| CHANGE OF ACCOUNT NAME |

REQUIREMENTS
- Barangay Clearance - Proof of Residency
START - Original and photocopy of valid ID
- 1x1 picture (1pc)
- Written consent from the previous bldg.
owner if lessee
- Authorization letter from the owner or any

CLIENT ] proof of authority to transact business
- Valid ID of representative (present original
Submit the duly required documents to the and photo copy)

Utility Customer Service Assistant for
initial assessment and verification to

process Change of Account.

UTILITIES/CUSTOMER SERVICE
ASSISTANT E B

Receive the required documents and
check for completeness.
Duration: 5 mins.

\\ J/

CLIENT

CLIENT

Present official receipt to the Customer

Sign in the Service Request. Service Assistant E.

\ J
UTILITIES/CUSTOMER SERVICE UTILITIES/CUSTOMER SERVICE
ASSISTANT E ‘ ASSISTANT E
Prepares Service Request and encode the Record payment and transmit service
personal data information. request to the Billing Section to update
Forward processed service request for account and database.
signature. Duration: 5 mins. Duration: 3 mins.
\, J/
( N\
CLIENT
Wiait for the schedule of inspection at your END OF TRANSACTION
place.
. J

!

INSPECTOR - WATER MAINTENANCE
MAN B

Conduct evaluation and inspect your place
to determine the type of account.

Duration: 4 days from receipt of SR
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CLIENT

Proceed to Teller 2 booth and pay the total
assessment for materials needed.

. J

TELLER 2 - UTILITIES/CUSTOMER
SERVICE ASSISTANT E

Receive payment and issue validated
Official Receipt.
Duration: 3 mins.

NOTE:

For Ordinary Change of Account
Inspection and Notarial Fee for
Senior Citizen - 150.00
Inspection and Notarial Fee -
200.00





  

