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l. OBJECTIVE

VI.

This procedure describes the process of preparing the Project Procurement Management Plan (PPMP) in
reference to estimated operating expenses and capital expenditures.

SCOPE

The scope involves the flow of allocating Victorias City Water District’s budget for the next
operating year.

RESPONSIBILITY AND RESOURCES

General Manager

Commercial Division Manager
Senior Corporate Accountant A
Division Managers

VCWD Board of Directors

DEFINITION OF TERMS

Project Procurement Management Plan (PPMP) — a detailed proposal for the prosed programs,
activities and projects of each division with corresponding procurement
method, time schedule and estimated budget.

Budget Appropriation Request — a form that provides justification for proposed maintenance
and other operating expenses budget.

Cash Flow — an estimate of all cash inflows and outflows that are expected to occur in a given

period of time.

Income Statement — a financial statement that summarizes the company’s revenues and

expenses over the entire accounting period.

Bids and Awards Committee (BAC) - responsible for conducting bidding and other

related matters

Annual Procurement Plan (APP) — a plan that includes the procuring process, the date and the types of
product to be acquired.

REFERENCE DOCUMENTS

Estimated Water sales, collections and other miscellaneous revenues
VCWD Business Plan

RECORDS GENERATED

Office Order

Operation and Maintenance Expenses

Capital Expenditures

Project Procurement Management Plan (PPMP)
Budget Appropriation Request

Cash Flow

Income Statement

Prepared by:

Approved by:

ALINA AGRAVIADOR ENGR. ABRAHAM J. DE DIOS, JR.

Process Owner General Manager
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VI PROCEDURE DETAIL AND FLOW
START
11 Gf?neral S/Iarzjager disseminates an
H 1 office order directing Division
Disseminate Managers of Commercial & Riepared at theleigiy General Manager Office Order
Office Order Finance, Administrative and the third quarter
Engineering Division to prepare
the budget for the next operating
year
Prepare giilbe CommerclaliBiy{eeg Oszrs:;r;gd:e”veezss‘sa::::t Commercial Division Operating Revenues
Operatlng Manager prepares the water sales, collections and

Revenues Budget

Prepare
Projection for
Other Income

Prepare
Expenses
Estimation

A

operating revenues budget

3.1 The Senior Corporate
Accountant A prepares a
projection for other income
such as interest revenue

4.1 Each division Manager prepares
an estimate of operation and
maintenance expenses

other miscellaneous service

reveaniifac

Forecasted interest

revenue and other

income must be on
previous data available

Estimated Operation and
Maintenance Expenses must
be based on historical data,
inflation rate and projected

levels of operations

Manager

Senior Corporate
Accountant A

Division Manager of
Commercial & Finance,
Administrative and
Engineering

Budget

Projection for Other
Income

Operation and
Maintenance Expenses
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A

Prepare
Estimate of
Expenses

Project
Procurement
Management
Plan (PPMP)

Submit Project

5.1 Division Manager of
Commercial & Finance,
Administrative and Engineering
prepare a forecast of capital
expenditures

6.1 Each Division Managers
summarize the estimated
operating expenses and capital
expenditures in the Project
Procurement Management Plan
(PPMP)

7.1 Each Division Managers submits

Estimated Capital
Expenditures must be
based on planned
programs and projects

Prepared two (2) copies
of PPMP

One (1) copy for Senior

Division Manager of
Commercial & Finance,
Administrative and
Engineering

Division Manager of
Commercial & Finance,
Administrative and
Engineering

Division Manager of

Capital Expenditures

Project Procurement
Management Plan
(PPMP)

Revision No.:

PROHIBITED EXCEPT UPON WRITTEN PERMISSION BY VICTORIAS CITY WATER DISTRICT

Procurement the PPMP to the Senior gggpg,:a;fl’;gggl;”ffr”ghg Gommercial & Fnants Project Procurement
Management Corporate Accountant A for division for record Administrative and Management Plan
Plan (PPMP) consolidation purposes R iiccring (PPMP)
Prepa re Budget 8.1 The senior corporate
. accountant A prepares a Each item must justified Senior Corporate Blideet Appropricieh
Approprlatlon budget appropriation request properly based on PPMP At A g pprop
R t for each_ item of expense Request
eques and capital expenditures
B
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Flow and
Income

Statement

Prepare Cash 9.1 The senior corporate Moust be based on
accountant A prepares the cash Revenue Budget and Senior Corporate
flow Budget and Income Budget Appropriation Accountant A
statement Budget Request
10.1 The general manager discusses If there’s modification,

