Processing the EO Request Application Form
· Check the date of the Request Form to make sure we can accept it.

· Alphabetize Request Form to see if there is any duplication.  If so, delete them.

· Correct Employee’s Office

· Send an e-mail to the EO Coordinators acknowledging receipt of the Request Forms for their area.
· Check each EO Request Application Form for manager’s signature.  If there’s no signature on the form from the applicant and/or manager, pull the form and e-mail both individuals to obtain their signatures.
· Write the Priority # on the EO Request Form

· Check the Approval list to see if the employee received funding in the last 2 years.

· Check the EO Request Application Form for errors

· Pull the Request Forms that have errors

· For the Request Forms that has errors, send an e-mail to the employee and manager with a response due date of 3 business days to correct the form and fax back to you.

· Input the EO Request Application Form on the spreadsheet

· Send the Receipt of Application memo to the employee and cc the manager a copy
· Prioritize the EO Request Application Forms and write the prioritization # in the right hand corner of the form.
The Day Before the EO Executive Selection Panel Meets
· Prepare the conference room for the Selection Panel to meet

· Alphabetize each stack.  If there is duplicates delete them.
· Review the stack to make sure each application is in the correct stack

· Provide paper, pencils, pens, etc.

· Bring laptop to type the list of employees approve, alternate, and denied

· Color Code the Request Forms that you are waiting on in the database

· Sort Spreadsheet to make sure there are no duplicates.  If so, delete them.

· Type up the EO Request Form that are denied on the denial list

· Make copies of EO Selection Panel Tool-Kit

· Write down past EO Selection Panel decision on how they selected employees to attend the EO National Training Conference

· Make copies of the flow chart for the EO Selection Panel

Receiving Corrected EO Request Form

· Staple Request Form

· Input on Spreadsheet

· Send a Receipt of EO Request Form Memo

· Prioritize EO Request Form
