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e Overview

DECA is the co-curricular vocational student organization for
marketing students. This organization is an integral part of the
onal program and should be an effective student motivator
that creates | oppurtunities in leadership, civic
consciousness, intelligence, and vocational understanding. @

The DECA chapter's activities should supplement, complement,
and strengthen classroom instruction. Along with classreom
instruction and the cooperative education experience, DECA
activities give greater scope and depth to the total instructional

program.

DECA is a significant public relations component for the total
Marketing Education program. The local, state, and national
organinﬂgon rovide opportunities for transmitting the iearning
outcomes of eting Education to parents, the school
population, and business community. The competency-based
competitive events rovide a method for demonstrating
occupational competence. DECA activities provide learning
situations which can improve knowledge, increase skills, and
shapc accepiable attitudes that will advance the student's career in

n.arketing,

To complement this publication, you should also refer to Using
Vocational Studen: Organizatios Projects as Instructional

Methedo or the N. C. Marketing Education Curriculum
(Clanton, which lists the various comnpetencies being taught
in Marketing Ecucation classes and being learned by students as
they en various DECA projects and activities. In addition,
the Bib| phy of this publication lists various other sources
that would be beneficial in the successful operation of a DECA

program. The next two present ways that you can use to
effectively integrate DEC'X to l{our Marketing lgducation program
and describe your role as the DECA Advisor.

The purpose of this handbook is to give both teachers and

students basic background information about DECA. Inciuded are
handouts; transparency masters, and suggested activities. It is
r;zmcmmeuded that the instructd or als(; itII:dll!::al inli)'%-gnxti%na attzoutltthe
8 olpnlnﬁon and operation of the chapter.

is hoped that you will have students apply the information
contained in this guide by actually electing chapter officers,
planning the chapter's Program of Work, conducting chapter
meetings, and promoting the Marketing Education program. You
will find that a strong DECA chapter strengthens your entire
Marketing Education program and serves as an excellent vehicle to

promote your program.,

Richard Clodfeiter
(; East Meckienburg High School




@ Integrating DECA

Into Marketing Education

The DECA program of activities can complement, supplement, and
strengthen the instructional program of Marketing Education. Combined
with classroom instruction and significant projects, the DECA program of
activities gives greater scope and depth to the total instructional program.
Success in the field of marketing is dependent within an educsationally
oriented, student-centered program. The DECA program of activities
provides an avenue for the enrichment of the instructional prograin through
competitive events and activities planned by students under the guidance
and direction of the DECA advisor(s).

Participation in the total program of activity can stimulate students' interest
and impel them to excel in their studies, their occupations, and their careers.
Many DECA activities provide learning situations which can improve
knowledge, increase skills, and shape acceptable attitudes that will zdvance
their careers in mar'.eting.

‘ When marketing education students emerge from any ofthe DECA
activities with a better comprehension of the free enterprise system, and a
broader understanding of their responsibilities to society in afree,
competitive economy, the DECA program of activity will have served a
worthwhile purpose.

Ma::keting Education teacher-coordinators can effectively use
DECA

(1) to complement classroom and on-‘he-job instruction

(2) to encourage student responsibility

(3) to develop student leadershir

(4) to develop and sirengthen a close studeni-teacher rapport
(5) to motivate students to achieve excellence
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Role of tﬁe DECA Advisor

The role of the teacher-coordinator as advisor for a local DECA chapter is recognized as a
co-curricular ibility whose principal value lies in use of the student organization as
an instrument of teaching and motivation. YOU, as an active and involved DECA advisor,
will be a major key to a successful DECA chapter. It is important that you recognize the
benefits which may accrue to DECA members and that you provide encouragement and
support to your DECA chapter through the following duties and responsibilities:

1. Develop a respect among DECA members for education in marketing as it contributes to
occupational competence

2. Promote understanding and appreciation for the responsibilities of citizens in our private
competitive enterprise system

3. Organize a DECA chapter and develop a program of appropriate student activities
4. Assist members in developing a Program of Work and guiding them to completion

3. Encourage ali members to share the resporsibility and work whereby doing their part to
insure a successful program

6. Teach DECA members to use parliamentary procedure in group meetings

7. Plan DECA activities for Vocational Understanding, Social Intelligence, Civic
Consciousness, and Leadership Development

8. Teach students to manage the financial affairs of the DECA organization and to keep
adequate records

9. Prepare DECA members to hold office and to coordinate their activities while in office

10. Prepare DECA members for participating in competitive events at the local, state, and
national levels

11. Plan and supervise local, district, and/or state DECA conferences

12. Manage the public relations activities for DECA at the local level

13. Coordinate DECA activities with sponsors of other student organizations in the school

14. Utilize the DECA chapter as a leadership training device

15. Keep abreast of new developments in DECA and call them to the attention of the mzmbers

\
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e Oberating and Managing
A Local DECA Chapter

L Orienting Students to DECA

: Show slides/photographs or other examples of
A. Introduction past local DECA activites.

Distribute Handouts:
1. "Welcome to the World of DECA"
2. "DECA General Information"

B. Explain value of DECA as part of
Marketing Education program Show Overheads:
1. "Purposes of DECA"
2. "Benefits DECA Provides"

C. Explain DECA Facts/Terminclogy Distribute Handout: "For Your Information:
DECA Facts and Terminology." These pages
could serve as the first two pages of a DECA
notebook that your students assemble during the
year.

1. Emblem and Colors

2. DECA Publications Show examples of DECA Images and New
Dimensions

3. DECA Tagline Show Overhead: "DECA Tagline"

4. Divisions of DECA Distribute Handout: "Divisions of DECA"

5. Levels of DECA Distribute Handout: "Levels of DECA"

Show Overhead: "DECA Regions"
Show Overhead: "N. C. DECA Districts"

6. History, Size, Scope of DECA Discuss size of DECA on national, state, and
local Jevels.

7. Other High School Vocational
Youth Organizations Dist.ibute Handout: "Vocational Student
Organizations in Norta Carolina"




II. DECA Conferences
A. Objectives/Goals of Conferences
B. Types of DECA Conferences

Ill. DECA Competitive Events
A. Purposes

B. Types of Competitive Events

1. CBCE Events

2. Written Events

Distribute Handout: "DECA Conferences"

Have students who have attended past
conferences make presentations to classes or
at a DECA meeting,

If available, show NC-DECA Career
Development video tape.

Show "National Career Development
Conference: Slide/r?e Presentation” which can
be purchased from DECA Related Materials.

Before attendinﬁ DECA conferences during the
year, consult "Using Vocational Student
Orzanization Projects As Instructioncl
Methodology for the N. C. Marketing
Education Curriculum” for a list of
competencies which may be taught or reinforced
by having students participate in these
conferences.

Show Overhead: "Purposes of DECA
Competitive Events"

Have students who have participated in DECA
competitive events make a presentation to classes
or at a DECA meeting.

If available, show NC-DECA video tape on
CBCE competition.

Distribute Handout: "Competency-Based
Competitive Events."

