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Utility Administration

List Board of Directors/Council
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List Attorney
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(Include website here: if you have one)

Welcome, you are now in an area that is being served by   Name of Utility. Our utility is constantly striving for methods to serve you better. As a result, we have printed this booklet in hopes that it will help you to better understand your utility.

Administrative Procedures

1. Ask for Identification: Utility employees who deal with the public are required to carry identification cards with his or her photograph on it. Our vehicles can be identified (provide description).

2. Billing Dates: Provide billing information (meter reading dates, penalty dates, etc.)
3. Payment and Location: Provide information on office hours. Types of payments accepted and where payments can be made. Billing Address.
4. Deposits: As a new customer opening an account, a deposit based on the size of your meter is required before service can be initiated. For residents, it is a minimum of _____. This deposit will be returned to you after __________ of good credit or after you have paid your final bill. Deposits may be waived for the following reasons (list). If the deposit is for water no portion can be used to pay any portion of other utility bills. The State Board of Accounts will not allow any portion of the deposit to be applied to any other utility bill. If there is still a balance owed (legal remedies need to be spelled out here).

5. Water Meters: Location of Meters, types of meters, how meters are read, meter readings (gals. Vs. cubic ft.)

6. Leak Detector and Detection: How are leaks detected? It is unlawful for anyone other than a utility employee to repair or adjust a meter. Should our serviceperson notice that someone has tampered with a meter, he/she will report the incident to the office. (include penalties for tampering here)

7. Other types of meter installation (if any; i.e., yard meters)
8. Making a Payment:
a. May be mailed (where)
b. May be dropped off at ________________.

c. Other options here.

9. High Bills: If your bill seems to be higher than usual, compare the actual consumption, not the dollar amount. While the rates may have changed, your consumption should not fluctuate greatly. Almost all homes develop plumbing leaks over time. These leaks can add up to a significant amount of wasted water…and a dent in your household expenses. Leaks always get larger and cost you more, in the volume of water and repair bills, the longer you wait to repair them. Toilet tanks are often the largest source of water losses in your home. They are notorious for their hidden, silent loss of water. Just a small, invisible toilet leak of only two tablespoons per minute, comes to 15 gallons per day, 105 gallons per week, and 5460 gallons per year! Many toilets quietly run, leaking many unnecessary gallons each day. Please look for leaks prior to requesting a service call. If you still cannot find the cause of your high consumption, then call our office at ________.

10.  Shut-Offs 

a. Transferring service: moving to a new location (procedures)
b. Going Away: Such as very long vacations (procedures)
c. Non-payment of bill: (procedures for reconnecting)

11.  Service Fees: There are times when you will be billed a service charge to defray costs that are attributable directly to you needs. You are required to pay a service charge when, for example:

a. Your meter is turned off for non-payment

b. Your service is turned off for your convenience (vacations, summer home, etc.)

c. Your service is reinstated after it has been turned off for any of the above.

d. NSF checks

12.  Check writing procedures: Willfully writing a check without sufficient funds in your account to honor it is a crime in the State of Indiana. It is our practice to give you an opportunity to make the check good at our office before we contact the county prosecutor for legal action. (Insert your check redemption procedures here) 

13.  Service Line Responsibility: Each customer has a separate service line. The utility is responsible for maintenance of this line from the water main to the curb stop. The curb stop is located between the curb and the sidewalk. The customer is responsible from the curb stop to the house. In the event of freezing, call the utility.

Our serviceperson will locate the frozen area. If it is frozen between the water main and the curb stop, the utility will thaw the line at its expense. If the frozen area is between the curb stop and the house, it will be the customer’s responsibility and expense. If your service line develops a leak between the water main and the curb stop, the utility will repair at no cost to you. However, you must pay for all repairs if the leak is between the curb stop and your home.

14. Rates: (Insert Rate Schedules and summer sprinkler rates if applicable)

15.   Water Conservation Tips:   To keep your bills low, be mindful of your water use.  Some ways to save water include: turning off the tap while brushing your teeth, installing low-flow showerheads, and running dishwasher and laundry machines only when full.  Again, repair leaks promptly.
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