
  1 

 

Annual Conference 2020 
Proposal Site Instructions 

 
ALL proposals must be submitted online by midnight PST on Sunday, August 25, 2019 (click for link). 

The last section of this document contains screenshots of the proposal site process for the CWEA Annual 
Conference 2020 (AC20) to be held in Reno, Nevada from Tuesday, March 31 - Friday, April 3, 2020.  Before 
you proceed to the submittal site, please make sure you have the following information handy, depending on 
the type of proposal you are submitting (for more information on these session types, see AC20 Challenge 
Areas, Topics, and Session Types and scroll to the bottom of the document):  

• Education Program Proposals 
The Education Program features Workshops, Technical Sessions, and Panel Discussion 
Sessions.     Sample proposals are available to help get you started.  Information you will be asked to 
submit includes: 

1. Proposal Collaborators - others that were involved in developing this proposal (optional) 
2. Session Presenters – person/people who will be presenting at the conference should your 

proposal be accepted.  This could be you, someone else, or a few people.  You will need 
each person’s full name and email address at a minimum.  Other information such as 
organization name, biography, photo, etc. for the presenters can be input by you, or you 
can send a message to the presenter asking them to update their information. NOTE: all 
required information for each presenter must be input before you can finalize and submit 
the proposal. 

3. Education Session Info –  
 Title 
 Challenge Area (can be selected from a drop-down list).  Challenge Area and Target 

Audience/Interest Area descriptions can be found here. 
 Level of Session Content (e.g., introduction to, intermediate, advanced) 
 Industry Practice Area(s) 
 Session Synopsis (this synopsis will be used to review/select proposals, but will not be 

shared in annual conference marketing materials nor with conference participants) 
 Session Marketing Description (to be published in the conference brochure, website and 

onsite guide; typically, no more than 4 to 5 sentences) 
 Commercial Interests 

4. Participant / Learner Outcomes - 3 learning objectives that are clear, measurable, and 
achievable.  

5. Additional Session Information –  
 Participant Engagement Strategies (how you will engage the participants during your 

presentation.) 
 Session Length (including recap and Q&A) 
 Previous Delivery / Presentation of this Session 
 Were you invited to present by CWEA? 

https://www.abstractscorecard.com/cfp/submit/login.asp?EventKey=TUSCFZNV
https://www.abstractscorecard.com/cfp/submit/login.asp?EventKey=TUSCFZNV
https://www.conferenceabstracts.com/uploads/HelpAssets/settingsHelp/ScorecardLink-5654-.pdf
https://www.conferenceabstracts.com/uploads/HelpAssets/settingsHelp/ScorecardLink-5654-.pdf
https://www.conferenceabstracts.com/uploads/HelpAssets/settingsHelp/ScorecardLink-5653-(3).pdf
https://www.conferenceabstracts.com/uploads/HelpAssets/settingsHelp/ScorecardLink-5654-.pdf
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6. Proposal Agreement – agreement to complete additional required tasks should your 
proposal be accepted. 

 
• Exhibit Hall-Related Proposals 

This category includes guided Exhibit Hall Tours held in the exhibit hall.  Information you will be asked 
to submit includes: 

1. Proposal Collaborators - others that were involved in developing this proposal (optional) 
2. Education Session Info -- Exhibit Hall Tour 
 Title 
 Challenge Area (can be selected from a drop-down list).  Challenge Area and Target 

Audience/Interest Area descriptions can be found here. 
 Industry Practice Area(s) 
 Tour Synopsis (this synopsis will be used to review/select proposals, but will not be 

shared in annual conference marketing materials nor with conference participants) 
 Tour Marketing Description (to be published in the conference brochure, website and 

onsite guide; typically, no more than 4 to 5 sentences) 
 Commercial Interests 

3. Proposal Agreement – agreement to complete additional required tasks should your tour be 
accepted. 

 
• Other Proposals 

If you have a new idea for a conference session, you may submit your proposal using the session type 
Other.  Information you will be asked to submit includes: 

1. Proposal Collaborators - others that were involved in developing this proposal (optional) 
2. Session Presenters – person/people who will be presenting at the conference should your 

proposal be accepted.  This could be you, someone else, or a few people.  You will need 
each person’s full name and email address at a minimum.  Other information such as 
organization name, biography, photo, etc. for the presenters can be input by you, or you 
can send a message to the presenter asking them to update their information. NOTE: all 
required information for each presenter must be input before you can finalize and submit 
the proposal. 