Show examples of events used in the past. Mock
events and comprehensive exams can be
urchased from DECA Related Materials.
m&gl&s)‘::an also be found in NC-DECA
Han .

Distribute Handout: "Individual Coinpetency-
Based Written Events." '

Show examples of written everts. National
winners may be purchased from DECA
Refated Materials.

Guidelines for written event eatries can be found
in the DECA Guide mailed to each chapter in
the fall from National DECA.

iJ




3. Chapter Events

4. Merit Awards

IV. Organizing the DECA Chapter
A. Organize Chapter

B. Elect/Train Officers

Distribute Handout: "DECA Chapter
Competitive Events."

Distribute Handout: "Merit Awards Program."

Distribute Handout "Preparing for DECA
Competitive Events."

Competencies which can be taught or reinforced
for the following competitive events can be found
in "Using Vocational Student
Organization Projects As Instructional
Methodology for the N. C. Marketing
Education Curriculum" --

a. Merit Awards Program

b. Learn and Earn Project

¢. Individual/Chapter Free Enterprise Project

d. Civic Consciousness Project

e. Crime Prevention Project

Discuss with students ways of organizing the
local DECA chapter.

Show Ove.heads: "Typical High School DECA
Organizational Plans.”

Decide upon most appropriate organization for
local DECA chapter.

Distribute Handout: "Duties and Conduct of
DECA Officers."

Discuss characteristics needed inn DECA office.s.
Distribute Handouts: "Leadership Development"
and "Characteristics of Leaders."

Have candidates complete application for office.

May want to screen candidates before election
based on interview and/or score on DECA
Information test,

Have candidates prepare and deliver speeches.
Larger chapters may want to video tape speeches
to be shown to various classes.

After election of officers may want them to »ign
an "Officer Agreement" similar to the one
provided in this guide.

Provide training session for newly elected
officers. Distribute Handouts:
a. "Election and Training of DECA Officers"
b. "Conducting Chapter Meetings"
c. "Chapter Officer Responsibilities in
Conducting a Chapter Meeﬁncg”
d. "Sample Minutes of a DECA Chapter
Meeting"




3. Install Officers

4. Hold "Mode!l" DECA Meeting

C. Develop Program of Work
1. Purposes

2. Plan Program of Work

3. Establish DECA Committees and
begin year's activities

o
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Ask district or state DECA officers to assist in a
training of local officers,

Have local officers attend Local Officers Training
session if one is held on the district leval.

Hold an installation ceremony for newly elected
officers. Scripts for "Suggested Officer
Installation" and "Presentation of Emblem
Ceremony" are provided in this guide. This
should be one of the first DECA meetings of the
year.

Distribute Handout: "Parliamentary Procedure
Guide."

Show filmstrip on conducting meetings and use
of parliamentary procedure.

Competencies which can be taught or reinforced
through the following DECA activities can be
found in ""Using Vocational Student
Organization Projects As Instructional
Methodology for the M. C. Marketing
Education Curriculum" --

a. Election of DECA Officers

b. Officer Installatior: Ceremony

¢. Conducting a Chapter Meeting

d. Host Chapter for District-Wide Officer

Trainin
e. Initiation

sremony

%)Vistn'bute Handout: "Planning A Program of
or .ll

Have students examine samples of Programs of
Work found in this guide.
Type and post Program of Work.

Distribute Handout: "DECA Chapter
Committees."

Decide upon committees needed to accomplish
Program of Work.

Have DECA .nembers sign up for a committee.
Distribute to each member a list of each
committee's responsibilities and members. A
sample form can be found in this guide.

Each committee should also be given a "Program
of Work Activity Sheet" in order to effectively
plan their activities.

12




e V. Promoting the DECA Chapter

A. Public Relations for Marketing Education
and DECA

1. Principles 2 RKelations
2. Goals of Public Relations

3. Identification of Groups for Public
Relations Efforts

a. Parents
. b. Employers
¢. Other Groups

4. Identifying
Relations

rtunities for Public
orts

B. Planning and Publicizing DECA Events

V1. DECA Activities
A. Word Search
B. Orientation Quiz

0

Once your DECA chapter is organized and a
Program of Work developed, every effort should
be made to promote your DECA activities to
appropriate groups. Such activities can be
closely tied into the promotion units of all
Marketing Education courses.

Competencies which can be taught or reinforced
through the following DECA activities can be
found in "Using Vocational Student
Organization Projects As Instructional
Methodology for the N. C. Marketing
Education Curriculum" --

a. Parent Orientation Program

b. Employer Afrll)reciation Activity

c. Community Involvement

d. National DECA Week

¢. Fashion Show

The following information sheets are provided in
this guide. They may be used as Handouts for
all students or used with officers and’or
committee chairpersons in planning projects--
a. "Public Relations for Marketing
Education and DECA"
b. "Public Relations Efforts for Specific
Groups"
¢. "Public Relations with Parents of
Marketing Education Students”
d. "Public Relations with Marketing
Education Employers"
e. "Sample Letter to Training Sponscrs”
f. "Public Relations with Various Other
Groups"

"he following Handouts and information sheets
may help ‘your DECA members in rElanning
activities for their Program of Work and th~»
publicizing those events--
a. "Planning and Publicizing Special DECA
Events"
b. "Checklist for Planning Special DECA
Events"
d. "Planning DECA Chapter Activities"
e. "Special Events to Publicize Marketing
ucation and DECA"

As a culminating activity to your unit on DECA

ou may wish to use the "Word Search" or the
'Quiz: DECA Orientation" which have been
included in this Guide.
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TO THE WORLD OF
DECA

_'-,

L
E/ WELCOME \E

[//

-

Congratulations on your decision to learn about the world of
Marketing and DECA. Hopefully, you will find your experiences in
the Marketing Education program to be very educational,
interesting, and fun. You are entering into one of the most
unique programs available to high school students. Not only will
you have an opportunity to learn about the fascinating world of
markating and the careers that are available to you, but you may
decide to work in a job related to your career interest in
marketing.

Possibly one reason you have selected the Marketing Education
program is because you have heard about DECA and all the
activities in which students in DECA participate. Now that you
have entered into the program, you may not be completely sure
what DECA Is all about. Well, through this unit you will be
provided with information about DECA, our competitive events,
commonly-used terminology, and other information to help make
your association with Marketing Education and DECA a pleasant
and successful one.

Glad to have vou witti us!

.




7

DECA General irnformation

1

9.

o

In order to understand the Marketing Education program you need to have a clear
understanding of DECA and the opportunities DECA provides. You need to be
familiar with the purposes of DECA and the growth DECA has enjoyed.

General Information

DECA is the oply youth organization operating through the public schools of
the nation to attract young people to careers in marketing.

DECA encourages the understanding of free enterprise and economic
awareness, through individual instruction, chapter projects, competency-based
competitive events, exposure to successful business leaders, and by practical
experience in marketing firms.

DECA encourages civic responsibility through professi- aal conferences,
chapter activities, school service projects, and support of community
activities.

