
ONE Notices Guide
Helping partners navigate ONE System Notices

Medical Passive Renewal Request for Information

For individuals with disabilities or individuals who speak a language other than 
English, OHA can provide information in alternate formats such as translations, 

large print, or braille. Contact 503-945-5488 (all relay calls accepted) 
or feedback@odhsoha.oregon.gov.
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Understanding ONE System Notice Guides

ONE System Notice Guides provide clear and simple overviews of ONE Eligibility Notices. Each guide outlines the general sections and 
content of different types of notices and includes the elements highlighted in the picture below. Partners can use these guides to help people 
receiving benefits understand what to expect and how to navigate their unique renewal process.

Detailed page notes

Paragraphs to the right of the notice 
image highlight specific elements or 
sections of each page.  

Information specific to people

Single (< >) and double brackets
(<< >>) throughout indicate areas 
that include people’s unique 
information, like their name, address, 
Case ID number, and actions they 
need to take.

Title and page summary

Descriptions to the left of the notice 
image summarize the information 
included on each page.  
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Introduction to the Medical Passive Renewal Request for 
Information Notice

Overview: ONE Eligibility Notices
ONE Eligibility Notices are letters people receive in the mail about their medical 
benefits and include information such as their monthly benefit amount, start and 
end dates, and any actions they may need to take to maintain their eligibility. 
Notices will vary based on people’s eligibility status and the types of benefits they 
receive.

In this guide: Medical Passive Renewal Request for Information (RFI) Notice
People may receive a Medical Passive Renewal Request for Information Notice if 
they need to take action to make sure they qualify for benefits, like complete an 
interview or provide additional information. This type of notice will include a list of 
what people need to do, by when, and where they can go for help. 
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Cover Page: 
Medical 
Passive 
Renewal 
RFI Notice
(1 of 2)

The cover page summarizes 
people’s current benefit status 
and outlines any actions they 
need to take.

The QR code in the upper left corner is for the 
state to track returned mail.

Areas marked in double brackets << >> will 
vary based on people’s household 
information (e.g., name, address, Case ID 
number) and what they need to do.

Each notice has a “call to action” box that
shows the purpose of the notice. The text in 
the box will vary based on the person’s 
situation and what the state needs from 
them. 

The “What You Need To Do” section 
provides an overview of what people need 
to do and by when. It may also direct 
people to other parts of the notice to find 
information they need. This text will 
vary based on the type of notice.

The body of the cover page repeats 
information people need to provide or actions 
to take, by when, and what will happen if they 
do not respond. Depending on the situation, 
people may need to schedule an interview, 
provide proof and/or provide more 
information. This section also includes where 
people can go for help understanding the 
notice.

Hello <<Case Name>>,

<It’s time to renew your medical benefits for your household members. We need 
<<an interview>> <<proof>><<more information>><<proof and more information>> to 
renew medical benefits.

You also need to check the Household Medical Case Summary we sent with this letter. 
The Case Summary shows the information we have on your case. You need to check 
the information on the summary and tell us if anything has changed. If it is right, you do 
not need to do anything else with the Case Summary.

We need <<an interview>><<proof>><<more information>><<proof and more 
information>> and to be told about any changes to your Case Summary by 
<<DueDate>>. You can follow the steps shown in ‘Take Action’ section of this letter. If 
you do not respond, your benefits will end. We will send you another letter if your 
benefits end.>



5

Cover Page: 
Medical 
Passive 
Renewal 
RFI Notice
(2 of 2)

The cover page summarizes 
people’s current benefit status 
and outlines any actions they 
need to take.

The body of the cover page repeats 
information people need to provide or 
actions to take, by when, and what will 
happen if they do not respond. Depending 
on the situation, people may need to 
schedule an interview, provide proof and/or 
provide more information. This section also 
includes where people can go for help 
understanding the notice.

Each notice includes how to request the 
notice in other formats, like other 
languages, large print, or braille.

<We were able to renew medical benefits for some people on your case.
You will receive a separate notice showing you what decisions we made. That 
notice also includes a Household Medical Case Summary. The Case Summary 
shows the information we have on your case. You need to check the information 
on the summary and tell us if anything has changed. If nothing has changed, you 
do not need to do anything else with the Case Summary.

We need <<an interview>><<proof>><<more information>><<proof and 
more information>> and to be told about any changes to your Case 
Summary by <<Due Date>>. You can follow the steps shown in ‘Take Action’ 
section of this letter. If you do not respond, your benefits will end. We will send 
you another letter if your benefits end.>

We are here if you need help understanding this process and what it means for 
you. Call ONE Customer Service Center <<ONECUSTSERVICE>> if you need 
more information or need to reapply for benefits. <Your community partner can 
also help answer your questions.><A Community Partner can also help answer 
your questions. If you do not have a Community Partner and would like one, you 
can find one here <CP site>.>

Get this notice in other formats
Call ONE Customer Service Center to get this letter in other languages, large print, braille, or a 
format you prefer.You can also ask for an interpreter.This help is free.We also accept relay calls.
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Take Action: 
Interview

The “Take Action” section lists 
what actions people need to take 
for specific benefits and by when. 
This page covers information 
related to completing an interview.

The “Take Action” section includes a 
toolbar so people can see all actions they 
need to complete and where they are in the 
process. In this example, the person needs to 
complete an interview and provide proof and 
more information to make sure they qualify for 
benefits.

