
How to Submit Your Proposal 
 
The entire submission process will be completely online.  Please DO NOT send any additional 
materials (hard copy, CD-ROM, flash drive, etc.) to the SEPA Administrative Office. 
 
The Electronic Submission System 
 
The Electronic Submission System (ESS) will open on Thursday, August 15, 2013 at 12:00 p.m. 
EDT. 
 
For further, detailed information about using the ESS to submit your proposal, please review the 
“Guidelines for the Electronic Submission System” document, located on the SEPA website.  To 
begin the process, you will need to create a new account for the software, including providing a 
valid email address for your username and creating a password to gain access into the system.  
Please make note of these two pieces of information because they will be needed for re-entry into 
the ESS at a later time, if necessary. 
 
Online Submission Availability 
 
Submitters may go back and edit their submission UP UNTIL THE DEADLINE FOR 
SUBMISSIONS.  Simply log back into the ESS and click on the “Edit” icon for the submission you 
wish to revise.  Remember that traffic on the ESS may become heavier as the deadline for 
submissions draws near, so it is possible that you may experience difficulty logging into the site or 
that processing time may be very slow.  The ESS will close on Tuesday, October 8, 2013 at 6:00 
p.m. EDT whether you have completed your submission or not.  You will not be able to make any 
revisions or changes to your submission after the deadline. 
 
Online Submission Elements 
 
All submissions must be prepared in electronic form (.doc, .docx. or .pdf files only).  The 
submission title will be copied and pasted into the appropriate cell in the ESS.  Summaries will be 
uploaded as an electronic file.  The text you enter into the ESS is actually used to construct the 
program book, so please carefully edit your work and follow instructions closely. 
 
Proposal Title (10 words maximum) for your proposed session 
 
Content Areas (select one primary area and up to three secondary areas from the following) 
 
Addictions/Substance Abuse 
Aggression/Violence 
Animal Behavior/Ethology/Comparative 
Clinical/Counseling 
Developmental 
Diagnosis 
Education/Teaching/School 
Emotion/Motivation 
Ethnic Minority/Cross-Cultural 
Forensic Issues 
Gender Roles 
Health Psychology/Behavioral Medicine 
History & Systems 
Human Factors 
Industrial/Organizational 
Learning & Cognition 



Measurement/Evaluation 
Methodology/Statistics 
Cognitive Neuroscience/Physiological 
Professional Issues 
Religion/Faith 
Sexuality/Sexual Behavior 
Social/Personality 
Therapies 
 
Number of Authors/Participants: 
 
You must count all authors, regardless of whether they will be physically present at the session or 
not.  The number of authors/participants that you provide will be used to create the participant list 
and the conference program. 
 
Special Requests: 
 
If you have special scheduling requirements please email your request to the SEPA Office - 
sepa@citadel.edu - and then call the office (843-953-0772) to follow-up and make sure your 
request was received.  It is your responsibility to ensure your request is received. 
 
This year SEPA will provide LCD projectors, laptops, and screens for all paper sessions, panels, 
and symposia. 
 
PARTICIPANTS WISHING TO USE OTHER AUDIO/VISUAL EQUIPMENT MUST MAKE THEIR 
OWN ARRANGEMENTS. 
 
CE Workshop presenters will be contacted to verify what is needed. 
 
NO A/V EQUIPMENT WILL BE PROVIDED FOR POSTER SESSIONS, CONVERSATION 
HOURS, or INTEREST GROUPS 
 
Please inform the SEPA Office if a screen will be needed for sessions other than paper, panel, or 
symposium sessions. 
 
Please read the descriptions of the various submission types and choose the one that best fits 
the style of your presentation. 
 
Amount of Time Requested: 
 
Paper submissions are generally allotted 13 minutes within a longer session.  Posters remain in 
place for the scheduled time of the poster session.  For submissions other than papers or 
posters, please indicate in your proposal how long you would like your session to be.  We will 
attempt to honor your request.  If you have special scheduling requirements please email your 
request to the SEPA Office. 
 
Document Preparation before Submission for ALL SESSION TYPES: 
 
(EXCEPT Workshops, CEPO Student Research Awards for Research on Minorities and Women, 
and CEPO Undergraduate Research Program Poster Session - these require different 
preparation.  See “NOTE” at the bottom of this document.) 
 
At one point in the submission process you will need to upload your entire submission.  The 
document you submit must conform to the following format in order for SEPA to process the 
submissions.  It must be saved and uploaded either as a Word document (.doc, .docx formats 
only) or as a PDF (.pdf).   



