
 
 

 

 

 

 

 

 

HOW TO SUBMIT A PROPOSAL   

 

(Regional Conference) 

 

 

 

 

ü Section 1: Creating a New User Account 

 

ü Section 2: Submitting a Proposal 

 

ü Section 3: Editing Personal Contact Information  



 
 

 

Section 1 ï Creating a New User Account:  

 
Step 1 - Select the ñCreate a New Accountò link on the right hand side of your screen.   

You will need to create a new account, even if you have presented at a past NCTM 

Conference. 

 

 

  
 
 

 



 
 

Step 2 ï Fill in the fields for your Personal Information, Contact Information, and User 

Information.  Please note: Speaking Experience is a mandatory field. 

 

 

 
 

You will be asked to create a user name and password at this time. This user name, 

password (and email address) will be used to access your proposal in the future, to accept 

or decline an invitation to present, update your information, and to check your scheduling 

information. Click ñSaveò to finish. 

 



 
 

Step 3 ï A confirmation e-mail will be sent to the e-mail address you provided.  You can 

now begin submitting a proposal.    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Section 2 ï Submitting a Proposal: 
 

Step 1 ï Click ñSubmit or Track a Presentationò 

 

 
 

Step 2 ï Click ñSubmit a New Proposalò 

 

 



 
 

Step 3 ï Select the Main Grade Band focus of your presentation.  The Grade Band 

selected will be used for Program Committee reviewing purposes.  Select the grade 

band which most closely matches your target audience. You will have the opportunity 

to refine your target audience later. (General Interest should only be used for sessions 

which will contain useful materials for teachers of all levels. Gallery workshops should 

not be submitted as general interest. Please select the next appropriate grade band for 

such gallery workshops. ) 

  
When selecting your grade band, you will  also confirm your ñproposal type.ò Read the 

FAQôs for a description of ñproposal typesò available. 

 



 
 

Step 4 ï Enter in information about your Presentation. These fields will print in the 

Program Book so try to make them appealing to your target audience; please be sure this 

information is free of typos and misspellings. Do not use all capitals or all lower case 

letters for your title. Your description must be less than 350 characters including spaces 

and should convey the topic of your Presentation and what you hope attendees will learn. 

(Read the speaker FAQôs for additional suggestions and tips for creating a strong 

proposal.) 

 

 
 

Step 5 ï Select your target audience. Use the drop down menus to select the 

appropriate grade band audience for your Presentation. This is your chance to tailor your 

audience. The example below will display as PreK-5 in the program book. (General 

Interest means a topic is of interest to everyone from PreK ï Higher Ed.)  

 

 
 



 
 

Step 6 ï At this time, you have the option to elect whether or not you would be willing to 

repeat your Presentation; if necessary. To do so, click the appropriate radial button under 

the ñRepeat Sessionò heading.  

 

Next, choose the topic that best describes your presentation (the list that you see may be 

different than the example below) and then list any NCTM publication(s) you may be 

referencing so that we may be sure they are available in the bookstore. (The publications 

field is optional.) 

 

 
 

 

 

 

 

 



 
 

Step 7 ï Explain the objective of your proposal. This information will not print in the 

program book but will be used by our Program Committee to rate your proposal. For 

more information on the criteria used to rate proposals, visit the Speaker FAQôs. Please 

note: the 500 character limit includes spaces.   

 

 
Step 8 - If you require special scheduling considerations (ex. Religious reasons), or have 

any ADA needs, please indicate this in the appropriate boxes.  Click ñAccept and 

Continue.ò 

 

 



 
 

 Step 9 ï To add a Lead Speaker and Co-Speakers, type the speakerôs last name in the 

text box to the right and click ñSearch by Last Nameò.  This page requires that you click 

the ñSearch by Last Nameò button; do not hit Enter on this page. 

 
Step 10 ï Select the speaker from the list of Potential Speakers.  You have the choice to 

assign the speaker as a Lead Speaker or a Co-Speaker.  If your speaker is not listed, click 

the ñAdd Unlisted Participantò link in the bottom left of your screen and complete the 

personal contact section for your speaker.  A Lead Speaker must be designated for 

each proposal. If you would like to be a lead speaker (in addition to a session organizer), 

search for your own name to be listed correctly. 
 

 