People can see which individuals in the 
household require an interview and when the 
interview must be completed.

Notices include the phone number and 
address of the ODHS office nearest the 
person.
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Take Action: 
Proof Needed

The “Action Needed—Proof We 
Need” page is a potential element 
of the “Take Action” section.
This page covers information 
related to providing proof.

The toolbar is available throughout the 
“Take Action” section so people can 
easily see where they are in the process.

The “Proof We Need” section explains 
the purpose of the checklist that follows, 
what people need to do, and where to go 
for help.

People can quickly scan the table to see 
which individuals in the household need to 
provide which types of proof for which 
benefits, and by when.
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Take Action: 
Examples of 
Proof

The “Action Needed—Examples 
of Proof” page is a potential 
element of the “Take Action” 
section.

This page shows the types of 
documents people can send as 
proof.

If proof is needed, the notice will include 
examples of the types of documents people 
can send as proof they can provide for 
benefit renewal.
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Take Action: 
Information 
Needed

The “Action Needed—Information 
We Need” page is a potential 
element of the “Take Action” 
section.

This page covers information 
related to the types of questions 
people need to answer.

The “Information We Need” section 
explains the purpose of the checklist that 
follows, what people need to do, and how to 
send their information. 

People can quickly scan the table to see 
which individuals in the household need to 
provide information for which benefits, and 
by when.
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Take Action: 
Review and 
Complete

The “Review your Household 
Medical Case Summary” and 
“Ways to Complete” page is an  
element of the “Take Action” 
section.

This page asks people to check 
and report changes (if applicable) 
to their Household Medical Case 
Summary and shows the ways 
people can send proof and/or 
information.

In this final step of the “Take Action” 
section, people can see how to complete 
their part of the renewal process. 

People receive their Household Medical 
Case Summary with their notice and can 
check and report changes to their 
information if applicable.

Notices remind people to include their cover 
sheet and Case ID number when providing 
information. 

People can see all the ways they can send 
their information, which includes online 
through their ONE Applicant Portal Account, 
by phone, fax, or mail, or in-person at their 
local office.
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Resources
(1 of 2)

All notices include a section of 
resources to help people with 
their medical benefits and other 
needs.

This section reminds people to contact the 
ONE Customer Services Center if they 
need help related to their medical benefits. 
People with Long-Term Care (LTC) will 
also see the contact information for their 
specific Case Manager.

People can contact the Client Services 
Unit for specific needs, including changes 
to their Coordinated Care Organization 
(CCO) enrollment and what to do if they 
receive a bill and are not in a CCO.

Many people in Oregon may work 
with Community Partners (CPs) to manage 
their benefits and will contact CPs for help. 
This section provides CP contact 
information for the person if known.

If the person has a CCO, this section will 
include the CCO’s contact information or 
show people where they can go to learn 
more and choose one.

People who are not in a CCO have 
alternative resources listed for assistance. 
For some notices, this section may also 
include a 24-hour nurse advice line.
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Resources
(2 of 2)

All notices include a section of 
resources to help people with 
their medical benefits and other 
needs.

This section lists resources that can help 
people with urgent needs not related to their 
benefits.

Notices include a QR code that people can 
use to manage their benefits online through 
their Applicant Portal.

Notices mailed after June 2023 will include 
a QR code that people can use to download 
and manage their benefits through the 
Oregon ONE Mobile app.
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Your Rights

This page informs people of their 
rights in the benefit process and 
includes how they can get legal 
help as well as learn more about 
enrollment in Coordinated Care 
Organizations (CCOs).

Part of this page covers ODHS and OHA’s 
non-discrimination policy and how to get 
more information. People have the right to 
file a civil rights complaint online, by email, 
or by phone.

Part of this page includes information 
about Coordinated Care Organizations 
(CCOs), including how people can enroll, 
change CCO plans, or not use one for 
various reasons. For example, American 
Indians and Alaska Natives do not have to 
be part of a CCO plan because they can 
get care through their tribal clinic or an 
Indian Health Service (IHS facility).
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Household 
Medical Case 
Summary
(1 of 3)

The Household Medical Case 
Summary is a separate section  
included with the notice. It shows 
the eligibility information for each 
household that the state currently 
has on record. 

A Household Medical Case Summary 
shows the eligibility information for 
everyone in the household and is used by 
the state to make decisions about medical 
benefit eligibility.

People can quickly scan the tables in 
their summaries to check the accuracy of 
their household information and report 
any changes.
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Household 
Medical Case 
Summary
(2 of 3)

The Household Medical Case 
Summary is a separate section  
included with the notice. It shows the 
eligibility information for each 
household that the state currently 
has on record. 

People can quickly scan the tables 
in their summaries to check the 
accuracy of their household information 
and report any changes.
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Household 
Medical Case 
Summary
(3 of 3)

The Household Medical Case 
Summary is a separate section  
included with the notice. It shows the 
eligibility information for each 
household that the state currently 
has on record. 

People can quickly scan the tables in their 
summaries to check the accuracy of their 
household information and report any 
changes. 
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Sample 
Redacted 
Notice: 
Medical 
Passive 
Renewal RFI

The following pages show a 
sample redacted notice of a 
Medical Passive Renewal RFI. 
This example covers a scenario in 
which a person needs to have an 
interview and review and report 
changes to their Household 
Medical Case Summary to make 
sure they qualify for benefits.
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