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1.0

2.0

OB.IECTIVES

l.l Establish guidelines in the Customer Accounts Section particularly on water
billing, payment collection, billing and collection adjustnents, disconnection and
reconnection and water meter replacement in Santa Water Dstrict.

SCOPE

This procedure defines the duties and responsibilities and authorities for all water billing
and collection processes in Santa Water District.

REFERENCES

3.1 ISO9001:2015 Section 7.4,7.4.1,7.4.2,7.4.3

3.2 Procedure for C.ommunication

3-3 Procedure for Finance

3.4 Procedure for Documented Information

RESPONSIBILITIES AI\D AUTHORITIES

Utilities/Customer Services Assistant

5.0 PROCESS

3.0

4.0
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PROCESS FLOW OF WATER METER READING TO BILLING NOTICEI

Source Documents

Summarizing
Documents

Books of
Original

Entry

I
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Payment Collection

Source

Documents
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Books of
Original
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Adjustments

Source

Documents
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BILLING ADJUSTMENT

Books of
Original
Entrv

Complaints and
Request Form

(Customer Service)

Concessionaire's
Subsidiary Ledger

(Customer Accounts)

Monthly Billing
Adjustment

Summary
(Customer
Accounts)

Journal Entry
Voucher
(Finance)

Complaints and Request

Form (Customer Service)

Concessionai re's Ledger

(Customer Accounts)

letter of Request from

Concessionai re/Col lecting

Agents

Monthly Collection

Adjustment Summary

(Customer Accounts)

Journal Entry

Voucher {Finance)
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5.1 Water Mcter Reading and Billing Notice

5.1.1 Utilities/Customer Services Assistant sets book dates a day before schedtrled meter
reading.

5.1.2 Utilities/Customer Services Assistant (Meter Reader Team Lead) assigns

zones/areas to be read to UtilitieVCustomer Services Assistants (Meter Readers).

5.1.3 Utilities/Customer Services Assistant prints reading fonns to be dishibuted to
Utilities/Customer Services Assistants (Meter Readers).

5.1.4 Utilities/Customer Services Assistant (Meter Reader) reads and encodes water

meter reading in assigned zones.

5.1.5 Utilities/Customer Services Assistant (Meter Reader) prints and distributes
generated bi[ing notices in assigned area.

5.1.6 Utilities/Customer Services Assistant (Meter Reader) uploads billing data to
system.

5.1.7 Utilities/Customer Services Assistant (Meter Reader) prints billing summary to be

validated by Water UtilitieVcustomer Services Assistant.

5.1.8 Utilities/Customer Services Assistant to veriff billing remarks and issue Billing
Verification and Inspection Order.

5.1.9 Utilities/Customer Services Assistant to issue second billing once BVIO is
validated.

5.2 Payment Collection

5.2.1 Utitities/Customer Services Assistant (Teller) to validate ID number, Account
number, Account Name and other details of payment based on billing notice of
concessionaire.

5.2.2 Utilities/Customer Services Assistant (Teller) ensures accuracy in encoding

payments in corresponding accounts.

5.2.3 Utitities/Customer Services Assistant (Teller) balances cash receipt against

collection report at the end of the day.

5.2.4 Utilities/Customer Services Assistant (Teller) remits collection to cashier intact at

the end of the day.
5.2.5 Santa Maria Water District has collecting agent partners. Collecting agents send

their collection report to Customer Accounts the following day after their

collection.
5.2.6 Customer Service Assistant validates the data of the file and post it to the Billing

and Collection system using the COL_FILE from the collecting agents.

5.2.7 Any enor or discrepancy prevents the file from being posted to the system.

5.2.8 Customer Service Assistant send back the collection report with error and inquires

on the details needed to post the file to the qystem.

5.2.g Customer Service Assiitant also monitors the data not posted to system due to

elrors until they are Posted.
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5.3 Billing Adjustment Memo

5.3.1 Utilities/Customer Service Assistant prepare Billing Adjustment Memo based on
Complaints and Request Form forwarded by the Customer Service.

5.3.2 Utilities/Customer Service Assistant posts approved Billing Adjustnent Memo to
concessionaire' s ledger.

5.4 Collection Adjustment Memo

5.4.1 Utilities/Customer Service Assistant prepare Collection Adjustnent Memo based
on Complaints and Request Form forwarded by the Customer Service and/or upon
review of concessionaire's accounts and upon reconciliation of payments received
from Collecting Agencies.

5.4.2 Utilities/Customer Service Assistant posts approved Collection Adjusfrne,nt Memo
to concessionaire's ledger.

6.0 RECORDS

6.1
6.2
6.3

Billing Notice
Billing Adjustrnent Memo
Collection Adjusfinent Memo
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