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INTERNAL REVENUE SERVICE

WASHINGTON, D.C. 20224
February 26, 2010
MEMORANDUM FOR ALL TE/GE EMPLOYEES
FROM:

    Cynthia D. Dunn /s/



    Director, TEGE EEO & Diversity

SUBJECT:

    Guidelines on Applying To Attend Employee Organization and EEO
    National Training Conferences

Every year we receive questions about applying to attend IRS Employee Organization (EO) and EEO National Training Conferences (NTC).  Frequent questions concern the use of administrative leave, allocation of slots, and travel and per diem.  In the past we have also had concerns about timeliness of applications and completeness of application forms.  The purpose of this memo and the attachments is to provide you information so you can ensure your request to attend these conferences is properly considered.

To receive consideration for attending a conference, you must submit a complete application by the due date of 3:00 p.m. Eastern Time, Friday, March 26, 2010.  Please note that we must have your application by that due date.  You are responsible for the completion of the application.  We will not be able to consider late applications.

In addition, your application must be complete when we receive it.  We will not be able to consider incomplete applications, and we will not be able to notify employees if their application package is incomplete.  A complete application package consists of:

· SF-182, signed by your manager.  NOTE:  If there is no manager signature, it is considered incomplete and will not be processed.
· The 2010 Employee Organizations Conferences Application Form 
· If you are personally paying for your expenses and have been granted administrative leave or leave without pay to attend a conference, also include a copy of the memo to that effect, signed by your manager.
· The 2010 Employee Organization Decision Flowchart and Explanation Table.  
Please fax these documents to 202-283-1017 by the due date.  

TE/GE’s policy is that each request to attend an employee or EEO training conference is considered on an individual basis.  While there are many worthwhile national EEO organizations with IRS employees as members, emphasis will be placed on supporting established employee organizations who work in partnership with the IRS to address employment needs of their constituents.  You should also be aware that being a member of an employee organization does not guarantee funding or approval of your request.  Note, however, that the IRM permits employees the option of using administrative leave, with the manager’s approval, if they are not being funded by the IRS.  Please see http://hco.web.irs.gov/pdf/02emporgpolltr.pdf for more information.

Thank you very much for your interest in attending these valuable conferences.

Attachments

Tax Exempt and Government Entities Employee Organization (EO) Conference Guidelines

    The Application Process
2010 Employee Organization Conferences Application Form

2010 Employee Organization and EEO National Conference Listings
2010 Employee Organization Course Numbers
TAX EXEMPT AND GOVERNMENT ENTITIES

EMPLOYEE ORGANIZATION (EO) CONFERENCE GUIDELINES

THE  SEQ CHAPTER \h \r 1APPLICATION PROCESS 
All Employee Organization Conferences Application Forms must be submitted by 3:00 p.m. (EST), Friday, March 26, 2010 to the EEOD office to be considered.  You may fax (202-283-1017), email (Cynthia.D.Dunn@irs.gov), or deliver your complete application package to the Office of EEOD, TE/GE.  Incomplete applications will not be considered. The EEOD will not notify an employee of an incomplete package.  The EEOD office will not fund employees for rental cars for any of the conferences.

I. 
EMPLOYEE ATTENDANCE 

A. 
Must have a complete application package, which includes: 

1. 
Completed and signed SF-182 (employee and manager signatures) with justification—see section IV (D) for names of signatures required.
2. 
Employee Organization Conferences Application Form.
3.         Memo from manager if administrative leave or leave without pay was granted (this is only if the IRS is not funding the employee).
B. 
EEOD will not notify an employee of incomplete application packages.

1. 
It is up to the employee to assure that all necessary paperwork is submitted to EEOD.

2.         All packages must be completed by March 26, 2010, 3:00 p.m. (EST).  No EXCEPTIONS!
C.        Approval/Denied

1.
If approved, the SF-182 will be faxed for processing and a copy will go to Tonya Wallington for procurement.

2.
If denied, the employee will receive an email after the selections are made, informing them that his/her request has been denied.

II. 
EXECUTIVE ATTENDANCE (Determine if registration fee is required.  If the executive is presenting only, no registration fees are applicable.)

A. 
Panel member or workshop presenter
1. 
Complete SF-182

2. 
Send to EEOD 

3. 
Forward copy of registration (if applicable) and SF-182 to employee organization or EEO national organization.
4. 
Check to make sure travel information is correct on SF-182 

B. 
Employee Attendance (Executive)

1. 
Must have a complete application package 

2. 
Employee must have signed SF-182 (Rick Trevino will sign for executives)

3. 
Written justification 
C. 
Attending open sessions, i.e. breakouts, only

1. 
Complete SF-182

2. 
Send to EEOD

3. 
Forward copy of SF-182 for registration only to employee organization or EEO national organization
4. 
Check to make sure travel information is correct on SF-182. 

