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MaNRonc WnrpR DTSTRICT

OFFICE OF TI{8, GENERAL MANAGER

REVIEW AN'D COMPLIANCE PROCEDURI IN TIIE FILINC AND
SUBMISSION OF STATEMENT OF ASSETS, LIABILITIES AND
NETWORTH (SALN) AND DISCLOSTIRE OF BUSTNESS TNTERESTS AND
FINANCIAL CONNECTIONS OF THE MANAOAG WATER DISTRICT
(MANWAD)

OFFICI, ORDER NO.04 s.2023

Date

To

Subject

February 6, 2023

ALLMAIIWAD EMPLOYEES
ALLOTHERS CONCERNED

Please be informed of the APPROVED Review and Compliance Procedure in the Filing and
Submission of Staternent of Assets, Liabilities and Networth (SALN) and Disclosure of Busiless
Interests and Financial Connections of the Manaoag Water District (MANWAD), to wit:

I. RATIONALE

Pursuant to Section 10 ofthe Code ofConduct and Ethical Standards for Public O{Iicials and Employoes

(RA 6713), csc Memorandum circular No. 3, s. 2015, and cSC Resolution Nos. 1300455 dated March

4' 2013 and 1500088 dated January 23, 2015; and Memorandum Circular No. 2, dated August 2. 2017

of the Office of the Ombudsman, this Agency hereby promulgates the following guidelines ensuring all

personnel are compliant with the requtements and annual submission of the Statements of Assets,

Liabilities and Net worth (SALN).

II. OBJECTIVES

l. To prescribe the procedures for the submission and review ofthe Statements ofAssets, Liabilities

and Net Wo(h and Disclosure ofBusiness Interests and Financial Connections (hereinafter referred

to as the statement/s) of the officials and employees of Manaoag water Disrrict (MANWAD) in

compliance with Section 10 ofthe Republic Act No. 6713, otherwise known as the Code ofConduct

and Ethical Standards of Public Officials and Employees and Civil Service Commission Resolutions

Nos. 1300455 and I500088;

2. To enjoin all officers and employees to declare and submit annually a true, detailed and swom

statement of their assets, liabilities and net worth, including disclosure of business interests and
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financial connections, and to declare to the best of their knowledge their relatives who are in the

govemment servrce;

To ensure that the assets, liabilities, net worth and financial connections and business interests ofthe

declarant's spouse and unmarried children below 18 years ofage living in declarant's household are

also disclosed.

III. COVf,RAGE

These guidelines shall cover all careff positions under pennane-nt, tempora.ry and casual status, including

the agenry officials, i.e., the Board of Directors.

IV. LEGAL BASIS

Legal Basis for dris Procedure are the following:

o Section 10 ofthe Code of Conduct and Ethical Standards for Public Officials and Employees

(RA 67r3)

o CSC Resolution Nos. 1300455 dared March 4" 2013

. CSC Resolution No. 1500088 dated Janvry 23,2015

. CSC Mernorandum Circular No. 10, s. 2006

. CSC Memorandum Circular No. 3, s. 2015

o Office of the Ombudsman No. 2, s. 2017 dated Au glst 2,2017

V. GUIDf,LINES

Section l. Filing and Submission of SALN On Time and to the Proper Official

a. All Personnel under Permanent, Ternporary and Casual status shall file under oarh their SALNs

and Disclosure ofBusiness Interests and Financial Connections with the Adminishative/General

Services Division, to wit:

al. Within thity (30) days after assumption of office, statements of which must be reckoned as

ofhis / her day ofservicel

a2. On or before April 30 of every year thereafter, staternents of which must be reckoned as of
the and of the preceding year; and

a3. Within thirty (30) days after separation from servic€, statements of which must be reckoned

as ofhis / her last dav of ofrce.
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Employees are strictly required to fill in all applicable information and./or make a true and

Scction 2. Composition of the SALN Review and Compliance Committee

a- There shall be a designated Review and Compliance Commiftee to receive the accomplished
SALN forms and to evaluate if the same are submitted to time, complete and in proper form; a1d
render opinion interpreting the provisions on review and compriance procedure in the filing
thereof

