Office 

2 

 
Pay the arrearages (if any) and 
applicable reconnection fees to the 
Cashier’s Booth 
 

 
Process Payment and issue OR 

1 minute 
EUMAR S. SUARILLA 

      Cashier (Designate) 
Cashier’s 

Booth 

3 

 
Present the OR to Public Assistance 
counter and sign the service order for 
the reconnection of service 
connection 
 

 
Prepare Service Order for signature of the 
client 

2 minutes 
FREDDIE B. 

ALCANTARA 

Utility/Cust.Service Asst C 

Public 
Assistance 

Counter 

 

  
Receive Service Order, retrieve water 
meter and assign personnel who will 
conduct reconnection of service 
 

10 minutes 

REYNALDO G. AÑIL JR. 
BENITO U. SILANG 

Water Resource Facilities 
Operator B 

Office 
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4 

 
After reconnection, acknowledge the 
work performed by signing the 
Service Order  

 
Perform reconnection 

 
1 to 1 ½ hours 
reconnection 

 
1 to 2 hours for 

mainline 
reconnection  

 

 
REYNALDO G. AÑIL JR. 

BENITO U. SILANG 

Water Resource Facilities 
Operator B 

 
RUEL S. MAYO 

RENO P. VILLAPANDO 
VICTOR B. VALERA 

Job Order 

 

On-site 

 
  

   

 E N D  O F  T R A N S A C T I O N 
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INSPECTION OF WATER METER FOR POSSIBLE DEFECT 
 

 
REQUIREMENTS : 1. Service Order  

   
Fees : NONE 

 

STEP APPLICANT/CLIENT DEL GALLEGO WATER DISTRICT 

THIS 

WILL 

TAKE 

PERSON IN CHARGE LOCATION 

1 

 
Proceed to Public Assistance Counter and 
provide information regarding your request. 

 
Prepare Service Order, have it signed by the 
client and forward the same to the Inspector to 
conduct on site inspection. 
 
Inform client on the schedule of inspection. 
 

5 minutes 

FREDDIE B. 
ALCANTARA  

Utility/Cust.Service Asst C 

Public 
Assistance 

Counter 

2 

 
Assist DGWD Personnel during inspection.  
Acknowledge result of inspection by signing 
the Inspection Report. 

 
Conduct inspection of service connection 
and/or test water meter accuracy.  Inform 
client of the result. 
 
Note: 
If problem is over registering water mater, 
billing will be adjusted based on the average 
consumption for the last six months or, for new 
service connections, to the minimum rate. 
 
 (If problem that needs repair is after the water 
meter, client has an option to have it repaired 
by non-DGWD plumber.) 
 

1 day 
after filing 

the 
request 

ENGR. RAMON DL. 
CATANEO 
Engineer B 

 
REYNALDO G. AÑIL JR. 

BENITO U. SILANG 
Water Resource Facilities 

Operator B 

On-Site 

  
For over registering water meter, submit report 
to the CSD for adjustment of billing. 

 
1 hour 
after 

inspection 
 

 
ENGR. RAMON DL. 

CATANEO 

Engineer B 
 
 

Office 
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  Prepare Billing Adjustment Memo 
5  

minutes  

 
FREDDIE B. 

ALCANTARA 

Utility/Cust.Service Asst C 
 

Office 

  
Adjust customer account ledger to reflect 
change in the billing. 

5  
minutes  

 
FREDDIE B. 

ALCANTARA 

Utility Cust. Service Asst C 
 

Office 

      

  
E N D  O F  T R A N S A C T I O N 
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BILLING 
 

 

 
REQUIREMENTS :      NONE 

   
Fees : NONE 

 

STEP APPLICANT/CLIENT DEL GALLEGO WATER DISTRICT 

THIS 

WILL 

TAKE 

PERSON IN CHARGE LOCATION 

 

  
Update Concessionaires Accounts at Billing 
System and Schedule Monthly Meter Reader 
 
 

30 
minutes 

FREDDIE B. 
ALCANTARA 

Utility/Cust.Service Asst C 
Office 

 

 

Generate meter reading proof lists to be 
forwarded to meter readers. 

5 minutes 

 
FREDDIE B. 

ALCANTARA 
Utility/Cust.Service Asst C  

 

Office 

  Actual meter reading. 
2 

minutes/
meter 

 
REYNALDO G. AÑIL JR. 

BENITO U. SILANG 
Water Resource Facilities 
Operator B/ Meter Reader 

(Assigned) 
 

RUEL S. MAYO 
RENO P. VILLAPANDO 
JAYSON E.  MALINAO 

VICTOR B. VALERA 
Meter Reader (Assigned) 

 

On-site 

  

 
Encoding of meter reading result. 
 
> If an abrupt increase in consumption is 
found, prepare meter reading verification slip. 
 

 
FREDDIE B. 

ALCANTARA 

Utility/Cust.Service Asst C 
Office 
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Verify meter reading of accounts with abrupt 
increase/decrease consumption. 

5  
minutes  

 
REYNALDO G. AÑIL JR. 

BENITO U. SILANG 

Water Resource Facilities 
Operator B 

 

On-Site 

 

   
Prepare statement of accounts (Water Bill) 
 
 

2 
minutes/ 
account 

 
FREDDIE B. 

ALCANTARA 
Utility/Cust.Service Asst C 

 

Office 

 

  
Generate statement of accounts receiving 
forms to be forwarded to assigned field 
personnel. 
 

 

FREDDIE B. 
ALCANTARA 

Utility/Cust.Service Asst C 
Office 

 

 
Receive statement of accounts and sign 
receiving form. 

 
Distribute statement of accounts to 
concessionaires. 

