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POLICY BULLETIN #23-45-OPE  
 
 

PRE-RELEASE CASH ASSISTANCE APPLICATION FILING AND PROCESSING 
 

Date: 
August 9, 2023 

 

Subtopic(s): 
Cash Assistance 

 Purpose 
  
 The purpose of this policy bulletin is to provide instructions to the FIA 

Special Project Center and Benefits Access Center (BAC) staff for 
application filing and processing of Cash Assistance (CA) 
applications received from incarcerated individuals scheduled for 
discharge from the New York State Department of Corrections and 
Community Supervision (NYS DOCCS). This policy bulletin is 
informational for all other staff. 

  
 Note: The process described in this procedure does not apply to 

applicants who are Brad H. class members. 
  
 Background 
  
 Under an approved federal waiver, incarcerated individuals who are 

scheduled for release in less than 60 days and who do not plan to 
return to an existing Supplemental Nutrition Assistance Program 
(SNAP) household that they would become part of, would be 
encouraged to file an application for CA/SNAP. NYS DOCCS 
discharge planning staff will meet with these individuals to evaluate 
how they will support themselves upon release, where the person 
would live, and connect that individual to available public benefits 
and services.   

  
 For those individuals who plan on residing in New York City and 

indicate a need for CA/SNAP benefits, NYS DOCCS or Community 
Based Organization (CBO) staff will assist the individual in submitting 
a combined CA/SNAP application. The processing of these 
applications would be pended, for up to 60 days, from the date the 
incarcerated individual is released. This release date would be set as 
the SNAP application filing date, establishing the first date when 
SNAP benefits can be issued from. Combined CA/SNAP applications 
will be completed on paper and then submitted either through mail, 
fax, or e-fax (RightFax). 
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 These applicants will have the option to have a pre-release CA 
eligibility interview by telephone while still in NYS DOCCS custody, a 
post-release on-demand telephone CA interview, or a post-release  
face-to-face eligibility interview at a Benefits Access Center.   

  
 Required Action 
  
 NYS DOCCS or CBO staff will submit the completed paper CA 

application, along with the NYC DSS/HRA and NYS DOCCS  
Pre-Release Cash Assistance Program (CA) Application Cover 
Sheet (DSS-42) to the FIA Special Project Center.  

  
 The FIA Special Project Center will review the DSS-42 and the CA 

application and then register the application in the Paperless Office 
System (POS). To accommodate this process, the POS intake 
screens have been designed to capture the expected date of 
discharge which will be used as the authorization date if the case is 
either activated for recurring assistance or placed in single issue 
status. This date will also be stored in the POS comments area. FIA 
Special Project Center staff will then screen the application for 
expedited SNAP processing eligibility, using the information on the 
application.    

  
 Pre-Release Interview 
  
 If the applicant has chosen to have a pre-release interview, the FIA 

Special Project Center will contact the NYS DOCSS or CBO staff 
indicated on the DSS-42 and schedule the telephone interview for a 
time when the applicant will be available while meeting with the NYS 
DOCSS or CBO staff who will assist in facilitating the pre-release 
interview.  

  
 If based on the information on the CA/SNAP application and 

information obtained during the eligibility interview, the individual is 
determined eligible for SNAP benefits, FIA Special Project Center 
staff will issue the benefits, using the expected date of discharge as 
the start date of the benefits, and open the SNAP portion of the 
CA/SNAP case using SNAP opening code Y17 (Meets eligibility 
requirements - Application Filed While in Jail/Prison) with the date of 
discharge as the authorization date.  

  
 If the individual is also determined eligible for CA, issue those 

benefits starting on the date of compliance.  
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 If it is determined during the interview that the individual needs to be 
included in a currently active CA/SNAP case, then the registered 
application will need to be denied and then be added to the active 
CA/SNAP case in AP (applying) status for both CA and SNAP. 

  
 Post-Release Telephone Interview 
  
 If the DSS-42 indicates a post release telephone interview is 

selected, FIA Special Project Center staff will mail the Interview 
Required for Your Cash Assistance Application (FIA-1204) with the 
Eligibility Factors and Suggested Documentation Guide (W-119D).   

  
 Post-Release In-Person Interview 
  
 In instances where the DSS-42 indicates a post-release in-person 

interview is selected, FIA Special Project Center staff will register the 
application and schedule an in-person interview within seven days of 
the scheduled release date.  

  
 FIA Special Project Center staff must screen for expedited SNAP 

eligibility and annotate Part Four of the Supplemental Nutrition 
Assistance Program (SNAP) Application Expedited processing 
Summary Sheet (LDSS-39838 NYC) indicating that this is a  
pre-release submission and an in-person interview was requested. 

