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Effective Date

August 14, 2017

1.0 PURPOSE
1.1 This procedure defines the process of request for change of services.

2.0 SCOPE
2.1 The scope of this procedure encompasses the request for change of the services such as:
2.1.1  Change of meter
2.1.2 Relocation of meter
2.1.3 Check-up of meter and service line
2.1.4 Repair of services
2.1.5 Other related changes requested by clients

3.0 ASSOCIATED DOCUMENTS

3.1 ORANI Water District Operations Manual
3.2 TUBS

3.3 Civil Service Citizen's Charter

4.0 DEFINITION OF TERMS

4.1 Quality Service - a system of satisfactorily providing for wants, need and desires of
customer.

4.2 Customer Service - is the organization’s responsiveness to the needs of clients.

5.0 RESPONSIBILITIES
5.1 Maintenance Team will undertake the maintenance works requested/directed.

6.0 PROCEDURES

6.1 Open TUBS for viewing of records/ accounts of client through Maintenance Order Form by
clicking the system for the request maintenance works/ services (i.e. change/ relocate meter,
transfer of service line, repair leakages).

6.2 Prepare Maintenance Materials Request Form (MMRF) to request materials needed for
maintenance works.

6.3 Maintenance Team shall undertake the maintenance works.

7.0 RECORDS

7.1 TUBS - Maintenance Order (MO)
7.2 MMRF Form
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ORANIWATER DISTRICT
Centro Uno, Orani, Bataan
website: www.oraniwater.com.ph
MAINTENANCE MATERIAL REQUEST FORM
Account No.: '
Name:
Address:
List of Materlals: -
Qty.[Unit| Description | Size [Unit Cost] Total | Qty. | Unit] Description | Size |UnitCost] Total
pc jAdaptor ) m [Pipe, Gl
pc |Bushing pc {Pipe, PVC
pc |Clamp, saddie (7 Pl‘ug
pc |Coupling pc |Tail Piece
pc |Elbow pc [Tee
pc |Elbow, Red. pc |Tee, Reducer
pc {Elbow, St. pc {Teflon
pc {End Cap pc {Union
pc |Gibault pc |valves, Ball
pc |Nipple Cement
m |P.E Tubini Sand
pc |Piece, Rep. Others
Maintenance Order
Mainline Leak Excavation LenJgth T
Service Line Leak Backfill Width
Meter Leak Cutting Depth
Stand Pipe Leak Breaking Cutting Length/Pavement
Others Compaction Type/ Thickness
Restoration
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