Dear [boss/manager name],
I am asking for your approval to attend the Payroll Leaders Conference, 14-16 September 2026, in San Antonio, Texas. This educational event presents next-generation training through four transformational certificate programs and is ideal for payroll professionals like me, aiming to increase our leadership skills and who aspire to be leaders within our organizations.
I know I would benefit from attending the [fill in certificate program name]. This certificate program [fill in description].
[Select one of these programs to fill in the paragraph above]
Payroll System Selection and Implementation
This course will lead me through the multiple steps organizations use to select the correct system or technology. I will learn the steps required to successfully implement the system, such as developing the project plan, installing the technology, analyzing the gaps in procedures and the systems features, mapping the old systems data to the new system’s data elements, testing the new system, developing training materials and documentation, and supporting the system after go-live.

Strategic Payroll Practices
This course provides insightful perspectives on complex payroll taxation topics, operational effectiveness, employee development, emerging technologies, and other issues when developing a successful strategy to guide a payroll department. I will learn how to manage IRS and SSA notices and audits, develop a payroll department’s vision and mission statements, ensure proper taxation and reporting of executive compensation, and understand trends in payroll practice and technology.

The Art and Science of Building Strong Vendor Alliances
This in-depth course is designed specifically for current and future leaders who want to elevate their strategic impact. I will gain practical tools and insights to confidently lead vendor selection, manage performance, and foster long-term partnerships. From building cross-functional teams to negotiating contracts, leveraging vendor scorecards, and defining service-level expectations, I will leave equipped to transform vendor relationships into high-performing alliances that support payroll excellence.

Managing Payroll Operations Across the Globe
This course explores how people, processes, and technology interconnect as we lead a global payroll operation delivering timely payments and ensuring taxation and other compliance requirements are met. We will dive into our company's payroll delivery model, the role of the governance committee, vendor management, data privacy, and providing sustainable business processes.
Advantages for our organization
Along with the opportunity to earn up to 16 RCHs, 1.6 CEUs, or 19 CPE credits, this conference will allow me to develop new leadership competencies and a fresh perspective to lead people within our organization through an increasingly dynamic world. 



Summary of costs 
	Item 
	Expenses

	Conference fee, includes three breakfasts, two lunches, and a Networking Cocktail Reception
	$1,349 (Member price)

	Hotel 
	$498 plus applicable taxes ($249 x 2 nights)

	Flight
	$300 - $600

	Ground Transportation 
	$50

	Total 
	$2,197 - $2,497



I appreciate your consideration of my request. Please take a moment to look at the Payroll Leaders Conference web page — Payroll.org/PLC — for an overview of information. I could not be more excited to attend this event, 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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