  
 Failure to Keep the Interview 
  
 Applicants who requested a post release interview will not have their 

application denied until 60 days after the application file date for 
failing to be interviewed.   

  
 Effective Immediately 
  
 Related Items: 
  
 PB #23-44-OPE Pre-Release SNAP Application Filing and 

Processing 
 PD #14-13-ELI Expedited SNAP Processing Rules 
 PD #06-03-ELI  Mental Health Outreach at Correctional Facilities 

(Brad H. Procedure) 
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Attachments: 
 DSS-42 NYC DSS/HRA and NYS DoCCS  

Pre-Release Cash Assistance Program (CA) 
Application Cover Sheet (08/07/2023) 

FIA-1204 Interview Required for Your Cash Assistance 
Application (02/22/2023) 

 W-119D Eligibility Factors and Suggested Documentation 
Guide (Rev. 11/28/2012)  

   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   

 



 

DSS-42 (E) 08/07/2023 (page 1 of 2) 

 
NYC DSS/HRA and NYS DoCCS PRE-RELEASE 

CASH ASSISTANCE PROGRAM (CA) 
APPLICATION COVER SHEET 

 

TO: FIA Special Project Center  FROM:  

FAX: 917-639-2534  # OF PAGES:  

 CAInterviewsupport@hra.nyc.gov    
 EMAIL    

 929-252-5770    
 PHONE NUMBER FOR PRE-RELEASE INTERVIEW   

Upon electronic submission (email or fax) of this Cover Sheet and Cash Assistance (CA) application, 
please contact the DoCCS CA App Liaison at (CAInterviewsupport@hra.nyc.gov) to:  

(1) confirm receipt of this CA application;  

(2) coordinate submission of any needed verifying documentation; and,  

(3) schedule a pre-release telephone interview (if this option is selected). 

Note: should the applicant’s Expected Discharge Date be delayed, please notify your DoCCS CA App Liaison 
immediately, and no later than two (2) business days before the Expected Discharge Date. 
 
Additional Notes/Comments 
 

 
(Turn page) 

  

Date of Submission  
  

Applicant Name  
  

DoCCS Site Name  
  

Expected Date of Discharge  
  
Interview Option Selected:  

   Pre-Release Telephone Interview 

   Post-Release Telephone Interview 

   Post-Release In-Person Interview 
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NYC DSS/HRA and NYS DoCCS PRE-RELEASE 

CASH ASSISTANCE PROGRAM (CA) 
APPLICATION COVER SHEET (continued) 

 

Instructions for NYS DoCCS staff assisting Clients with CA Applications 

Thank you for assisting our mutual clients apply for CA benefits prior to discharge to ensure that they have the 
necessary benefits to purchase food and other necessities upon discharge. This brief “cheat-sheet” will help guide 
you through the process to connecting these individuals to the CA Program. 

1. Familiarize yourself with the CA program: Understand the CA program and promote and publicize this 
public benefit to your clients who have over 60 days prior to discharge. 

2. Discuss and answer CA program questions for individuals with 30-60 days prior to discharge, and 
begin preparing CA applications for this group. 

3. For individuals anticipating discharge in around 30 days, please work to submit a CA application 
and accompanying Cover Letter by email to CAInterviewsupport@hra.nyc.gov. 

(i) Communicate with your CA DoCCS liaison to confirm receipt; discuss what verifying documentation 
the applicant needs to submit, and schedule a date and time to conduct the telephone interview. 

4. Submit needed verifying documentation to support CA application. 

(i) Work with your CA DoCCS liaison to submit the documents required to process the CA Application. 

5. Conduct CA telephone interview at pre-arranged date and time: make the applicant available to 
speak with an HRA staff member on the submitted application – it should take around 30 minutes. 

6. Receive and forward a Notice of Determination of Eligibility to client once HRA makes its 
determination on the application. We will email you a PDF of the Notice. 

7. If Client is Eligible, please work with the DoCCS CA Liaison to ensure that CA benefits can be loaded 
onto a “Vault” EBT (temporary NYS Common Benefit Identity Card) that can be given to the applicant 
after discharge at any CA center. 

8. If Actual Discharge Date is later than Expected Discharge Date, please notify your DoCCS CA Liaison 
immediately; HRA will need to adjust the CA benefits loaded onto the Vault card if the discharge date is 
delayed. 

 

Questions and/or concerns – speak to your DoCCS CA Liaison! 



Note: Our offices are closed on Saturdays, Sundays, and legal holidays. 

(Please ignore this notice if you already completed your interview!)



You do not need to return this form.



Help For People With Disabilities 












