Letterhead of Nominator (if applicable)

Month xx, 20xx [Submission date of Nomination]

Dear NCDA Awards Co-Chairs and Committee members,

Two referral sources, [Name of REFERENCE 1] and [Name of REFERENCE 2], have joined me in my nomination of the [Name of Career Center] at [Name of College/University] for NCDA's [Name of Award]. Also please review the information following this letter:

a) completed NCDA Member Awards Application Cover Sheet

b) two (2) reference letters

c) Appendix which includes the Career Center’s

i. Mission

ii. Services

iii. Vision

iv. Goals

d) 50-word biography along with supporting documents and graphics.

The [Name of Career Center] demonstrates itself as an exemplary career center through the implementation and adoption of a career development theory, support services for diverse populations and utilization of technology.

The [Name of Career Development Theory]
Over the course of the last two years, the [Name of Career Center] has aligned its mission, programming, marketing and assessment by adopting a new theoretical framework. The career development team reviewed and selected a framework informed by scholarship, research and practice in the field of career development. The center selected the [Name of Career Development Theory] (author citation, year), which teaches __________ and holds students at the center of the process creating __________. Reaching the point of adoption required extensive conversations and discussions among the career team, a group which includes seven staff with diverse educational backgrounds. Through a systematic process of individual and group research, presentations and discussions the team narrowed down from a list of twelve career development theories to arrive at the [Name of Career Development Theory]. Once the career team made a choice, they educated the rest of the office providing readings, and support. The results of these efforts are clear, the rest of the staff has adopted the language of __________, exploration of __________ and embracing __________, all key tenets of the theory. Supporting this shift to a new theory, the counseling team produced a Workbook, complete with training, exercises and additional resources to use a reference. The team also undertook training with other staff in the career center, academic advisors, admissions and faculty partners. The following are a few examples of how the adoption of [Name of Career 

Nomination Letter (continues)
Development Theory] has shifted office operations and examples of collaborations across campus and with partners.

Three examples are provided.

These three examples demonstrate the success of . . . . connecting recruiting activities in the classroom with an educational focus. Working with alumni in [Program of Study at College/University] and faculty, Career Center staff brought [Specific Names of Employers] into classrooms to present to students. In partnership with faculty in an integrated [Program of Study at College/University], the Career Center also partnered with the National Organization on Disabilities and the University of _________ Medical School’s Work Without Limits initiative on Campus to Careers. The program connects students and recent graduates with disabilities to meaningful internships and careers. As an early partner of the program, the Career Center led the conversation resulting in mutually beneficial partnerships events including educational and recruiting events for students with disabilities. The Campus to Careers partnerships provided a recruiting platform for students with disabilities in a targeted and safe environment. Another example of [Name of Career Development Theory] in action is the Career Center’s partnership with [Name of Outside Professional Training Program). This is a 10-week summer internship program for diverse college students where the Career Center was one of five inaugural institutional partners. Through collaboration with the employer and faculty, the Career Center facilitated . . . .

Goals are shared.

Utilization of Technology is provided.

Challenges are shared.

Conclusion and appreciation of award consideration is provided.

[Closing & Signature of Nominator]

Name of Nominator, Title

Name of Nominator’s Organization

City, State Zip
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NCDA Member Awards | APPLICATION Cover Sheet
(Please complete & return this Cover Sheet only;

along with the information previously specified in #s 3 - 5)
NOMINEE INFORMATION:
NCDA Member Number (Contact NCDA HQ if nominee/nominee group does not know the number. At least one (1) member of the nominee group is required to be an NCDA member. Please note: nominations are NOT kept confidential from the nominee.):

Award sought:

Application Date:

Name of Nominee & title or Name of Career Program:

Mailing Address:

Email:

Phone (business):
Phone (cell or home):

Name and contact information of

Supervisor of Nominee or Group/Program:

Hometown Newspaper information (Check with nominee/nominee group/program): 

NOMINATOR INFORMATION:
NCDA Member Number (Again, contact NCDA HQ if nominator does not know.):

Name:

Mailing Address: 

Email:

Phone (business):
Phone (home):
Letterhead of REFERENCE 1 (if applicable)
Month xx, 20xx [Submission date of Recommendation Letter 1 to Nominator]
Dear NCDA Awards Co-Chairs and Committee members,
It is my pleasure to write in support of the [Name of Career Center]’s nomination for NCDA’s [Name of Awrd]. In my role as the __________, my responsibilities include academic planning, support for teaching, curricular review and revisions, experiential and community-engaged learning, undergraduate academic internships and our general education requirements. I have worked closely with the Career Center staff throughout my 30+ years at [Name of College/University] and have supported the Center as its current leadership have initiated evidence-based improvement of outcomes and continuing outreach to students, faculty, staff and alumni. The [Name of Career Center] demonstrates its exemplary performance through innovative programs, cross-campus collaborations and utilization of data and assessment.
The [Name of College/University] is home to x number of majors, y number of minors, z number of academic departments and xx number of interdisciplinary programs. The Career Center staff have created long-lasting collaborations with many of these faculty and departments despite the relatively small size of the office. This past year, the Center notably established partnerships with introductory [Program of Study] classes and the __________ major to bring together students and employers to connect curricular content and pedagogy to the world of work. The Career Center staff serve on a number of cross-campus committees and have helped establish the Health, Wellness and Life Skills components of the new general education requirements, staffing pilot courses including a new career education class, the first of its kind at the college/university. The Center’s focus on education and early engagement with students has resulted in a nearly 50% rate of engagement with first- and second-year students, a significant accomplishment.
This past fall, the [Name of Career Center] organized a faculty "lunch and learn" event to demonstrate its new approach, website and advising resources and to highlight cross-campus collaborations. Departments and faculty from across all x number of our divisions now look forward to better supporting our students and to future partnerships with the Center. This new approach aligns well with the strategic plan recently initiated by our college/university.
As an administrator, student mentor and parent of a [Name of College/University] alumnus, I recognize the important work of the [Name of Career Center] and its impact on our student and alumni experience. I am delighted to support this nomination for NCDA’s [Name of Award] with great enthusiasm.
Sincerely,
[Signature of REFERENCE 1]
Typed Name of REFERENCE 1, Title

Name of Reference’s Organization

City, State Zip
Letterhead of REFERENCE 2 (if applicable)

Month xx, 20xx [Submission date of Recommendation Letter 2 to Nominator]

Dear NCDA Awards Co-Chairs and Committee:

1. What is unique about this center [Name of Career Center] that distinguishes it above and beyond peer organizations?
The [Name of Career Center] team is a professional, collaborative group and a pleasure to work with. From our initial conversation, they have been responsive and proactive in the support of our [Name of Outside Training] Internship Program which is designed to attract and engage underrepresented minority students and women to the Commercial Real Estate Industry. The Center engaged Professor __________ as the faculty advisor to the program and together they have informed, identified and supported stellar [Name of College/University] students as participants in the program. Professor __________ has become a fixture in [Name of Outside Trainor] as a presenting specialist in our student training sessions and closing ceremonies. The professor is proactive, responsive and works very effectively at coordinating program information to students, other faculty and our [Name of Outside Trainor] team. The staff of the [Name of Career Center] are great thought partners. Our team greatly appreciates their consistent support of their students and our [Name of Outside Training] Internship Program. We also are grateful to their support and active engagement in external [Name of Outside Trainor] events.

2. Example of collaborations with internal and/or external community groups such as students, local employers, non-profit organizations, etc. in order to enhance services.
Our [Name of Outside Trainor] and the Center have hosted panel discussions and small group sessions with Professor __________ for [Name of College/University] students that have resulted in highly qualified student applications to our organization. At these sessions, we have had the opportunity to engage organizational employees who are also [Name of College/University] alumni in the panel sharing to further engage prospective applicants. The ongoing collaborative relationship that the Career Center maintains with employers and alumni makes this all possible. We look to the Career Center team for guidance and program coordination and work to have these sessions be highly interactive and engaging. Additionally, [Name of Outside Trainor] has participated in student-led events at the recommendation of the Career Center team. [Name of Outside Trainor] looks forward to future meetings with students, the Center team and [Name of College/University] participation in future information sessions, meet and greets and other field-related events.
Reference 2 Letter (continues)
3. Description of one resource or program including description of successful impact.
The success of our collaboration with the [Name of Career Center] is evidenced in the fulltime position placements that two of the recent [Name of Outside Trainor] interns attending [Name of College/University] were able to secure in commercial real estate. X student interned with Y employer, the largest full-service commercial real estate services company in __________, and Z employer, a developer of large-scale, mixed-use luxury properties. X student is now working at XX employer in a rotational program that includes commercial real estate. YY student interned with ZZ employer, one of the largest real estate asset managers in the world. YY student is now a full-time employee at ZZ employer. We look forward to our continuing successful collaboration.

Sincerely,
[Signature of REFERENCE 2]
Typed Name of REFERENCE 2, Title

Name of Reference’s Organization

City, State Zip

APPENDIX
(or Group Nominee’s
i. Mission

ii. Services

iii. Vision

iv. Goals &/or Strategic Plan
Again, please note that nominations are NOT kept confidential from the group

nominee.
The information provided by the group nominee should factually demonstrate how the nominee’s Mission, Services, Vision, Goals and/or Strategic Plan match the requirements of the Award nomination. In other words, the information provided should be tailored to target the Award nomination requirements.

Any and all types of service enhancing collaborations both internal and external to the group nominee’s setting should be clearly described here as well.
Graphics, tables and/or charts are welcome.

Although successful results are exciting, sometimes  those not as successful lead to developmental edges that can powerfuly change the course of a Strategic Plan.

Group Nominee’s
BIO
Some of the bio information will be published in the fall issue of NCDA’s Career Developments Magazine. Please visit the Awards webpage to view  magazine articles highlighting previous winners.