Section 3. Duties of the Review and Compliance Commitfee and the Administrative/General
Services Division

a The SALN Review and compliance committee and the Administrative/General Services

Division shall receive and evaluate the SALN forms of its offcials and employees and submit
all original (hard) copies of the SALNs received, together with electronic copies thereo{ on or
before June 30 of every year to the office of the ombudsman, copy furnish the civil Service

commission, as specified under CSC Resolution No. ls000gg, promulgated on January 23,

2015.

b The Adoinistrative/General Services Division shall submit in alphabetical ordor, the following

b I . Employees who filed their SALNS with complete data;

b2. Employees who filed their SALNs but with incomplete data;

b3. Employees who did not file their SALNs,

Section 4, Ministerial Duty of the General Manager to issue Compliance Order:

The list of ofiicials and employees who filed their SALNs which the Administrative/General Services

Division is required to submit to the Office of the Ombudsman shall be accompanied by a certificatron

by the General Manager as the Head of Agency that the SALNs submitted electronically are faithful

reproductions ofthe original copies submitted by the officials and employees, using the prescribed format

per Office ofthe Ombudsman No. 2, s. 2017 datod August 2, 2017.

It shall be the ministerial duty ofthe General Manager as the Head of Ofiice to issue an Order requiring

those who have incomplete data in their SALN to conect/supply the desied information and those who

b
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did not file/submit their SALNs to comply within a non-extendible period of 3 days from receipt of the

order.

Section 5. Rules In Accomplishing the SALN Form

5.l. Basic Information

a. Spouses who are both public officers and ernployees shall have the option to file their SALN

either jointly or separately.

b. In case the declarant is single or married but whose spouse is not in the govemment service,

he/shall tick offthe box marked as "Not Applicable."

c. In case ofjoht filing, all real and personal properties shall be declared including their

respective paraphemal and capital property, ifthere are any.

d. The change of civil status ofthe declarant after December 3l of the preceding year shall

not affect the nature ofthe properties declared.

e. The declarant shall provide information on his/her address. However, whenever a third-

party requests for a copy of the SALN Form of the declaranq the agency has the option to

shade the declarant's address for purposes of security.

f D€clarant must provid€ the information required for all his/her unmarried children below

eighteen (18) years of age and living in his/her household, whothor legitimate or

illegitimate.

5.2. Assets. Liabilities and Net worth

a. The SALN shall contain a true and complete declaration of assets, liabilities and net wortlL

including a disclosure of business interests and financial connections of the declarant,

his/her spouse and unmarried children below eighteen (18) years of age living in his/her

household. It shall also contain a disclosure of the declarant's relatives within the fourfh

degree ofconsanguinity and affinity who are in govermnent service.

b. For purposes of convenience in the computation ofnet worth, where the declarant's spouse

has capital or paraphemal properties or where the declaant's unmarried children below

eighteen (18) years of age living in hiVher housohold have their own properties, the

declarant should declare the assets and liabilities of hiVher spouse on a separate sheet

attached to the SALN Form, see sarnple attached. For purposes of such declaration, the

provisions in these guidelines shall likewise apply.
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c. Assets include those within or outside the Philippines, whether real or personal, whether

used in trade or business.

d. Assets refer to declarant's real and personal properties, includilg those of his/her spouse

and unmarried children below eighteen (18) years ofage living in his/her household.

5.3. Real Properties

a. Declaration ofreal properties shall include its description, kin( location, year and mode of
acquisition, assessed value, fair market value, acquisition cost of land building etc.

including improvements thereon.

b. Real propa'tice refer to prop€{ti€s which are immovatrle by nature .

c. For purposes ofSALN, the kind ofreal properties are classified according to their use, that

is, residmtial, commcrcial, agricultural, industrial, or mixed use and the like.

d. The declarant shall indicate a description ofthe real properties, whether it is a land only or

land with building, a house and lot, condominium uniq or an inprovement such as an

extension or garage, and the like.

e. Assessed value shall, for purposes ofdeclaration in the SALN, refer to the amount indicated

in the tax declaration ofthe real properties involved.

f Fair market value shall, for purposes of declaration in the SALN, refer to the amoult

indicated as market value in the tax declaration ofthe real properties concemed.

