ASSOCIATION FOR PROJECT MANAGERS (APM) 

PROJECT MANAGER CERTIFICATION 

PROGRAM

GUIDELINES FOR PREPARING AND SUBMITTING 

YOUR ESSAY

1.  Submit the Proposed Essay Topics form.


Before you write your essay, using the Proposed Essay Topics form, submit up to three possible topics to APM.  If possible your topic(s) should deal with some aspect of the project manager's primary responsibility to manage the scope, schedule and budget of a project. However, other topics may be acceptable.


Each submitted topic must include:

            *Title


*Abstract (a brief paragraph describing the topic)


*Statement describing why you feel this is a significant topic


*Any other information you wish to provide to assist in evaluating the proposed 


              topic/essay

     
The Certification Committee will review your submittal within 30 days and suggest which topic would be best for your essay.  You may use a previously prepared essay or article as long as it meets the requirements noted in the Guidelines.

2.  Prepare your essay. 


YOU MUST FOLLOW THESE INSTRUCTIONS OR YOUR ESSAY WILL BE RETURNED!


The essay should be at least 2500 words, typed, double spaced.  Footnotes and references should be listed on a separate page.  A brief (less than one page) bibliography of related material should be included at the end of your essay.  The purpose of this bibliography is to assist readers of The Project Manager (if your essay is published) to learn more about the topic.  There is no specific APM form you must use for the essay, but the essay must be typed, on white paper and unbound (except for a paper clip). Each page must be numbered at the bottom center of the page. A neat appearance is important. 


Exhibits and related material do not apply towards the word count, but are very useful additions to your essay and are encouraged where they add to the quality of the material or to clarify a point.  If you use exhibits and/or illustrations, you must reference them in the text and each must be numbered as "Exhibit 1, 2, etc."  All essays must be submitted in English.  The quality of your writing is important.  You may feel free to have professional editors assist you if it helps you learn ideas to improve your writing (this is encouraged), however, you must certify that the research and content were your efforts alone.  

3.  Submit three copies of your essay to Association for Project Managers (APM).


Your essay may be submitted via mail, fax; (831) 624-1793 or e-mail: hbirnberg@comcast.net.  Please call (312) 664-2300  to verify its receipt.  It is not the responsibility of APM to notify you of its receipt.

4.  Review of essays.   


All essays are graded on a "Pass/Fail" basis.  A passing essay must be of acceptable professional quality.  The reviewers will endeavor to promptly read and evaluate all essays.  APM will strive to submit a written evaluation of your essay within 90 days of its receipt.  If an essay is deemed unacceptable, you must revise it and resubmit it within the one year deadline established for all applications, unless the delay is caused by APM (based upon the guidelines established here--30 days to review topics, 90 days to review essays).  The decision of the Certification Committee and reviewers is final.  

5.  General guidelines. 


You must be the sole author of your essay.  Co-authors are not acceptable.  Submittal of your essay to APM as part of the certification process means that you are giving your permission to reprint the essay, in original or edited form, in The Project Manager.  You are also giving your permission if APM wishes to prepare special monographs or related publications for free or for charge distribution.  In all cases, your name will appear as the author of the essay.  You will remain the copyright holder of the essay, but will receive no compensation for any publication of the essay by APM.  By submitting the essay to APM, you are stating that this is a wholly original work, except where attribution appears. If you use any material requiring copyright approval, this is your sole responsibility and you must submit proof of copyright approval along with your essay.  You will hold APM harmless in the event of any disputes arising from your preparation of or from the publication of your essay. 

6.   Writing guidelines.


Do not outline your essay.  Keep bullet points to a minimum.  Avoid run-on sentences.  Explain all acronyms, abbreviations and technical jargon.  Do not assume the reader is familiar with these items.  Check your spelling and grammar.  Proper diction, syntax and punctuation are important.  Good composition and organization are vital.  Do not include appendicies.  APM recommends that you obtain a copy of "The Associated Press Stylebook and Libel Manual" to assist you.

7.   Format. ANY ESSAY NOT FOLLOWING THIS FORMAT WILL BE RETURNED.

Title page:  This must show the essay title, your name, telephone number and date of submittal.


List of exhibits/illustrations:  On a separate page, list all exhibits including the number, title and page number of each.


The essay:  A standard format including an introduction, body and conclusions or summary should be followed.


References, footnotes:  These should be on a separate sheet and be referenced within the body of the essay.  


Bibliography:  As noted above, you should prepare a one page or less bibliography on the subject of your essay.

ASSOCIATION FOR PROJECT MANAGERS (APM) 

PROJECT MANAGER CERTIFICATION PROGRAM

ESSAY CHECKLIST

1.  Select up to three topics and submit with supporting material (abstract, etc.) on the Proposed 

     Essay Topics form.

2.  Upon written approval by the Certification Committee, prepare your essay.

3.  Items to include in your essay:


*footnotes and references on a separate sheet

            *bibliography

            *exhibits (optional)

            *high quality writing


*title page

4.  Items to consider when preparing your essay:

            *typed, double spaced

            *in English

            *white paper

            *submit three copies of all material

            *neat appearance

            *do not bind (except for a paper clip)

            *professional editing is encouraged if it helps you to learn ways to improve your writing

5.   Watch your schedule:

             *you have one year to complete the certification process from initial application submittal

             *at least 30 days will be required to review your essay ideas

             *preparation of your essay will take time

             *90 days will be required to review your essay

             *if your essay is not approved, you must revise and resubmit it before one year has 
  

               expired (resubmittals must be received before one year has expired, the review

               may extend beyond the deadline)

6.   Follow our instructions.  Failure to do so will result in the immediate return of your essay.  It 

      will not be accepted until it complies with our instructions.

.
  

