Convince Your Boss Letter Template
Copy, Paste, and Edit as You Need to Email Your Boss!

Dear [boss/manager name],
I would like your approval to attend PayrollOrg’s 42nd Annual Payroll Congress, 7-10 May 2024, at the Gaylord Opryland Resort and Convention Center in Nashville, Tennessee, USA.
How does this conference differ from other conferences? – This conference is the largest annual payroll conference, offering world-class training covering a wide spectrum of local, national, and global payroll topics, such as continuous compliance changes, outsourcing and globalization, managing process improvements, and global risk management. One topic covered by a keynote speaker is the future of work and pay. 
Why should I attend? – This conference will offer me the opportunity to network with payroll professionals, representatives from leading-edge companies, industry experts, and dynamic keynote speakers. I will also learn about cutting-edge products and services at the world’s largest Expo.
What will I take away from this conference? – In addition to connecting with hundreds of the most ambitious and intelligent payroll professionals, I believe the training and insights will energize and better prepare me to support our organization with an understanding of new payroll technologies and regulatory changes.
What are the advantages for our organization? – This event will allow me to build a personalized educational program tailored to our organization’s needs. Here are a few advantages:
· Increase my abilities in identifying compliance issues and resolving them before our organization is subject to penalties
· Learn best practices that will help improve internal controls, procedural efficiencies, and payroll accuracies
· Become familiar with the latest payroll products and services that could be of use to our organization in the future
· FREE access to Virtual Congress & Expo in July with additional educational sessions that are presented live by subject matter experts (a $759 value)
Summary of costs 
	Item 
	Expenses

	Conference fee, includes three lunches, two cocktail receptions, and one dinner
	$2,145 (PayrollOrg member rate)

	Hotel 
	$1,295 ($259 per night by 12 April) plus applicable taxes and fees

	Airfare and Travel 
	$300 - $600

	Total 
	$3,740 - $4,040

	Creating a network of payroll peers
	Priceless



[If you are not already a PayrollOrg member, include this section in your letter.]
 Another exciting benefit of registering for this conference – I will receive a FREE, one-year membership to PayrollOrg (a $334 value)! This will include access to:
· Discounts on all PayrollOrg training classes, conferences, webinars, web-based programs, online training, and publications
· Access to free members-only eBooks, events, and webinars
· The latest payroll information, compliance news, and updates
· Access to an online community to communicate with payroll peers and receive answers to my tough payroll questions through The Payroll Community, as well as serve on committees and task forces
· Training specific to earning payroll certification credentials (Fundamental Payroll Certification/Certified Payroll Professional); certified members receive 3 Recertification Credit Hours (RCHs) for each year of membership they complete
I appreciate your consideration of my request. Please take a moment to look at the Payroll Congress website — PayrollCongress.com — for an overview of the event and covered topics. I could not be more excited to attend, and I’m certain this opportunity will be one of the best investments for myself and the entire organization.
Thank you for your time.
Yours truly,
[YOUR NAME],
a payroll professional, passionate about developing new skills to improve our team
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