SB/SE Employee Organization (EO) National Conference
Request Form Explanation
Employees

1. All employees and managers requesting to attend an approved EO national conference as an official training event must give their manager a completed EO National Conference Request Form by March 31, 2010. This will be the only window for submitting requests to attend a 2010 EO national conference as an official training event.  Request Forms should be completed as follows: 

2. Part 1 – Provide all information requested. 

3. Part 2 -- Request for official travel. If approved, all costs associated with the training will be funded (registration fees, transportation, lodging, and per diem). It is important to give the best cost estimates. Visit the Employee Resource Center for guidance links to: http://erc.web.irs.gov/Displayanswers/AnswerType.asp?QuestionID=1610&SubCategoryID=325&CategoryID=184&FolderID=8  on air fare and other travel questions.  All requests for travel for the EO national conferences must have pre-authorized travel approval. 

4. Part 3 – Request for leave to attend the training. Managers may approve up to 24 hours administrative leave for employees who attend EO conferences at their own expense, taking into consideration workload and previously approved leave in the work group. See the EO Conference Leave Guide for considering the approval of administrative leave for employees to attend EO conferences at their own expense. Managers may also approve annual leave or leave without pay for employees wishing to attend “non-training” conference events, e.g., business meetings, etc. 
5. Part 4 – Prior Years Information. This is requesting information on whether applicant attended an EO conference in 2008 and/or 2009. 

6. Applicant must sign and date the request.
7. Manager will verify information and sign the request.
Managers

1. Upon receipt of the request, review for completeness and accuracy. 

2. If funding is requested in Part 2 and you support the employee’s attendance, ensure that the employee provides a reasonable estimate of travel expenses.  Do not complete an SF-182 or submit an RTS at this time. You will be asked to submit an RTS if the Conference Request Form is approved. 

3. Part 3 -- See the EO Conference Leave Guide for approving leave. 

4. Sign and date the request and submit it to your designated Operating Unit (OU) Point-of-Contact (POC). 

5. Each OU [Headquarters] POC will collect all EO Conference Request Forms, and decide who will attend which conferences. If approved, the POC will notify you, and request submission of the employee’s SF-182 and RTS for processing. 

6. No later than April 30, 2010, each OU POC will provide the names of approved participants, the conferences attending and each participant’s role at the conference to their L&E POC and Felicia Trevillion of the SB/SE EEO and Diversity Office. Felicia can be reached at: (202) 283-1391 (fax #) or Felicia.a.Trevillion@irs.gov. 