g. Improvements refer to all works that are constructed or insoduced to tle land, or repairs or

improvements made to the land or building after its initial acquisition.

h. In declaring an improvement to the land, the declarant may opt to declare it separately or

together with the land to which such improvernent is attached.

i. Acquisition cost is the amount of money paid to acquire or own something. This shall also

refer to the amount ofexpenses incurred for improvernents inhoduced on a real property-

For purposes of computing fte declarant's net worth, the acquisition cost shall be made the

basis thereof

j. The declrant shall indicate those real properties which are already titled or registered under

hislher name, the name ofhis/her spouse or under the name ofhiVher unmarried children

below l8 yeas of age and living in the declarant's household However, real properties

already covered by a deed ofsale, inhoited or subject ofan extrajudicial settlement ofestate

but not yet titled under declarant's name shall also be disclosed.
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k In the case ofproperties received gratuitously, e.g., donation or inheritance, no acquisition

cost shall be declared. However, the fair market value and the assessed value of said

properties as found in the tax declaration thereof must be declared_

5.4. Personal Properties

a. Declaration ofpersonal properties shall include mode, year and cost of acquisition, or the

value or amount of said personal properties.

Personal properties refer to jewelry appliances, fumituq motor vehicles and other

tangible/movable properties. This shall also include invesftnents or othsr assets, such as

cash on hand or in bank, negotiable instruments, securities, stocks, bonds, and the like.

Personal properties collectively acquired or are ofminimal value may be declared generally

or collectively. ln which case, the declarant may write/indicate "various years" under the

column for Year Acquired.

Personal properties, such as cash on hand and in banlq as well as stocks and the like,

denominated in foreign currency shall be converted into the corresponding philippine

cunency equivalent at the rate ofexchange prevailing as of December 3l ofthe preceding

calendar year.

The amount of money/ cash in bank to be declared should be the last balance as of
December 3l ofthe preceding year.

In case ofproperties which are co-owned with other individuals, the declarant shall disclose

the proportionate amount ofhis share in the property.

With regard to properties subject of a contract to sell, the amount already paid shall be

declared as personal property.

Properties which are subject of either a chaftel or real estate mortgage shall be declared in

the SALN Form. The acquisiuon cost to be declared shall be the actual purchase price, and

the liability to be declared shall be the outstarding balance ofthe loan as ofDecember 3l
ofthe preceding year.

b

c

d.

f

h.

5.5. Liabilities

Under liabilities, the nature ofliability, name ofcreditors and the outstanding balance shall

be indicated. The outstanding balance shall refer to the amount ofmoney that is still due as

ofDecember 3 I ofthe preceding calendar year.

a.
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b. Liability refers to financial liability or anything that can result to a transfer or disposal of
an asset. It includes not only those incurred by the declarant but also those of his/ her spouse

and unrnarried children below eighteen { l8) years of age living in his/ her household.

c. Nature of liability refers to the type of loan obtained frorn banks, financial institutions,

GSIS, PAG-IBIG and others, such as personal, multi-purpose, salary, calamity loan and the

like.

d. Outstanding balance refers to the amount of money that one still owes on the loan as of
December 3l of the preceding calendar year.

5.6. Computation of Net Worth

a. Net worth is the sum of all assets (real and personal) less total liabilities.

b. ln the case of real properties, the acquisition cost shall be used in the computation of the

net worth.

c. In the case of personal properties, the acquisition cost or arnount/value of money shall be

used in the computation of the total net worth.

d. Excluded from the computation of real and pcrsonal properties are the properties of
unmaried childrcn below [8 ycars of age living in the declarant's household.

e. If the spouse of the declarant is not a public officer or employee, the laffer's paraphernalia

or capital properties shall not be iacludod in drc computaion of thc declarant's net worth.

f Paraphernal property refers to the properties exclusively owned by the wife.

g. Capital property refers to the properties exclusively owned by the husband,

h. Community propefty refers to all the properties owned by the spouses at the time of the

celebration of the marriage or acquired thereafter, subject to the exceptions provided for by

law (Articles 91, Family Code of the Philippines). In the absence of any marriage

settlement the property relations of the spouses shall be governed by the rules on absolute

community ofproperty under the Family Code of the Philippines.

