
This document is a process document that shows the steps for a particular business process. There are a number of shapes used throughout this 

document and are explained below:

This shape indicates  indicate a system activity or system inputs used in the process.System Activity This shape indicates  indicate a system activity or system inputs used in the process.System Activity

This shape indicates that the process continues at another place on the same page. A letter in the shape tells 

you where to go. This shape is often used if a process is too long and does not fit on a page.
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This shape indicates that the process continues at another place on the same page. A letter in the shape tells 

you where to go. This shape is often used if a process is too long and does not fit on a page.
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This shape Indicates that the process continues on another page. A letter in the shape tells you where to go.
Off-Page 

Reference
This shape Indicates that the process continues on another page. A letter in the shape tells you where to go.
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• This shape represent a type of document and indicates either an input or output depending on the direction 

of the green arrow connecting it to a process step.
Document

• This shape represent a type of document and indicates either an input or output depending on the direction 

of the green arrow connecting it to a process step.
Document

This shape refers to a process that is defined elsewhere. This shape means that there is a process map for 

the process that has already been drawn and you should reference it for more information.
Sub-Process

This shape refers to a process that is defined elsewhere. This shape means that there is a process map for 

the process that has already been drawn and you should reference it for more information.
Sub-Process

This shape indicates a decision. A decision asks a question and the answer to the question determines which 

arrow you follow out of the decision shape.
Decision

This shape indicates a decision. A decision asks a question and the answer to the question determines which 

arrow you follow out of the decision shape.
Decision

Start/ End This shape indicates where the process starts and ends. Start / EndStart/ End This shape indicates where the process starts and ends. Start / End

This shape indicates a task, step, action or operation. Step / Action This shape indicates a task, step, action or operation. Step / Action
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Start

Draft and print 
Reminder Letter 

for Director to sign 
(30 min)

Receive Reminder 
Letter, review and 

sign (20 min)

Receive signed 
Letter and email to 
Permit Holder (20 

min)

Email 
avalable?

Forward Letter to 
Secretary to email 
to Permit Holder 

(2 min)

Yes

Forward signed Letter 
to Senior Water 

Officer and notify that 
email is not available 

(5 min)

No

Receive signed 
Letter with 
notification

Team of 
officers near 
the vicinity of 

Permit Holder?

Call Permit Holder 
to pick up 

Reminder Letter 
(30 min)

No

Forward Letter to 
Regional Officer to 

deliver during 
assessment / 

compliance visit 
(30 min)

Yes

Receive Letter, 
proceed to target 
area and deliver 
Letter and verbal 
reminder (45 min)

Email 
possible?

Forward BPAF to 
Permit Holder by 

email (5 min)
Yes

Wait for Permit 
Holder to pick up 

BPAF at head 
office

No

Consolidate 
quarterly meter 
readings for a 

Permit Holder (2 
hours) 

A

A

Forward 
Consolidated 
Readings to 

Database Officer

Receive readings 
from Water Officer

Generate 
BPAF (10 

min)

• Reminder Letter

• Signed 
Reminder Letter

• Signed 
Reminder Letter

• Signed 
Reminder Letter

• Signed 
Reminder Letter

• Quarterly Meter 
Readings

• Consolidated 
Meter Readings

• Bank Payment 
Advice Form 
(BPAF)

• Bank Payment 
Advice Form 
(BPAF)

BB

Note: All Permit Holders procure and install a bulk meter 
which they use to record and self-monitor the volume of 
water used. This data is submitted to the DWRM: Director 
on a quarterly basis. The DWRM also conducts random 
spot checks to ascertain quality and accuracy of data 
submitted as a function of compliance monitoring as well 
as to enforce the Water Act and its regulations on water 
use.

Note: The Permit 
Holder must sign the 
delivery book when 
he/she receives the 
reminder.

• Signed 
Reminder Letter

• Delivery Book
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Receive/collect 
BPAF, complete 

and make 
payment at URA 
Gazetted Bank 
(within 21 days)

Type of proof 
of payment?