DECA maintains a series of district, state and national competitive events, all

designed to stimulate and »notivate classroom instruction, career awareness,
and vocational comp:tence.

DECA believes in competition and offers awards and recognition to student

members for outstanding accomplishizuent,

DECA maintains its own scholarship program to assist and encourage its
members toward higher education. NC-DECA provides scholarships through
the T. Carl Brown Scholarship Fund.

DECA is supported by membership dues, contributions from businesses, and
royalties on sales projects. The NC-DECA statf, however, is not paid through
these DECA funds.

All contributed funds are used directly for student benefit through a program
of youth activity:

Awards and Recognition

Career Development Conferences
Leadership Conferences
Program Development

Public Information

Leadership Training
Scholarships

Support of DECA will help in developing future leaders for marketing and
management.

10. DECA is one of three iitegral parts of the Marketing Education program. The
|| . l I (] . :

other two components are giass initruction and gn-the-

J




PURPOSES OF DECA

To develop leadership in the field of
marketing that is competent, aggressive,
self-reliant, and cooperative

To develop a sense of individual
responsibility

To provide opportunities for intelligent
career choices in the field of marketing

To allow practical application of the
principles of marketing through
competitive activities

To encourage use of ethical practices in
business

To provide fcr mental and physical health
through satisfactory social and
recreational activities




To develop respect for education in
marketing which wil! contribute to
vocational competence

To engender an understanding of, and an
appreciation for our free competitive
enterprise system

To develop an appreciation of civic and
social obligations of those engaged in
marketing

To serve as a means of interpreting the
instructional program for business-
persons, facuity, parents, and students

13




BENEFITS DECA PROVIDES

Sense of Belonging

Group Participation (Learning to work

with others)

Motivational Involvement

Competitive Involvement (Quest for
Excellence)

Personal Growth and Development

_J
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DECA Facts and Terminology

\ Y,
PUBLICATIONS DECA COLORS
National-- New Dimensions
Blue and Gold

State-- DECA Images

Social
Intelligence

DECA EMBLEM
Leadership Development

Vocational
Understanding

Civic Consciousness

DIVISIONS OF DECA
1. Hiqh School
2. Delta Epsilon Chi
3. Collegiate

* ‘ 4. Alumnl

5. Professional

LEVELS OF DECA

1. National
2. Regional
3. State

4. District

5. Local

15




NC-DECA

116 West Edenton Street
Education Building
Raleigh, N. C. 27603-1712

National DECA

1908 Association Drive
Reston, VA 22091
(703) 860-5000

DECA Supply Service
11722 Parklawn Drive
Rockville, MD 20852
(301) 770-4041

-~

\

illi is the current
Executive Director of DECA, Inc. The
national headquarters for DECA, Inc. is
located in Reston, Virginia.

ﬁmg Gift is currently the NC-DECA
Advisor. Policy related to NC-DECA is
made by the North Carolina Board of
Governors which is composed of one
teacher coordinator from each of the
state's DECA districts, state officers,
the Chief Consultant of Marketing, and
the State DECA Advisor.

299 299

1. In which DECA region is N. C.
located?

2. In which DECA district is your
school located?

3. Who is the Board of Governors
Member representing your DECA
district?

""Developing Future Leaders for Marketing and Management”

History and Development
—of DECA

During the period between 1937 and
1942, when cooperative programs in
Marketing (Distributive Education) were
becoming more widey established,
students in these classes began to form
clubs. These early “'clubs" for
marketing students took many names
across the country--Future Retailers,
Future Distributors, Distributors, Future
Merchants, and Distributive Education
Clubs. This was a spontaneous effort
on the part of the students and teachers
and occurred simultaneously throughout
the country. Why did this happen and
what needs were these ciubs filling?
Several basic factors were involved.

These students were employed away
from the school campus at their training
stations during the afternoon--at a time
when many of the other students

4

in their schools were involved with the
school's extracurricular activities;
therefore, they were missing a very
important part of school life. They also
felt a need--common to everyone--to
belong, to develop professionally and
socially, and to be a part of the group.

By 1945, a few states had officially
organized State Associations and were
bolding state conferepces. During this
time, the idea of a pational organization
was born. The first Interstate
Conference was held in Memphis,
Tennessee, in April, 1947. The second
national conference in 1948 saw the
adoption of the constitution a id the
official name, Distributive Education
Clubs of America, designated DECA.
North Carolina was one of the 17 charter
states.

Membership has continually increased
from 193 in 1947 to over 200,000
members today!!

J

N
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DECA TAGLINE

DEVELOPING FUTURE LEADERS
FOR
@

MARKETING AND MANAGEMENT
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Divisions of DECA

High School
Division

Delta Epsilon
Chi

Alumni
Division

Professional
Division

Collegiate
Division

Several of the major goals of the high school division are: development of
leadership characteristics and self-confidence; understanding of the free
enterprise system; further development of occupational competencies in
marketing, merchandising and management; and participation in planned social
activities. Individual members shall be recognized as active members, associate
members or honorary life members. Active members will be assessed annual
fees. The high school division of DECA shall exercise its membership voting
privilege through voting delegates. Active members of the high school division
shall be eligible for national office. National officers consist of a president and
four regional - ice-presidents.

Delta Epsilon Chi is a state and national student organization operating in much
the same way as the high school division except through the nation's
postsecon-ary vocational technical schools, junior and community colleges, as
well as four year colleges and universities. The purposes are to attract post-
secondary students to careers in marketing, merchandising, and management; to
develon respect for education in marketing which will aid one in developing
occupational competence; and to promote undesstanding and appreciation for the
responsibilities of citizenship in our free enterprise system.

The Alumni Division of DECA serves DECA in a supporting role. Major
purposes include (1) ptovidin%a means by which marketing education students
can maintain association with DECA, (2) encouraging support for DECA
programs of student activity on a local, state, and/or national level,

(3) promoting the purposes of DECA. Membership in the Alumni Division is
available to any former high schoo}, junior collegiate, or collegiate DECA
member. Among the ways members become involved in DECA are:

(1) serving, as requested, on DECA advisory committees, (2) speaking at
chapter meetings, (3) helping arrange for business and educational field trips,
(4) supporting programs in the community emphasizing our free enterprise
system, (5) promoting the purposes of DECA to local business and civic
groups, and (6) working with local DECA chapters toward effective public

relations programs.

The Professional Division of DECA is comprised of active members who are
DECA chapter advisors, local or state supervisory directors, teacher/educators
and other professional marketing education personnel and supportive members
to inciude cooperative employers and/ur training supervisors, school
administrators, board of education members, parents, advisory committee
members, and others who are helping to advance and support DECA on the
local, state, and/or national level.

The Collegiate Division of DECA is comprised of students in college programs

designed to develop future teacher-coordinators of Marketing Education. The

Burpose is to acquaint these future teachers with the organization of an effective
ECA chapter.

N
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LEVELS OF DECA ORGANIZATION

NATIONAL

ALL FIFTY STATES PLUS PUERTO RICO, GUAM,
VIRGIN ISLANDS, CANADA, AND DISTRICT OF
COLUMBIA COMPOSE THE NATIONAL LEVEL OF

DECA.

