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[bookmark: _Toc225334370]Instructions
[bookmark: _Toc184028956][bookmark: _Toc203988460][bookmark: _Toc225334373]Use this template to discuss unused service hours, address underuse, and document all actions in Oregon ACCESS (OA). Complete the template information if you identify unused service hours (for In-home Care Agency, Agency with Choice, or Homecare Worker) and paste into OA narration. 
Template
Service Underutilization response contact
Date: Select to enter a date.
Individual name: Select to enter text.
Review dates – From: Select to enter a date. To: Select to enter a date.
Hours authorized: Select to enter text. 
Hours used: Select to enter text.
Discussion with individual / representative: Select to enter text.
Reason for underuse: Select to enter text.
Action taken: Select to enter text.
Next steps (if needed): Select to enter text.

Need this document in another format?
You can get this document in other languages, large print, braille or a format you prefer free of charge. Contact ODHS at apd.ltss@odhsoha.oregon.gov or at 503-945-5600 (voice/text). We accept all relay calls. 
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