The following are excluded from the community property:

l. Property acquired during the marriage by gratuitous title by either spousg and the fruits

as well as the income thereof, if any, unless it is expressly provided by the donor;

testator or grantor that they shall form part of the community property;

2. Property for personal and exclusive use of either spouse. However, jewelry shall form

prt ofthe community prop€rty;
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3. Property acquired before the marriage by either spouse who has legitimate descendants

by a former marriage, and the fruits as well as the income, if any, of such property.

(Adicle 92, Family Code of the Philippires)

Conjugal property refers to all properties acquired during the marriage, whether the

acquisition appears to have been made, contracted or registered in the name ofone or both

spouses, unless proven to be excluded (Article I16, Family Code ofthe Philippines). This

applies when the spouses agreed to be govemed by the rules on the conjugal partnership of
gains under the Family Code of the Philippines.

The following are conjugal partrership properties

l. Those acquired by onerous title during the marriage at the expense ofthe common fiind

whether the acquisition be for the partnership, or for only one ofthe spouses;

2. Those obtained from the labor, industry, work or profession of either or both of the

spouses;

3. The fruits, natural, industrial, or civil, due or received during the rnarriage from the

common property, as well as the net {iuits from the exclusive property ofeach spouse;

4. The share ofeither spouse in the hidden treasure which the law awards to the fir:der or

owner of the property where the treasure is found;

5. Those acquired ftrough occupation such as fishing or hunting;

6. Livestock existing upon the dissolution ofthe partnership in excess of the number of

each kind brought to the marriage by either spouse; and

7. Those which are acquired by chance, such as winnings from garnbling or befting.

However, losses therefrom shall be bome exclusively by the loser-spouse. (Article 117,

Family Code of the Philippines) Prior to the enactnent of the Family Code of the

Philippines in 1987, when thae is no marriage setdement between the spous€s, their

property relations are covered by the nrles on conjugal partrership ofgains.

j. Ifthe spouse ofthe declarant is a public officer or ernployee, but who chose to separately

file hisher SAL\ his/her paraphemal or capital properties shall not be included rn the

computation ofthe declaraflt's net worth.

k. ln case of joint fiIing, the total asssts of the spouses shall include their respective

paraphernal or capital propsrties.
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l. ln case ofjoint filing, the declarant's total net worth and that ofhis/her spouse shall be the

difference between the total assets (real and personal properties) less the total liabilities.

5.7. Financial Connections and Business lnterests

a. The declarant, including that ofhiVher spouse and unmarried children below eighteefl ( l g)

years of age living in declarant's household. shall declare their existing interest or

connection in any business enterprise or entity, aside from income from government. They

shall also indicate the business address, nature of business interest and,/or financial

connection, and date of acquisition of interest or connection.

tr. In case there are no existing t usin€ss inter€sts and financial connoctions in any tlusiness

enterprise or entity, the declarant shall tick offthe appropriate box in the form.

c. Business interests refer to declarant's existing interest in any business enterprise or entity,

aside fiom hiVher income from governmen! which shall also include those of his/her

spouse and uxmarried children below eighteen .( 18) years ofage living in hiVher household.

d. Financial connections refer to declarant's existing connections with any business enterprise

or entity, whether as a consultant, adviser and the like, with an expectation ofremuneration

for services renderd including those of hiV her spouse and unmarried children below

eighteen (18) years ofage living in his/her household.

e. Nature of business interest and/or financial connection refers to eisting interest or

connection in any business enterprise, whether as proprietor, investor, promoter, parrner,

shareholder, officer, managing director, executive, creditor, lawyer, legal consultant or

adviser, financial or business consultant, and the like.

a. The declarant shall disclose his/her relatives in the govemment within the 4th civil degree

of relationship, either by consanguinity or affrnity. The disclosuro shall also state hiVher

relationship with the relative, the position of the relative as well as the name of
offi celagurcy and address.

b. In case the declarant and his/her spouse jointly file their SALN, they shall indicate all their

relatives within the fourth civil degree, either by consanguinity or affnity, and shall include

the above-menti oned information.
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c. In case the declarant has no relatives in the government within the 4th civil degree of
relationship, either by consanguinity or affinity, including bilas, inso and balae, the

declarant shall tick offthe appropriate box in the form.

d. Affinity refers to the relationship ofa husband to the blood relatives ofhis wife. or a wile

to the blood relatives ofher husband.

e. consanguinity refers to the relationship by blood fiom the same stock or corffnon ancestor.

f Relatives in the government refer to the declarant's relatives up to the 4th civil degree of
relationship, either by consanguinity or affinity, including Dilas, inso and balae.

