
Justification 
Tool Kit



1.	 Meet leaders in the field of neurodiagnostics. This is a premier event for 
all disciplines of neurodiagnostics, including electroencephalography 
(EEG), long-term and ICU monitoring, pediatric and neonatal EEG, 
evoked potentials (EP), intraoperative neuromonitoring (IONM), nerve 
conduction studies (NCS), and more. 

2.	 Open doors to new opportunities by connecting with individuals who can 
provide insights, advice, and potential collaborations.

3.	 Access high-quality educational sessions.

4.	 Acquire new practice strategies and techniques.

5.	 Learn ways to improve patient care and safety.

6.	 Gain skills and experience you can immediately bring back to your 
institution.

7.	 Evaluate the latest products and services in our Exhibit Hall.

8.	 Keep your fingers on the pulse of trends, hot topics, and emerging 
practices in neurodiagnostics.

9.	 Demonstrate your commitment to professional excellence through 
continuing education.

10.	 Earn ASET-CEUs for exam eligibility or to meet recertification 
requirements.

Top 10 Reasons to
Attend ASET 2026

Turning Aspiration Into Approval 
Your Guide to Justifying Your Attendance

To gain approval from your supervisor, you need to
 justify the expense and time away from work.

Here are some tools and resources to help you gain approval. 
Who knows? Maybe your case will be so convincing that you 

and your supervisor will both attend!



Post-Conference
Reporting

Commit up front that you will prepare and share a conference report with your 
supervisor and the team. A conference report of one to three pages conveys key 
information about the conference to people who did not attend and ensures that you 
will transmit its value effectively to your organization. 
Examples of information you might include in the report are the following:
•	 Executive summary of key themes, concerns, ideas, and practices discussed.
•	 Keynote session highlights.
•	 Specific educational session highlights and takeaways.
•	 Networking event takeaways (new contacts, why they are important, with whom and 

when you will follow up).
•	 Information about products and services gathered from conversations with vendors 

in the Exhibit Hall (i.e., which companies you will follow up with and when).
•	 Program ideas or recommendations gleaned from the meeting.

Take detailed notes during the conference and consider drafting the report during 
your travel back home when the information is freshest in your mind. If presenting the 
information to the team, schedule that meeting as soon as possible so it won’t get lost 
in the shuffle of returning to busy daily operations. Speakers’ slides are available in the 
ASET app for download after the event, allowing you to share valuable content with 
your colleagues.

Talking Points & Tips
Be ready with these key talking points when speaking with your supervisor 
about the conference.

•	 Clarify that this is an investment in you—as well as your institution. 
Talk about what you’ll bring back after the meeting, including new 
knowledge about research and patient care.

•	 Make sure you offer to share the information you will gain with 
colleagues, leadership, trainees, and students; a quick presentation 
could be an invaluable way for others to benefit from your attendance. 

•	 Propose writing a brief statement about the conference for your internal 
newsletter or website.

•	 Share the online program guide with those who approve travel. The 
wealth of sessions offered will help reassure them that this trip is 
education and career-focused.

•	 Emphasize that this is a chance to earn ASET-CEUs that are essential to 
establish board eligibility or meet recertification requirements and keep 
you qualified to provide expert patient care.

•	 Hundreds of neurodiagnostic professionals from across the country 
attend each year. It’s your chance to connect with peers who face the 
same issues your practice does. Networking events are held during the 
conference to help you connect with other professionals.

•	 Point out that ASET 2026 will put you in touch directly with vendors who 
exhibit at the meeting. You can network with these vendors and bring 
back new contacts that will benefit the entire organization.

•	 Re-energize, get inspired, and come back to work ready to dive into 
some new ideas and best practice strategies to assist your employer.

Apply for ASET Scholarships 
ASET members are eligible to apply for scholarships which cover registration costs 
for the ASET Annual Conference. Some of the sponsored scholarships available may 
include additional funding for travel expenses related to attending the conference, 
such as airfare and lodging. Funding for the ASET Scholarships is from individual 
donations and sponsorships and proceeds from the Foundation’s fundraising events 
and activities. The deadline for submitting an ASET Annual Conference scholarship 
application is May 1, 2026.  The 2026 scholarship application form will be available 
after February 1 at the ASET Foundation website, www.asetfoundation.org.

http://www.asetfoundation.org


Click Here for PDF Version 
of the Cost Calculator 

Expense Guidance Cost
Registration Register by June 19 and save $75 on 

regular registration rates.
General registration includes four plenary 
sessions, a variety of educational 
courses, continental breakfast and 
lunches, Exhibit Hall access, reception in 
the Exhibit Hall, poster presentations, the 
awards ceremony, a social event, and 
nonstop networking with other attendees.