All employee organization and EEO national organization requires that all employees who register on-site pay out of pocket if a completed SF-182 is not present. 
III. 
PROFESSIONAL STAFF

A. 
EEO and HR Staff

1. 
Must have a complete application package (signed SF-182) 

2. 
EEOD is the second level signature for HR.

3. 
Rick Trevino is first and second level approver for the EEOD Director 

4. 
Registration paid by EEOD

5. 
Travel is paid by program travel funds 

IV. 
PROCESSING SF-182

A. 
Ensure that the correct registration fee amount is in box #21. If it is not, correct amount, change to the correct information.

B. 
EO will charge the difference at the conference if incorrect.  The employee may be responsible for the difference in cost.

C.         EEOD will not pay for employees to attend meetings prior to the conferences.

D. 
Signatures required on SF-182
1. 
Box 26a – Your immediate manager

2. 
Box 27a – Cynthia D. Dunn, TE/GE, EEOD Director, 202-283-9959
3. 
Box 28a – Training official
4. 
Box 29a - Finance official
V. 
SUBMITTING PAPERWORK To the designated Employee Organization or EEO National Training Conference 

A. 
Each employee organization and EEO national training conferences has a contact person for registration and fax number.
B. 
The employee is responsible for faxing their final/approved SF-182 with financial codes to the Employee Organization or EEO national training conference.
The employee organization and EEO national training conferences registrar generally cross check all SF-182s submitted.

C. 
Send copy of completed package to applicant, executive, etc. 
EMPLOYEE ORGANIZATION AND NATIONAL CONFERENCES – 2010
	EMPLOYEE ORGANIZATION
	DATE OF CONFERENCE
	LOCATION OF CONFERENCE

	AIM-IRS
	August 9-13, 2010

Theme: "Standing on Tradition Building a Legacy"
	Hyatt Regency Cincinnati

151 West Fifth Street,
Cincinnati, Ohio, USA 45202

	ANA
	N/A
	N/A

	ASPIRE
	N/A
	N/A

	BIG
	August 16-20, 2010

“Theme:  Making Changes and Preparing Leaders”
	Kansas City Marriott Downtown

200 West 12th Street

Kansas City, MO 64105

	CFIRE
	June 28- July 1, 2010

Theme: “Striving for Excellence through Faith”
	Hyatt Regency Philadelphia at Penn’s Landing

201 South Columbus Boulevard
Philadelphia, PA 19106

	DHHIG
	Date Undetermined

2010
	Gallaudet University Kellogg Conf Hotel (KCH)

800 Florida Ave N.E.

Washington, D.C. 20002-3695

	FAPAC
	May 3-7, 2010

Theme: “Promoting Equal Opportunity and Cultural Diversity for APAs in Government”
	Gaylord National
Resort & Convention Center

 201 Waterfront Street,
National Harbor, MD 20745

	FEW
	July 12-16, 2010

Theme: “Jazz Up Your Career”
	New Orleans Sheraton and New Orleans Marriott

500 Canal Street 

New Orleans, LA 70130

or

555 Canal Street

New Orleans, Louisiana 70130

	HIRE
	N/A


	N/A

	IRS-DEAF
	August 9-13, 2010

Theme: “2010 and Beyond: Empowerment in the Next Decade” 
	The Little America Hotel

500 South Main Street
Salt Lake City, UT 84101

	IRS-MOS
	N/A
	N/A

	IRS-VIEW
	N/A
	N/A

	SAIGE
	June 14-18, 2010

Theme: “Walking in Two Worlds: Bridging the Gap Between Native America & Government”
	Mohegan Sun

1 Mohegan Sun Boulevard

Uncasville, CT 06382


Association for the Improvement of Minorities (AIM-IRS)

Association for Native Americans (ANA)

Asian Pacific Internal Revenue Employees (ASPIRE)

Blacks In Government (BIG)

Christian Fundamental Internal Revenue Employees (CFIRE)

Deaf & Hard of Hearing in Government (DHHIG)

Federal Asian Pacific American Council (FAPAC)

Federally Employed Women (FEW)

Hispanic Internal Revenue Employees (HIRE)

Internal Revenue Service-Deaf Empowerment and Advocacy Forums (IRS-DEAF)

Internal Revenue Service-Visually Impaired Employee Workforce (IRS-VIEW)

Society for American Indian Government Employees (SAIGE)

Military Outreach for Service-IRS (MOS-IRS)
	2010 Employee Organization Course Numbers

	Employee Organization
	ELMS Course Number

	 
	 

	AIM-IRS
	12423 (Rev 8/19/2004) 

	ASPIRE
	12424 (Rev 8/19/2004)

	BIG
	12425 (Rev 8/19/2004)

	CFIRE
	12426 (Rev 8/19/2004)

	FAPAC
	12430 (Rev 4/7/2004)

	FEW
	12427 (Rev 8/19/2004)

	GLOBE
	12428 (Rev 8/19/2004)

	HIRE
	12429 (Rev 8/19/2004)

	IRS DEAF
	18413 (Rev 8/19/2004) 

	IRS-VIEW
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