Attachment 1
Employee Organization Application Process
Applicants
1. Applicants must complete the request form to attend any of the approved employee organization conferences.     
2. Part 1 – Provide all information requested. 
3. Part 2 – Provide information if requesting official travel. If approved, all costs associated with the training will be provided (registration fees, transportation, lodging, and per diem).  It is important to give the best cost estimates possible.  You may contact SATO for airfare pricing at 1 (800) 965-7286.
4.  Part 3 – Provide information if requesting administrative leave to attend the training and to request annual leave or LWOP for travel to and from the training.  Managers may approve up to 24 hours administrative leave, taking into consideration workload, previously approved leave in the work group and ensuring that employees are not subject to disciplinary actions (based on conduct and/or performance or travel, and/or credit card related issues). 
5.
Part 4 – Provide information on whether you attended an employee conference in 2008 or 2009.

6.
Applicant must sign and date the request.  

7.
Forward the request form to your manager.  They will verify the accuracy of the information, sign the request form and submit it for consideration/approval.

Managers
1.
Upon receipt of the Employee Organization Conferences Request Form, review it for completeness and accuracy.
2.  
If Part 2 is completed, please do not submit the SF 182 with the request form as a package.  The SF 182 is needed after you receive the approval letter from the W&I EEOD office. 

3.
Part 3 – See the W&I Operating Process for approving leave.
4.   Sign and date the request.

5.
Fax the request to the appropriate individual indicated at the bottom of the FY 2010 Employee Organization Conferences Request Form no later than March 26, 2010.

Note:  If employees only requested leave and not funding or official time, please do not submit the Employee Organization Conferences Request Form.
