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GUIDELINES FOR SUBMITTING MANUSCRIPTS 

THE JOURNAL OF VOLUNTEER ADMINISTRATION encourages the submission of 
manuscripts dealing with all aspects of volunteerism. We will gladly 
work with authors to assist in the development of themes or appropriate 
style. The following are key guidelines: 

I. CONTENT 
A. THE JOURNAL OF VOLUNTEER ADMINISTRATION provides a forum for the 
exchange of ideas and the sharing of knowledge about volunteer admin
istration. Articles may address practical concerns in the management 
of volunteer programs, philosophical issues in volunteerism, and sig
nificant applicable research. 
B. Articles may focus on volunteering in~ type of setting. In 
fact, THE JOURNAL encourages articles dealrng with areas less visi
ble than the more traditional health, social services, and education 
settings (though,of course, these are welcome as well). Also, manu
scripts may cover both fonnal volunteerin9 and infonnal volunteering 
(self-help, community organizations, etc.}. Models of volunteer pro
gra1TD11ing may come from the voluntary sector, government-related agen
cies, or the business world. 
c. Please note that THE JOURNAL deals with volunteerism, not volun
tarism. This is an important distinction. For clarification, here 
are some working definitions: 

1. volunteerism: anything related to volunteers or volunteer 
programs, regardless of setting, funding source, etc. (so, for 
example, this includes all government-related volunteers). 
2. voluntarism: refers to anything voluntary in our society, 
including religion; basically refers to voluntary agencies (those 
with volunteer boards and private funding)-but voluntary agencies 
do not always utilize volunteers. 

Our readership and focus is concerned with anything regarding volunteers. 
A general article about, for example, changes in Federal funding patterns 
may be of value to executives of voluntary agencies, but not to adminis
trators of volunteer programs necessarily. If this distinction is still 
unclear, feel free to inquire further and we will attempt to categorize 
your manuscript subject for you. 
D. THE JOURNAL is seeking articles with a 11timeless 11 quality. Press 
releases or articles simply describing a new program are not sufficient. 
We want to go beyond "show and tell" to deal with substantive questions 
such as: why was the program initiated in the first place? what obsta
cles had to be overcome? what advice would the author give to others 
attempting a similar program? what variables might affect the success of 
such a project elsewhere? what might the author do differently if given 
a second chance? what conclusions can be drawn from the experiences given? 
Articles must be conscious demonstrations of an issue or principle. 

II. PROCEDURE 
A. The author must send three (3) copies of the manuscript to THE 
JOURNAL office. 
B. With the three copies, authors must also send the following: 

1. a one-paragraph biography, highlighting the author(s)'s 
background in volunt~P.rism; 
2. a cover letter authorizing THE JOURNAL OF VOLUNTEER ADMINIS
TRATION to publish the submitted article, if found acceptable; 
3. mailing address(es) and telephone numbers for each author 
credited. 
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C. Manuscripts may be submitted at any time during the year, but the 
following are the deadlines for consideration for each issue: 

15th of JULY 
15th of OCTOBER 
15th of JANUARY 
15th of APRIL 

D. Articles will be reviewed by a panel of Reviewing Editors. The 
author's name will be removed to assure full impartiality. The review 
process takes six weeks to three months. 

1. Authors will be notified in advance of publication of accept
ance of their articles. THE JOURNAL retains the right to edit all 
manuscripts for basic writing and consistency control. Any need 
for extensive editing will be discussed with the author in advance. 
Published manuscripts will not be returned. 
2. Unpublished manuscripts will be returned to the authors with 
cormnents and criticism. 
3. If a manuscript is returned with suggestions for revisions and 
the author subsequently rewrites the article, the second submission 
will be re-entered into the regular review process as a new article. 

E. Authors of published articles will receive two complimentary copies 
of the issue of THE JOURNAL carrying their article. 
F. Copyright for all published articles is retained by the Association 
for Volunteer Administration. 

III. STYLE 
A. Manuscripts should be ten to thirty pages in length, with some 
exceptions. 
B. Manuscripts should be typed, double-spaced on 8½11 x 1111 paper. 

C. Manuscripts should be submitted with a title page containing title 
and author and which can be removed for the "blind" review process. No 
name should appear on any text page, though the article title may be 
repeated (or a key word used) at the top of each page. 
D. Footnotes should appear at the end of the manuscript, followed by 
references listed alphabetically. If references are given, please use 
proper style and doublecheck for accuracy of citations. 
E. Authors are advised to use non-sexist language. Pluralize or use 
he/she. 
F. Contractions should not be used unless in a quotation. 
G. First person articles are acceptable, especially if the content of 
the article draws heavily upon the experiences of the author. This is 
a matter of personal choice for each author, but the style should be 
consistent throughout the article regardless of form used. 
H. Authors are asked to use interior headings to aid the reader in 
keeping up with a lengthy article. Refer to sample sub-titles in this 
issue to see how various texts have been broken up at intervals. 
I. Illustrations (photographs, artwork) will only be used in rare in
stances in which the illustrations are integral to the content of the 
article. 
J. Figures and charts should be submitted only when absolutely neces
sary to the text of the manuscript. Because of the difficulty we have 
in typesetting figures and charts, authors are requested to submit such 
items in camera-read~ fonn. Figures and charts will generally be placed 
at the end of an art1cle. 