REGIONAL

NATIONAL DECA IS SUBDIVIDED INTO FOUK REGIONS.
THEY ARE WESTERN, CENTRAL, NORTH ATLANTIC,
AND SOUTHERN. NORTH CAROLINA IS A MEMBER

OF THE SOUTHERN REGION.

STATE

ALL DECA CHAPTERS IN NORTH CAROLINA ARE
CHARTERED BY AND COMPRISE THE NORTH
CAROLINA ASSOCIATION OF DECA.

DISTRICT

ALL NC-DECA CHAPTERS ARE AFFILIATED WITH A
DESIGNATED GEOGRAPHICAL AREA (DISTRICT).
NC-DECA IS DIVIDED INTO THIRTEEN DISTRICTS.

LOCAL

LOCAL DIVISIONS OF NC-DECA ARE CALLED

CHAPTERS. EACH SCHGOL IN NORTH CAROLINA
WITH A MARKETING EDUCATION PROGRAM MAY
ESTABLISH ONE DECA CHAPTER.

-
<
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DECA REGIONS

Central P2glon
Notth Atlantic Region
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VOCATIONAL STUDENT ORGANIZATIONS IN
NORTH CAROLINA

DESCRIPTION

FUTURE BUSINESS LEADERS OF AMERICA is a naticnal organ-
ization of high school students participating in business and office
® programs. It functions as an integral part of the instructional
program of the business and office curriculua in secondary schools.
The major goal is to develop competent, aggressive business
leadership.

. <
FUTURE FARMERS OF AMERICA is a national organization of
students enrolled in vocational agriculture/agribusiness. The
primary aim of the Future Farmers of America is the development of
agricultural leadership, cooperation, and citizenship.

FUTURE HOMEMAKERS OF AMERICA is a national organization
of students who have taken or are taking a course in home economics
education. FHA chapters are primerily for consumer and homemaking
studeats, with HERO chapters for those students enrolled in home
economics related to gainful employment. The goal of the organ-
ization is to help youth assume their roles in society.

HEALTH OCCUPATIONS STUDENTS OF AMERICA is a national
vocational organization for students enrolled in health occupations
education. Activities of HOSA are an integral part of the instructionall§
program that provides occupational skills as well as leadership
skills.

FHA/HERC

VOCATIONAL INDUSTRIAL CLUBS OF AMERICA is an organization
of students enrolled in trade and industrial classes. VICA provides the
experience that trade preparatory and cooperative students need (0
| grow in leadership, citizenship, and character.

AMERICAN INDUSTRIAL ARTS STUDENT ASSOCIATION is a
national organization of students who are presently enrolled in, or
have completed, industrial arts courses. Students may be in
elementary school, middle school, or high school. It serves to
motivate the instructional program and is designed to develop
abilities needed in the industrial-technical world.

CAREER EXPLOPATIO! ~LUBS OF NORTH CAROLINA involves
all students enrolled in the prevocational orogram in grades 7-9.
There is not a national organization.

YS!
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District
Leadership
Conference

Southern
Region
Conference

| e DECA Conferences

The purpose of all DECA conferences is to provide worthwhile activities to
assist students in career development as they prepare to be marketing leaders of
tomorrow.

(1) To provide all DECA Divisions an opportunity to conduct necessary
business

(2) To provide a forum for the competitive event program

(3) To provide delegates and advisors an opportunity to obtain information
regarding occupational, educational, and career opportunities

(4) To provide an opportunity for delegates to assist in the growth and
development of DECA

(5) To provide delegates an opportunity to develop poise and human relations
abilities by participation in scheduled social and educational activities

The District Leadership Conference (DLC) is held at a location determined by
the district chapter advisors at the beginning of the school year. Election of
district officers and leadership training are conducted at this time. In addition,
career-related workshops are heid for all DECA members. Attendance at DLC is
open to all chapter members provided:

(1) State and national dues have been paid
(2) The written approval of the coordinator and parent or guardian is secured

The {)nrposc of the Southern Region Conference is to provide leadership
development for local chapter officers and other selected members who will
benefit from participation in leadership training activities.

The location of this conference is on a rotating basis among the states in the
Southern Region of DECA. 1t is held at the beginning of the school year.
Business items, workshops, and leadership training are conducted.

Registratior: forms, dates, location and other information wiil be distributed by
the NC-DECA Advisor. The host state will determine the number of
participants each state is allowed based on their DECA enrollment.

The State Association pays the expenses of state officers. All expenses are the
responsibility of the other participants.
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Officer
Training

District
Competitive
Events
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State
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Development
Conference

24

The purpose of the District Officer Training (DOT) is to provide leadership e
development for newly elected district officers. The conference is held in

November after all districts have elected their officers for the year. The location

of this conference is selected by the State DECA Advisor.

Only district officers may attend this conference in addition to the state officers.
Individual district officers may pay their own expenses unless their district or
chapter pays them. :

The purpose of the District Competitive Events Conference (DCEC) is to select
distnct competitive event participants to the State Career Development
Conference.

The DCEC is held at least one month before the Stats Career Development
Conference at a site determined by the district chapter advisors. Deadline date
for registration materials will be determined by the State Association Advisor.

Attendance at the DCEC is limited to competitive event participants who:
(1) have paid state and national dues

(2) have the written approval of the coordinator and parent/guardian

The State Career Development Conference (CDC) is a statewide conference held
during the spring at a location determined by the state Marketing Education staff.
At this time, state finalists in all competitive events are determined along with the
election of state officers. General business meetings are also held. Taese
competitive event finalists magerepresent North Carolina DECA in competitive
events at the National Career Development Conference.

Information concerning attendance, registration, and housing will be distributed
by the NC-DECA Advisor.

Attendance at the State Career Development Conference may be limited to the
following:
(1) Official chapter d:legate
(2) All district and state officers
(3) National officers
(4) First, second, and third place district winners in competency-based
events
(5) First, second, and third place district winners in competency-based
series
(6) All participants in competency-based series not held on the district level .
(7) All proficiency winners in district competency-based competitive events
(8) Invited written event participants
(9) All Marketing Education professional personnel

3u
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The National Career Development Conference brings together DECA members
from all over the country at the end of each school year. Sites are rotated
among the various regions. National level competition in all DECA competitive
events, national recognition, election of regional vice-presidents and a national
president, and workshops are conducted.

Information concerning attendance, conference registration, and housing will be
distributed by the NC-DECA Advisor.

Attendance at the Naticnz! Career Development Conference is based on a
percentage of the total NC-DECA membership allotted by the National
Association. Those attending from North Carolina will include:
(1) all state officers
(2) state winners in competitive events held at the national level
(3) other participants representing North Carolina with approval of S:ate
DECA Advisor
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PURPOSES OF DECA
COMPETITIVE EVENTS

. To contribute to the development of

competencies needed for careers in
marketing, merchandising, and
management.

To evaluate student achievement of
the competencies through careful
measurement devices.

