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CDP Permitting Instructions 

 
For your permit to be eligible for the Contractor Disconnect program it must fit into one of these 

categories: 

Residential Overhead 

1. upgrade and reconnect electric service (using AE approved splices). Line side conductor must 

not need to be altered/changed out. 

2. install transfer switches 

3. main panel change out 

4. replace load side conductors 

A limited number of upgrades where the meter can/riser will need to be changed out will be eligible. 

The Spotter will identify those that qualify upon their field visit. 

 
Residential Underground 

1. install transfer switches 

2. main panel change out 

3. replace load side conductors in the meter can 

If the meter can will need to be replaced the project will not meet requirements for this program. 

 

Steps for pulling a permit for the Contractor Disconnect Program 

 
Selecting the correct type of permit 

After you log in to your account on the Citizen portal: You 

will select “Apply for Permits/Cases” 

 



October 2026 Contractor Disconnect Permitting Instructions Version 2.0 

 

 

P
ag

e2
 

From the list available you will select the type of permit you will need: Repair or Upgrade. 
 

 

 

Entering the Permit Description 

On step 3 of the permitting process, you will input Request to Disconnect at the top of your description 

and scope of work. Give as much detail as possible about what you are doing so there is no question in 

the Spotter’s mind about what is happening. Write a book if you need to. 
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Permitting Description 
 

• When applying for a CDP permit make sure the work description states – Request to Disconnect ‐ 
This should be done exactly as shown with no additional symbols or words mixed in due to our 
Bookings website extracting the permits based on these criteria. 

 

• Any permits with changes to the main panel or addition of a transfer switch shall include the 
following on the permit description 
o Existing meter can size 
o Main disconnect size – new disconnect size for panel upgrades or change outs, or 

existing disconnect size for transfer switch installs on existing panels 
o Transfer switch size (The transfer switch cannot exceed the allowed ampacity of the 

main panel or meter enclosure.) 
o Example Permit Description – Request to disconnect new 200 amp automatic transfer switch 

installation on existing 200 amp panel, no new meter can required. 
 

 

Application Details 

On the page with step 6 fill in ALL the fields you see below, with your project information. 

Below is an example of how you fill out the permit IF you are working on the revenue service/meter. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
If you are not performing work on the revenue service/meter then choose “No Meter 

Can Required” in the Electrical Meter Provider section. 
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1 

2 

 

If you are NOT performing work on the revenue service/meter do not enter load 

information. 
 

Uploading your ESPA 

Only upload your APPROVED ESPA form if you are performing work on the revenue 

service/meter. 
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Submitting for Permit Review/Approval 
 

 

 
Permitting process 

• Once your permit has been submitted it will go into “Queue” awaiting personnel 

with the Permitting Dept. to review the information. 

• Once permitting has reviewed and approved the permit it will go into “Pending” 

status and await any payment that has been added. 

• Once payment has been made the permit will go into “Active” status and will be 

released to the Spot Dept. to field check/verify if this project can proceed through the 

Contractor Disconnect program. * For permits without an ESPA or load information (No 

Service Replacement) the Spot Dept will not receive a load card for the permit. This will 

require an email request sent to aeelectricspots@austinenergy.com to request the spot 

location performed for the CDP job. * 

• You will need to check your “Spot Location comments” on your permit in the portal 

to verify status. 

mailto:aeelectricspots@austinenergy.com
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Verifying Spot status 

You will find the permit under my Permits/Cases, select Detail to open the permit options. 

Next, select “Permit Work Flow” and scroll down to “Spot Location”, click on Spot Location and 

the comments will populate below in the Process Details section.  

 

 
 

 

 

Under the “Permit Work Flow” you will find your Spot Location comments as well as the Spotters 

contact info.  
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Verifying Schedule date 

In order to verify the date of your CDP outage you will need to login to your Bookings account 

and either filter by permit number, address, or date of work.  
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Amending an existing permit 

 

If you have an existing permit and you choose to amend the permit to perform the outage 

through the CDP, you will be charged a Field Ops Consult fee of $185 for the Spotter to re-

process the permit and to perform the field visit. 

 

To amend your permit please visit the webpage below: 

https://www.austintexas.gov/page/modify-permit  

 

Be sure to add the comment Request to Disconnect to the beginning of the work description of 

the permit and then send an email to aeelectricspots@austinenergy.com to let the Spot team 

know you have changed your permit to get it into the program. Include the address and the 

permit number with your email. 

 
 
 

Jobs not allowed under the CDP 
 

• Commercial services 
• Houses under remodel 
• Unoccupied Houses 
• Services fed from a meter pack 
• Socket mounted transfer switches 
• Underground service rebuilds replacing the meter can 

 
 
For all Questions related to the CDP, please email aedisconnectprogram@austinenergy.com  
 
For AE Spot Department, please email aeelectricspots@austinenergy.com  
 
 

https://www.austintexas.gov/page/modify-permit
mailto:aeelectricspots@austinenergy.com
mailto:aedisconnectprogram@austinenergy.com
mailto:aeelectricspots@austinenergy.com



