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Programs of Distinction Submission Form 

Please complete and submit this document—including the checklist and inserting references and appendices as needed.  Please maintain the font sizes and margins, and please insert a hard return between paragraphs while also meeting noted page limits.
Please attach this form as a WORD document in an e-mail to POD@nifa.usda.gov with “POD Submission” in the subject line.  Please do not send the attachment as a .pdf file. 
Indicate if this submission is: (check all that apply)
__
New
__
Revised (in response to previous peer review calling for minor or major revision)

__
Updated Manuscript (in response to status as a POD expiring soon/recently expired)
__ Based in the 4-H program area

__ Based in another Extension program area

__ Receiving CYFAR funding

__ Receiving federal funding (other than CYFAR)

__ Being submitted by a current NAE4HA member in good standing
Programs of Distinction Manuscript SUBMISSION CHECKLIST
To help ensure that Program of Distinction (POD) manuscript reviewers have the highest quality manuscripts to review, please have the lead author initial the checklist items below assuring that you have completed these steps.

	Title of the Program:
	

	Lead Author:
	

	Initial
	Review task

	
	Reviewed “Tips for submitting a POD manuscript from Peer Reviewers,” Scoring Rubric, and examples of POD’s from the online database in the development of the manuscript



	
	Confirmed abstract does not exceed 200 words



	
	Confirmed length for the Program Content section does not exceed 8 pages



	
	Confirmed that all appendices are attached and their total length does not exceed 8 pages



	
	Confirmed text is in 11 point (14 point for headings) Veranda font and margins are 1”



	
	Confirmed use of American Psychological Association (APA) style guidelines 



	
	Reviewed the manuscript for accurate spelling, grammar, and punctuation



	
	Carefully followed all the directions as outlined in the Submission Guidelines
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Title of the Program  
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Sources of Funding 
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Program Goals and Objectives
Target Audience
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Delivery Methods 

Curricula and Educational Materials

Teamwork and Collaboration

Program Evaluation
a. Methods 
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c. Outcome Evaluation 
Communication to Stakeholders

Evidence of Sustainability
Replicability
Rationale and Importance of Program 
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(APA style – formatting and citation protocols)

Appendices
(APA style for any appendices; limit appendices to 8 pages)
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