Dear [boss/manager name],

I’d like to kindly ask for your approval to attend PayrollOrg’s Educational Institutions Payroll Conference (EIPC) that will be taking place at the Hyatt Regency Columbus in Columbus, Ohio on October 18-21, 2026.

How does this conference differ from other conferences? – This conference is designed to bring together passionate payroll professionals who work in higher education. It provides very focused and well-curated content through practical sessions and a selection of workshops.

Why should I attend? – I feel the insights and lessons presented and discussed at EIPC are exactly what our team needs to have an efficient payroll operation, stay ahead of upcoming laws and regulations, and avoid unnecessary costs.

What will I take away from this conference? – I will receive real-life examples, case studies, best practices, and practical techniques that I can start using right away. I will see how other colleges and universities maintain compliance, manage payroll operations, and determine what mistakes they made in the past, and how we can learn from them.

Advantages for our organization
The education and training from the four conference days will help our organization to:

· Understand how payroll analytics can optimize our payroll process and procedures
· Develop an understanding of what is necessary when entering a new locality, state, or territory
· Compare and contrast our organization’s process and procedures to trends in shared services and payroll best practices
· Identify nonresident alien student and faculty reporting requirements

Advantages for me

I sincerely appreciate opportunities to grow as a professional in our organization, and I’m very excited about this conference because:

· There’s an impressive line-up of experts who are working with the technologies, tools, and methodologies we use daily.
· The friendly, intimate spirit of the conference makes it easy to interact with speakers and ask them questions.
· As payroll changes rapidly, it’s important to learn what is possible and where payroll practices in the academic community are heading. 

[bookmark: _Hlk46314590]Summary of costs

	Item 
	Expenses

	Conference fee, includes one cocktail reception and dinner, three breakfasts, two lunches, and refreshment breaks
	$1,499 (member price)

	Hotel 
	$585 plus applicable taxes ($195 x 3 nights)

	Flight
	$300 - $600

	Ground Transportation 
	$50

	Total 
	$2,434 - $2,734



In addition to the items listed above, this conference includes workshop materials and networking opportunities over four days.

I appreciate your consideration of my request, and please, take a moment to look at the website — Payroll.org/EIPC — with an overview of covered topics. I couldn’t be more excited to attend this conference, and I’m certain that it’s a good training investment for our 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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