Relatives in the fust degree ofconsanguinity include the declarant,s father, mother, son

and daughter Relatives in tlre first degree of afinity include the declarant's father-in-

law and modrer-in-law.

Relatives in the second degree of consanguinity include the declarant's brother, sister,

grandmother, grandfather, grandson and granddaughto. Relatives in tle second degree

of affinity include the declarant's brother-inJaw, sister-in-law, grandmother-inJaw,

grandfather-inJaw, granddaughter-in-law and grandson-in-law.

Relatives in the third degree of consanguinity include tie declarant's nephew, liece,

uncle and aunt. Relatives in the third degree of affrnity include declarant's nephew-in-

law, niece-in-law, uncle-in-law, auntie-in-law.

Relatives in the fourth degree of consanguinity include the declarant's fust cousin.

g. Balae refas to a parent of the declarant's son-in-law or daughter- inJaw.

h. Bllas refers to a declarant's brother-inlaw's wife or sister-inJaw's husband.

i. lzso refers to the appellation for the wife ofan elder brother or male cousin.

5.9. Assets and / or properties acquired donated or transferred in the name ofthe filer for a particular

year, but were not dcclared on his / her SALN for that year, as tle same came to his/her

knowledge only after he/she has filed. Corrected and/or submitted his/her SALN must be

declared or reflected in the frler's next or succeeding SALN.

6.0. Other Matters

l. In order to prevent unauthorized insertions or pulling out ofpages, pagination shall read as

page I ofnumber ofpages, page 2 ofnumber ofpageq and so on.
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2. In case ofjoint {iling, the declarant and his/ her spouse s}rall sign in dre spaces provided for

just below the certification.

3. lfthe spouse is not a public officer or ernployee, the declarant shall still cause him/ her to

sign the SALN. In case ofnon-compliance with the signafirre ofthe spouse, an explanation

should be attached to the SALN Form for such noncompliance.

4. The heads ofagencies can delegate the authority to administer oath with regard to the SALN

Form. The authority to administer oath must be in uriting.

5. Head of agency shall include the head ofoffice and,/or the head ofregional offices ofsuch

agency/office.

6. The declarant is strictly required to fill all applicable information in the SALN form.

Otherwise, such items should be marked with "N/A" or " not applicable."

7. Filling up of the form may be handwritten, computerized or typewdtten provided the

signature of the declarant is original. The declarant is required to write legibly ifhe chose

to fill up the form by handwritirg.

8. Additional sheets may be used, ifnecessary. The additional sheet shall indicate the name of

the declarant, hiV her position and agenry name, the year covered by the SALN, and which

shall be signed on each page.

9. No unnecessary markings shall be made on the fomr.

Section 6, Sanction

6. l. Public Ofrcials and Employees.

Any ofthe following acls shall constitute a violation ofSection 8 ofR.A. No, 6713 or the Code

of Conduct ard Ethical Standards for Public Officials and Employees, and shall be punishable

by suspension of one (l) month and one (1) day to six (6) months for the fust offense, and

dismissal from the service for the second offense:

a. Failure of an official or employee to submit hiV her SALN; and

b. Failure to disclose or mis-declaration of any asset, liability, business interesg financial

connection, and relative in the govemment in hiVher SALN.

6.2. Head of Agurcy.

Any head of agency who shall fail to comply with CSC Memorandum Circular No. 10, s. 2006,

in rclation to dle Rwiew and Compliance Procedure in the Filing and Submission of the SALN
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Form shall be liable for Simple Neglect of Duty, which shall be punishable by suspension ofone

(l) month and one (l) day to six (6) months for the first offense, and dismissal from the service

for tlte second offense.

