
 

 

[insert Date] 
 
Dear [Insert Manager’s Name], 
 
I am writing to request approval and funding to attend the Capital EA “2022 EA/PA Annual 
Conference” being held in Bowral New South Wales on 16-18 November 2022. 
 
This is a two-day intensive in-person conference specifically designed for Executive Assistants, 
Personal Assistants, Office Managers, and all administrative roles and is run by one of Australia’s 
leading trainers and authorities on the Executive Support Profession, Capital EA.  
 
The conference is designed to inspire, motivate, challenge, and allow reflection time to enhance 
opportunities that exist in the role.  It provides very practical training, tools, and tips provided by 
award winning facilitators and guest speakers that I will be able to bring back to the office and 
implement immediately to improve our systems and productivity. 
 

Sessions and takeaways are as follows: 

 

• Bring EA/PAs together to collaborate and share expert strategies and expand their 
professional network 

• Listen and learn from expert facilitators, keynote speakers and invited guests 

• Discover the fundamental core essence of what makes a “Successful EA” 

• Provide EA/PAs with dedicated time to reflect and revise strategic thinking and planning 

• Teaches leadership to support managing EA/PA teams 

• Develop new skills that are extremely relevant and practical for EA/PAs 

• Designed to motivate, inspire, and encourage EA/PAs to return to their roles eager to put into 
action new practices and increased knowledge 

• Allow EA/PAs to take a breath without taking a break! 
  



 

 

The investment includes two nights accommodation in Southern Highlands award winning Milton Park 
Country House Hotel and Spa Bowral NSW. Two days of comprehensive learning and development, a 
welcome networking evening, premier award-winning facilitators and invited guest speakers, sessions 
with Senior EA/PAs from public and private sectors from Canberra, Sydney and Melbourne, many 
activities and a two-course plated dinner and gala evening.  
 
The cost is inclusive of all meals, activities, materials, writing tools and accommodation. 
 

Highlights include 

Award Winning Speakers 

Dr Brendan Nelson AO President of Boeing Australia, New Zealand and South Pacific 

Mr Dion Devow Indigenous ACT Australian of the Year, Founder of Darkies Designs and Yerra Pty Ltd 

Ms Liv Van Vliet Founder and Trainer of My EA Career 

Ms Ursula Kohler Founder and Managing Director of Capital EA 

Panel Session includes PA/EAs from public and private sectors. 

Mental Health Topics, Self-Awareness Activities, Nutrition and Exercises provided. 

Individual Curated Hampers for each attendee 

Opportunity to network with EA/PAs from other State and Territories and Regional Areas 

 

“This conference was simply amazing. Ursula and her team are amazing. It was 

a great opportunity to pause & making valuable connections. I’m Looking 

forward to 2022!” 

  



 

 

A breakdown of the price: 
  

 Investment Price per person  

Price quoted in AUD (GST incl.) $3,900.00 

TOTAL PRICE                   3,900.00 

 
In summary, I am confident that the time and money invested in my attendance offers significant 
value and is especially relevant to my role. 
 
Thank you for your time and consideration.  
 
Kind regards,  
 
[Insert your name here]  
 

 

Approval by Name:    Signature:   

 Title:    Date:   

 
       

No of attendees from the company:   
Total amount 

payable: 
   

  
 

Names of attendees:  

   

 