General
Manager
Approval

and reviews the proposed budget

together with all the division General Manager
managers to clarify and amplify be sent back to each E

the information contain in the division managers for
proposed budget then he revision
approves it

the proposed budget will

Directors
Approval

11.1 After the General Manager
approves the proposed General Manager
budget, he presents the VCWD’s
budget to the VCWD’s Board .
of Directors for approval Board of Director

Submit Project
Procurement
Management Plan

o Board of

12.1 The final copies of the approved
PPMP are submitted to the BAC
secretariat for consolidation into BACS :
ecretariat
the APP and for the finalization of

Cash Flow
Income Statement

Project Procurement
Management Plan
(PPMP)

Project Procurement
Management Plan
(PPMP)

Project Procurement
Management Plan

the modes of procurement for PPMP
(PPM P) each procurement project ( )
END
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Document No. : PM-FIN-02 Effectivity Date :
Revision No. : Pages : 1 of 2
l. OBJECTIVE

VL.

This procedure describes the process of liquidating the cash advances of Victorias City Water
District’s officers and employees.

SCOPE
The scope involves the flow of settling the cash advances of all employees and officers.
RESPONSIBILITY AND RESOURCES

VCWD’s Officers and Employees
Senior Corporate Accountant A

DEFINITION OF TERMS

REFERENCE DOCUMENTS

RECORDS GENERATED

Liquidation Report
Journal Entry Voucher

Prepared by:

Approved by:

ALINA AGRAVIADOR ENGR. ABRAHAM J. DE DIOS, JR.

Process Owner General Manager
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VILI.

P_ROCEDURE DETAIL AND F‘LOW

- Description of Activity ~ Guidelines/Criteria/Policy

N

s Y

START

Submit -

Liquidation
Report

2.1

Verify
Liquidation
Report

) 3.1
Reconcile Cash

Advances
Amount

4.1

Assign account
charge

END

VCWD'’s Officers and
Employees submit liquidation
report and pertinent
supporting documents to the
finance section

The senior corporate
accountant A verifies the
authenticity of the transactions
in reference to the liquidation
report and supporting
documents

The senior corporate
accountant A reconciles the
amount of cash advances in the
liquidation report with the
amount advanced in the
dishursement voucher

When the liquidation is valid
and correct, the Senior
Corporate Accountant A assigns
charge to each item of
expenses and prepares journal
entry voucher for recording
purposes

Liquidation Report must
be submitted to liquidate
cash advances

Liquidation Report must
be duly signed and
approved by the
concerned immediate
supervisor

Cash advances in
liquidation report and
disbursement voucher

must be equal

VCWD’s Officers and
Employees

Senior Corporate
Accountant A

Senior Corporate
Accountant A

Senior Corporate
Accountant A

Liquidation Report

Liquidation Report

Liquidation Report

Journal Entry Voucher
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DISBURSEMENT
Document No. : PM-FIN-03 Effectivity Date :
Revision No. : Pages : 1 of 6

. OBJECTIVE

This procedure describes the process of disbursement of Victorias City Water District in
compliance with the government rules and regulation.

L. SCOPE

The scope involves the flow of paying the local suppliers, reimbursement through petty cash,
check preparation and bank reconciliation.

. RESPONSIBILITY AND RESOURCES

Accounting Processor A

Senior Corporate Accountant A
General Manager

Division Manager

Petty cash custodian

Cashier

Iv. DEFINITION OF TERMS

Disbursement —is a payment in terms of cash, check or voucher from the organization fund.
Petty Cash —is a small amount of cash on hand used for payment of petty and unusual expenses
manage by the Petty cash custodian.
Bank Reconciliation — a process of comparing the balances in the organization’s accounting
records for cash account to the corresponding balance indicated in the
bank statement.

