Sample Letter Requesting Employer Approval to Attend Conference
This information is provided as a sample only, to assist you in developing your own proposal to request financial support to attend the National Payroll Institute’s Conference.
Dear [Manager’s Name], 

I’m requesting approval to attend the 2026 National Payroll Conference, hosted by the National Payroll Institute in Montréal from June 2 to 5, 2026.

Payroll is a major responsibility for our organization — and it’s rapidly evolving. New compliance requirements, technology advances and rising expectations for accuracy and responsiveness mean we must stay ahead, not just keep up. This conference is the one place where Canada’s payroll leaders gather to share proven strategies that reduce errors, improve efficiency and protect organizations from financial and reputational risk.

By attending, I’ll gain practical insights we can apply immediately — from smarter workflows to digital tools to stronger reporting — all of which support our goals to streamline operations and create a better employee experience. 

[Insert this paragraph only if you hold a PCP or PLP designation]
As a designated Payroll Compliance Professional (PCP) / Payroll Leadership Professional (PLP), I must complete Continuing Professional Education (CPE) to maintain my designation. Attending the conference provides 12.5 CPE hours, helping me stay certified and current without additional training costs later in the year.

The early-early-bird rate is $1,375 for members / $1,575 for non-members. This rate is available until February 13, at which point it will increase to $1,775 for members / $1,975 for non-members. This includes access to all education sessions, the full conference experience and most meals and refreshments. 

For overview of the event and topics, you can access the conference website at conference.payroll.ca.

I believe this investment will pay back in meaningful ways: fewer manual challenges, improved compliance confidence and stronger outcomes for the organization and the people who rely on us. I’ll return with a clear set of recommendations tailored to our team’s needs and will share a post-conference summary to ensure the value extends beyond my role.

Thank you for considering this request.

Sincerely,
[Insert your signature]