3. Education Session Info – Other Type Proposals 
 Title 
 Challenge Area (can be selected from a drop-down list).  Challenge Area and Target 

Audience/Interest Area descriptions can be found here. 
 Level of Session Content (e.g., introduction to, intermediate, advanced) 
 Industry Practice Area(s) 
 Session Synopsis (this synopsis will be used to review/select proposals, but will not be 

shared in annual conference marketing materials nor with conference participants) 
 Session Marketing Description (to be published in the conference brochure, website and 

onsite guide; typically, no more than 4 to 5 sentences) 
 Description of “Other” session type 
 Commercial Interests 

4. Participant / Learner Outcomes - 3 learning objectives that are clear, measurable, and 
achievable.  

5. Additional Session Information –  
 Participant Engagement Strategies (how you will engage the participants during your 

presentation.) 

https://www.conferenceabstracts.com/uploads/HelpAssets/settingsHelp/ScorecardLink-5654-.pdf
https://www.conferenceabstracts.com/uploads/HelpAssets/settingsHelp/ScorecardLink-5654-.pdf
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 Session Length (including recap and Q&A) 
 Previous Delivery / Presentation of this Session 
 Were you invited to present by CWEA 

6. Proposal Agreement – agreement to complete additional required tasks should your 
proposal be accepted. 

For questions on AC20 or information requested in this Call for Proposals, please contact Monica Myhill, CWEA 
Director of Education, by phone: 510-746-7403 or email: mmyhill@cwea.org. 

For technical questions or assistance using this online platform, please contact CadmiumCD Technical Support 
at 887.426.6323 or email Help@ConferenceAbstracts.com. 
 
SESSION PROPOSAL REVIEW CRITERIA 
 
Submitters should review the full Call for Proposals requirements to assure that all questions are answered as 
directed.  Session proposals that are not submitted in accordance with the published requirements will not be 
accepted. 
 
The AC20 Education Program Team and CWEA Technical Committee Leaders will select session proposals of 
interest and may contact potential speakers for more information. Please note that application submittal does 
not guarantee selection.  
 
All sessions must be educational in nature, unbiased, and avoid direct or indirect promotion of any particular 
product or service.   
 
Session proposals will be peer-reviewed and evaluated using the following criteria: 

o Clarity & Quality of Proposal 
o Connection to AC20 Challenge Area 
o Content Can Be Immediately Applied in Workplace  

 
CWEA has assembled a diverse AC20 Education Program Team (EPT) that will assist in the education program 
design; selection of speakers, themes and topics; and coaching of speakers.  To ensure that the program 
content is timely, relevant and optimally targeting our attendees’ needs, the EPT will select from submissions 
received during the Call for Proposals and identify gaps, if any, which the EPT will address through additional 
content development strategies.   
 
CONFERENCE TRACKS AND TRACK FACILITATORS 
 
Multiple sessions covering the same or similar Challenge Area or Target Audience/Interest Area will be placed 
together in a morning or afternoon track.  Track Facilitators, determined November – January, will be working 
with you as described below:  
 

• Before the conference: help finalize strategies/approach for the participants’ experience, engagement 
and learning as well as the process, organization and flow of a session 

• At the conference:  facilitate the participants’ learning experience and bring cohesiveness to the 
sessions within their track 

 

mailto:mmyhill@cwea.org
mailto:Help@ConferenceAbstracts.com
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If you are interested in serving as a Track Facilitator, please find more information about the role and 
responsibilities here: AC19 Track Facilitator Role, Responsibilities and Training (AC20 version coming soon). 
The sign-up site for Track Facilitators to select specific tracks will open in the Fall. 
 
IMPORTANT SPEAKER MILESTONES AND DEADLINES 

• Proposal submissions are due by midnight PST on Sunday, August 25, 2019 
• Speaker Notification – October 2019 
• Access/Log into Speaker Platform to Start Speaker/Presenter Tasks – October 2019 
• Speaker/Presenter Training and Coaching Opportunities – January to March 2020 
• Register for Conference and Pay Speaker Rate (40% discount off Member Rate) – January to early 

March 2020 
• Submit Final Session Materials (PowerPoint Presentations and/or Handouts) – Mid-March 2020 

 
SPEAKER/PRESENTER COMPENSATION 
 
Selected speakers will be notified in October and are responsible for all conference-related expenses, 
including travel and lodging expenses.   Speakers are required to register for the conference at either the full-
conference discounted speaker rate or a one-day conference discounted speaker rate (on the day of their 
session) - unless an exception is granted by CWEA staff.  Speakers will receive a 40% discount off the member 
early bird registration fee.  Registration will open in January 2020. 
 