V. REFERENCE DOCUMENTS
VI. RECORDS GENERATED

Disbursement Voucher

Check Disbursement Journal
Petty Cash Voucher

Petty Cash Record

Check Disbursement Record
Journal Voucher

Letter to the Bank

Bank Reconciliation Statement

Prepared by: Approved by:

ALINA AGRAVIADOR ENGR. ABRAHAM J. DE DIOS, JR.
Process Owner General Manager




VICTORIAS CITY WATER DISTRICT

Procedures Manual

DISBURSEMENT - PAYMENTS TO LOCAL SUPPLIERS

VIlL. PROCEDURE DETAIL AND FLOW
A. PAYMENT TO LOCAL SUPPLIERS

No. | ProcessFlow  Descrintion of Activity  Guidelines/Criteria/Policy  Person In-charge  Retained Information

START
1.1 The Accounting Processor A
Receipt Of receives all the necessary
Supporting E rcerent. Lamplete SURDOTE Accounting Processor  Disbursement Voucher
1.2 Verify whether the documents A
Document documents are authentic and
complete
Prepa re 2.1 After verifying the supporting
Disbursement documents, the Accounting Accounting Processor Disbursement Voucher
Processor A prepares A
Voucher disbursement voucher
3.1 The accounting processor A
Forwa rd forwards the disbursement Accounting Processor Disbursement Voucher
. voucher to the senior A
DISbursement corporate accountant A
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Review
Disbursement

Certify
Disbursement

Manager
Approval

o General

4.1 The senior corporate

accountant A reviews the
summation of expenses in the
voucher, account charge and
the authenticity and validity of
the attached documents

5.1 The Division Manager who are

accountable in the disbursement
certifies that expenses or
disbursement are necessary, lawful
and are duly supported with
complete and proper supporting
documents

6.1 The general approves the

disbursement voucher and
endorses the issuance of check

7.1 After approval of the General

Senior Corporate
Accountant A

Division Manager

General Manager

Disbursement Voucher

Disbursement Voucher

Disbursement Voucher

Manager, the senior corporate . )
Record accouitant A records thz Senior Corporate Check Disbursement
Disbursement disbursement in the Check Accountant A Journal
Disbursement Journal
END
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DISBURSEMENT - PETTY CASH FUND

B. PETTY CASH FUND

START
1.1 The petty cash custodian/cashier Petty cash voucher must be
. receives the petty cash voucher duly signed and approved
Receive Petty and other supporting documents by the requester and Petty cash Petty Cash Voucher
such as official receipts, purchase Division Manager custodian/cashier ¥
Cash Voucher requisition and etc. from the Petty cash must not exceed
requesting personnel Php 1,000.00
2.1 The petty cash custodian/
Process cashier verifies the completeness Complete SUDDORLIT Petty cash
and validity of the attach P PP & . i . Petty Cash Voucher
Payments documents and process Documents custodian/cashier
payments from petty cash fund

Release i
R ted 2.1 Thehpetty lcaSh Cu;md'an/ Amount released must Petty cash 5 cashvor}

equeste .cas. ier re.easest e amount N act custodian/cashier etty Cash Voucher

Amount indicated in the voucher

Receive 4.1The r?iEtrt\r/ Casic Cu:f:oclliiani/d - Liquidations must be
LIQUIdatEd ;aeityecasehcgnc?iheik '?k:le - returnfed within'theRER Petty cash Petty Cash Voucher
Petty Cash attach documents such OR, gith complete custodian/cashier

Voucher AR, RER attachments
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70% of Php 10,000.00 as

Determine if 4.1 The petty cash custodian/ ceiling fOI’ Petty cash
cash released NO cashier determines if the cash replenishment Pet‘ty cash '
reached the released reaches the 70% Regular monitoring of custodian/cashier
- ceiling the cash releases on a
70% ceiling daily basis
YES
5.1 The petty cash custodian/cashier
prepares petty cash fund record,
Prepa re when the cash released reaches Compulsory Petty cash
the 70% ceiling -
Petty CaSh 5.2 Endorse the petty cash fund record repl.enlshment up(.)r.l custodian/cashier Petty Cash Record
and approved petty cash vouchers reaching the 70% ceiling
Record to the Accounting Processor A for
replenishment of the fund
6.1 At the end of the year, any
Turnover remaining fund balance is turn Petty cash
Remaining over to the cashier and paid g y ) Petty Cash Record
expenses are recorded custodian/cashier
Balance accordingly
END
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DISBURSEMENT - CHECK PREPARATION

C. CHECK PREPARATION

START

Prepare
Check

Check number, date and

1.1 Upon receipt of the approved amount of check IS

EndOfSEdChECk

Transfer

Disbursement

Voucher

an
o Disbursement
Voucher

disbursement voucher to the
Accounting Processor A for
filling and safekeeping

disbursement voucher, cashier B erinthe Cashier
prepares the check corresponding voucher
2.1 The cashier endorses the check Check must be duly )
and disbursement voucher signed and accurate Cashier
after signing amount before endorsed
. Payment must be properly
3.1 The cashier releases the : acknowledged IS
approved check to the claimant voucher and BIR forms must Cashier
3.2 Record the check in the check be received by the
disbursement record respected agency
4.1 After releasing of check, the
cashier forwards the )
Cashier