Electronic

Forward Proof of 
Payment to 

Central Office via 
email

Submit Deposit 
Slip at nearest 
Regional Office

Deposit Slip

Receive Deposit 
Slip and forward to 
Central Office (30 

min)

Receive Proof of 
Payment/Deposit 

Slip and forward to 
Records Officer  

(5 min)

Notify Director of 
receipt of Proof of 
Payment/Deposit 

Slip (5 min)

• Completed Bank 
Payment Advice 
Form

• Receipt

• Proof of 
Payment 

• Proof of 
Payment / 
Deposit Slip

• Deposit Slip

End

Receive Proof of 
Payment / Deposit 

Slip and file 
hardcopy (5 min)

Note: The DWRM does not 
do receipting as the Permit 
Holder receives a receipt 
from URA gazetted banks 
upon payment of annual 
fees.

BB

Note: Most Permit 
Holders pay their 
bill within the 21 
days as stipulated 
in the BPAF.
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Conduct desk 
compliance 

monitoring and 
check payment 

history on a 
regular basis (1 

hour)

Start

Identify non-
payment by Permit 
Holders and notify 

Senior Water 
Officer

Receive 
notification, 

prepare and print 
Warning Letter 
and forward to 

Director (1 hour)

Receive Warning 
Letter and sign (20 

min)

Receive signed 
Letter and email to 
Permit Holder (20 

min)

Email 
avalable?

Forward Letter to 
Secretary to email 
to Permit Holder 

(2 min)

Yes

Forward signed 
Letter to Senior 

Water Officer and 
notify that email is 

not available (5 
min)

No

Receive signed 
Letter with 
notification

Team of 
officers near 
the vicinity of 

Permit Holder?

Call Permit Holder 
to pick up Warning 

Letter (30 min)
No

Forward Letter to 
Regional Officer to 

deliver during 
assessment / 

compliance visit 
(30 min)

Yes

• Signed Warning 
Letter

• Signed Warning 
Letter

• Signed Warning 
Letter

• Signed Warning 
Letter

Receive Letter, 
proceed to target 
area and deliver 
Letter and verbal 
reminder (45 min)

CC

• Signed Warning 
Letter

• Delivery Book

Note: The Permit 
Holder must sign the 
delivery book when 
he/she receives the 
letter.
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Receive / Collect 
Warning Letter 

and sign delivery 
book

Make 
payment?

Is BPAF still 
valid i.e. < 21 

days?

Permit is 
suspended or 

revoked
No

End

Yes

Proceed to Central 
Office and notify 

DWRM of expired 
BPAF

No

Receive / collect 
BPAF form, 

complete and 
make payment at 

URA Gazetted 
Bank (within 21 

days)

Type of proof 
of payment?

El
ec

tr
on

ic Forward Proof of 
Payment to 

Central Office via 
email

Submit Deposit 
Slip at nearest 
Regional OfficeD

ep
o

si
t 

Sl
ip

Complete BPAF 
and make 

payment at URA 
Gazetted Bank

Yes

• Warning Letter

• Delivery BookCC

Email 
possible?

Forward BPAF to 
Permit Holder by 

email (5 min)
Yes

Wait for Permit 
Holder to pick up 

BPAF 

No

Generate 
BPAF (10 

min)

• Bank Payment 
Advice Form 
(BPAF)

• Bank Payment 
Advice Form 
(BPAF)

Receive 
notification of 
expired BPAF

Receive Deposit 
Slip and forward to 
Central Office (30 

min)

Receive Proof of 
Payment/Deposit 

Slip and forward to 
Records Officer  

(5 min)

Notify Director of 
receipt of Proof of 
Payment/Deposit 

Slip (5 min)

• Proof of 
Payment / 
Deposit Slip

• Deposit Slip

End

Receive Proof of 
Payment / Deposit 

Slip and file (5 
min)

Note: The DWRM does not do 
receipting as the Permit Holder 
receives a receipt from URA 
gazetted banks upon payment of 
annual fees.

• Completed Bank 
Payment Advice 
Form (BPAF)

• Completed Bank 
Payment Advice 
Form

• Receipt

• Proof of 
Payment 

• Proof of 
Payment / 
Deposit Slip

Note: The occurrence of non-
payment is rare with all 
accounts being paid by the 
Permit Holder after receipt of 
the Warning Letter.
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