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Employee Organization National Conferences
Frequently Asked Questions (FAQ’s)
There have been numerous questions regarding the EO Conferences.  The EEO Office and Learning & Education have developed Frequently Asked Questions (FAQ’s) to assist in answering questions for management and employees.

The following FAQ will address:

· Presenters participation

· Moderator participation

· Management attendance and participation 

· Employee attendance

· EO Slot allocation

· Charging program travel

1. Q. Who will be allowed to attend the Employee Organization Conference?
· A. It is the intent of the Wage and Investment Division to offer opportunities to the maximum number of employees possible (within work constraints) to attend and benefit from the annual IRS Employee Organization (EO) Conferences.

2. Q. Should travel and per diem expenses be paid from the training budget?
· A. Yes. Chief Financial Officer (CFO) guidelines recommend payment of conference registration fees, travel, and per diem from the BOD training budget.

3. Q. What fees are Executives, who have been invited to participate in the conference as “Presenters”, responsible for paying?  
· A. Executives who have been asked to be a Presenter will be responsible for travel expenses only.  They will not be required to pay conference fees.

4. Q. Are managers, who have been invited to participate in the conference as “Presenters”, responsible for paying?  
· A. Managers who are invited to be Presenters will need to submit an EO Conference Form and be considered along with all other applicants seeking payment based on the Decision Matrix.

5. Will “Moderators” be allowed to charge their conference fees to program travel?
· A. No.  Moderators will need to submit an EO Conference Form that will be considered along with all other applicants. 

6. Q. If a manager decides that he/she would like to attend the conference as a training participant, should the manager’s attendance be charged against the allocated EO slots?
· A. Yes.  Any manager who attends the conference as a participant, benefits from the same training, networking, and career development opportunities as other non-manager training participants who attend the conference.

7. Q. Do I need to fill out the EO Conference Form?  
· A. Yes, if you wish to be considered for funding and/or leave.

8. Q. Will EEO provide SF 182 processing due dates and/or cut off dates for submission and processing of requests?
· A. Yes.  This information will be provided with the approval memo
9. Q. How will I know if I have been selected to attend an EO Conference? 
· A. The W&I EEOD office will notify you and your manager that you are selected to be funded to attend a conference.
10. Once I complete my SF 182 and have my manager’s signature and approval, where does it go next?

· A. After the manager signs the SF 182, it goes to your manager’s immediate supervisor to sign Section D, line2d.  Once you receive the signatures on your SF 182, forward the document to the Administrative Support to create a RTS request and forward the SF 182 to the Centralize Delivery Services (CDS) for processing. The Administrative Support should fax the SF 182 to (404) 338-8595 for them to approve and sign Section D, line 3d.  Once CDS send the SF 182 back to the Administrative Support, the document and the RTS request should be forwarded to the Budget Analyst for your area.  The Budget Analyst has to approve and sign Section E, line 1d, and forward the approve SF 182 and RTS request to the Administrative Support to register the employee to attend the conference
11. Q. Can I make my travel arrangements once my SF 182 has been approved by my first line manager?
· A. No.  You are only permitted to make travel arrangements after you have been notified by your manager the SF 182 and RTS have been signed and approved by everyone in the signature path.

12. Q. I am a Regional Officer for one of the Employee Organizations and would like to attend the conference, will I have priority over other EO Conference applicants?
· A. No. There are five priority levels and a Decision Matrix to determine the order in which the EO Executive Panel will use to determine applicant approval.
· 1=Applicant is a Presenter

· 2=Applicant is a National Officer/Local President
· 3=Applicant is a GS 11 or below

· 4=Applicant is a GS 12 or above
· 5=Applicant is not a member or local officer of the requested EO, but did not received funding in FY08 and FY 09
13. Q. Who will make the final decision as to whether an employee can attend a conference at the agency’s expense?
· A.  The EO Executive Panel makes the final decision on whose expenses are paid out of the EO funds.
14. Q. Do I have to be a member of a specific organization to attend?
· A. No.  The primary goal of each conference is training, and the decision criteria and matrix applies for all applicants.