To provide opportunities for student
and group recognition.

To provide constructive avenues for
individual or group expression,
initiative, and creativity.

To motivate students to assume
responsibility for self-improvement
and self-discipline.
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. To provide a vehicle for students to

demonstraie their acquired

competencies through individual and/
or group activities

7. To assist students in acquiring a
realistic self concept through
individual and/or group activities.

8. To help students to participate in an

environment of cooperation and
competition.

9. To provide visibility for the

educational goals and objectives of
Marketing Education.
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@ Competency-Based Competitive Events

Advertising and
Display
Services

Apparel and
Accessories

There are several levels of competency in marketing occupations.
There are certain competencies needed by entry-level emrloyees
(master employee level) and far more needed by those planning
to advance into managerial positions (supervisory level).
Therefore, competitive events are offered at these two levels in
specific occupational areas. Whether or not both areas are
offered will vary according to the occupational area. For
example, it is conceivable that high school students can acquire
supervisory skills applicable to the apparel and accessories
occupational area and enter full-time employment at this level
upon graduation, if not before. Therefore, two levels of
competition are offered in the occupational area. In the case of
advertising and display services, the competencies identified for
supervisory level positions cannot be realistically taught and
acquired at the high school level; therefore, DECA does not offer
pervisory level competition in advertising and display services.

Currently NC-DECA is offering series competition in the
occupational areas outlined below. Broad descriptions of the
occupsational areas and representative positions at ¢the master
employee level and supervisory level are provided.

tencies which are used to develop all events in each series
may be purchased from DECA RELA’JE;ED MATERIALS.

Advertising and display services is a highly competitive, fast-
paced, and rapidly changing field in which workers must
continually sharpen their ukills to perform effectively. Workers
in this field are involved in planning, development,
implementation and evaluation tasks, and in demand creation and
sales promotion activities in various enterprises, such as
advertising agencies, dispiay houses, retail and wholesale

esta? lishments and print and broadcast media.

MASTER EMPLOYEE LEVEL competition is designed around
those competencies needed for beginning employment which
individuals normally assume when they enter this occupational
area. Representative job titles at this level include: display
assistant, advertising assistant, copywriter, layout person, media
salesperson, and advertising solicitor.

Apparel and Accessories marketing is a fiercely competitive,
continually changing field in which workers buy, stock,
advertise, display and sell clothing and accessories. It is part of
ihe broader field of fashion merchandising, which includes the
design and production ready-to-wear, the distribution of




Finance and
Credit

Food
Marketing

merchandise, and the selling of fashion apparel and accessories to
the consumer.

MASTER EMPLOYEE LEVEL competition is designed around
those competencies needed for beginning employment which
individuals normally assume when they enter this occupational
area. Representative job titles at this level include: salesperson,
counterperson, customer service clerk, cashier, stockperson,
display assistant, and receiving clerk.

SUPERVISORY LEVEL competition is designed around those
competencies needed for that ranfe of employment which includes
the management group responsible for the interpretation and
execution of policies and procedures for the successful operation
of units, departments, or divisions. Representative job titles at
this level include: assistant department manager, assistant buyer,
speci:ll events director, training manager, assistant fashion
coordinator,

il

The field of finance and credit is characterized by its prestige, its
excitement, and its service to people in all walks of life. Finance

" and credit occupations may be found in such instituticns as banks,
savings and loan associations, consmner finance companies, credit

gniqns, and credit departments of retail, wholesale, and service

}| businesses,

MASTER EMPLOYEE LEVEL competition is designed around
|| those competencies needed for beginning employment which

individuals normally assume when they enter this occupational
area. Representative job titles at this level include: teller, credit
cle;k, safe deposit clerk, telephone collector, credit interviewer,
anZ runner.

{| The retail food industry represents one of the largest single retail
industiies . the United States in terms of both volume of saies
and number of persons employed. Workers in this field are
involved in various marketing functions and tasks in retail and
wholesale establishments primarily dealing with food products for
home preparation and consumptior or for commercial and
institutional use in their places of food service.

|| MASTER EMPLOYEE LEVEL conl:ﬁ:tition is designed around

those competencies needed for heginning employment which

individuals normally assume when they enter ¢his occupational

area. Representative job titles at this level include: cashier,

I produce clerk, stock clerk, bagger, bakery clerk, and receiving
clerk.

SUPERVISORY LEVEL competition is designed around those
competencies needed for that raige of employment which includes
the management group responsible for the interpretation and
execution of policies and procedures for the successfu! operation

N

—

35 %




30

of units, departments, or divisions. Representative job titles at this
level include: assistant store manager, front end supervisor,
assistant department manager, head cashier, and manager trainee.

Full Service Restaurant marketing and management is a rapid‘l,z growing field that
Restaurant offers unlimited ogportunity to qualified people. Workers in this
Management field are involvea in various marketing functions and tasks

ormed in establishments serving prepared food and beverages
or consumption on their premises or at a place designated by a
customer. Competition in this area is related to full-service
restaurants.

This level of competition is designed around those com‘petencies
needed for that range of employment which is needed for beginning
employment and includes competencies needed for supervisory and
mmmemem personnel. Representative job titles at this level
include: cashier, waiter/waitress, assistent manager.

Quick Serve Quick serve restaurants are a rapidly growing segment of the

Restaurant restaurant marketing and management field. Workers in this field
Management are involved in various marketin;i’ functions and tasks performed in
establishments serving prepared food and beverages for

consumption on their preraises or at a place dwignated by a
customer. Competition in this area is related to fast-food restaurant
establishments.

This area of competition is designed around those com})etencies
needed for that range of employment which is needed for beginning
employment and includes comnetencies needed for supervisory and
rmanagement personnel. Representative job titles at this level
indude: counter crew, counter supervisor, assistant manager.

General General merchandise retailing covers department stores, discount

Merchandise stores, variely stores, and multi-line drugstores. Workers in this

Retailing field are involved in dg;formincfi routine and complex tasks in
relation to merchandising practices and concepts of mass

merchandising, rather than, in-depth knowledge of a single-line
product or service where occupational mobility therein involves
multiple experiences in different marketing functions and
merchandise lines and service areas.

MASTER EMPLOYEE LEVEL competition is designed around those
competencies needed for beginning employment which individuals
normally assume when they enter this occupational area.
Representative job titles at this level include: salesclerk,

salesperson, demonst:ator, cashier, stock clerk, receiving clerk,
shipping clerk, and marking clerk.




Vehicles and
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Marketing
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SUPERVISORY LEVEL competition is Gesigned around these a
competencies needed for that range of employment which includes

the managemeat group responsible for the interpretation and

exzcution of policies and procedures for the successful operation of

units, departments, or divisions. Repr.:__tative jch titles at this

level include: section manager, floor supervisor, stock supervisor,

assistant department manager, customer services manager, and

manager trainee.

