EMAIL REQUEST PROCEDURES

Revised 02/2025

To ensure timely and accurate results, please use the applicable distribution list regarding any email requests.
Detailed information for each distribution list is outlined below.
MAIL and FAX Requests
TO: HSEAPrintCopyFaxMail@danecounty.gov
SUBJECT: “Mail” or “Fax”
BODY: should include, any or all of the applicable:
· Client Name & Case Number
· Detailed description of documents to be mailed or faxed
· Complete address or fax number
· Type of return envelope, if applicable
SCANNING Requests
TO: hseaprocessed@danecounty.gov SUBJECT: “ScanFirst”, “ProcFirst”, or “Rush” BODY: should include ALL of the following:
· Case Number & PP Name
· Date that should be used for each document
· Code for each batch
· Name of household member (if applicable and different from PP) (PIN/SSN Specific or “N” before code on document code list)
HOUSING Requests
TO: hseahousing@danecounty.gov
NOTES
· Include attachments or links for all documents. Copying and pasting documents to the body of the email does not work.
· Do not attach any type of picture files. Only submit Word (.doc or .docx) or .pdf files.
· If specific screens from CWW are needed, take a screen shot and paste into a Word document, then send as an attachment. If documents are needed from ECF,
also send as an attachment.
· Email each respective distribution list with any questions.

--If you need documents mailed or faxed AND scanned, email both lists with instructions--
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