
Bexar County Department of  
Economic and Community Development 

Direct Client Services 

The Application Process:  What you need to know . . . 



You may do ONE of the following: 

 Call us at (210) 335-3666

 Mail us a request form or letter to

233 N. Pecos, Suite 590

San Antonio, TX 78207

 Email us your request to clientservices@bexar.org

How do I start the process of getting 

an application? 



The following information will be asked of you  

and required to create an application just for you: 

 Your Name

 Date of Birth

 Social Security Number

 Address, City and Zip Code

 Utility Bill Account Number

 Telephone Number

 Email Address

 U.S. Citizenship

 Estimated Amount of Income

 Number of People in Your Home

What happens if I decide to call? 



Applications are sent by mail based on funding availability. 

 Be prepared to wait 7-10 business days to receive your application by

mail.

 If you do not receive your application within this time frame,

call us at (210) 335-3666.

In the upper right hand corner of your application is a CASE ID Number. 

Please refer to this number if you need information on the status of your 

application. 

An application does not guarantee assistance. 

How will I get my application? 



1. Read the first page of your application, it explains the
DOCUMENTS you will need so that we can accept your
application 

2. Answer all the questions on your application

3. Be sure to include two (2) telephone numbers so we can 
contact you in case we have questions

4. List your email address on the application for us to 
send you our Notices

5. Sign all Signature pages 

I received my application, what’s next? 



 SIGNS


2/9/2018 Bexar County Department of Economic and Community Development, Direct Client Services 

What do signature pages look like? 



What documents are needed for U.S. 
Citizenship? 

Types of US Citizenship Documentation accepted:  

VALID U.S. Passport and/or Certification of Naturalization 



We require two (2) documents as forms of Identification: 

 A valid Government issued ID or Driver’s License, that is not expired
with your Birth Certificate

OR 

I am a U.S. Citizen, but I don’t have a 

Passport 



A valid Government issued ID or Driver’s License, that is not expired 

with your Voter Registration Card 



I am a U.S. Citizen, but I don’t have a 

Passport 



 An expired Identification card or Driver’s License

cannot be accepted . . . You will need to renew this document. 

What happens if my ID has expired? 



You will need to submit a valid copy of your Permanent 
Resident Card.  An expired card cannot be accepted. 

What if I am not a U.S. Citizen? 



 If denied enrollment/benefits because SAVE cannot 
verify your U.S. Citizenship status then you will need 
to visit website: USCIS.gov/SAVE
https://www.uscis.gov/sites/default/files/SAVE/Publica 
tions/Records-Fast-Facts-for-Benefi-Applicants.pdf

 Go to this website and select “Records Fast Facts for 
Benefit Applicants” and follow the instructions on 
how to update your U.S. Citizenship record. 

What if SAVE cannot verify my U.S. 
Citizenship status (PRWORA Act)? 
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How do I verify my immigration 
status with the SAVE Program? 



What documents are needed for 

Proof of Income? 

Social Security Award Letter 

Must be for Current Year 

Bank statements 

are never  

accepted. 



What documents are needed for 

Proof of Income? 

Veteran Award Letter 

  Must be for the Current Year 

Bank statements 

are never accepted. 



What documents are needed for 

Proof of Income? 

Annuity / Pension Award Letter 
Bank Statement are never accepted. 



What documents are needed for 

Proof of Income? 

Check Stubs 
Bank Statements are never accepted. 



How do you get paid? 

 Weekly We need up to 5 check stubs 

 Bi-weekly We need up to 3 check stubs 

 Semi-monthly We need up to 2 check stubs 

 Monthly We need up to 1 check stub 

Check stubs submitted are for the 30 day period from 
the date you sign your application. 

How many check stubs 

do I need? 



 If you receive cash from your
employer or if you work odd
jobs or if you are self-employed, 
you will need to complete our 
Declaration of Income Statement. 

 Answer all questions on form.

 Sign and Date the form.

I get paid in cash . . . 



 Child Support:  Declaration of Income Letter

 TANF:  HHSC Letter

What other documents are needed 
for proof of income? 



 If you haven’t received any
income for the past 3o days,
you will need to complete our
Declaration of Income
Statement

 Answer all questions

 List why you are not working

 If you lost your job give date of
final check.

 Sign and Date the form

I’m unemployed, so I don’t have any 
income . . .  



There are three (3) ways you can turn in your 

completed application with your supporting 

documents . . .  

I have everything I need, 
what’s next? 



