
GUIDE FOR PARTICIPANTS

The Congressional Award
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.
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STEP 7: VALIDATOR VERIFICATION
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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PREVIEW OF THE ADVISOR & VALIDATOR EMAIL

IF YOU ARE PLANNING TO SUBMIT YOUR RECORD BOOK IN 2023
OR BEYOND, YOU DO NOT NEED TO REQUEST. PLEASE ONLY SEND

REQUESTS IN THE YEAR YOU WOULD LIKE TO SUBMIT. 



DO YOU NEED TO RESEND OR CANCEL YOUR REQUEST?

If the application has been submitted, first request to have your application be
reopened for editing by your Program Manager. 

Once reopened, go into your application and find the validator request(s) you
would like to edit and select "resend request" if you would like to send a
reminder to your validator, or "cancel request" if you would like to send it to a
new validator.

If the validation form has already been completed, that part cannot be
modified. If it is critical the signature be modified, the new validator or advisor
can send a simple email to the program manager conducting the review. Please
note, advisors and validators do not need to create a Submittable account. 
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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 VERIFICATION

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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IF YOU ARE PLANNING TO SUBMIT YOUR RECORD BOOK IN 2023
OR BEYOND, YOU DO NOT NEED TO REQUEST. PLEASE ONLY SEND

REQUESTS IN THE YEAR YOU WOULD LIKE TO SUBMIT. 



STEP 14: SUBMIT YOUR RECORD BOOK

SHARE ABOUT YOUR AWARD JOURNEY!

NEED TO EDIT YOUR SUBMITTED APPLICATION?

IF YOU NEED TO EDIT YOUR APPLICATION AFTER IT WAS SUBMITTED
OR UPDATE YOUR ADVISOR OR VALIDATOR, PLEASE SEND YOUR
PROGRAM MANAGER A MESSAGE THROUGH SUBMITTABLE.

PLEASE NOTE, IF THE VALIDATION FORM HAS ALREADY BEEN
COMPLETED, THAT PART CANNOT BE MODIFIED.
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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.



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 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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DID YOU RECEIVE THIS ERROR AFTER LOGGING IN?
Click the first link “View this organization’s submissions page” 

and it will take you to the Award page.

For the first Submittable application, participants will need to first create
their own Submittable account. The Congressional Award does not create
logins for participants. Please keep this login information for future
reference.
If you need help logging into your Submittable account or forgot your
password, please reset your password or contact Submittable. 

LOGGING INTO SUBMITTABLE

SUBMITTABLE 
LOGGING IN AND COMMON ERROR
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SUBMITTABLE 
COMMON QUESTIONS & TIPS

No, only the participant needs to make an account! 

Yes! Participants will now be able to log in and view their review status. 

Yes, participants are able to start a new application on Submittable. Please only
submit once the current one is approved. 

Once participants finish writing the first goal, a box will pop up and ask if you would
like to add another goal to the section.

Please write 'N/A' in the spaces and send the validator email to yourself to approve.
Program Managers will know you accidentally clicked an extra goal if it is blank. 

Please only send a validator an email once the goal is completed. Please do not send
while the goal is still a work in progress.
Then, participants can only submit the application once all validators have approved.

Please write "Requirement met at the previous award." in the spaces provided. 

The exploration section of Submittable will have attachment spots for participants to
upload write-up documents. If participants submit an attachment, please write in the
text boxes, 'see attachment.' 

If participants plan to submit in 2023 or beyond, you may save your progress and hours
in the 2022 form, but do not request signatures. Please wait to send advisor and
validator requests until you are in the year you are ready to submit. 

Do parents, advisors, or validators need to make a Submittable account? 



Will participants be able to know the application status with Submittable? 



Can participants work on the next application while the current one is being
reviewed on Submittable? 



How to add an additional goal in a program section? 

If you accidentally make another goal for a category but do not need it,
please note you cannot delete it. 

When should I send my validator an email request? 

What to do if participants are submitting at a higher level and a core area or
the exploration was previously fulfilled at a lower level? 

The Virtual Exploration Accommodation has been extended until June 30, 2022.
Participants may submit virtual explorations until that date. 

What should I do if I plan to submit my application in 2023 or beyond? 
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QUESTIONS OR NEED HELP?

CONTACT YOUR PROGRAM MANAGER 
IN SUBMITTABLE MESSAGES, 
OR EMAIL INFORMATION@CONGRESSIONALAWARD.ORG 


