
Utility Assistance 
Application Process

What you need to know.



How do I get an application?

Either:
• Call us at (210) 335-3666 (Monday- Friday, 8am-11:30am)

or
• Mail us a request form or letter to: 

233 N. Pecos, Suite 590, San Antonio, TX 78207
or

• Email us your request to clientservices@bexar.org



What happens if I call?

• A Bexar County employee will ask you for the following information 
required to create an application 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 House



How will I receive my application?

Applications are sent by mail based on funding availability. 

• Your application should arrive by mail within 14 business days. 
• If you do not receive your application within 2 weeks, call us at (210) 335-3666.

• Once your receive your application, you are assigned the CASE ID 
number that is on your application. Please refer to this number if you 
need information on your application status.

• An Application does not guarantee assistance.



I received my application, what’s next?

1. Read the first page of your application, it explains the required documents needed for us 
to 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. Be sure to write your CASE ID # for future reference when calling about your account.

5. List your email address on the application to send you our notices. 

6. Sign all signature pages. 



What do signature pages look like? 



All household members must provide proof of 
U.S. Citizenship or Qualified Alien Status

Most common proofs accepted are: 
• U.S. Birth Certificate 
• U.S. Passport
• Certification of Naturalization, 
• Permanent Resident Card.  



All household members must provide 2 
proofs of identity.

Most common proofs of identity for household 
members over 16 years of age are:
• Unexpired government issued photo ID to 

include a drivers license, identification card, or 
military card. 

Most common proofs of identity for household 
members under 16 years of age are:
• Clinic, doctor, hospital official records, or school 

records.



Examples of acceptable household 
members 16+
• An unexpired government issued photo ID or Driver’s License 

and your valid voter registration card



Examples of acceptable household 
members 16+
• An unexpired government issued photo ID or Driver’s License and your birth 

certificate

• If the information on your citizen document does not match your identity 
information, additional documentation will be requested.



Examples of acceptable household 
members under 16 of age
• All household members must provide citizenship and identity documents. 

For children under the age of 16 that do not have a valid form of ID, official 
clinic, hospital, and school records may be accepted. 
• A birth certificate and a shot record is acceptable



Proof of Income Documents

• Social Security Award Letter   
(must be the current year)
• Veteran Award Letter              

(must be the current year)
• Annuity / Pension Award Letter 

(must be the current year)
• Check Stubs from the last 30 days
• Employment Verification Form   

may be required in some cases



How many check stubs do I need for 
proof of income? 
We’ll need your check stubs from the last 30 days. 

How do you get paid?
• Weekly : Up to 5 check stubs
• Bi-Weekly : Up to 3 check stubs
• Semi-monthly : Up to 2 check stubs
• Monthly : Up to 1 check stub



If you get paid in cash:

• Complete our Declaration 
of Income Statement
• Answer all questions
• Sign and date the form



If you are unemployed:

• Complete our Declaration 
of Income Statement
• Answer all questions
• List why you are not 

working
• Sign and date the form



I have everything I need, what’s next?

• Turn in your application 
• In person, via email, or send it in the mail

• We’re open Monday-Friday 8:30am to 4:00pm at:

Bexar County Economic & Community Development
Direct Client Services
233 N. Pecos, Suite 590, San Antonio TX 78207



If you come in person…

• Grab a ticket and have a seat in the lobby.

• Visitors are served in the order they pick a number.

• Wait time may vary based on peak emergency 
seasons.



If you email your application…

• Email your application and all your supporting documents to:

clientservices@bexar.org

• You will be required to upload our encrypted software before you 
submit your information to keep your identification documents 
safe. 

mailto:clientservices@bexar.org


How to email your application:

• List the subject line as follows:
• CONFIDENTIAL: (Your case ID number) (First Initial) (Last Name) 

APPLICATION
• If your name is John Doe and your case number is 012345, type: 

CONFIDENTIAL: 012345 J Doe Application

• Insert your application and attach supporting documents



How to email your application

• Here’s an example:

• Make sure the attachments are included



How to email your application

• Here’s an example of an email sent to us:



Technical Difficulties

• If you experience problems uploading our software, try hand 
delivering your application or mailing it to us. 

• Make sure you submitted all of your documents. 



Mailing in your application

• Mail in your application with all copies of your supporting 
documents to:

Bexar County Economic & Community Development
Direct Client Services
233 N. Pecos, Suite 590
San Antonio, TX 78207



What if I don’t submit all supporting 
documents?
• Applications send by email or mail without all the necessary 

documents are incomplete.

• Make sure all copies are clear, sharp, and legible.

• applications will receive a letter of denial. 



How long do I have to submit missing 
documents if I’m denied?
• You can submit missing documents within 20 days from the 

denial date via email or in person.

• If you don’t submit all the documents by the 20th day, the 
application process starts again. 

• You have 10 days from denial date to appeal your case if you feel 
a wrong decision was made.



Helpful Tips

• Review your application before you submit it to make sure its 
complete
• Submit your supporting documents at the same time as the 

application.
• Call us Monday-Friday (210) 335-3666 with the Case ID number 

from your application to check your status.
• Check your email or mail for Notices of Eligibility or Denials. 
• Continue to pay and monitor your CPS Energy account to avoid 

disconnection. 


