SB/SE 2010 EO National Conference Request Form

(Please Type or Print)
Part I – Employee Information
Applicant’s:
Name:

Title and Grade:

Operating Unit and Area:

Territory and Post-of-duty:

Telephone Number:

FAX Number:

Applicant’s Manager:

Name:

Title:

Operating Unit and Area:

Location:

Telephone Number:

FAX Number:

Attendance  

What national Employee Organization (EO) conference do you wish to attend in FY-10, e.g., AIM (12423), ASPRE (12424), CFIRE (12426), IRS/DEAF (18413), BIG (12425)
, FEW (12427)1, Other __________?
Justification

Clearly state how your attendance will benefit you as an IRS employee; is it part of a career learning plan, are you in a leadership training program, and how might it enhance the performance of your duties. Explain how your attendance may help enhance your support of the EO.  You may use one additional page.  

Additional Information

(1)  Are you a member in good standing or an officer of an EO?  If yes, provide the name of the Organization, chapter, location, your role and recent involvement with the EO.   
(2)  Are you an EO Conference presenter, coordinator or committee chairperson?  If yes, provide the name of the organization, your conference role and, if applicable, the topic of your presentation.

     Part 2 – Request for Official Travel

If attendance is approved, official costs (including travel, lodging, per diem, and conference fees) will be paid from training funds and an SF-182 will be required.  Please provide the following cost information or best estimates: Approved attendees will be required to have their travel authorized after approval notification.

Registration fee:
$ ___________________

Lodging:
$ ___________________

Per Diem:
$ ___________________

Air Fare:
$ ___________________


Mileage*:
$ ___________________ ( _______ miles round trip)


Total:
$ ​​​​___________________
*Mileage reimbursement is .50 [cents] per mile for using privately owned vehicle while on official travel.
	 Part 3 – Request for Leave
No more than 24 hours of administrative leave may be granted for conference attendance at your own expense.  Administrative leave must not include a request for travel time.  To request leave for travel time, employees must request annual leave or Leave Without Pay (LWOP).  Managers will consider the workload impact of all leave requests when deciding whether to approve leave.  
Administrative Leave:
Dates:___________________________ Hours: _____________
Annual Leave:
Dates:___________________________ Hours: _____________
LWOP:
Dates:___________________________ Hours: _____________



	Part 4 – Previous Years Information (FY 2008 and FY 2009)
Attendance     Which EO conference(s) did you attend?
FY 08    AIM  [  ]       ASPIRE/FAPAC  [  ]     CFIRE    [  ]     IRS/DEAF [  ]     BIG   [  ]     FEW  [  ]    OTHER [  ] 
FY 09    AIM  [  ]       HIRE  [  ]     CFIRE    [  ]     IRS/DEAF [  ]    VIEW [  ]    BIG    [  ]     FEW  [  ]    OTHER [  ] 
Administrative Leave     Were you granted administrative leave to attend prior EO conferences?

FY-08   Yes  [   ]    Hours  ______   No [   ]                     FY-09     Yes  [   ]    Hours  _____     No [   ]

Expenses      How were your conference expenses funded?                                 
FY 08      Registration Fee                             Lodging/Per Diem                      Travel/Mileage
                [  ] Funded by IRS                           [  ] Funded by IRS                     [  ] Funded by IRS

                [  ] Funded by Employee                 [  ] Funded by Employee           [  ] Funded by Employee

FY 09    Registration Fee                             Lodging/Per Diem                      Travel/Mileage
               [  ] Funded by IRS                           [  ] Funded by IRS                      [  ] Funded by IRS

               [  ] Funded by Employee                 [  ] Funded by Employee            [  ] Funded by Employee




_____________________________________      ___________________________________
Applicant Signature                      Date
Manager Signature                      Date

Managers: send the Request Form and SF-182 to the following designated points-of-contact (POC):
	Operating Unit
	Point-of-Contact
	Phone Number

	Communications, Liaison & Disclosure
	Eric J. Brown
	(302) 346-0844

	Collection
	Jan Zombro
	(678) 574-5432

	Campus Compliance Services
	Donna Butler
	(202) 283-7644

	Examination
	Susan Alberty
	(336) 378-2835

	Fraud/BSA
	Fola Williamson
	(202) 622-3704

	Specialty Programs
	Tracy Worley 
	(202) 283-7319

	Business Systems Planning
	Jennifer Rossmere
	(202) 283-2573

	Data Strategy Implementation Program
	Carolyn Morton
	(336) 378-2471

	SMART HCO
	Peter Greenfield
	(202) 283-0301

	Research
	Wanda Canada
	(804) 916-3858 

	Strategy and Finance
	Matt Wilner 
	(202) 283-1712

	L&E (Collection)
	Carol Jennewein
	(513) 263-4015

	L&E (Campus Compliance Services)
	Carmella Wells
	(215) 516-3742

	L&E (Exam. & Specialty Programs)
	Carole N. Martin
	(770) 936-4528

	L&E (all other Operating Units)
	Peter Greenfield 
	(202) 283-0301


� Conference travel costs (registration, lodging/per diem and travel/mileage) will only be considered for IRS EO national conferences, e.g., 


AIM, ASPIRE, CFIRE and IRS/DEAF.  However, requests for leave will be considered to attend non-IRS EO conferences, e.g., BIG and FEW.
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