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The EA Institute: Request for Professional Development Support Letter 
Copy and paste below, edit the yellow sections and adjust the tone as necessary. 
Good Luck!

Hi {{Manager First Name}},

I’m seeking approval to participate in the Executive Assistant Professional Certification (EAPC) through The EA Institute.

This certification has been developed to define a clear professional standard for senior EA practice, particularly in areas such as judgement, influence, decision-making, and strategic partnership with leadership.

Purpose of the certification
The EAPC focuses on how an EA operates day to day, not just what tasks are completed. The intent is to strengthen proactive support, professional judgement, and ownership, enabling the EA role to operate as a trusted partner rather than reactive support.

The certification develops capability in:
· anticipating issues and opportunities before escalation
· owning problems, decisions, and follow-through
· communicating with clarity, confidence, and influence
· supporting leaders through complexity, pace, and change
· operating with reliability, discretion, and sound judgement

Organisational value
For the organisation, this typically results in:
· reduced operational and cognitive load on executives
· improved prioritisation and decision support
· stronger trust and reliability within the EA–leader partnership
· greater consistency and professionalism in execution

Structure of the certification
The certification consists of three components:
1. Core Modules – Operating Standards
Six core modules establish the operating standards expected of a senior EA, including:
· moving from reactive support to strategic operation
· influence, language, and executive presence
· ownership of problems and decision-making
· integrity, trust, and professional credibility
· leadership stance and visibility
· future-focused thinking and career leverage

2. Applied Capability Units (Electives)
Participants then complete applied units across key EA capability areas, including:
· AI & the Future-Ready EA
· Commercial & Business Acumen
· Executive Time, Calendar & Priority Management
· Professional Practice & EA Fundamentals
· Email, Information & Digital Workflow Management
· Executive Communication, Influence & Presence
· Leadership & People Management
· Meeting Management & Rhythm of Business
· Executive & Stakeholder Partnership
· Personal Effectiveness, Wellbeing & Resilience
· Project, Event & Change Execution
· Risk, Governance & Professional Judgement
· Strategic Thinking & Decision-Making
Completion of two elective units is required for certification.

3. Certification & Assessment
Progress is supported by structured learning checks and application milestones, with certification awarded upon completion of requirements.

Time commitment
The certification is designed to be completed self-paced alongside full-time work.
We estimate the total time required to complete the learning, application, and assessment components to be approximately three days in total, spread over time.

AI capability inclusion
The certification includes a dedicated AI & Future-Ready EA unit.
Participants also receive access to The EA Institute’s AI learning content and live AI sessions running throughout the year, including the upcoming February session on Copilot, as part of the inaugural intake.

Investment
The investment for the Executive Assistant Professional Certification is AUD $5,000.
This intake is the inaugural cohort, offered by invitation ahead of the public launch later this year.

Timing
The Executive Assistant Professional Certification commences in March, with the inaugural cohort being finalised now.

I believe this certification will support my ability to operate more effectively in my role and strengthen the support provided to leadership and the wider organisation.

I’m very happy to discuss this further or provide any additional information.

Kind regards,
{{EA Name}}
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