Vehicles and petroleum marketing covers both the marketing of
leum products and vehicles/automotive parts. Workers in this
d are involved in performing various marketing functions and
tasks in the distribut.on of vehicles and petroleum products.
Competition for this occupation level is limited to retail distribution.
Representative job titles for this area include: salesperson, counter
clerk, station attendant, and shift menager.
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Individual Competency-Based
e Written Events_

Occupational occupational areas:
Written Events
1. Apparel and Accessories
2. Food Marketing

3. Finance and Credit

4. General Merchandising

5. Entrepreneurship

of the written content.

Currently DECA is offering competency-based written events in the following

The current guidelines for these events are available through The DECA

Guide. These activities were developed because it was felt that specialized
activities should be developed for those DECA members who wished to
compete but were uninterested in participatory-type competition. The events are
competency-based and developed within an occupational category. During
competition al! participants are scheduled for an oral explanation and/or defense

The competency-based written events provide an opportunity for a student to
develop and demonstrate their meeting of essential compe
their occupational area. The written event for the occupational area consists of
two major parts: the written document and the student interview. The first step
in preparing for the event is to read carefully the objectives and description of

‘ the event including the format outline that must be followed. The outline lists

pro specific content that must be included.

the tg)g:s which must be included in the written entry, and the competency list
Vi

Individual Free DECA, in cooperation with Phillips Petroleum Company, provides an
Enterprise opportunity for individual members to learn about and tell others about
Project Ame..ca’s free enterprise system through the Free Enterprise Project. As a

of 500 words or less, presentations before civic

enterprise.
Yaitrepre- The Bnlrcgreneurship Participating Event involves the student developing a plan
neurship for a new business or enterprise. The plan is presented in three parts of no more
Participating than three typed pt;ﬁ&s (doubled spaced). However, no points are awarded for
Event the written part of the entry. An interview before judges is the method used to

evaluate student performance.

service to tii membership, Phillips produces and distributes to DECA chapters a
teaching manual on economic concepts. Additional copies of this student
workbook can be purchased through DECA Related Materials,

The Individual Free Enterprise Project will be judged on the following: an essay

ups, preparation of a bulletin

board, display, or exhibit or completion of The Jeans Factory computer
simulation, one additional outstanding activity informing others about free
enterprise, and an interview to demonstrate the studeat's understanding of free

tencies as they apply to
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@  DECA Chapter Competitive Eventis

DECA also provides the opportunity for chapters to become involved in
competition through group projects. These include:

DECA, in cooperation with Phillips Petroleum Company, provides an
opportunity for chapters to learn about and tell others about America's free
enterprise system through the Chapter Free Enterprise Project. This project
seeks to encourafge all DECA members in a chapter to have a better
understanding of the American free enterprise system, to recognize what it
means to their future, and to communicate this understanding to others.

Chapter entries will be judged on the following: essays of 500 words or
less by all members; panel discussions and/or bulletin boards, displays, or
exhibits by all chapter members; and some additional outstanding activity
informing others about free enterprise.

DECA, in cooperation with PepsiCo., Inc., provides an opportunity for
DECA chapters to learn about business operations through any type of fund-
ralsgé activity. The project offers an educational, practical way to augment
a DECA chapter's treasury.

The basic purpose of the Learn and Earn Froject is educational. It uses fund-
raising as the opportunity for a hands-on learning experience that will
benefit chapter members for years to come.

Leam and Eamn Project entries should be reports and not manuals.
Basically, the chapter's report should communicate what was learned and
earned through the project; how it was conducted; and how the project
results might be improved.

If your chapter does not have the criteria for this project, they can be
obtained by writing Pepsi Learn and Earn Project, Pepsi-Cola Company,
Purchase, New York, 10577.

DECA, in cooperation with the Seven-Up Company and the Muscular
Dystrophy Association, provides an opportunity for chapters to (1) develop
a better understanr;deineg of civic consciousness efforts, (2) make a
contribution to a ed community service, and (3) learn and apply the
principles of numerous components of marketing management. The Civic
Consciousness Project is designed to allow members within a DECA
chapter to develop leadership characteristics, self-confidence and/or self
acceptance, high ethical standards in personal and business relationships,
effective interpersonal relationships, greater proficiency in communications,
and social and business etiquette.

-39




Project

Chap. >r Public
Relations
Project

Roses Chapter
Activity Award

The Civic Consciousness Project is also designed o allow DECA mic.abess to
study curriculum areas during classroom instruction and apply the principles,
goals, objectives, and concepts of these units to conducting & communi
service project. The units of instructior, are marketing, operztions, public
relations, marketing research, selling, sales promotion, and financial planning.
Members will be given an overview of ting management and exposed to
the practices in operating a business.

The project is designed so that DECA chapter members develop a manual on the
procedures of conducting their service project, how it was accomplished, and
how the project benefited the cause, community, and the understanding of civic
consciousness by chapter members.

Copies of the criteria for the project are mailed from National DECA to each
chapter in early fall.

DECA, in cooperation with the Sales and Marketing Executives Club,
International, provides an opportunity for DECA chapters to (1) develop an
analytical and creative approach to the marketing process and (2) actively
engage members in a marketing activity in their community.

The project must offer actual or potential improvement--economic or social--of
a specific business, the community, the stae, or the nation. Sample topics
would include finding new markets for local products, promoting the
community's zesources, or increasing customer services,

Criteria for this ; roject are available through the DECA Guide published
yearly by National DECA.

The chapter Public Relations Project provides an opportunity for participants to
(IN develop and/or identify a theme t’;o a public relations campaign, (2) plan
and organize a public relations campaign in tueir local community,

(3) implement a public relations campaign, and (4) evaluate the planning and
implementation process.

The Chapter Public Relations Profiect involves the planning, organizing,
implementation and evaluation of a single public relations campaign conducted
by the chapter. The campaign may focus on any topic or subject of interest to
the chapter and should involve the majority of the chapter members. An

evaluation of the campaign's planning organization and implementation must be
included in the repori

NC-DECA, in cooperation with Roses Stores, provides an o nity for
DECA chapters in the state to plan a yearly program of worgp?{gvlarz are
presented to DECA chapters in three categories--one star, two star, and three
star awards, with the three star being the highest. Points are awarded based on
the number and quality of projects comglgted by the chapter. Projects are
corpleted in relation to points of the DECA Diamond.
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NC-DECA
Crime
Prevention
Project

Criteria for this activity are distributed at the beginning of the school year by the
DECA Advisor. A chapter sends in verification forms for projects completed
during that period. Awards are %esentcd at the State Career Development
Conference. Refer to the NC-DECA Handbook for details of this project.

NC-DECA, in cooperation with the Crime Prevention Division of the North
Carolina Department of Crime Control and Public Safety, provides DECA
chapters the opportunity to conduct projects with the purpose of reducing crimes
by young people and preventing youth from becoming victims of crime.

The program is designed to (1) increase the awareness and develop competence
of DECA members and chapters about the advantages of using corcepts of
crime prevention in the field of marketing and distribudon, and (2) cevelop
DECA members' awareness of the value of being active in civic projects.

