Equal Employment Opportunity & Diversity

Application Procedures - FY 2010
EO conference registration and limited travel funds have been centralized in the LMSB EEOD Office.  The EEOD Office will pay all conference registration fees (subject to priority status and budget limitations).  Each industry/functional office is responsible for funding travel and per diem costs for approved applicants.  Completed Standard Form 182, with the exception of executives*, can be faxed to (202) 283-1503 or hand-delivered to the LMSB EEOD Office no later than Friday, April 2, 2010.  (LMSB has extended the process for submission to our office by one week of the Agency’s deadline.)  
*Executive registration and travel should be coordinated by the applicable  industry/functional office.  The EEO and Diversity office does not process executive requests to attend EO conferences.  
Employee must submit the following items to their First Line Manager: 
1. Conference registration form with workshop requests. 

2. Signed SF-182, which includes the following information:

· Written Justification - justification must clearly state how an individual and the Service will benefit from them attending the conference(s); how it will enhance his or her skills in either a current position, or help advance to another position.  Note:  If you are a Presenter, Moderator and/ or EO Officer (National/Regional/Local), please provide verification of your attendance in this capacity, e.g., speaker invite or EO Officer Roster. 
· Tuition costs in Block 21 along with projected travel and per diem costs in Block 22.

· Signatures required in Box 26a (Immediate Manager) and Box 27 a (Christina Navarrete-Wasson EEOD Director, 202-283-8315)  {Training Coordinator – Rona Evans} 

· Privacy Statement

3. Statement requesting Leave, Leave without Pay (LWOP) or Administrative Leave to First Line Manager.  (Necessary in the event an employee does not receive funding to attend an EO conference but opts to attend at their own expense and/or on their own time.  
Employees who are approved to attend an EO conference are not required to take leave.  As with any training, employees are entitled to official time to attend and travel to and from an EO conference. 
First Line Manager Responsibility:
· Contact your local budget office to ensure travel/per diem funds are available for employee travel before you sign any SF-182s.  You should also secure industry funding codes for approved employees. 

· Sign and return to employee the SF-182 and all other required documents prior to deadline. 

· Approve Annual Leave, Leave without Pay  (LWOP) or *Administrative Leave to attend EO conference.  

*Administrative Leave
LMSB managers are encouraged to grant Administrative Leave for employees attending the EO conferences at their own expense.  Administrative Leave can also be considered for national/local officers of an Employee Organization.  In general, managers should use their discretion in approving Administrative Leave based on workload requirements, employee development needs and other considerations. Up to 24 hours of Administrative Leave can be granted.  This Administrative Leave does not include travel time. Travel time must be considered in addition to the Administrative Leave approved, and must be on the employee’s own time, and either Annual Leave or Leave Without Pay must be requested. 

If administrative leave is not granted by a manager, an employee can elect to take Annual Leave or LWOP.  Employees should request Annual Leave or LWOP at the same time they submit the SF182 to their manager.

EE0D Office responsibility:
· Notify employees of receipt of application package, and review for completion.  (If EO package is incomplete, the entire package will be returned and must be re-submitted by the April 2nd cut-off date).  Re-submissions after this date will not be considered.

· Approve or deny employees’ completed application based on established decision process.   

· Notify both the employee and manager of the application decision by April 15th. If denied, the EEOD Office will provide an explanation for the denial. 

· Process and submit all registration forms, along with conference fees to the appropriate Employee Organization by the early bird cut-off deadlines. 

Reminders:
· All SF-182s must be approved and signed by First Line Manager.

· Please do not fax SF-182 and attachments to your local EEO office, only use the LMSB EEO Office fax number 202 283-1503.

· Please do not register yourself for your selected EO conference.

· Please follow only LMSB procedures as outlined in this document.

Applications must be accurate and complete. Applicants are responsible for submitting completed applications to the EEOD Office no later than April 2nd.  Requests will not be accepted or considered after this date.   

Post Conference Requirement
Within five business days following the conference, employees must complete an evaluation of the conference using Copy 5 of the Standard Form 182.  The course number must be entered in Block 17 of Copy 5.  Managers must sign Copy 5 - Section F - certifying completion of the training, then fax to Beckley, West Virginia Main Line (304) 254-3544.

 

