
Does the client 
have an open 

case?
 (any program)

Is the case in your 
branch?

Process 
application and 

determine 
eligibility

Has the case 
expired in the last 

6 months?

Did the case 
expire in your 

branch?

Process 
application and 

determine 
eligibility

Has another 
branch requested 
the application?

Transfer 
application to 

requesting branch

Process 
application and 

transfer to 
appropriate 

branch. E-mail the 
receiving branch.

Process 
application and  

determine 
eligibility

Yes No

Yes No

Transfer to appropriate 
branch. If issuance of 

expedited benefits is an 
issue, contact worker

Yes No

Yes No

Yes No

If the client is in your lobby and the app is in 
another branch -contact the office to transfer. If 

the case should be carried by the other 
branch, determine eligibility and then transfer.

New 
Application 

in CAPI 
queue

Look up applicant 
in ACCESS and 

Mainframe

Is there a reason 
why the case 

should be 
transferred to your 

branch?

Request case 
transfer from current 
branch and process 

application

Yes

No
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