BRAIN-BASED LEARNING:  TOOLS & TIPS 
 
CWEA strives to provide training opportunities that use current adult learning approaches based in science 
and research – what we call “Brain-Based Learning”.  This Brain-Based Learning approach includes:   

• Content oriented toward challenges faced by the target audience (thus our focus on challenge areas for 
AC20) 

• Learning experiences that have observable and measurable learner outcomes (thus our request that 
you provide 3 learner outcomes for each session proposal) 

• Content that a participant / learner can immediately apply in the workplace 
• Interactive session delivery style for a targeted audience, not just a lecture or talking head 

 
Check out the following webinar and resources that can assist you in designing and developing your Session 
Proposal(s).   
 
Speaker and Track Facilitator Training 

• Recording of February 2019 Speaker training/webinar audio only (1 hour and 14 minutes) 
• February 2019 Speaker training/webinar slides 
• Recording of February/March 2019 Track Facilitator training/webinar (41 minutes) 

 
Short Videos  

• Science of Learning (15 minutes) 
• Lecturer to Facilitator (12 minutes) 
• Passive Listener (16 minutes) 
• Creating Stellar Presentations (8 minutes) 
• Making Learning Stick (9 minutes) 

 

https://cwea.app.box.com/s/g3ma5soep835k7rx03kbq13s91kpdes5
https://zoom.us/recording/share/s8aKR8t9XKXHYc_qzkUhYTA0eEeBqose4RQqwn_-8ZKwIumekTziMw
https://cwea.box.com/s/p71i6fbm1jq4thzxc930u8fbw2jeqz09
https://www.conferenceharvester.com/Uploads/Documents/HarvesterLink-5653-843.mp4
https://www.youtube.com/watch?v=zRKNWv8zWVI&feature=youtu.be
https://www.youtube.com/watch?v=Ad36ZBUMT3g&feature=youtu.be
https://www.youtube.com/watch?v=ReQSNh7CpcQ&feature=youtu.be
https://www.youtube.com/watch?v=Rfm5mRPSQwA&feature=youtu.be
https://www.youtube.com/watch?v=ZAI3xzXGgZ8&feature=youtu.be
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Additional Handouts and Resources  
• Questions to Ask About Audience  
• Content Development  
• 10 Questions to Consider 
• Presentation Techniques  
• Quick Tip Visuals 

 
 
PROPOSAL SUBMISSION SITE SCREEN-SHOTS 
 
Following are screenshots of what you will encounter in the online proposal site.  Screen shots are based on 
the Workshop, Technical Session, and Panel Session types.  Your experience may vary depending if you are 
proposing a different type of session but will be very similar. 
 

 
 

https://www.cwea.org/conferences/2014/Speaker%20Tips/No1QuestionstoAskAboutAudience.pdf
https://www.cwea.org/conferences/2014/Speaker%20Tips/No2contentDevlopment.pdf
https://www.cwea.org/conferences/2014/Speaker%20Tips/No2contentDevlopment.pdf
https://www.cwea.org/conferences/2014/Speaker%20Tips/No310questionstoconsider%20v2.pdf
https://www.cwea.org/conferences/2014/Speaker%20Tips/No4presentationtechniques.pdf
https://www.cwea.org/conferences/2014/Speaker%20Tips/No5QuickTipsVisuals.pdf
https://www.abstractscorecard.com/cfp/submit/login.asp?EventKey=TUSCFZNV
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Click Save 
Collaborators 
if you have no 
collaborators 

Click Add a 
New 

Collaborator 
to add a 

collaborator 
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GO BACK TO TASK LIST BY COMPLETING THE TASK, OR CLICKING ON “Tasks”: 
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YOU MUST COMPLETE ALL REQUIRED FIELDS FOR ALL PRESENTERS YOU ADD BEFORE YOU CAN “Save 
Presenters”.  IF YOU WOULD LIKE TO ADD SOME OF THE INFORMATION AND COME BACK LATER, ENTER 
THAT INFORMATION THEN CLICK ON “Tasks” ON THE TOP BAR. 
 

 
 
 
 
 



  15 

 

 

 
 



  16 

 
 



  17 

 
 



  18 

 
 
 
 
 



  19 

 

 
 



  20 

 
 

 
 



  21 

ONCE ALL TASKS HAVE A GREEN CHECK MARK NEXT TO THEM, YOU MAY SUBMIT YOUR PROPOSAL! 
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