Chapters receive state recognition for this project. Detailed criteria can he found
in the NC-DECA Handbook.
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@ Merit Awards Program

PﬁnArgosw of

Goals of MAP

MAP is the abbreviation for the Merit Awards Program for DECA--an exciting
instructional enrichment program for Marketing Education. MAPisa *
competency-based approach to career exploration in occupational areas in
marketing. MAP activities correspond to the competencies needed in marketing
occhations and progress in depth and complexity from Bronze Level to Silver
Level and to Gold Level. Activities should be planned in relation to one
another, to the field of marketing, and to the career ( bjective to the student. The
DECA advisor(s) should guide the student in the selection of activities
based on his/her individual needs and abilities as well as the total Marketing

Education program.

All students must begin at the Bronze Level. Activities are not confined to those
listed in the National MMerit Award Program Handbook available from DECA
Related Materials; and students should be encouraged to develop new activities.
But, it i3 the responsibility of the teacher and advisory cc mmittee to ascertain the
Wdenuﬁggw of the activities for the specific award based on the criteria

i

Information contained on the following page will give you background on
MAP. This program should be initiated early in the year so that students will
;;:ﬁu the grcadwst benefits ff‘rom their involventéli:r;t 31 thorough orientgation of

urpose and operation of the program is vital for the preparation of the
stu&nts. Each student needs to !g\ow where he/she is going and how they will
get there as well as "why."

Teachers are encouraged to involve the business and educational communities in
MAP through advisory committees. The advisory committee may be used for
me.enﬁ:,eﬂfroup or each student may find the need fora te committee
which will give them specialized guidance and assistance in their occupational
area.

1. To broaden the opportunities for student recognition

2. To provide a means for individual student expression of initiative and
creativity

3. To motivate students to assume responsibility for self: improvement

1. To develop a greater awareness of the importance of marketing in the
economy

2. To strengthen understanding and appreciation of the competencies necessary
for building rewarding careers it marketing

3. To increase the employability of Marketing Education students




Reguirements
and Procedures

MAP Awards
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Any DECA member in the High School Division is eligible to pursue an award. e
For each level of award (bronze, silver, and gold), the student must complete a
m}uired number of activities in the five competency areas. ALL STUDENTS
ST BEGIN AT THE BRONZE LEVEL and complete a "Letter of Intent"
indicating his/her intetition for entering MAP.

A list of possible activities in the occupational areas are presented in the

National Merit Award Program Handboox". Students must select one

occupational area for each award and carry it through the five co y

areas. After selection of the occupational area, award level, and activities, each

student is required to program his/her activities on a Progress Form so that

g:opeard review and evaluation of the program can be achieved by the student and
eir advisor.

The requirements for each award are:

1. Completion of ten (10) activities is required for the BRONZE AWARD.
Students must seiect two activities in each of the five competency areas.

2. Completion of seven (7) activities is required for the SILVER AWARD with
at least one (1) activity in each area.

3. Completion of fivs (5) activities for the GOLD AWARD. Students must
select at least one activity in each of e five competancy areas.

To determine whether any activity is worthy of consideration for a Bronze, ‘
Silver, or Gold award, the following criteria has been established:

1. The g principie for sele :tmlg{and evaluating activities for the Bronze
Awart reflect Acquisition of Knowledge. This involves the collection
of facts nions fc- k2 purpose of furthering one's knowledge. A Bronze
Award ma, be accomn}piishcd by locating, assembling, organizing and
classifying subject information.

2. The guiding principle for selecting and evaluating activitiss for the Silver
Award should reflect Analysis of Knowledge. This involves the examination
of facts or opinions for the pr-pose of analyzation. A Silver Award may be
accomplished by comparing, examiring, validating, defining, clarifying, and
bringing together subject information.

3. The guiding principle for selecting and evaluating‘gclsﬁviﬁes for the Gold
Award should reflect Interpretation of Knowledge. This involves the
explanation of facts or opinions for the purpose of interpretation. A gold
Award may be accomplished by explaining, applying, developing, elaborating,
illustrating, and evaluating subject information.

The Bronze Award is a local chapter award, the Silver Award is a state award,

and the Gold Award is a national award. After the advisory committee and/or

DECA Advisor has reviewed and approved the projects, the Bronze awardees

should be recognized in some public recognition ceremony (such as a school

assembly j or employer-employee banquet). The silver awardees will '
be recognized at the State Career Development Conference. The Gold awardees

will be recognized by National DECA.
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Preparing for DECA Competitive Events

As part of your involvement in Marketing Education and DECA, you will be given
the opportunity to participate in different conferences and also in competitive
events.

A series of competitive events are offered on the district, state, and national
levels, Participation in them is fun and the rewards that can be received are
fantastic. Using your marketing career interest, your DECA advisor will assist
you in selecting an occupational category that best fits your career interest.

Each year, the North Carolina Board of Governors approves the competitive
events program which will be offered during the school year. Your chapter
advisor will make this information available to you.

One of competition is known as competency-based competitive events

(CBCE). A typical CBCE includes & written comprehensive exam, together with a
demonstration/role-playing event. The comprehensive exam is a multiple choice
test of 50 items on the district level and 100 questions on the state and national
levels, Items are developed especially for each series based on the knowledge,
skills, and attitudes associated with the particular occupation. In the role
pleying activity evenis, you are required to accomplish a task by translating what
you have learned into effective, efficient and spontaneous action.

Another type of competition involves written events. Written events are available
in various career areas. You prepare a written entry during the school year and
during conference compatition support your entry during an interview before
Judges. There are also viritten events in which your whole chapter can
participate,

If you accept the challenge to participate in the DECA competitive events program,
there are some things you can do to prepare for competition:

1. Review the competencies that are published for the occupational area or
written event area in which you are competing. This review of the
competencies should help you identify areas you might need to concentrate
on before entering competition or starting work on your written event.

2. Since the competitive activities are designed around role-playing
sitnations or involve interviews, it is tc your advantsge to practice role-
playing and interviewing in the classroom s much as possible. Also, if
you have decided upor: a written event, it will be to your advantage to
establish an advisory committee for your project.

3. Take a look at sample competency-based events or past written event
winners. Mock events and samples of national winners are available from
DECA RELATED MATERIALS. In addition, sample exams are provided in
the NC-DECA Handbook. Also, your Marketing Education teacher will
probably have samples taat have been used in the past.

It should be emphasized that competitive events are only one of the many phases
of the total DECA Program and that DECA competitive events are only one of the
strategies used in the development of competencies needed in preparing for and
advancing in marketing, merchandising, and management careers.
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Organizing A Local DECA Chapter

If property organized, the DECA chapter will be a maximum service to a
Marketing Education teacher rather than to add to work load. The chapteris
really the "show window" of the Marketing Education program, because
through it the public learns about the program and its purposes. It shouid be
utilized as a marketing tool for the Marketing Education program. It offers
an opportunity to display teaching accomplishment and student job
performance. It affords the opportunity to involve interested parents and
businesspeople in the Marketing Educatiori program. It provides a
"teaching tool" for the coordinator that can be utilized to bring out the best in
each student member.