 
It is very important to prepare the document exactly as outlined below.  Your file should adhere to 
the following requirements: 
 

- 1-inch margins, 12-point Times New Roman font 
 
- DO NOT USE special characters, special margins or fonts, tab stops, or soft carriage 

returns 
 
- Do not use all capital letters except where indicated 
 
- Single spacing, except where indicated 
 

Your file should contain the following information (in order): 
 
1.  Desired format of proposed session (Paper, Poster, etc.) typed on the first line. 
 
2.  The word TITLE on the second line (in all CAPS). 
 
3.  Type the title of the proposed session on the third line (no more than 10 words). 
 
4.  A blank line. 
 
5.  Type one of the following sentences: 
 
 “Data are fully collected” or “Data collection is in progress” 
 
6.  Enter two blank lines. 
 
7.  Upload as an attachment the full text of the proposal, including tables, figures, and references 
as needed according to the specifications outlined above.  The proposal should contain a 
minimum of 300 words to a maximum of 500 words that describes the submission in enough 
detail so reviewers can evaluate it effectively.  (Word count excludes tables, figures, and 
references.) (Proposals for the CEPO Student Research Awards for Research on Minorities and 
Women have a different requirement - please see “NOTE” below). 
 
TWO MORE IMPORTANT STEPS TO FOLLOW: 
 
1.  If your submission is a PAPER or POSTER be sure to omit names that could identify the 
author(s). 
 
2.  Go to “Properties” in the file menu, click on the Summary tab, and delete any identifiers. 
 
NOTE: 
 
CEPO Student Research Awards for Research on Minorities and Women submission 
requirements are different in that you will submit items 1-6 as described above, but instead of 
Item 7, you will submit a full-length (8-10 page) manuscript in APA format. 
 
In an effort to upgrade the submission process for the CEPO/Psi Chi Undergraduate Poster 
Sessions the Committee on Equality of Professional Opportunity (CEPO), which is a 
subcommittee of SEPA, will also be streamlining their submission process for the 2014 Meeting. 
We anticipate these changes will help expedite the processing of presenter information and the 
intent to submit fees.  We will have more information on this prior to August 15th.  In the 
meantime, if you have questions you may contact Dr. Amy Lyndon at 
252.328.2589/lyndona@ecu.edu or Dr. Rihana S. Mason 706.245.7226/rsmason@ec.edu. 



 
CE Workshops require you to fill out a “Workshop Proposal” form, which can be found at the end 
of this document.  Please complete the form, save it as either a Word document (.doc, .docx) or a 
PDF (.pdf) and send it directly to Dr. Jared Keeley, the SEPA CE Director 
(jkeeley@psychology.msstate.edu).  Please do not upload workshop proposals to the ESS. 
 
 
Participant List (including coauthors who are not presenting): 
 
During the submission process, you will be asked to list information for each participant, including 
coauthors who are not presenting: 
 

- First, last name, affiliation 
 
- Email address 
 
- For Symposia and Panel Discussions, the role of each participant in the session.  List 

chair first, then presenters with any coauthors, and finally the discussant(s). 
 

Participants who are SEPA members or Student Affiliate Members who have already logged into 
the ESS will be in the system.  You will be able to locate them by inputting the email address they 
used to establish their ESS account.  If you cannot locate a coauthor or participant, you may 
insert the requested information to add them to your presentation. 
 
Receipt of Proposal Confirmation: 
 
When you’ve completed your submission, you will be asked if you would like an email 
confirmation for your submission. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



SEPA WORKSHOP PROPOSAL FORM 
 

This form is for workshops only.  It is NOT for papers, symposia or posters. 
 

Email the completed application directly to Dr. Keeley (SEPA CE Director): 
jkeeley@psychology.msstate.edu 

 
Workshop Title:  (Please do not exceed 50 characters, including letters, numbers, spaces, and 
punctuation marks.) 
 
 
 
Workshop Length:           Half-day (3 hours for 3 CE Hours)          Full-day (6 hours for 6 CE 
Hours)   ___ Other (please specify)  
 
 Name of Person Submitting:  
 
 Phone Number:           
 
 E-mail:  
 
 Mailing Address:   
 
 City:                                                                                   State:                  Zip:   
 
NOTE:  PLEASE SUBMIT A CV FOR EACH WORKSHOP LEADER. WE ARE REQUIRED TO HAVE THESE 
DOCUMENTS ON FILE. 
 
List all WORKSHOP LEADERS. Include the name, degree and professional affiliation for each, as you want 
them to appear in the program (e.g., John Jones, Ph.D., Alpha University). 
 
 
 Primary Leader –  Name:  
                           Degree: 
                           Professional Affiliation:  
 

Other Leader -   Name:  
                        Degree:  
                         Professional Affiliation:  
 
 Other Leader -   Name: 
                        Degree:  

             Professional Affiliation:  
 
 Other Leader -   Name:  
                        Degree:  

             Professional Affiliation:  
 

Other Leader -   Name:  
                        Degree:  

             Professional Affiliation:  
 
 
Describe previous experience as workshop leaders and any special qualifications on the subject matter.  Has 
proposed workshop been presented before?  If outlines, handouts, etc. from previous presentations are 
available, please append to this form before uploading.   
 


