Attachment 3


FY 2010 Employee Organization Conference

TAS Request Form

(Please Type or Print)
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)
	Part I – Employee Information

	
	Applicant
	Applicant’s Manager

	Name
	     
	     

	Position Title & Grade
	     
	     

	Org Symbol, e.g. TA:CIN:DET 
	     
	     

	Location
	     
	     

	Telephone
	     
	     

	Fax
	     
	     


	Attendance
Please check the conference(s) you would like to attend this fiscal year.

(NOTE:  Please place ELMS course # on your SF-182 in Section B Box 2b)

AIM #12423       FORMCHECKBOX 
            ASPIRE #12424   FORMCHECKBOX 
             BIG #12425             FORMCHECKBOX 

CFIRE #12426   FORMCHECKBOX 
           FEW #12427         FORMCHECKBOX 
             IRS DEAF #18413   FORMCHECKBOX 

Additional Information

1) Are you a member in good standing of one or more of the Employee Organization(s)?
Yes  FORMCHECKBOX 
    Organization:                                                                                      No  FORMCHECKBOX 

2) Are you a current national/local officer of an Employee Organization(s)?
Yes  FORMCHECKBOX 
    Position:                                                                                              No  FORMCHECKBOX 
  
3) Are you a presenter/moderator?
Yes  FORMCHECKBOX 
    Organization:                                                                                       No  FORMCHECKBOX 

If so, what subject(s) will you be presenting and/or what sessions will you be moderating?




Part 2 – Tuition and Travel Expenses
	1) If attendance is approved in an official capacity, tuition will be paid from TAS training funds.  An SF-182 is required.  Travel expenses will be paid from your Area/Office travel allocation.

2) If attendance is approved in a non-official capacity, tuition and travel expenses will be paid from TAS training funds.  An SF- 182 is required. 

NOTE:  If you plan to attend an EO conference at your own expense and you are only filling out this form to request administrative leave, you do not need to complete an SF-182.

Please provide the following cost information/estimates: 

Registration fee:  $      
Travel expenses:
Lodging:
$      
Lodging tax:
$      
Per Diem:
$       
Airfare:
$      
TMC Fee:
$       
*Miscellaneous:
$      
Total estimated travel expenses:    $ ​​​​     
*This includes expenses such as parking, local transportation (e.g. cab, shuttle, limo) and POV mileage.


Part 3 – Request for Administrative Leave
	Managers should only approve requests for Administrative Leave when ALL of the following criteria are met:

· Attendance will directly benefit the Service’s mission,
· Attendance will enhance an employee’s self-development and skills, and
· There is a direct relationship between conference agenda items and the employee’s job responsibilities.
If you are not approved for travel reimbursement but are still interested in attending and paying your own expenses, you may request no more than 24 hours of Administrative leave from your immediate manager to attend the conference.  It is very important to remember that Administrative leave must not include a request for travel time.  Employees must request Annual Leave or Leave Without Pay (LWOP) for travel time.  Again, managers will consider the workload impact of all leave requests when deciding whether to approve leave.


NOTE: The manager’s signature indicates that he/she has reviewed this form and is familiar with his/her responsibility to review and decide upon requests for Administrative leave, Annual leave, or LWOP associated with employee attendance at Employee Organization Conferences.


Applicant Signature

Date

Manager Signature

Date


Second Level Manager Signature

Date

This request form, along with the SF-182, must be faxed to Tony Kathrens,
TAS Employee Development staff at (414) 231-2373.
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