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ASSISTANCE AUTHORIZATION GUIDELINES

In order to receive assistance from DOER in setting up your entity’s municipal accounts in MassEnergyInsight, the appropriate municipal or entity official must sign an authorization letter.
The appropriate official is:

· For municipal personnel, including staff from public facilities departments, public works departments, water and sewer departments, the municipality is the authorizing entity. 

· For school department personnel, the authorizing entity is the school department, except in the case where all public facilities are centrally managed. 

· For autonomous entities (not part of any city or town and has separate governing board), including regional school districts, water districts and wastewater districts, the authorizing entity is the Executive Officer or Manager. 

Letter Requirements
· Please submit the assistance authorization letter on your official municipal / school / water/wastewater district letterhead to Allen.Camara@state.ma.us in pdf electronic format as an email attachment. 

· The user assistance letter must be signed by the chief elected or appointed official having the authority to designate users of this system (e.g. Town Manager, Mayor, School Superintendent, Chair of Board of Selectmen, or Executive Officer or Manager of a Water or Wastewater District). 
· The user assistance letter must state the following:
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OFFICIAL LETTERHEAD


Date





Re: Assistance Authorization - MassEnergyInsight








I, ____________________________________, as the chief elected/appointed official for the Town/City/ School  Department/Water/Wastewater Treatment District of _______________________ hereby authorize DOER to assist the Town/City/ School  Department/Water/Wastewater Treatment District of _______________________ in setting up its accounts in MassEnergyInsight.








Signature





Title
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