APPROVAL REQUEST  |  EXECUTIVE DEVELOPMENT
Business case to attend
17th Global Executive Assistant Summit  |  3-4 December 2026  |  Prague Marriott Hotel
Dear [Manager's Name],
I am requesting approval for a registration to attend the 17th Global Executive Assistant Summit. My objective is not simply professional development: it is to bring back practical ways to save executive time, improve follow-through and make my support more proactive. The programme is built specifically around challenges faced by people supporting senior leaders, with substantial hands-on training rather than purely inspirational presentations.
When and where I will attend:
Dates: December 3-4, 2026
Location: Prague, Czech Republic
Why this training is worth the investment
•  1. Practical AI and Microsoft 365 skills that improve productivity. Shelley Fishel, a Microsoft 365 and Copilot specialist with more than 25 years of experience, will demonstrate real-life workflows using Outlook, Teams, Word, PowerPoint and Copilot. Nicky Christmas, founder of The EA Campus and a long-standing educator of Executive Assistants, will lead an interactive workshop on using AI for executive briefings, meeting preparation, inbox management and research. I can apply these methods to standardise recurring tasks, reduce manual drafting and improve the quality of information prepared for decisions - while following our data-security rules and approved tools.
•  2. More strategic support for leadership priorities. Lucy Brazier OBE, CEO of Marcham Publishing and publisher of Executive Support Magazine, has presented and trained in more than 50 countries. Laura Belgrado brings over 30 years of senior executive support and business-management experience, including work with Microsoft and Mars. Their sessions examine how assistants move beyond reacting to requests to anticipating needs, managing priorities strategically and coordinating effectively across teams. This would help me protect your time and bring forward solutions instead of waiting for instructions.
•  3. Stronger communication, influence and judgement under pressure. Helen Monument, Chair of the World Administrators Alliance, brings expertise in practical leadership and professional standards. Leadership coach Varinka Bouma-Iseli examines emotional intelligence in a changing, AI-driven workplace, while certified DISC and psychosocial coach Pascal Dricot teaches confident ways to handle conflict and set boundaries. Dr. Heather Denniston, a wellness strategist with over 30 years of experience, adds science-informed approaches to focus and sustainable performance. Together, these skills can improve stakeholder communication, prioritisation and the handling of urgent or competing demands.
The expected return is a stronger executive-assistant partnership: less time spent chasing information, better-prepared decisions, fewer avoidable last-minute escalations and more capacity for higher-value work. Peer exchange with international senior assistants will also let me benchmark approaches and bring back practices that have worked elsewhere.

Delegate feedback from previous events:

“Really enjoyed the event overall, this is an absolute go-to for EAs and I’m so happy I attended. I will definitely consider joining future editions as well.
It was a great balance of learning, networking, and open discussions around how the EA role is evolving. I especially appreciated the focus on AI, operations, and strategic partnership, as well as the opportunity to connect with such a supportive and inspiring community of professionals.
You leave feeling inspired by so many different use cases, ideas, and learnings that you can bring back into your day to day work. The organization, atmosphere, and speaker selection were excellent, and Lisbon was a fantastic location for it all!”
· Michelle Filby | Executive Assistant | SUPER Group

“Extremely powerful content –tailored for Assistants, therefore, very much appreciated”
· Sandrine Grottoli | Global Rewards & WE HR Assistant | JT International SA

“Very impressive, I go back as different person and definitely handle things differently after this conference”
· Julia Orthum | Global Operations Assistant &PA| BSN Medical GmbH

“I am pleasantly surprised at how well organized the event was. So interactive, amazing workshops, always fun and meeting amazing people with a positive energy. I learn a lot and now I feel like I have a community of EAs. I will go home “rich” in networking.”
· Catarina Rosa | Office Manager & Executive Assistant | APUS Energy DMCC
Budget and continuity
	Registration fee: €[insert]  
	


Total requested: €[insert total]  
I will plan deadlines in advance and arrange appropriate cover for time-sensitive matters during the two days. No new software or external AI service would be used with company information without the required approval.
In summary, I would value the opportunity to bring these skills back to the business and would appreciate your approval. I am confident that the time and money invested in my attendance offers significant value and is especially relevant to my role along with what I can offer to our company right now. 
Additional information is available at www.etapa-assistants.com. Alternatively, I am happy to assist with any queries you may have. 
Thank you for your time and consideration. Please let me know if I have your approval to attend—early registration and booking will help us save on travel and accommodation costs.
Kind regards,
[Your Name]  |  [Job Title]

MANAGER DECISION     [ ] Approved     [ ] Not approved     Signature: _____________________     Date: __________
