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A.  Background
The Service has recognized a number of employee organizations which often sponsor annual conferences or training events.  When management determines that these annual conferences or training events promote the Service’s mission and goals, and are otherwise consistent with fiscal and legal constraints, the Service will support employee/manager participation.  Support may include (a) paying the travel and tuition costs, or (b) granting administrative leave to attend part/all of a conference.

Funding may be provided when a TAS official or employee is invited to speak or make a presentation in connection with his or her official IRS position, or when the employee’s official IRS program responsibilities dictate attendance, e.g., an Equal Employment Opportunity (EEO) official, Human Resources (HR) official, or IRS recruitment community outreach liaison.   Additionally, funding may be provided to a limited number of employees approved to attend in a non-official capacity, as described below.
B.  Various options for attending an EO Conference
1.  Attending in an official capacity:  (Note: Attending in an official capacity is
considered a business expense and travel expenses will not be charged to training.)

(a)  TAS Executives and Directors attending in an official capacity, i.e. based upon a formal request from an EO because of the position held with TAS.   When attending in an official capacity, TAS Executives and Directors need to complete a SF-182 and submit it to:

(1) Their immediate supervisor, as appropriate, for approval in Section D-Blocks 1a-e, and
(2) Tony Kathrens, TAS Employee Development staff (Fax 414-231-2373), where funding approval for tuition will be initiated in Section E Blocks   1a-e.
NOTE:  This must be completed by March 26, 2010.  A copy of the official request to attend should be attached to the SF-182.

(b) TAS officials whose program responsibilities may support attendance in an official capacity, e.g. an Equal Employment Opportunity (EEO) official or Human Resources official.  The SF-182 should be submitted to:

(1)  Their immediate supervisor for approval in Section D Blocks 1a-e, and
(2) Tony Kathrens, TAS Employee Development staff (Fax 414-231-2373), where funding approval for tuition will be initiated in Section E Blocks   1a-e.

NOTE:  This should be done no later than March 26, 2010.  A copy of the official request to attend should be attached to the SF-182.  If this request does not clearly establish the ‘official capacity’ basis for the request, an explanation about how attendance is tied directly to an overall or assigned program responsibility must be attached.

(c)  Other TAS managers and employees requesting to attend in an official capacity:  They must prepare an SF-182 that includes a written justification in Block 18 and, if needed, on an attached sheet, that clearly establishes    1) the relationship between the speech/presentation to be made and the employee’s official IRS position/responsibilities (e.g. the request to speak may be in conjunction with a portfolio or project/team assignment) and,       2) what portion of the conference or training will be attended in an official capacity.  Additionally:
· Expenses will generally be paid only for the day(s) on which the approved presentation is being made and any associated travel days before/after the date(s) of the presentation(s).

· A copy of the official request to attend the conference must be submitted with the SF-182.

· First level approval for the SF-182 (Section D Blocks 1a-e) and supporting documentation must be no more than one management level below Director.

· Second level approval (Section D Blocks 2a-e) is required only if the first level review is below the Director level, in which case the SF-182 and supporting documentation must be routed to the Director for approval.

· Following Director approval, the documents should be sent to Tony Kathrens, TAS Employee Development staff (Fax 414-231-2373) for final review and initiation of the tuition funding process, when deemed appropriate.

2.  Attending in a non-official capacity
IRS will make available a limited amount of training funds to support the attendance of employees at approved EO conferences in a non-official capacity.   In this regard, TAS may expend up to, but may not exceed, one-half of one percent (.05%) of its annual training budget allocation for these events.

Employees who do not have an official basis to attend must submit a SF-182.  

PLEASE NOTE:  The criteria for selection are:

· Availability of Funds

· EOD
· IRS funded attendance in the prior three (3) years

(If you have attended an EO Conference in the prior three (3) years, please do not apply because you will not be considered)
Procedural Guidance - Because there are multiple EO Conferences each year and limited funds, it is possible that only one person will be approved for each conference, each year.  The following procedures must be followed to apply to attend in a non-official capacity:
· All requests for out-service training provided by EOs should be submitted in accordance with the timeframe provided in this annual solicitation of interest.

· Complete Attachment 3, FY 2010 EO Conference TAS Request Form, and submit, along with the completed SF-182, to the first level of approval.  The first level of approval for the SF-182 and supporting documentation must be no more than one management level below Director.

· Second level review of the SF-182 and EO Conference TAS Request Form is required only if first level review is below the Director level, in which case the SF-182 and supporting documentation must be routed to the Director for approval.

· Following Director approval, the documents should be sent to Tony Kathrens, TAS Employee Development staff (Fax 414-231-2373) for final review and initiation of the funding process for tuition and/or travel for those who are selected to attend a conference.
· Employees will be advised of their selection or non-selection within 15 work days after the due date for receipt of the application package.

3.  Approval of Administrative Leave, Annual Leave, and LWOP
Attachment 3, EO Conference TAS Request Form, provides general guidance on granting administrative leave, annual leave, and LWOP for travel to and attendance at these conferences for employees who are:

(a) Not approved to attend in an official or non-official capacity, or
(b) Employees who are approved to attend in an official capacity who would like to remain beyond the days associated with their speaking commitment.

If an employee is requesting administrative leave or LWOP but is planning to individually cover tuition and travel costs for an EO conference, that employee is not required to complete an SF-182.  However, they must complete Attachment 3, EO Conference TAS Request Form, and receive approval from their first and second level manager.
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