 Hand deliver your application to our office with your

supporting documents.

Monday through Friday 

8:30 a.m. to 4:00 p.m. 

1. Hand deliver your application



What do I need to be aware of when 

I walk into your office? 

If you are hand delivering your application to 

our office, you will be asked to pull a ticket 

and have a seat.  If you bring a visitor, they 

may be asked to wait downstairs.   

We work on a first come, first served basis 

and we’ll do everything we can to see you as 

quickly as possible. 

Please be prepared to wait about 1 hour. 



 Email your application along with all your

supporting documents to:

clientservices@bexar.org 

 Your will need to upload our encrypted software

before you submit your information to us

2. Email your application



 Please list on your Subject line:  CONFIDENTIAL:

 Enter your Case ID Number found on your application

 Enter your First Initial and Last Name

 Type Application after your Last Name

 Insert your Application (Attached)

How to email your application 



 Here’s a sample of how it should look:

 Your email should show there is an attachment

How to email your application 



 Here’s a sample of an email being sent to us:

How to email your application 



 If you experience problems uploading our software,
then we recommend you hand deliver your
application with documents to us

 Make sure you submitted everything to us

 Check on the status of your application after

7 business days

Emailing your application 



 Mail in your application along with all copies of your

supporting documents to:

Bexar County Economic and Community Development 

Direct Client Services 

233 N. Pecos, Suite 590 

San Antonio, TX 78207 

3. Mail in your application



 If you turn in your application WITHOUT ALL your 

necessary documents it will 

be considered incomplete. 

 applications are denied. 

Why is it important to turn in my application 

with all supporting documents? 



 Review your application for completion

 Submit your supporting documents so that we can
process your application

 Incomplete applications will be denied

 Refer to your Case ID number on your application when
calling us to check your status

 You may call us Monday through Friday at (210) 335-3666

 You will receive a Notice from by regular mail or by email.

Summary 



 My spouse/room mate moved out last week, do I have to include them in my

application?

Answer: Yes, they contributed to using the electric and/or natural gas in the home.  You will 

need to add them to your application and tell us the amount of income they received within 

the past 30 days and when they left your home on the Declaration of Income Statement.   

 My utility bill is under someone else’s name.  Can I still apply?

Answer: Yes, if that person is a member of your household.  If that person is not a member

of the household then the applicant must be listed as a secondary account holder and

responsible for payment on the account.

 I cannot provide proof of my U.S. Citizenship, can I still apply?

Answer: Yes, you can apply, however, if proof is not submitted, we will have to deny your

case.  Proof of U.S. Citizenship status is a federal requirement, without this verification, we

cannot release funding.

FREQUENTLY ASKED QUESTIONS 



 Do I have to submit all new paperwork even though I was in the system last

year?

Answer: Yes. Our funding source requires a new application and submission of 

documentation each year. 

 How will I know I received help?

Answer: Once your application has been reviewed and you are determined eligible, you will

receive a ‘NOTICE OF ELIGIBILITY’ letter.  This letter will outline the program you are

eligible for and the amount(s) of assistance you qualified for.

 Is Bexar County going to pay my full bill?

Answer: We are limited to only paying a households’ electric and/or natural gas charges. Any

remaining balance, once our pledge has gone through, will be your responsibility.

FREQUENTLY ASKED QUESTIONS 



 How do I proceed once my application is turned in?

Answer: You may call our main line at (210) 335-3666 to check the status. You may also

contact CPS Energy to request an extension on your account. 

 What if my services are scheduled for disconnection?

Answer: Please contact CPS Energy for arrangements or contact United Way at 211 to seek

assistance during our processing period.

How long will it take for you to work on my application? 

Answer: Please allow us, at least, a 2 week time frame to process your application. Your 

application must go through certification process. 

FREQUENTLY ASKED QUESTIONS 



 Why was my application Denied?

Answer: You will receive a letter explaining why your application was DENIED.

 I was denied, but I still need help, can I reapply?

Answer:  You have 20 days from the date of your Notice of Denial to submit your missing

documents to Bexar County. Your case will be closed after this period.  If the case is closed

you can reapply but you will need to start the process all over again by requesting a second

application.

 If Bexar County cannot help me, what are my options for getting my bill

paid?

Answer:  You can all United Way at 2-1-1 for a listing of agencies that may be able to help

and/or call CPS Energy at (210) 353-2222 to make arrangements on your account.

FREQUENTLY ASKED QUESTIONS 




