
GUIDE FOR PARTICIPANTS

The Congressional Award
NEW ONLINE SUBMISSION

VISIT WWW.CONGRESSIONALAWARD.ORG



STEP 1: GET STARTED

AFTER PARTICIPANTS HAVE REGISTERED, 
GO TO THE 'CURRENT PARTICIPANTS' TAB 
ON CONGRESSIONALAWARD.ORG

SCROLL AND CLICK TO GET STARTED.
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IF YOU HAVE
 NOT REGISTERED,
REGISTER NOW!

STEP 2: CURRENT PARTICIPANT PAGE



READ THE GUIDELINES AND CLICK 'APPLY'

NOTE:

YOU CAN SAVE YOUR WORK AND COME BACK TO IT.
GO TO THE BOTTOM OF THE APPLICATION TO CLICK 'SAVE DRAFT' 
DO NOT CLICK APPLY UNTIL YOU ARE READY!
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SIGN UP TO MAKE A
SUBMITTABLE ACCOUNT, 

OR SIGN IN IF YOU ARE
COMING BACK TO YOUR

BOOK.

STEP 3: SUBMITTABLE ACCOUNT

STEP 4: OPEN AN APPLICATION

NOTE: 
PARTICIPANTS WILL NEED TO CREATE
THEIR OWN ACCOUNT AND

PASSWORD. THEY WERE NOT GIVEN

A LOGIN. 



STEP 5: START APPLICATION

START YOUR RECORD 
BOOK APPLICATION.

COMPLETE THE 
PRE-QUESTIONNAIRE.

STEP 5, CONT: 
START APPLICATION

COMPLETE THE APPLICANT

INFORMATION AND 
SELECT YOUR REGION.
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STEP 6: VOLUNTARY PUBLIC SERVICE

ADD YOUR VOLUNTARY PUBLIC SERVICE 
GOALS, ACTIVITIES, AND HOURS.

STEP 7: VALIDATOR 
ENTER THE VALIDATOR'S INFORMATION AND 
SEND A REQUEST TO VALIDATE.

DO NOT SEND UNTIL YOU HAVE COMPLETED THAT GOAL.

THE VALIDATOR WILL RECEIVE AN EMAIL FOR APPROVAL.
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STEP 8: ADDITIONAL GOALS

ADD ADDITIONAL GOALS AS NEEDED.

NOTE: 
VOLUNTARY PUBLIC SERVICE CAN HAVE A MAXIMUM OF 4 GOALS

PERSONAL DEVELOPMENT HAS A MAXIMUM OF 2 GOALS

PHYSICAL FITNESS HAS A MAXIMUM OF 2 GOALS

STEP 9: HOURS LOG

ENTER ALL HOURS FOR VOLUNTARY PUBLIC SERVICE IN THE CHART.

NOTE: A MONTH MUST HAVE AT LEAST 1 HOUR TO COUNT.
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STEP 10: 
PERSONAL DEVELOPMENT & PHYSICAL FITNESS

REPEAT STEPS 6-9
FOR PERSONAL DEVELOPMENT AND PHYSICAL FITNESS.

A VALIDATOR NEEDS TO BE ENTERED FOR EACH GOAL, 
EVEN IF IT IS THE SAME VALIDATOR ACROSS MANY AREAS.

YOUR ADVISOR MAY ALSO ACT AS YOUR VALIDATOR, IF NECESSARY.
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STEP 11: EXPLORATION/EXPEDITION

SELECT IF YOU HAVE AN IN PERSON OR VIRTUAL TRIP.

IF SELECTED IN PERSON, 
COMPLETE THE QUESTIONS

AND SUBMIT YOUR WRITE-UP
ANSWERS WITH THE
CORRESPONDING BOX. 

NOTE: AN EXTRA FILE DROP 
WILL BE AVAILABLE.

VIRTUAL EXPLORATION

IF SELECTED VIRTUAL, COMPLETE THE QUESTIONS AND UPLOAD

YOUR WRITE-UP FILE.
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IN PERSON EXPLORATION



STEP 12: FINAL QUESTIONS

FINISH YOUR RECORD BOOK APPLICATION BY COMPLETING THE
FINAL VERIFICATION QUESTIONS.

STEP 13: ADVISOR SIGNATURE

ENTER THE ADVISOR'S INFORMATION AND SEND A REQUEST TO
VALIDATE.

DO NOT SEND UNTIL YOU HAVE COMPLETED THE ENTIRE RECORD

BOOK.

THE ADVISOR WILL RECEIVE AN EMAIL FOR APPROVAL.
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STEP 14: SUBMIT YOUR RECORD BOOK

SHARE ABOUT YOUR AWARD JOURNEY!

STEP 15: REVISIONS

IF YOUR APPLICATION NEEDS REVISIONS TO MEET THE GUIDELINES,
YOUR PROGRAM MANAGER WILL SEND YOU AN EMAIL

NOTIFICATION VIA SUBMITTABLE TO COMPLETE THE ASSIGNMENTS. 

IF YOU RECEIVE AN ASSIGNMENT EMAIL, LOG IN TO YOUR

ACCOUNT AND SUBMIT THE REVISIONS NEEDED ON THE SAME

RECORD BOOK FORM.
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ONCE YOUR 
1) RECORD BOOK IS COMPLETE

2) YOUR ADIVSOR AND VALIDATORS HAVE VERIFIED
THEN YOU CAN CLICK APPLY!

NOTE: THE BOOK WILL NOT BE REVIEWED UNTIL THE ADVISOR AND

VALIDATORS HAVE CONFIRMED VIA THE SUBMITTABLE EMAIL.



ONCE YOUR AWARD LEVEL IS APPROVED, YOU WILL BE NOTIFIED VIA
A SUBMITTABLE EMAIL FROM YOUR PROGRAM MANAGER. YOU WILL

RECEIVE YOUR FORMAL APPROVAL AND AWARD IN THE MAIL

SHORTLY AFTER.

WHEN YOU ARE READY TO START A NEXT LEVEL, FILL OUT THE FORM

ON THE 'CURRENT PARTICIPANT' PAGE OF THE WEBSITE.

STEP 16: APPROVAL 

NOTE: RECORD BOOKS MAY TAKE 4 WEEKS TO REVIEW. 
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QUESTIONS OR NEED HELP?

CONTACT YOUR PROGRAM MANAGER 
OR EMAIL INFORMATION@CONGRESSIONALAWARD.ORG 
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