Section 7. Posting of these guidelines.

This Review and Compliance Procedure and succeoding revisions hereof shall be posted on the

Transparency Seal (TS) page of the Manaoag Water District (MANWAD) website after its approval.

\rI. EFFECTIVITY

These Guidelines shall take effect immediately and shall rernain in force unless revoked, cancelled or

superseded by subsequent issuances.

Manaoag, Pangasinan, February 6, 2023

h
-'l A

FLORDELIZ{ N. TEJANO
General Manager C

cc: Administrative and General Services
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Read and understood by:

DESIGNATION
Administrative Services Aide
Cashiering Assistant

Water Resources Facilities Operator B
Water/Sewerage Maintenanc€ Man C
Utilities/Customer Service Assistant C
Water/Sewerage Maintenance Man C
Water/Sewerage Maintenance Man C
Engineering Aide
Water Resources Facilities Tender A
Plant Electrician /Mechanic A
Utilities/Customer Service Assistant D
Administrative Services Aide
Division Manager C
Water/Sewerage Maintenance Man C
Corporate Budget Analyst A
Senior Accounting Processor B
Water/S ewerage Maintenance Man C
Water Resources Facilities Operator A
Utilities/Customer Service Offi cer A
Division Manager C
Water/S ew erage Maintenance Man C
Utilities/Customer Service Assistant C

Water/Sewerage Maintenance Man B
Administrative Services Aide
Secretary A
Storekeeper C

Water/Sewerage Maintenance Man C
Administrative/General Services OIfi cer B
Water/Sewerage Maintenance Man C
Division Manager C
Waler/S ewerage Maintednc€ Man C
Administative Services Aidc
Driver

SIGNATTJRE

fl

2
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NAME
Abad, Mary Anne T.
Aclan, Marie Antonette G.

Aguilan, Archilles A.

Alarcio, Angelbert B.

Alarcio, Jonathan G.

Aquino, Mark Lester L,

Barroga, Brando D., Jr.

Banozo, Jell,nne V.
Bautista, Wilson Jeffrey C.

Cariffo, Reynald S.

Cequeffa, Kenneth G.

Chan, Ayla Angela S.

Claveria, Casimero C.

Cristobal, George Ildefonso L.

De Casho, Phanela Mae R.

Embuido, Maria Bernadette C.

Escosio, Josedillo R.

Esteves, Jackson V.
Fener, Annabelle V.
Flores, Rusty Mark V.
Garcia, Lemuel B.

Carcia, Rodrigo P.

Genita, Arnro C., Jr.

Guntang, Donato F.

Joaquin, Isaac Ian D.

Laminatao, John Bryle C.

Lazaro, Cesar F., Jr.

Lorilla, Charlie D., Jr.

Magno, Lawrence M.
Manaois, Marlene Constancia F.

Mancilla Mario C.

Mancilla. Michael C.

Mendoza, Edwin C.
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NAME
Misagal, Aquileo F.

Misagal, Jennifer E.

Moral, Mario 8., Jr.

Nipa, Melanie J.

Pagaduan, Ruel B,

Pinpin, Cecilia M.
Prangan, Romulo B., IV
Ramos, Cristoffer P.

Sagun, Cristopher R.

Sobrepefla, Rhenilie Irish A
Soriano. Bianca Louise M.
Soriano, Felipina L.

Soriano, Rodell S.

Sotto, Arliza D.

Sotto, Menardo R.

Veloria, Vittorio B.

Yaranon, Dominador M.

DESIGNATION
Division Manager C

Data Encoder

Water/Sewerage Maintenance Man B
Industrial Relations Management Assistant A
Water/S ewerage Maintenance Man C
Senior Intemal Control Officer B
PropertyiS upply Assistant B
Water/S ew erage Maintenance Man C
Water Resources Facilities Operator B
Administration Services Assistant C

Utilities/Customer Service Assistant D
Cashier C

Storekeeper A
Corporate Budget Specialist A
Water Resources Facilities Operator A
Water/Sewerage Maintenance Head

WateriS ewerage Maintenance Head

SIGN
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