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1.0 OBJECTIVES

Establish guidelines in the MIS Section particularly on processing IT Requests for Santa
Water District.

2.0 SCOPE

This procedure defines the duties and responsibilities and authorities for IT Request
processing in Santa Water District.

3.0 REFERENCES

3.1 ISO 9001:2015 Section 9.2
32 Procedure for Documented Information

4.0 RESPONSIBILITIES AND AUTHORITIES

End-user; Division Manager; General Manager
MIS Personnel; Outsourced Computer Technician

5.0 PROCESS

e
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No.

Process Flow

Description of A&ivity Y

Responsible Person

1

Prepare IT
Request

IT Request Form

No
Approved
IT Request

Yes

1.1 Prepares IT Request in two (2)
copies with complete details and
specifications.

1.2 Submit the request to Divisicn
Manager.

1.3 Approval of the IT Request.
1.2.1if disapprove return to end user
and end process.

1.2.2 Recommend Approvol of the IT
Request and proceed to Generai
Manager for approvo! of IT Request.

End User or implementing
unit

Division Manager

End User or Implementing
unit

Division Manager

General Manager

Receive IT Request

Hardware

Execute IT
Request

Execute IT
Request

;

Submit Request to
Division Manager

Verify IT
Request

2.1 Receive IT Request.

2.2 Identify the IT Request type.

2.1.1 Receive the IT Request ond
Execute the request.

2.1.2 Execute the IT request.

2.3 Submit the IT Request to Division
Manager after executed.

2.4 Verify completed IT Request

2.2.1 if IT Request has on error return
to MIS

2.2.2 If IT Request has no error
verify the request to the user and
return the request to MIS

Mis

MIS

Qutsource Computer

Technician

Mis

Division Manager

Division Manager

End User or implementing
unit
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3. %

Maintenance &
Improvement
Requests

3.1 Identify the IT Request software
Update the | type

Program Mis

3.3.1if the software type is
maintenonce & improvement update
the progrom and file MiS

Development
Requests

'mplement the new 3.3.2 If the software type is
deveiopment implement the new
Program

program and file
l A

6.0 DOCUMENTED INOFRMATION

6.1 IT Request Form
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