
 
 
 

 

10. UPDATE CONSUMER DETAILS/INFORMATION/CLASSIFICATION 

Concessionaires can request to change name of the account holder, billing 
address, or classification (apply for Senior Citizen discount). 

Office or Division:  Commercial and Finance Division, Administrative Division  

Classification Simple 

Type of Transaction G2C – Government to Citizen   

 Who May Avail All concessionaires of Dinalupihan Water District  

CHECKLIST  
OF REQUIREMENTS  
1. One (1) photocopy of any 
of the following valid IDs:  

•  Driver’s License  
•  Passport  
•  NBI Clearance  
•  Police Clearance  
•  UMID  
•  Pag-IBIG ID  

 
or one (1) photocopy of 
voter’s certification in the 
absence of valid ID  
2. Certification from the 
registered concessionaire 
allowing the applicant to 
change the name  
or  
In cases of transfer of 
ownership of the house, one 
(1) photocopy of Deed of 
Absolute Sale  
CHANGE  
BILLING ADDRESS  
None  
CHANGE CLASSIFICATION 
(APPLY FOR SENIOR 
CITIZEN DISCOUNT)  
1. One (1) photocopy of 
Senior Citizen ID of the 
registered owner of the meter  
2. Barangay Clearance  
3. Senior Citizen Discount 
Availment Form  

WHERE TO SECURE  
 
Concessionaire  
 
 
 
 
 
 
 
 
 
Concessionaire  
 
 
Concessionaire  
 
 
 
 
Concessionaire  
 
 
 
 
 
 
 
 
 
 
Concessionaire  
Barangay where the account holder resides  
Dinalupihan Water District Office (Commercial and Finance 
Division)  
 

 

 

 



 
 
 

 

 
 

 

 

 

Update consumer details/information/classification: 

CLIENT 
STEPS 

 

AGENCY ACTIONS FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.Go to 
Security guard 
for issuance of 
number 

Inquire customer’s 
concern, give priority 
number. Direct 
customer to Customer 
Services and wait for 
turn 

None 1 minute Public Assistance 
and Complaints 
Desk (PACD) 

Officer 

2. Proceed and 
submit the 
requirements to 
Customer 
Services 
Officer  
  

 

2.1 Process consumer 
query and check the 
submitted requirement  

 

2.2 Interview the 
concessionaire and 
get the details needed 
in preparing 
Maintenance Order 
(Request – Update 
Details/Information)  

 

None 

 

 

 

None 

 

1 minute 

 

 

 

5 minutes 

 

Customer Services 
Officer 

Commercial 
and Finance 

Division 

 

Customer Services 
Officer 

Commercial 
and Finance 

Division 

TOTAL: None 7 minutes  

 

 


