March 5, 2010
CTO Direct Reports response due:  March 31, 2010
MEMORANDUM FOR CTO Direct Reports and Executive Assistants 

FROM:

    Don Bowser



    Director




    EEO and Diversity (MITS)
                                       

SUBJECT:                   FY 2010 Employee Organization Conferences:  

                                    The Employee Application Process

The purpose of this memorandum is to share with you the process and procedures for approval of employee attendance to IRS annual employee organization (EO) conferences.  Please share this information with your employees.   Your employees submit their application to their immediate manager for review and first line approval and priority designation.
It is important to note that there are two parts to the application process.  They run concurrently.  This memo outlines one part, during which CTO Direct Report offices place appropriate level of priority status on those employee applications they approve based on specific guidelines issued by IRS.  For the second part,  MITS Learning and Education (L&E) determines budget allocations for each CTO Direct Report area and furnishes that allocation to you through your Functional Training Liaison (FTL).  Your FTL is your POC for this process.  As approval/priority designation is determined for each application in your area, you must be mindful of your total tuition allocation as furnished by L&E.  
In short, you may find that you will need to cut short your list of approved applications to ensure that you don’t exceed your tuition allocation.  
L&E funding covers tuition only.   Travel funding for employee attendance to EO conferences must be furnished by the employee’s management’s local program area funding.  Managers are encouraged to seek out the necessary funding to cover the travel costs of employees you approve. 
The process for approving and assigning priority status to employee applications, based on IRS guidelines follows below.
Attachment 1 lists the FY2010 EO conference dates and locations.  Requests for employee attendance to EO conferences are subject to the MITS application process described in Attachment 2.  Applicants must complete the application form (Attachment 3), and forward it to their respective manager by Friday March 26, 2010 to allow sufficient time to afford their CTO Direct Report to timely respond by Wednesday, March 31, 2010.  
The Chief Human Capital Officer’s April 8, 2004, memorandum (subject:  Employee Organization Decision Process) is provided as Attachment 4, in which you will find IRS Service-wide’s additional guidance, a decision flowchart and decision criteria to assist you through the decision making process.  

It is also important to note that EO conferences should be viewed as an additional training opportunity offered to our employees, and as such, managers should become familiar with the EO conference agenda(s) to determine the direct benefits to an employee, and whether the request is consistent with the applicant’s development needs.  I look forward to your support in affording our employees an equitable means by which applications for attendance to annual EO conferences are granted, as well as your continued support as we strive to gain the best use of our training funds.

CTO Direct Report representative-approved employee applications must be furnished to EEO and Diversity (MITS), attn: Maria Kansler on or before Wednesday, March 31, 2010, to be considered.  Maria can be reached at Maria.C.Kansler@irs.gov.

Employees approved for attendance will be notified on or before Friday, April 2, 2010, by Maria via email to submit their SF182 through normal processing channels with their FTL.  Managers should notify applicants whose requests were not approved.   As mentioned above, total tuition reflected in approved application packages must not exceed tuition allocation at that level.  L&E plans to issue allocation information through the FTL’s by Friday, March 12, 2010. 
Be aware that although gaining approval at this (application process) stage is a positive step forward, as with any other training event employees must not register for conference attendance until their SF-182 is approved.  
Note: Employees or officials who are invited to speak or make a presentation in connection with his or her official IRS position, or employees whose official IRS program responsibilities dictate attendance (e.g., an EEO official, HR official, or IRS recruitment community outreach liaison) should be handled on a case-by-case basis.  In each case the vendor (Conference) should be notified as to the level of conference participation the applicant seeks with regard to their attendance.  Before approval is granted, find out whether the Conference will expect partial or full tuition for the applicant’s level of participation.

If you have any questions, please contact me, or a member of your staff may contact Maria Kansler at (202) 283-4135.

Attachments.
cc:  IRS Employee Organization Presidents
       MITS Functional Training Liaisons
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