Tips for getting your disconnection notice approved

· Clearly state what services your company provides in your cover letter.

Example: Our company only services non-residential accounts 

Example: Our company only provides long distance service
· If your company does not charge a fee for disconnection, reconnection, collections or deposits clearly state this in your cover letter.

· If your company does charge a deposit, the language must reference the amount as 2/12 of the customer’s bill.

· While the template uses the term “generic communications,” you should not.  Please insert your company name.

· The template offers two time periods for disconnection.  Please select the one that accurately reflects your company’s hours.

