
SAMPLE

POSITIVE PROGRAM TO ENCOURAGE CONNECTIONS

It is critical that users connect to the system as soon after service is available as possible.  Early customer connections ensures sufficient cash flow for the owner to fund operating and debt service expenses.  Every applicant/borrower should have a plan to encourage customers to connect when the project is complete.  Enclosed for your use are sample letters that an owner may send out to notify the new users of the construction time frame and availability of service.

Contents:

1. Construction Notification Letter 

2. Service Availability  Notification Letter

The borrower should develop an informational sheet of the connection process and materials needed for the tap connection with their project engineer to attach to each letter.  

The informational sheet should cover the system requirements on:

· Proper Installation Procedures

· Acceptable Materials

· Inspection Requirements

· Regulations

The owner may also want to attach a list of known contractors who can provide the service.

SAMPLE

Borrower Letterhead

Construction Notification Letter

Date

Address

Dear Water/Sewer Customer:

This letter is to advise you that the contractor will begin construction on the (water/sewer) system on _______________________________.  The contract calls for construction to be completed in _____________ days.  It is anticipated to have the system in operation on ______________________________.  You will be notified again once the construction is near completion.

It will be the customers' responsibility to make the connection from the (water meter/sewer tap) to his/her household.  (See attached specifications and recommendations for making this connection.)

Meters will be read the _______ week of each month and (water/sewer) statements will be issued immediately thereafter.  Please be advised that you will be charged at that time for the water used or the minimum charge, whichever is greater, even if you have not as yet connected to the (meter/tap).  (Water/Sewer) bills will be due and payable when rendered.  After _________ (   ) days a _______% late charge will be added.

If you have questions or desire further information, please feel free to contact our office at the above address or phone.

Sincerely,

Name 

Mayor/Chairman

Attachment

SAMPLE

Borrower Letterhead

Service Availability Notification Letter

Date

Address

Dear Water/Sewer Customer:

This letter is to advise you that the (water/sewer) system is expected to go into operation  on _______________________________.   It will be the customers' responsibility to make the connection from the (water meter/sewer tap) to his/her household.  (See attached specifications and recommendations for making this connection.)

Meters will be read the _______ week of each month and (water/sewer) statements will be issued immediately thereafter.  Please be advised that you will be charged at that time for the water used or the minimum charge, whichever is greater, even if you have not as yet connected to the (meter/tap).  (Water/Sewer) bills will be due and payable when rendered.  After _________ (   ) days a _______% late charge will be added.

If you have questions or desire further information, please feel free to contact our office at the above address or phone.

Sincerely,

Name 

Mayor/Chairman

Attachment

