MITS FY 2010 Employee Organization (EO) Conference 
Employee Attendance Application Process


***Executives who are planning to participate (panel discussion, plenary session, workshop, etc.) at an EO conference and then stay for other conference activities will need to register for the conference.***
Applicant 
1.      Applicants must complete the application form (Attachment) to request approval for attendance to the IRS approved employee organization (EO) conferences.  Applications/requests submitted outside this process, and/or beyond the interim due date set by management will not be considered for the FY10 EO Conference year.   

2. 
Applicant must sign and date the request.  

3.
Applicant must forward their signed request to their manager for consideration by March 26, 2010, to allow CTO Direct Report offices to meet the March 31, 2010 deadline.  Check with your manager or Functional Training Liaison (FTL) for additional information.  
4.  Applicants approved by their respective CTO Direct Report Office will receive notification from Maria Kansler, on or before April 2, 2010.  Applicants not approved for attendance should expect to be immediately notified at the level of management in this process where they were denied.

5.  Upon notification of approval to attend, Applicants must then submit the electronic version of the SF182 with digital signatures attached to the copy of Maria Kansler’s (email) notification of their approval to attend as an attachment.   
As with all other training venues, applicants may not register to attend an EO conference until all necessary signatures/funding for the respective SF182 are obtained.  You will be notified by your FTL and provided the copy of your approved SF182 with all signatures.  Only then can you register for your approved conference.
Managers
EO conferences should be viewed as an additional training venue offered our employees throughout the year, and as such, managers should become familiar with the EO conference agenda(s) to determine (1) direct benefits, and/or (2) whether the request is consistent with the applicant’s career learning plan, if applicable.  Use all guidance provided in the immediate/parent cover memo. 
There are 3 business days between the March 26, 2010 deadline for employee applications and the March 31st deadline for CTO Direct Report offices to submit their approved packages to Maria Kansler (MITS EEOD).  Check with your FTL about any interim due dates and tuition allocation.
1. Refer to the guidance in this document as you review each application for completeness and accuracy.
2. Refer to the Employee Organization Decision Flowchart to assign a priority designation to each application you approve.

Please note:  

Your FTL is your POC for processing approved applications.  

Your FTL has no input to priority designation of manager-approved applications.  
3. Sign and date each application you approve.  Immediately notify applicants you have not approved.
Approved applications should not exceed the tuition allocations for these conferences. Priority designation will help keep your CTO Direct Report office within those allocations.  Check with your FTL if you have any questions. 

There are no additional centralized funds for these conferences and you may not use your other out-Service funding for this purpose.  L&E is required to stay within a stated budget threshold for these conferences.         

Travel for EO conference attendance is funded by the applicant’s program area.  MITS Learning and Education pays tuition only through out-Service funding set aside for this purpose.
4. Create a list of those approved applications in priority order and accompany it with the original applications you approved to your FTL in sufficient time to afford action by your CTO Direct Report Office Executive Training Council Executive and subsequent CTO direct Report screening and final approval NLT Wed., March 24, 2010.
5.      Applications faxed to Maria Kansler from other than a CTO Direct Report representative or FTL will be returned to the applicant without action.   

6. Ensure expedited processing of the SF182 to facilitate timely registration with the EO, and to afford applicable savings of training funds which may be incurred due to early registration.  Contact your FTL for additional information.

FTL’s.

· FTL’s will receive tuition allocations by March 12, 2010.  
· Please ensure that the tuition costs of your organization’s applications do not exceed your allocation.
· Your final package must be submitted to Maria Kansler by                       April 1, 2010, via one of the following methods:
· Fax to: 202.283.0839, or 
· hardcopy at NCFB, Room B7-188, or
· scanned file; emailed to maria.c.kansler@irs.gov
Questions regarding this document and/or EO conference application processing may be directed to your FTL or to Maria Kansler at 202.283.4135; maria.c.kansler@irs.gov.
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