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Read the entire CFP document and note the deadline and required fields.

Write a clear title that names your subject without jargon.

Draft an abstract explaining what you will cover and what attendees will

learn.

Explain what makes your angle different from other talks on the topic.

Write a short bio focused on relevant work experience.

Ask a colleague to read your draft and explain back what they understood.

Revise anything that was misunderstood or unclear.

Submit at least a few days before the deadline to avoid technical problems.

Note the expected decision date and follow up if it passes without word.
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