2 
minutes/ 

Bill 

 
BENITO U. SILANG 

Water Resource Facilities 
Operator B 

 
JAYSON E. MALINAO 

Job Order 
 

Office 

 
 E N D  O F  T R A N S A C T I O N 
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COLLECTION OF WATER BILL 
 

REQUIREMENTS :      NONE 
   

Fees : NONE 
 

STEP APPLICANT/CLIENT DEL GALLEGO WATER DISTRICT 

THIS 

WILL 

TAKE 

PERSON IN CHARGE LOCATION 

1 

 
Pay water bill and other charges appearing 
on the statement of accounts. 
 

Receive payment and issue an official receipt.  1 minute 
EUMAR S. SUARILLA 

Cashier (Designate) 
Cashier’s 

Booth 

2 

 
For field collection: 
 
> DGWD personnel will visit the 
concessionaire during disconnection date 
as indicated in the statement of accounts to 
collect payment as per office 
order/memorandum. 
 

   Receive payment. 2 minutes 
BENITO U. SILANG 

Water Resource Facilities 
Operator B 

On-Site 

  

 
Remit collection to the cashier. 
 
 
> For field collector, remit payment to the 
cashier for issuance of OR. 
 

6 minutes 
EUMAR S. SUARILLA 

Cashier (Designate) 
Cashier’s 

Booth 

      

 
 E N D  O F  T R A N S A C T I O N 
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APPLYING FOR SENIOR CITIZEN / PWD DISCOUNT AVAILMENT 
 

REQUIREMENTS : 1.  Application Form 
  2.  1 pc (2x2) Picture 
  3.  Photocopy of Valid Senior Citizen ID 

Fees : NONE 
 

STEP APPLICANT/CLIENT DEL GALLEGO WATER DISTRICT 

THIS 

WILL 

TAKE 

PERSON IN CHARGE LOCATION 

1 

 
Proceed to Public Assistance Counter and 
provide information regarding your request. 
 

Give the application form for SC Discount 
availment and assist to fill out the form. 
 

1 minute 

 
FREDDIE B. 

ALCANTARA 

Utility/ Cust. Service Asst. 
C / OD 

 

Public 
Assistance 

Counter 

2 

 
Fill out the SC Discount Availment form. 

  Assist the Senior Citizen to fill out the form. 2 minutes 

 
FREDDIE B. 

ALCANTARA 
Utility/ Cust. Service Asst. 

C / OD 
 

Office 

  

 
Evaluate the necessary document 
requirements submitted and discuss the 
condition for the availment. 
 

5 minutes 

 
FREDDIE B. 

ALCANTARA 

Utility/ Cust. Service Asst. 
C / OD 

 

Office 

3 
Present the Senior Citizen’s ID at the 
Cashier during payment. 

Forward the documents for approval and file 
the document for records. 
 

5 minutes 

 
FREDDIE B. 

ALCANTARA 
Utility/ Cust. Service Asst. 

C / OD 
 

Office 

      

 
 E N D  O F  T R A N S A C T I O N 
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FEEDBACK AND REDRESS MECHANISMS 

 
 

COMMENTS, SUGGESTION AND COMPLAINTS ARE WELCOME 
THROUGH THESE MEANS: 

 

 
√ Customer Feedback Form and Drop Box 

Provided in all our offices from MONDAY – FRIDAY during office 

hours. 
  

  √ E-Mail Address: dgwd_576@yahoo.com.ph 
 
  √ Hotline # :    Smart 0908 253 3071 

        Globe 0917 882 3694 
 
  √ DGWD Website: dgowaterdistrict.com 

 
  √  Facebookpage: delgallegowaterdistrict 

 

 

mailto:dgwd_576@yahoo.com.ph
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DGWD Performance Pledge 
  

We, the officials and employees of Del Gallego Water District commit to: 
 

eligent, ready to serve promptly by our dedicated personnel with proper 
indentifiaction from Monday to Friday, 8:00 Am – 5:00 PM. 
 

 
 
 

ood service, attend quickly to reports complaints, queries and requests. 

 
 
 
ork efficiently to provide their needs through Public Assistance and complaint desk. 
 

Hotline No. # 0908 253 3071 Smart 
        0917 882 3694 Globe 
 
 
o – good.  Ensure customer satisfaction through prompt delivery of services and 

treat them with courtesy. 
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DEL GALLEGO WATER DISTRICT 

 

VISION 
 

We envision DEL GALLEGO WATER DISTRICT as a premiere provider of safe, potable water 

using state of the art, technologically advance and environmentally friendly facilities with 
competitive services provided by efficient and contented employees under a firm, descent and 
progressive management. 
 

 

MISSION 

 
It is our mission to provide all the constituents of Del Gallego with safe, potable water at a socially 
conscious cost, beneficial to environment and the whole population, promoting the interest of each 
concessionaires and employees, through a God-fearing, hopeful and highly work force. 
 
 

DEL GALLEGO WATER DISTRICT 
 



        October 2017           DGWD Citizen’s Charter           [23]       

FRONTLINE SERVICES 
 
 

 REPAIR OF SERVICE CONNECTION 
 INSPECTION OF SERVICE CONNECTION WITH NO WATER OR LOW 

PRESSURE 

 SERVICE DISCONNECTION 
 TRANSFER OF SERVICE CONNECTION 
 RECLASSIFICATION OF ACCOUNTS 

 CHANGE OF ACCOUNT NAME / OWNERSHIP 
 APPLYING FOR NEW SERVICE CONNECTION 

 VOLUNTARY DISCONNECTION OF SERVICE 
 RECONNECTION OF SERVICE CONNECTION 
 INSPECTION OF WATER METER FOR POSSIBLE DEFECT 

 BILLING 
 COLLECTION OF WATER BILL 
 APPLYING FOR SENIOR CITIZEN / PWD DISCOUNT AVAILMENT 
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