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                                      Justification Letter/Request for Training Letter

Feel free to shorten or otherwise adapt this memo to fit your needs. To use this sample memo, simply highlight the text that appears on the page, copy (control-c) and paste (control-v) it into your word processing program. Sections in [square brackets] should be customized with your information.
To: [name of your manager and/or approver]
cc: Finance 
From: [your name here] 
Date: [insert date] 
Subject: Request for Training Authorization

I request your authorization for me [and/or __ # of my staff members] to attend the American Payroll Association’s Certified Payroll Professional Boot Camp, [insert session dates]. The Certified Payroll Professional Boot Camp (CPP Boot Camp) will prepare [me/us] to take and successfully pass the CPP certification exam. Gaining CPP certification is an important step in the payroll professional industry. The CPP exam verifies your payroll knowledge, skills and abilities, and is recognized by the payroll industry as the gold standard in payroll certification.
The American Payroll Association (APA), founded in 1982, is the leader in payroll education. The comprehensive, advanced, hands-on education provided by the APA will greatly help [me/us] manage a cost-effective payroll department in addition to ensuring our organization is up-to-date with the latest in compliance and industry trends. What [we, I] learn at this training session will directly benefit our organization's bottom line. Our failure to keep updated on these requirements could cost us thousands or even millions of dollars in noncompliance penalties. 

Below are highlights of the CPP Boot Camp only offered by the APA: 


· Virtual sessions - no travel costs. 

· Evening sessions - no interference with [my/our] work schedule

· Expert “tried and true” APA instructor – accurate, solid knowledge
· Knowledge Assessment Calculator – value of $29.95, this pre- and –post assessment determines what areas to focus on
· A year of access to PayTrain® –  value of $1,059, the APA’s Online Learning System provides unlimited time to practice and apply [my/our] learning
· “Pass the First Time” Guarantee – if not successful passing the CPP exam the first time, [I/we] can take the next CPP Boot Camp for free
More details and the benefits of this training session are provided via the CPP Boot Camp website - https://www.americanpayroll.org/course-conf/CPP-Bootcamp/. The return on investment (ROI) from attending this training session will be immediate and significant. Therefore, I request your approval to attend the virtual course American Payroll Association's Certified Payroll Professional Boot Camp, [insert session dates]. 