Disbursement Voucher

Disbursement Voucher

Check Disbursement
Record

Disbursement Voucher
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D. BANK RECONCILIATION

START

Prepare Bank
Reconciliation
Statement

Discrepancies

Bank’s
Error

District’s Error

END

1.2 The senior corporate
accountant A prepares a bank
reconciliation statement to Prepared upon receipt of Senior Corporate
reconcile the cash balance i atemant
indicated in the bank statement
with the general ledger cash
balance

Accountant A

2.1 In case that there are
discrepancies, the senior Senior Corporate
corporate accountant A
identifies whether it is a bank Accountant A
error or district error

3.1 If it is a bank error, the senior

corporate accountant A q
P oo Letter must be Senior Corporate
prepares and sends a letter to immediately sent to the

the bank noting the differences bank Accountant A
of cash amounts and balances

4.1 If it is a district error, the senior
corporate accountant A Senior C t
prepares a journal voucher to SI00 = OliPSiE
amend the inconsistency Accountant A
between the cash balances of
the bank and VCWD

Bank Reconciliation
Statement

Letter to the Bank

Journal Voucher
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PAYROLL
Document No. : PM-FIN-04 Effectivity Date :
Revision No. : Pages : 1 of 6

VIII.

OBJECTIVE

This procedure describes the process of preparing the salaries and wages of regular, casual and

job order employees of Victorias City Water District.

SCOPE

The scope involves the flow of paying the employees the equivalent amount of money to the
work they performed and completed on weekly basis.

RESPONSIBILITY AND RESOURCES

Administration Service Assistant A
Senior Corporate Accountant A
Administrative Division Manager
General Manager

Accounting Processor A

DEFINITION OF TERMS

Payroll — total amount of salaries and wages including the overtime pay and under time
deductions paid by the company to its employees.
Daily Time/Work Record — a sheet that summarize the total time of work rendered by each

workers within the week.

Job Order — a temporary or emergency employee of the company for short duration and for a

specific piece of work.
REFERENCE DOCUMENTS

Labor Code of the Philippines
Civil Service Commission Guidelines

RECORDS GENERATED
Daily Time/Work Record

Payroll
Disbursement Voucher

Prepared by:

Approved by:

ALINA AGRAVIADOR

Process Owner

ENGR. ABRAHAM J. DE DIOS, JR.

General Manager
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PAYROLL

Xl. PROCEDURE DETAIL AND FLOW

A. REGULAR AND CASUAL EMPLOYEES

Ot ———T, } % 3

START

Prepare Daily
Time Record

Determine
Overtime and
Under Time
Deductions

1.1 The Administration Service

Assistant A prepares the
daily time record for regular
and casual employees

2.1 In reference with the daily time

record, the Administration
Services Assistant A determines
the overtime compensation
and under time deductions and
updates

3.1 The administration services

Prepare Memo

A

assistant A prepares a memo
address to the accounting
section when an employee has
under time deduction

Generated from
Biometric System except
for pump operators who

used the bund clock
system

Labor Code of the
Philippines

Memo must indicate the
person who incurred
days without pay due to
absences and under time

Administration Service
Assistant A

Administration Service
Assistant A

Administration Service
Assistant A

Daily Time Record

Daily Time Record

Daily Time Record
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Add Overtime
Pay

Forward Daily
Time Record

Prepare Payroll

4.1 When there is overtime
compensation, the
administration services
assistant A appends the
overtime pay in the daily time
record

5.1 After preparing the daily time
record with under time
deduction and overtime pay,
the administration services
assistant A forwards the daily
time record

6.1 The senior corporate
accountant A prepares weekly
payroll of regular and casual
employees including the
necessary deductions and
overtime time pay

Overtime pay depends
on the hourly rate of the
employees multiplied to
1.25% during weekdays
and 1.50% on weekends

Forwarded within the
day

Prepared every 7, 15t
22" and 30 day of the
month

Administration Service
Assistant A

Administration Service
Assistant A

Senior Corporate
Accountant

Daily Time Record

Daily Time Record

Payroll
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Forward
Payroll

Prepare
Disbursement
Voucher

Prepare
Monthly
Summary

Prepare
Disbursement
Voucher

END

7.1 After preparing the payroll, the
Senior corporate accountant A
forwards the payroll to the
Administrative Division Manager C
for review and to the General
Manager for approval

