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Vendor Participation Guide
This is a customizable vendor participation guide template for communities interested in launching a residential indoor water efficient appliance coupon program. Replace all bracketed placeholders with your own community’s information.

[CITY/UTILITY] – Indoor Appliance Coupon Program
Vendor Participation Guide

Quick Steps for Retail Staff
1. [image: Energy Star Logo, symbol, meaning, history, PNG, brand][image: The WaterSense Label | US EPA]Check coupon ID – make sure it looks valid ([CITY/UTILITY]-####).
2. Confirm appliance certification –
· Toilet must be WaterSense certified. 
· Washing machine or dishwasher must be Energy Star certified. 
3. Apply discount at checkout – deduct coupon value ($[AMOUNT] for toilets or $[AMOUNT] for washing machines or $[AMOUNT] for dishwashers).
4. Collect coupon – keep with the sales record.
5. Submit coupon + invoice – send to the [CITY/UTIITY [as purchased / monthly / quarterly] for reimbursement.

Program Overview
The [CITY/UTILITY] provides residents with coupons to upgrade to efficient WaterSense toilets and Energy Star washing machines and dishwashers. 

By participating in the Indoor Appliance Coupon Program, your store will:
· Boost sales of high-efficiency appliances.
· Enhance visibility as a community sustainability partner.
· Offer customers instant savings on trusted brands.

Coupon Values:
· Toilets – $[AMOUNT] off WaterSense certified models
· Washing Machines – $[AMOUNT] off Energy Star certified models
· Dishwashers – $[AMOUNT] off Energy Star certified models

Retailer Responsibilities
· Verify that the coupon has a valid Coupon ID.
· Confirm that the selected appliance is WaterSense or Energy Star certified.
· Apply the coupon discount immediately at checkout.
· Collect redeemed coupons and keep with the sales record.
· Submit redeemed coupons with invoice to the [CITY/UTILITY].

Reimbursement Process
1. Submit invoices and redeemed coupons monthly or quarterly.
2. Include:
· Coupon IDs redeemed
· Customer purchase details (appliance type/model number)
· Total reimbursement requested
3. City reimburses within 30 days of invoice receipt.
4. Mail or email invoices to:
[CITY/UTILITY] 
[Contact Name] | [Email] | [Mailing Address]
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