









Attachment 1

Instructions for User Set-up Forms: [attachments are two-sided for mailing purposes, please make single sided copies to return to FTA]
A. ECHO Authorization and Certification Letter for User Access

1. The Authorization and Certification Letter designates the Authorizing Official and Contact Persons for your organization.  It must contain the following information.

a. Signature of Authorizing Official (s)

b. Signature of the Head of your Organization or Designee

c. Contact person (s) who are designated to have User-IDs

2. This letter should be composed on a grantee’s letterhead, with authorizing signature, and then returned to the FTA office with User Access Request and Rules of Behavior forms.

3. The Authorizing Official(s) approves all payment request, monitors fund availability and are responsible for approving all changes concerning financial institution account information.

4. The contact persons are the recipients of the ECHO User-IDs; responsible for querying the system for payment information or ensuring that payment requests are submitted properly and are the primary liaisons between the recipient organization and FTA.

B. ECHO-Web User Access Request

1. Make copies of the form for the number of users requiring access.

2. Include information for mandatory fields in the USER INFORMATION section.

3. User’s E-mail address and ECN must be associated with the organization.

4. Only one user can be designated for INQUIRY access and up to two users can be designated for UPDATE access.

5. Return the originals with the authorization letter to FTA.

C. ECHO-Web System Rules of Conduct
1. Make copies of the form for the number of users requiring access.

2. Each user requesting access must sign and date the form.

3. Designated ECN must match the ECN entered on User Access Request form.

4. Return signed originals with the authorization letter to FTA

NOTE:  Failure to return all forms fully completed will result in denial of your access to the ECHO-Web system. 










PAGE  

