Sample Training Request Authorization Memo
To: [name of your manager and/or person who would approve your request to attend]
From: [your name here] 
Date: [fill in as appropriate] 
Subject: Request for Training Authorization
I request your authorization for me [and/or __ # of my staff members] to attend the Michigan Statewide Payroll Conference, October 8, 9 and 10, 2025 in Grand Rapids, Michigan. What [we, I] learn at this educational conference will directly benefit our organization's bottom line. 
The timely compliance education provided at the Michigan Statewide Payroll Conference will greatly help our payroll operations stay in compliance with the many laws and regulations governing payroll. 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 unique learning opportunities available at the Michigan Statewide Payroll Conference: 
A two or three day conference filled with educational topics, taught by renowned industry and government experts will allow me to select training targeted to our specific needs. 
Top officials of key government agencies will be there, offering important updates.
At the Michigan Statewide Payroll Conference for Payroll Professionals, I can:
· Earn re-certification credit hours and an additional 4 hours for Wednesday,  All Things Payroll or Higher Education Roundtable. 
· Learn about the latest technology impacting our industry. 
· Grow personally and professionally. 
· Get the latest legislative updates to stay compliant.
· Listen and learn from dynamic speakers! 
This conference offers breakout and general sessions to choose from.  All of these sessions are taught by industry and government experts.  
The exhibit hall is a showcase of payroll related products and services in Michigan.  Here I'll explore new ways to reduce costs and improve the efficiency of our operations.
Networking with a group of assembled experts, exhibitors, speakers, colleagues, and peers provides us an unparalleled opportunity to learn lessons and benefit from others' knowledge and experience. 
The Michigan Statewide Payroll Conference, started in 1989, is a leader in payroll education for payroll, finance, and HR professionals. 
The return on investment (ROI) from attending this event will be immediate and significant. Therefore, I request your approval to attend the Michigan Statewide Payroll Conference, October 8, 9 and 10, 2025 in Grand Rapids, Michigan. 
Summary of costs 
	Item 
	Expenses

	Wednesday – Payroll In Education or Payroll Rondtable
	$100

	Thursday – Friday Conference fee, includes meals, entertainment, and RCH’s (TBD).
	Early Registration Cost before 6/30/25
$400 for local chapter member
$450 for non-chapter member

	Thursday – Friday Conference fee, includes meals, entertainment, and RCH’s (TBD).
	Late Registration Cost after 6/30/25 and through 9/15/25
$425 for local chapter member*
$475 for non-chapter member*
*after 9/16/25 thru 9/29/25  an additional $50 will be added as a late charge.  This is subject to availability.

	Hotel 
	$159.00 per night plus applicable taxes

	Parking 
	Free

	Total 
	$755-$915



I appreciate your consideration of my request. Please take a moment to look at the Michigan Statewide website — https://payodetroit.org/Michigan_Statewide_2025 — for an overview of covered topics. 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
