
Candice Broce
Director



CPS SCREENING UNIT
Melloney Claiborne

Melloney.Claiborne@dhs.ga.gov



REQUIRED 
DOCUMENTS
• CPS APPLICATION FOR 

EACH HOUSEHOLD 
MEMBER THAT IS 18 
YEARS OR OLDER

• AGENCY LETTERHEAD

EMAIL ADDRESS:

CPSSCREENING@DHS.GA.
GOV



COMPLETED APPLICATION



REASONS REQUESTS ARE REJECTED

• MISSING AGENCY LETTERHEAD
• DOB ON APPLICATION DIFFERENT FROM GA+SCORE
• SSN ON APPLICATION DIFFERENT FROM GA+SCORE
• HOUSEHOLD MEMBER NOT LISTED IN GA+SCORE
• MISSING APPLICATION FOR HOUSEHOLD MEMBER
• ADDRESSES NOT IN CHRONOLOGICAL ORDER
• ADDRESSES NOT IN MONTH/YEAR FORMAT
• MISSING ADDRESSES/DATES
• MISSING PREVIOUS NAME(S) USED
• NAME(S) ON APPLICATION DIFFERENT FROM GA+SCORE



HOW TO AVOID YOUR REQUEST BEING REJECTED

• REVIEW THE APPLICATION AND GA+SCORE PRIOR TO UPLOADING THE 
DOCUMENTS.

• IF YOU HAVE UNIQUE SITUATIONS WITH AN APPLICANT(S), EMAIL THE 
UNIT FOR CLARIFICATION PRIOR TO UPLOADING THE DOCUMENTS. 

• IF YOU ARE SUBMITTING A REQUEST FOR A NEW HOUSEHOLD MEMBER, 
OR A YOUTH TURNING 18, IF THE FOSTER PARENTS LETTER IS SET TO 
EXPIRE WITHIN 30 DAYS OR LESS, YOU WILL NEED TO UPLOAD AN 
APPLICATION FOR ALL HOUSEHOLD MEMBERS AT THE SAME TIME. 

• SUBMIT YOUR RE-EVALUATIONS 60-90 DAYS BEFORE THEY ARE DUE TO 
AVOID BEING LATE, BECAUSE THE UNIT WILL NOT BE ABLE EXPEDITE 
REQUEST FOR PROVIDERS WAITING UNTIL THE LAST MINUTE TO SUBMIT 
THE REQUEST. 



ANY QUESTIONS?
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