8.1 When the general manager
approves the payroll, the
payroll sheet is forwarded to
Accounting Processor A for the
preparation of Disbursement
Voucher

9.1 The senior corporate Accountant A
prepares the monthly summary of
remittances deducted from
employees’ salaries and wages

9.2 Administrative Division Manager

reviews the monthly summary of
remittances

10.1 The monthly summary of
remittances deductions are
forwarded to Accounting
Processor A for
Disbursement voucher
preparation

Senior Corporate
Accountant A

Accounting Processor
A

Monthly remittance for
government agencies and
authorized institutions
such as BIR, GSIS, Pag-ibig
and Philhealth

Senior Corporate
Accountant A

Accounting Processor
A

Payroll

Disbursement Voucher

Monthly Summary of
Remittance

Disbursement Voucher
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PAYROLL

B. JOB ORDER PAYROLL

hu—]i—pnmm—l—ummn—[—-m-mp]—-——q—l———-q

START

Generated from the

bundy clock system in Administration
which their time card Services Assistant A

. 1.1 The administration services
Prepa 1= Dally assistant A prepares the

Work Record daily work record of job

orders employees serves as their daily time

records
H 2.1 The Administration Services
Determine Assistant A adds the overtime Overtime pay based on - ‘
under time and pay and deducts the under B bcurly rate ot Administration
) time in the daily work record Bt Assistant A
overtime and make it sign by the job employee
orders emnlovees
3.1 The administration services
Forwa rd Da"y assistant A forwards the daily Eorwarded witi e Administration
work records to the concerned BN a5 Assistantiy
Work Record Head personnel or Division day
Managers

A

Daily Work Record

Daily Work Record

Daily Work Record
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Scrutinize the
Daily Work
Record

Review and
Approval of
Daily work
record

Prepare Payroll

END

4.1 The concerned division
manager or head personnel
scrutinizes the daily work
record for correction

4.1 The administrative division
manager reviews the daily
work record and forwards to
the General Manager for
approval

6.1 The approved daily work record
Is forwarded to the Accounting
processor A for the preparation
of payroll sheet and
disbursement voucher

If there’s any correction,
daily work record will be
sent back to the
administration services
assistant A

Division Manager/
Head Personnel

Administrative
Division Manager

Accounting Processor
A

Daily Work Record

Daily Work Record

Payroll
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FINANCIAL STATEMENT AND DATA SHEET PREPARATION

Document No. : PM-FIN-05 Effectivity Date :
Revision No. : Pages : 1 of 5
l. OBIJECTIVE

. SCOPE

This procedure describes the process of preparing the financial statement and data sheet on a monthly
basis in conformance to the rules and regulations of COA and LWUA.

The scope involves the flow of preparing monthly balance sheet, income statement and statement of cash
flow and ensuring that all entries are accurate and balance.

111 RESPONSIBILITY AND RESOURCES

Senior Corporate Accountant A
Administrative Division Manager
General Manager

V. DEFINITION OF TERMS

Balance Sheet — a financial statement that summarizes the company’s asset, liabilities and shareholders’
equity in a specific period of time.

Billing Register — a book that contains the list of monthly billing summary, penalties and discounts.

Cash Receipt and Deposit Journal — a book that contains the record of cash deposits.

Journal Voucher Register — a book that contains the record of adjusting entries and bank reconciliations

Disbursement Register — a book that contains all the disbursement and its corresponding journal entries.

General Ledger — provides a complete record of all financial transactions over the life of the company.

Trial Balance — a worksheet where all the balances of the general ledger are compiled into debit and

credit columns.
Financial Statement —a summary report of the financial status of the company which includes the balance
sheet, income statement and statement of cash flow.
Income Statement — a financial statement that shows the revenues, operating and non-operating
expenses and the net profit or loss of the company in a given period of time.

Statement of Cash Flow — a financial statements that provides an overview of cash flow from operating,
investing and financing activities of the company over a specific period of time.

Monthly Data Sheet —a document that summarizes the data about a product or services of the company

V. REFERENCE DOCUMENTS

National Government Accounting Standards (NGAS)
Generally Accepted Accounting Principles (GAAP)
Commission of Audit (COA) Circulars

VI. RECORDS GENERATED

Journal Entry Vouchers
Disbursement Vouchers
Voucher Register

Cash Receipt Register
Journal Entry Vouchers
Billing Register

General Ledger

Trial Balance

Financial Statements

Prepared by:

Approved by:

ALINA AGRAVIADOR ENGR. ABRAHAM J. DE DIOS, JR.

