
Submits the TA 
request to PSM

Can the PSM 
resolve the 

request?

Provide 
Resolution to 

Contractor

Update the tracker: 

  1. Document progress or 
resolution under notes

   2. Attach updated email thread 
detailing plan/resolution

Elevates to CPWI 
Lead

Communicate 
resolution to PSM

Refer PSM to 
SDRG TA Center

1. Add TA request to the Shared 
Drive TA Tracker

2. Submit TA Request to SDRG 
(email Jen Hogge) w/ CPWI Lead, 

Supervisor, and Contractor copied.

Connect w/ Contractor

SDRG will schedule an appointment 
within 2 weeks of communication

Email a case plan to contractor (cc'ing 
assigned PSM and CPWI Lead) including: 

1. Identified problem
2. Additional TA sessions needed
3. Expected frequency of sessions
4. Expected duration of sessions

After each session, SDRG will email meeting 
notes to contractor (cc'ing assigned PSM 

and CPWI Lead)

Once TA session is resolved, SDRG will send 
a close out email to the contractor (cc'ing 

assigned PSM and CPWI Lead).

Contractor PSM CPWI Lead SDRG

CPWI Lead 
elevates to 

Section Manager

Is TA request within 
SDRG scope? 

Can the CPWI Lead 
resolve the TA 

request? 

Yes

Yes

No

No No

Yes

repeat this step until resolution.

NOTE: Always encourage the 
contractor to utilize SDRG office 
hours. They may be able to 
recieve some 1:1 support in 
this setting and these office 
hours are provided twice a 
month in 2 hour blocks.