Member: 3-day
(before June 19) $545

Non-member: 3-day
(before June 19) $645

Student: 3-day $200
*Daily rates available 
online

Travel How are you traveling to the conference: 
plane, train, or car?
If travelling by plane or train, use 
a shuttle service or other available 
transportation to get to/from your hotel.
If travelling by car, consider the cost 
of gas and parking. Will your employer 
reimburse you for both? Can you carpool 
with a colleague to share costs?

Rates vary based on mode 
of transportation and area 
of the country.

Lodging The Sheraton Kansas City Hotel is 
offering a discounted room rate, starting 
at $194/night for ASET Conference 
attendees. Can you offset costs by 
sharing a room?

Room rate $194/night

Food Continental breakfast is included with 
your registration fee. Thursday is a 
plated sit-down lunch during the Awards 
Ceremony and an informal lunch served 
Friday.
Dinner is on your own. The hotel has 
several restaurants and additional dining 
options nearby.

Total:

Cost Calculator

Hotel
Book your hotel room at the Sheraton Kansas City Hotel at Crown Center.
Make plans to join us in Kansas City, Missouri, for the 67th ASET Annual Conference. 
To make your stay comfortable and convenient, ASET has made arrangements for 
conference attendees, exhibitors and guests to stay at the host hotel
at a discounted room rate, starting at $194/night.

To book a room, vist www.aset.org/annual-hotel.

Registration
To register for the 2026 Annual Conference, visit www.aset.org/annual-conference.
Join hundreds of neurodiagnostic professionals, get inspired, and earn up to 
21+ ASET-CEUs.

Take advantage of early-bird pricing before June 19.
Group discounts are also available: 10 or more registered employees from the same 
company will receive a 10% group discount.

https://www.aset.org/wp-content/uploads/2026/01/Cost-Calculator-Justification-Tool-Kit-2026.docx


Click the below link to download the 
sample justification letter to customize for 
your specific needs:

Justification
Letters

Sample ASET Member Justification Letter

Dear <Supervisor’s name>,

I would like to attend the 2026 ASET Annual Conference July 23-25, 2026, in Kansas City, Missouri. The 
conference is the annual meeting of my professional association, ASET- The Neurodiagnostic Society.

By attending ASET 2026, I will gain valuable knowledge and understanding about neurodiagnostic best 
practices, innovations, and how we can improve our processes. Many of the presentations directly relate 
to issues that we currently face. This is a premier event for all disciplines of neurodiagnostics, including 
electroencephalography (EEG), long-term and ICU monitoring, pediatric and neonatal EEG, evoked potentials 
(EP), intraoperative neuromonitoring (IONM), nerve conduction studies (NCS), and more. 

The 2026 ASET Annual Conference provides opportunities for me to do the following:
•	 Attend sessions focused on the critical knowledge and skills that I need to help me provide the highest 

quality of patient care.
•	 Learn new skills and connect with other neurodiagnostic professionals with whom I can exchange ideas, 

resources, and practices.
•	 Earn up to 21+ ASET-CEUs

To meet my professional development goals, I am seeking approval for the registration fees, travel and lodging 
expenses, and food expenses during the convention. The detailed cost breakdown is listed below.

The member rate for ASET 2026 registration before June 19 is $545. It is $645 after that date.

Conference Registration: <$xxxx>
Travel: <$xxxx>
Lodging: <$xxxx>
Food: <$xxxx> Breakfast is included. Lunch will be provided on Thursday and Friday.
Total estimated conference cost of: <$xxxx>

My participation in the conference will complement our organization’s objective of continual professional 
development and I plan to return with resources to share what I’ve learned with our team.

Thank you in advance for your consideration.

Sincerely,
Your Full Name

ASET Member Justification 
Letter

Non-Member Justification 
Letter

https://www.aset.org/wp-content/uploads/2026/01/Member-Justification-Letter-2026.docx
https://www.aset.org/wp-content/uploads/2026/01/Member-Justification-Letter-2026.docx
https://www.aset.org/wp-content/uploads/2026/01/Non-Member-Justification-Letter-2026.docx


Sample Non-Member Justification Letter

Dear <Supervisor’s Name>,

I would like to attend the 2026 ASET Annual Conference July 23-25, 2026, in Kansas City, Missouri. The 
conference is the annual meeting of the professional association, ASET- The Neurodiagnostic Society.

