Procedure for Submitting a Product Development Proposal
to NCDA’s Publications Development Council (PDC) for Review
Updated June 2016
NCDA Mission Statement

The National Career Development Association (NCDA) is a division of the American Counseling Association (ACA).  The mission states: The National Career Development Association (NCDA) provides professional development, publications, standards, and advocacy to practitioners and educators who inspire and empower individuals to achieve their career and life goals.


In an effort to provide products that meet membership needs, the NCDA Publications Development Council (PDC) welcomes proposals from potential authors for new publications that NCDA should consider publishing.
Before Submission

Prior to submitting a proposal, the lead author should contact the PDC Chair to discuss the publishing idea and to learn more about the NCDA publishing process.  This informal consultation will save time and resources for the development and later review of the proposal.  Following this discussion, the PDC chair will send the author a copy of the Review Sheet used by the PDC  in reviewing a Product Development Proposal when it is submitted.  A sample of the contract, or Authors Agreement, should also be shared with the lead author. (NCDA will not commit to publishing without a signed Agreement.) The lead author is required to maintain membership with NCDA from proposal through publication.

Procedures:

1. An electronic copy (preferably in MicroSoft Word) of the proposal should be sent to the NCDA Publications Development Director, Melanie Reinersman <mreinersman@ncda.org>.  This will be distributed it to the PDC Chair and other members for review. 

2. Reviewers return written evaluations (the Review Sheet) to the Publications Development Director within three (3) weeks of receipt.

3. Following a discussion of the proposal by PDC members, a decision will be made to (a) recommend publishing the work as presented, (b) recommend publishing the work after revisions to the proposal are successfully made, or (c) not recommend the proposed work to the NCDA Board.

4. If the proposal is revised by the authors following PDC comments, PDC will make a final recommendation about publishing the work within two weeks of the resubmission.

5. The PDC Chair recommends action to the NCDA Board based on the outcome of the PDC review and further discussion with the author.

6. If the proposal is accepted, the Publications Development Director secures from the author a signed Agreement. 

7. PDC will designate two members as consulting editors to work with the authors on the content of the work. The Publications Development Director will continue to serve as an editor and complete the publishing process. More details will follow when the process begins.

See below for the proposal form.
Proposal Format to be Submitted by lead author:

1. Title of Publication

2. A 100-word summary of the proposal, to provide a quick overview (similar to what is seen in the online NCDA Career Resource Store)

3. Indicate whether a Monograph or Book:
Monograph: manuscript is approximately 100 pages double-spaced, 1-inch margin, practitioner oriented and focused on a single topic related to career counseling or career development.
Book: manuscript is a minimum of 175 pages double-spaced and focuses on issues, research, history, or other topics related to career counseling or career development that yields knowledge or understanding.

4. Author(s)

5. Contact Information

6. Author(s) Vita

7. Description of the Intended Audience

8. Description of the strategies the Author will employ to market the publication

9. Publication Category(ies)

a) Career Development Theory and Models

b) Individual/Group Counseling and Facilitation Skills

c) Assessment

d) Career Information Resources/Curriculum/Activities

e) Program Planning/Promotion/Management/Implementation

f) Coaching/Consultation/Performance Improvement

g) Specific Populations

h) Supervision

i) Ethical/Legal Issues

j) Research/Evaluation

k) Technology

l) Career Planning and Job Seeking Resources

10. Work Setting(s) this would be useful in

a) K-12 

b) Post-secondary

c) Non-profit

d) Government

e) Business and Industry

f) Independent/Private Practice 

g) Counseling Education & Research

11. Media Type

a) Print

b) Video

c) CD-ROM

d) DVD

e) Electronic

f) Other

12. Detailed outline of the product or table of contents

13. 400-word summary that describes the materials including the content (e.g., case studies, activities, reflections, etc.) and addresses the items on the PDC Review Sheet for a Product Development Proposal.

14. Examples from the intended reference list (minimum of 10 references) – these references (and the entire manuscript) must adhere to APA style (7th edition)

15. Illustrate evidence of quality and impact by listing items such as previously authored materials, previous editions of the materials, and/or two published works that the reviewers will use to complete the evaluation.

16. Proposed time-line for delivery of manuscript.

Submit Proposals electronically to: Melanie Reinersman, Publications Development Director, mreinersman@ncda.org
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National Career Development Association

305 North Beech Circle

Broken Arrow, OK 74012

Ph: (918) 663-7060

Fx: (918) 773-7058
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