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Care Coordination Email template: MCO to HCS/AAA case manager  
 

Subject Line: <Insert MCO NAME> Care Coordination request: <Client initials>  
 

Body of Email: 
 
I am reaching out regarding <Add client name & P1>, who looks to be active with Long-Term 
Care services and enrolled with <Insert MCO name>. 
 
I will be your point of contact for care coordination, please reach out to me at your earliest 
convenience: <Insert contact email address>.   
 
Include details about any specific need you have or information you are lacking to support 
the client. 
 
We would like to identify areas where I can provide support and help with any 
authorizations or services needed to ensure the client is supported in their Long-Term Care 
setting of choice.   
 
Thank you for your partnership and the important work you do. 
 
Thanks, 
 
<Insert name, email and phone information> 
 

 
 

*For Managed Care plans: Escalation if you need additional support for care 

coordination with HCS/AAA case managers: MCSCsupport@dshs.wa.gov 

• Please escalate if you are not getting a response or need assistance. 


