RE: Office TEAM Representatives

Purpose

Since there has been substantial staff turnover, and in an ongoing effort to streamline process and improve operations, this memo is designed to provide some basic guidance (including a few updates) to a few issues relating to using TEAM at HQ.

< this entire part needs to be DESIGNED and enforced!!! There is no process that I am aware of at HQ for this except “call Jacquie”>
1. Requesting Access for TEAM users

a. New Staff

b. New Contractors

c. New Recipients

2. Requesting New Recipients to be added to TEAM

3. Getting assistance using TEAM

a. User Training

b. Project-Specific Assistance

c. Technical Problems

4. Data Requests

Guidance

Requesting Access for TEAM users 

For each new user, please go to FTANet/Electronic Forms, TEAM Forms, TEAM Access Request. This form needs to be filled out and returned for all HQ requests for users being added to and removed from TEAM.

<form needs edits to include who gets the form, changes to send it to the help desk , and needs to have instructions.>

New Staff

All Staff TEAM Access requests should be signed by the user requesting access, and the requestor’s office TEAM Representative.

Send this form to the FTA HELP DESK.??? 

The form is then received by the requestor’s office TEAM Representative, and that TEAM Representative physically process the request (adding / changing / deleting user)

The new user should then be provided with a “WELCOME TO TEAM” introduction page. <provide link to page here>
New Contractors

All Staff TEAM Access requests should be signed by the user requesting access, the requestor’s FTA Project Contact, and the requestor’s office TEAM Representative. 

The form is then received by the requestor’s office TEAM Representative, and that TEAM Representative physically process the request by (adding / changing / deleting user)

New Recipients

Requesting New Recipients to be added to TEAM

Getting assistance using TEAM

User Training

Project-Specific Assistance

Technical Problems

Data Requests

We have requested all HQ offices to verify their office TEAM representative, and provide an alternate, where appropriate. These TEAM Representatives are listed below for your convenience.

Identifying the right personnel to ensure the continued success of TEAM as it supports FTA Programs begins with the assignment of a TEAM Office Representative from each FTA Office. Regional TEAM Reps are listed below, and this same assignment must extend to all HQ offices in order to ensure application success.

	TEAM Office Representatives
	
	

	OFFICE
	PRIMARY
	SECONDARY
	OTHER CONTACT

	TAD
	Fred May
	 
	 

	TBP
	Rhonda Lee
	Mary Kilpatrick
	 

	TCA
	Stephen Fong
	 
	 

	TCC
	Linda Sorkin
	 
	 

	TCR
	Sandy McCrea
	Cylinda Queen
	 

	TOA
	Jacqueline Bennet
	 
	 

	TPE
	Susan Rollman
	 
	 

	TRI
	Linda Wolfe
	 
	 

	TSS
	Vicki Bellet
	Amy Jernigan
	 

	TPM
	Jacquelynn Evans
	Carol Bushar
	 

	DC Metro Office - WMATA
	Brian Glenn
	Lucille Pearson
	 

	Region 1
	Donna Laidley
	Laurie Ansaldi
	Judi Malloy

	Region 2
	Maureen Moritz
	Faye Ellison
	Veronica Hawkins

	Region 3
	Marge Tornello
	Pat Kampf
	 

	Region 4
	Marie Lopez
	David Mucher
	Derek Scott

	Region 5
	Oscar Waller
	Victor Austin
	 

	Region 6
	Ruth Johnston
	Linda Kemp
	Donna Murray

	Region 7
	Shannon Graves
	Margaret Brown
	Cathy Monroe

	Region 8
	Debi Duggan
	 
	 

	Region 9
	Phillis Yue
	Ingrid Libao
	Patricia Valentine

	Region 10
	Elizabeth Sier
	Linda Gehrke
	 


The duties of the Representative include:

1. Being their office “TEAM EXPERT” to collect and access information regarding Grants, Procurements, Inter/Intra-Agency Agreements and Cooperative Agreements.

2. Coordinating with TEAM staff to schedule rollout activities, including training, data cleanup, etc.

3. Attending scheduled meetings or conference calls relating to TEAM throughout the year.

4. Being the point of contact for their office to disseminate all information to their office staff and office Grantees/Recipients regarding TEAM, including future training, updates, downtime, new requirements, etc.

5. Being the point of contact for their office to approve/disapprove all requests for TEAM user Access.

The duties of the FTA Help Desk include:

1. Logging all requests and addressing them or routing them to the appropriate person.

2. Being central point to receive all requests for TEAM user Access, and manage all password resets for active users.

