Who to Contact?
	Call the Lead Line
IF

· You need assistance with a case for someone on the phone

· You need other assistance and the need is immediate

· A client requests to speak with a Lead/Supervisor immediately

· You need a case confirmed because you created the RFA
	Email Capital Leads
HSEACapitalLeads@danecounty.gov
IF

· A client requests to speak with a Lead/Supervisor later or the Lead Line is unavailable 

· A client has a confidential case and needs a call back.
**Please also CC the worker on the case

· An EBD or CC client needs to be contacted by a Spanish or Hmong speaking EBD or CC worker

· You’ve processed changes to a CC case for another county and the CC authorization needs to be reviewed or entered

· A client requests a Face-to- Face appointment

· If you receive a call for a LTC request. The application should be completed by the county in which the PP is residing

**Note: Please make sure to include the client’s county in the subject line of all emails to the leads***
	Email PRT
HSEAprobres@danecounty.gov
IF

· You need policy clarification or assistance with a case that is not immediate

· A case needs to be sent to the DHS PRT for a system error or fix

· You need more information than what DE is showing for Social Security benefits and/or discrepancies







	Email CC Monitoring
HSEACCMonitoringTeam@danecounty.gov
IF

· You need to communicate that you will be off calls for more than 10 minutes

· You are having Genesys or other system issues






**Note: Please make sure to Cc your supervisor in the email***
	Email FSOD Team
HSEAFSODTeam@danecounty.gov
IF

· You were not able to complete all assigned applications

· You are having any FSOD tool issues



	Email Front End Verification
FEVBenefit@danecounty.gov
IF

· You need a case checked for out of state benefits being received
	Email 
HSEACapitalRS@danecounty.gov
IF

· A customer requests that a paper application be mailed to them





**Note: Include the county of residence in the subject line and name, address, and programs they wish to apply for in the body of the email**