Please feel free to submit outlines or first drafts to receive initial re
sponse from us. If your work is not accepted on the first try, we are open 
to resul:xnissions. 
Further questions may be directed either to our administrative offices in 
Boulder or to Susan Ellis, Editor-in-Chief at 215-438-8342. 
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Administration 

ANSWERS 
• UPDATE - a monthly newsletter 
• JOURNAL of VOLUNTEER ADMINISTRATION - a quarterly 

professional journal 
• VOLUNTARY ACTION LEADERSHIP - a quarterly magazine 
• NATIONAL ISSUES UPDATE - a quarterly letter 

¥RIED GROWTH OPPORTUNITIES 
• through PARTICIPATION in local and regional cluster 

groups 
• through INTERACTION with other AVA members wno 

are leaders 1n the field of volunteer administration 
• through CONTACT with noted authors. philosophers 

trainers. educators.researchers, consultants. voiunteer 
administrators 

Access TO PROFESSIONAL DEVELOPMENT RESOURCES 

Membership 
Application 

• Annual National Conference on Volunteerism 
• Regional Conferences 
• Performance-based AVA Certification Program 
• AVA Membership Resource Directory 

MEMBERSHIP CATEGORIES: 

__ Active - Dues $60 Annually 

Name ________________ _ 

Title -----------------

For persons actively involved in the field o 
volunteer administration, consultants, 
educators and researchers. 

Organization _____________ _ 

Address _______________ _ 

Telephone: Work ____ _.Home 

SS# ________________ _ 
(For I.D. purposes only) 

__ Check enclosed payable to 
Association of Volunteer Administration (only 
checks payable through U.S. bank accepted) 

_ Charge to my VISA/MASTERCHARGE Card: 

VISA Card# ______________ _ 

MC Card# -------------
Interbank# 

Expiration Date ___ _ 

__ Associate - Dues $40 Annually 
For retired volunteer administrators and ott 
interested - but not active - in the field of 
volunteer administration. 

__ Student - Dues $30 Annually 
For persons preparing for a career in vol uni 
administration. 

__ I also want to make a Tax Deductible 
Contribution to AVA in the amount of$ _ 

Signature _____________ --' 

Complete and Return To: 

The Association for Volunteer Administration 
P.O. Box 4584 
Boulder, Colorado 80306 

Telephone: (303) 497-0238 

Membership is not transferable. 
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THE JOURNAL OF 
VOLUNTEER 
ADMINISfRATION 
P. 0. Box 4584 • Boulder CO 80306 

We are currently seeking to increase our pool of editorial 
reviewers. Any subscriber to THE JOURNAL is welcome to apply 
to become a part of the editorial review process. 

Editorial Reviewers read and comment on manuscripts submitted 
to THE JOURNAL, assessing the quality of potential articles' 
content and style. Reviewers serve for 2year terms and work 
under the supervision of the Editor-in-Chief. Out of pocket 
expenses are reimbursed. 

Please complete and return this application to: 
Susan J. Ellis, Editor-in-Chief 

c/o ENERGIZE ASSOCIATES 
5450 Wissahickon Avenue 
Philadelphia, PA 19144 
(215) 438-8342 

APPLICATION: MEMBER OF EDITORIAL REVIEW TEAM 

Name: 

Work Address: 

ZIP PHONE ( ) -------- --- ----
Home Address: 

ZIP PHONE ( ) -------- --- ----
1. What is your involvement in volunteer management? -----

2. In what settings have you worked with volunteers or volun· 
teered yourself? ------------------

3. What is your experience in writing and publishing? ___ _ 
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4. What volunteer-related publications do you read regularly? 

5. Please use the area below to explain why you would like to 
be a Reviewing Editor. 

72 THE IOURNAL OF VOLUNTEER ADMINISTRATION 
Fall 1985 



Subscription Form 
□ I would like to join the Association for Volunteer Administration and receive 

The Journal as a benefit of mem1'ership. Please send me more information. 
D I would like to subscribe to .The Journal of Volunteer Adm.1nlstratlon for 

one year (four issues) at S20. 
DI would like to ~ubscribe to The Journal of Volunteer Adminlstration for 

three years (twelve issues) at $50. 
Name _________________________ _ 
Tide _________________________ _ 
Organization ______________________ _ 
Address ________________________ _ 

□ Check or money order (payable in 
SUS) enclosed, made out to: Association 
for Volunteer Administration. Please 
note: subscribers outside the United 
States must add S3.00 per year for 
additional postage and handling costs. 

Zi 

□ Charge to my □ VISA □ MasterCard 
Card No. _________ _ 
Expiration Date _______ _ 
Signature _________ _ 

Complc:re and return to: Association for Volunteer Admlnlstr,ttion 
P.O. Box 4584, Boulder, CO 80306 303 497-0238 
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ASSOCIATION FOR VOLUNTEER ADMINISTRATION 

THE JOURNAL OF VOLUNTEER ADMINISTRATION welcomes the new Executive 
Director of the Association for Volunteer Administration: jacqueline Callahan 
AV A is moving into a new era with the expansion of its national staff. Now is the time to 
join AV A and help it grow even further. 

The 1985 National Conference on Volunteerism in Seattle will break the 1,000 registrant 
mark! Plan now to be part of the 1986 National Conference in Buffalo. NY (October 
19-22) and the 1987 National Conference in Chicago. IL (October 8-11). Be where the 
action is! 
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