Process Owner General Manager
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VII. PROCEDURE DETAILS AND FLOW
A. FINANCIAL SATEMENT

Process Flow

J

Description of Activity

Guidelines/Criteria/Policy

v

Person In-charge

Retained Information

START

Record Journal
Entries to the
Registers

Posting of

Prepare Trial
Balance

Prepare
Financial
Statement

A

Accounts to the
General Ledger

1.1 The senior corporate accountant A
records the journal entries to the
designated registers

1.2 The senior corporate accountant
must maintain a Voucher Register,
Cash Receipt Register, Journal
Voucher Register, Billing Register
and General Ledger

2.1 The Senior Corporate Accountant A
posts the summary of Voucher, Cash
Receipt and Billing Register to the
General Ledger

2.2 Generate a summary of balances of all
accounts at the end of the month

3.1 The senior corporate accountant A
prepares a trial balance based on
the summary of accounts found in
the General Ledger

4.1 The senior corporate accountant A
prepares financial statements
based the entries in the trial
balance at the end of the month

eJournal Entries from the Journal
Entry Vouchers and Disbursement
Vouchers to the Journal, Cash
Receipt Journal, & Journal
Voucher Register

e Billing summary found in the
Journal Entry Vouchers to the
Billing Register

e Summarize recorded list of
accounts in the Voucher Register,

Debit and Credit accounts
must be equally balance

Shall conduct a monthly
reconciliation of accounts

Debit and Credit Accounts
must be balance and equal

Financial Statement includes
Balance sheet, income
statement and statement of
cash flow

Senior Corporate
Accountant A

Senior Corporate
Accountant A

Senior Corporate
Accountant A

Senior Corporate
Accountant A

Journal Entry Vouchers
Disbursement Vouchers
Voucher Register
Cash Receipt Register
Journal Entry Vouchers
Billing Register
General Ledger

Voucher Register Summary
Cash Receipt Register
Summary
Journal Voucher Register
Summary
General Ledger

General Ledger
Trial Balance

Trial Balance
Financial Statements
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Review and Certify
the Financial
Statement

Approve
Financial
Statement

Submit
Financial
Statement

Post Financial
Statement

END

5.1 The Administrative Division
Manager reviews and certifies that
Financial Statements are error-free
and balance

5.2 Forward the financial statements to
the General Manager for annroval

6.1 The General Manager approves
the financial statements

7.1 The Administrative Division
Manager submits the approve
financial statement to the
VCWD Board of Directors,
LWUA and COA

8.1 At the end of the year, the
financial statements from
January to December are
posted to the VCWD Website

Forwarded upon review
and certification

Done every month

Monthly and annual
submission of Financial
Statements to COA and

VCWD’s Board of Director
and upon request for LWUA

Transparency Seal

Administrative Division
Manager

General Manager

Administrative Division
Manager

Administrative Division
Manager

Financial Statements

Financial Statements

Financial Statements

Financial Statements
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A. MONTHLY DATA SHEET

No. | ProcessFlow  Description of Activity  Guidelines/Criteria/poliey  Personin-charge  Retained Information

START

Collect Data

Prepare
Monthly Data
Sheet

Review and
Approval of
Monthly Data
Sheet

A

1.1 The administrative division
manager collects the
necessary data from the
Administrative & Finance,
Commercial and
Engineering departments

2.1 The Administrative Division
Manager prepares the monthly
data sheet based on the
collected data

2.1 Submit the monthly data sheet to
the General Manager for review
and approval

3.1 The General Manager reviews
and approves the monthly data
sheet

Done every end of the
msonth

Prepared Every Month

Administrative
Division Manager

Administrative Division
Manager

General Manager

Service Connection Data
Schedule of Water Rates
Billing and Collection
data
Financial Statements
Water Production Report

Monthly Data Sheet

Monthly Data Sheet
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4.1 The Administrative Division

Submit Manager submits the approve Administrative
Monthly Data monthly data sheet to the Division Manager
VCWD Board of Directors,
Sheet LWUA and COA
5.1 At the end of the year, the data
Post Monthly sheet from January to Transparency Seal Administrative
December are posted to the Division Manager
Data Sheet VCWD Website
END

Monthly Data Sheet

Monthly Data Sheet
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