By attending ASET 2026, I will gain valuable knowledge and understanding about neurodiagnostic best 
practices, innovations and how we can improve our processes. Many of the presentations directly relate 
to issues that we currently face. This is a premier event for all disciplines of neurodiagnostics, including 
electroencephalography (EEG), long-term and ICU monitoring, pediatric and neonatal EEG, evoked potentials 
(EP), intraoperative neuromonitoring (IONM), nerve conduction studies (NCS), and more. 

The 2026 ASET Annual Conference provides opportunities for me to do the following:
•	 Attend sessions focused on the critical knowledge and skills that I need to help me provide the highest 

quality of patient care.
•	 Learn new skills and connect with other neurodiagnostic professionals with whom I can exchange ideas, 

resources, and practices.
•	 Earn up to 21+ ASET-CEUs

To meet my professional development goals, I am seeking approval for the registration fees, travel and lodging 
expenses, and food expenses during the convention. The detailed cost breakdown is listed below.

The non-member rate for ASET 2025 registration before June 19 is $645. It is $745 after that date.
Also, I can join ASET for $110 for the remainder of this year. As a member, I would receive numerous
benefits, one of which is a reduced registration rate of $545, if I register before June 19.

Conference Registration: <$xxxx>
Travel: <$xxxx>
Lodging: <$xxxx>
Food: <$xxxx> Breakfast is included. Lunch will be provided on Thursday and Friday.
Total estimated conference cost of: <$xxxx>

My participation in the conference will complement our organization’s objective of continual professional 
development and I plan to return with resources to share what I’ve learned with our team.

Thank you in advance for your consideration.

Sincerely,
Your Full Name

Discover the Heart of 
Kansas City

Welcome to Kansas City, where history, jazz, and culture flow 
through every street like the waters of its iconic fountains. 
Step outside the Sheraton Kansas City Hotel and immerse 
yourself in the birthplace of swing, the home of legendary 
BBQ, stunning art deco architecture, and neighborhoods 
that tell the story of America’s heartland. From historic jazz 
clubs to world-class museums and districts filled with art 
and innovation, Kansas City blends past and present in 
unforgettable ways. 

Here is how to discover Kansas City history during the 
ASET Annual Conference.

Dive Into Kansas City’s Historic Gems
•	 Union Station – Explore a century-old architectural masterpiece 

filled with exhibitions, science displays, and the spirit of early 20th 
century travel.

•	 National WWI Museum and Memorial –  A world class museum with 
interactive exhibits and a sweeping view of the city from the Liberty 
Memorial tower.

Explore Culinary and Cultural Landmarks
•	 A Kansas City BBQ Experience – Taste Kansas City history through 

its famous BBQ culture. Visit iconic spots like Arthur Bryant’s, Joe’s 
Kansas City, or Jack Stack for slow-cooked perfection that defines 
the city.

•	 Crossroads Arts District – Street art, galleries, First Fridays events, 
studios, and local shops.

Experience Kansas City’s Storied Past
•	 Historic Riverfront Tour – Connect the city’s past to its modern 

growth with a guided visit to the Missouri Riverfront where Kansas 
City first began.

•	 The Kansas City Gangster Tour – A popular guided bus tour that 
takes visitors to real mob locations used by the KC Mafia during 
Prohibition and beyond. It includes stories of shootouts, speakeasies, 
political bosses, and infamous mobsters.

Catch the World Cup Spirit
Kansas City is gearing up for the world’s biggest sporting event. 
Explore fan festivals, soccer themed pop ups, and the electric 
atmosphere of a World Cup host city. Quarterfinal on July 11, 2026. 
Conference attendees may choose to arrive early or extend their stay 
to experience the excitement of the World Cup and explore the city 
during this global celebration.

https://www.aset.org/wp-content/uploads/2026/01/Non-Member-Justification-Letter-2026.docx
https://www.legolanddiscoverycenter.com/arizona/


Because we’re here to help!

ASET is here to assist you through the process to
convince your supervisor to approve the costs of 
attending the conference. If you need additional 
support, please contact us.

Contact Us

Telephone
(816) 931-1120

Email
info@aset.org

Website
www.aset.org

Address
 312 SW Greenwich Dr, Suite 669 Lee’s Summit, MO 64082 

https://www.aset.org/annual-conference/
mailto:info%40aset.org?subject=
mailto:info%40aset.org?subject=
http://www.aset.org