15. Q. If I pay with my personal funds to attend a conference, can I be granted Administrative Leave and how much?  
· A. Yes.  It is a management decision to grant Administrative Leave to employees choosing to pay conference fees and travel on their own.  Management needs to consider the workload of the employee before approving Administrative Leave on a case by case basis. Management is authorized to grant up to 24 hours of Administrative Leave per request.
16. Q. Will the division pay a part of my EO Conference travel/registration fees?
· A. No.  The division will only authorize full funding.
17. Q. Can my manager deny my request to attend a conference due to workload even if I am a member and/or officer of the Employee Organization?
· A. Yes. However, W&I managers are encouraged to use maximum flexibility in allowing employee attendance and be as liberal as possible (consistent with workload requirements) in granting leave.
18. Q. When should I submit my request for leave to attend an EO Conference?
· A. Employees should submit all EO workshop attendance requests, including those for Administrative Leave, Annual Leave, and Leave without Pay, to their manager by March 26, 2010.
19. Q. What criteria will management use to determine who will be granted Administrative Leave?
· A. When considering the approval of Administrative leave, for conference attendance, the following priorities will apply:
· Priority 1: Previously approved annual leave requests

· Priority 2: National Employee Organization Officers/Local Presidents
· Priority 3: Local Employee Organization Officers

· Priority 4: All others
20. Q. Do I need to have a Career Learning Plan (CLP) in order to apply for attendance at one of the EO Conferences?  
· A. No.  You do not need a CLP.
21. Q. If an employee requests leave only, do I have to send my request to the functional contact?

· A. No. Managers have the authority to approve the employee’s leave.  Only forward your Employee Organization Conferences Request form to the functional contact when requesting funding from the division.
22. Q. I attended the AIM-IRS conference last year, the flowchart reflects the request will be denied.  Will there be requests set aside for spaces that are not filled?

· A. No. If an approved employee withdrew his or her request, an alternate is notified to attend the conference and the employee will be funded out of the Employee Organization training funds.  
23. Q. Where can I locate information on each of conferences?
· A. The information can be found on the HCO website at : http://hco.web.irs.gov/devtrain/training/servlearn/trainconf.html
24. Q. I have an employee who wants to attend two conferences and I wanted to know if they are allowed 24 hours of Administrative Leave to attend both conferences?

· A. Managers can approve up to 24 hours of Administrative Leave for each conference. 
25. Q. If an employee is on a detail in another Business Unit, can that employee complete the EO Conference Request Form with the Business Unit where they are detailed? 
· A. No. The employee should complete the EO Conference Request Form with their permanent Business Unit, not where they are detailed.
24. Q. After an employee is selected to attend the EO conference, how do the employee request funding to pay for the trip if they are infrequent travelers?

· A. Employees who are approved to attend the conference that are infrequent travelers and do not have a Government Travel Card Account can use the Centrally Billed Account (CBA) for their airline and train transportation to the conference.  Information can be found on the ERC website regarding “Authorized Users of the CBA”, “Use of the CBA”, and the “CBA Ticket Authorization Process” under the Travel & Relocation index tab and the subject, “Centrally Billed Account (CBA)”.
Employees can request a “Travel Advance” for funding to use for the hotel and other miscellaneous expenses (taxi, parking at the airport, etc.).  Information regarding the process for securing these funds can be found on the ERC website under the Travel & Relocation index tab and the subject, TRAS (Travel, Authorizations and Vouchers) and Advances. 

25. Q. After an employee attends training, does the employee need to complete any additional paperwork to receive credit for the training?
· A. Yes. The manager has to sign and date the original SF 182, Section F, line 1d, to acknowledge that the employee attended the training and make 2 photocopies of the SF 182.  One copy goes to the Budget Analyst of your area, second copy goes to CDS, and the original copy stays with the manager.  
26. Q. If an employee has been approved to attend the EO conference, what are the proper procedures to request travel to attend the conference?

· An employee has to have access to GovTrip to create a travel authorization for manager approval before going to the conference.  If an employee does not have access to GovTrip, the employee need to contact the Help Desk at 1 (866) 743 – 5748 or create a ticket on the OS GetServices to receive the proper procedure to gain access to GovTrip.  
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