The Marketing Education teacher acts as the local chapter advisor.
Membership eligibility is governed by the national, state, and local DECA
constitutions and bylaws. Depending upon various school settings and
regulations, chapter meetings may be scheduled during the regular activity
period of the school, during regular class periods as needed, during the
evening, or at any time convenient to the majority of the members. Often
committee meetings can eliminate the necessity of having many chapter
meetings of the total group. But, all DECA activities must be approved by
the chapter advisor and local school administration.

Many factors go into the making of a strong local chapter of DECA. Among
these are an alert and vigorous membership, an interested and sympathetic
advisor, the selection of the best DECA leadership, and cooperation on the
part of the school, community and local business community. However, the
most important factors are the teamwork and interest of the members and
their deterrnination to make their chapter outstanding.




Typical High School
DECA Organizational Plans

A local DECA chapter may be organized in many ways, but the main purpose is

to strive to include all DECA members into the yearly Program of Work. One

}mﬁans of organizing a local chapter of DECA in she wn in Chart A which
ollows.

CHART A In the example preserited in Chart A, the chapter officers are president, vice-
president, secretary-treasurer, parliamentarian, and historian. These officers

are formed to make up the coordinating council. On the coordinating council is
also one representative of each of the various marketing education classes. This
is done so that all students are represented eunally. Each of the officers serve
as the chairperson of a standing committee. For example, the vice president is
chairperson of the program planning committee. The DECA advisor servzs in
an advisory capacity with the officers, coordinating council, and the
chairperson of each standing committee,

CHART B Another means of organizing a high school DECA chapter is shown in Chart B.

In this example, each class is organized in tly. The entire chapter has

the following officers: president, vice- t, secretary, treasurer, reporter,
historian, and parliamentarian. Each of the classes likewise has an officer for '
each of these positions. The seven chapter officers form the executive council

which generally meets prior to regular chapter meetings. Each of the class

officers would head committees and be responsible for directing and

implementing DECA activities for that class. This organization may be ideally

i suited for large schools where it may be difficult to have school-wide meetings.

CHART C Still, a third means of organizing a local DECA chapter is to have the president

as the leader of the organization, as outlined in Chart C. Four vioe-pregrigscnts
are then clected to serve under him/her in this organizational structure. Each
vice-president would take responsibility for various club responsibilities such
as finance, program planning, promotion, etc.

No matter wkich organizational structure is used, the club officers and chapter
advisor should meet early at the beginning of the school year to develop a
Program of Work. Each student in the chapter has an opportunity to serve on
committees thereby giving each member an opportunity to participate in the

' scheduled chapter events.

The typical DECA chapter organizations which aopear on the following pages
are only suggestions. Your chapter should develop an organization that best
meets your individual needs.
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CHART A--EXAMPLE OF ORGANIZATION FOR HIGH SCHOOL DECA CHAPTER

Secretar
President Vice President Tre;suref:
Coordinating Finance
Council Program Committee
Committee
One representative
from each class One representative One representative
from each class from 24ch class

DECA Advisor(s)

Parliamentarian Historian
] Public Relations
Recreatlon Committee
Committee
One representative One representative
from each class from each class
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CHART B--EXAMPLE OF HIGH SCHOOL D£CA ORGANIZATION

EXECUTIVE COUNCIL DECA ADVISOR(S)

!

Vice President Secretary Treasurer s Reporter

Historian =4 Parliamentarian
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PRESIDENT

CHART C--EXAMPLE OF HIGH SCHOOL DECA ORGANIZATION

DECA ADVISOR(S)

VICE PRESIDENT

VICE PRESIDENT

VICE PRESIDENT

VICE PRESIDENT

Program

Finance

Recreation

MEMBERS

MEMBERS

Public Relations

MEMBERS

MEMBERS
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Your Duties as a
Chapter Officer

Inasmuch as areina
position of leadership, it
will be your
responsibility to prcmote
and encourage the
BECAS rogramm of youth
S P! of you
activity wheneve~ and
wherever vou hi.ve an
opportunity.

Your chapter president
needs your support and
assistance to develop
leaders and to draw out
each student's talents and
abilities. They elected
you to provide leaderskip
ang this could take many
hours of work--so be
prepared to sacrifice.

Durirs your term as a
chapter officer, you
undoubte(:llly will ge .
corresponding and telking
with business; ople and
educators intevested in
DECA on the local, state,
and national level.

Hand' * yourself in a very
professional way, because
You are the image others
have of DECA.

You will be a major part
of local chapter meetings,
and when you participate
you should be concerned
with the welfare of
DECA, and you will
tacs topether with ¥
r

consideration and
understanl y ‘digwggf &t’her

e's vi nts, your
Jl:!egp will be more

contribution you make
will be measured in direct
proportion to what you
know, your understonding
g EtéeA’ftmdamentalfs of

I your use of good
judgment, your
enthusiasm ar4 the

di of a caapter
offews, O & cua

As an of{iicer of this
organization, your
greatest challenge will * -
to exhibit qualities of
leadership that will make
a coatribution to the
growth of DECA through
the members with whom

you have 'Fersonal
contact. Throughout the

year, you will inspire
leadership only to the
degree that xﬁu,
personally, give
leadership. As you reach
for higher goals in self-
improvemetit, so will you
instill in those yon meet

4

the desire for self-
{improvement and the
attainment of higher goals
for this organization.
You are charged with the
. ~esponsibility of
developing enthusiasm
whenever you speak
officially for DECA
during the year in which
you serve as a chapter
officer.

if at any time during your
term of office, a question
arises s to your
responsibilities, your

local chapter advisor(s)
stands ready to assist and

Ly guide gog in fulfilling
uties,

l rese
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Q guties and Cond_yct of DECA Of‘izers

Chapter Officer's
Conduct

1. As a chapter officer,
you represent the only
organization attracting
youth to careers in
marketing.

2. As a chapter officer,
what you do and how you
do it must leave a
favorabie impression.

3. When appearing as a
chapter om%er before an-
group, regardless of its
size, your appearance is
of utmost importance,
from neat, well-groomead
hair to shined shoes.
(MECA blazer and
ccordinating accessories
are always appropriate.
Refer to NC-DECA
Handbook for DECA
Dress Code).

4. The words "please"
and "thank you" are to be
used often. You will find
they pay liberal

dividends.

S. Be careful what you
say and how you say it.

6. Never commit yourself
orally, or in writing,
unless you are certain th_¢
you are right and have the
support and backing of _
the chapter's membership.
Once committed, you keep
the commitment.

7. If you have an
appointment, plan to
arrive before the
appointed time.
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8 If you must smoke, use good
judgment in doing so. (It is a standing
tradition that officers do not smoke
while wearing their DECA biazer).

9. Make a special effort to remember the
names of people you meet. It might be
helpful to keep a written record of these
individuals for future reference,

icularly if you want to send them a
"thank you" note. Always be sure you
have their name spelled correctly.

10. Be prompt in handling your
correspondence. As a chapter officer,
you are obligated to give a carbon copy
of all corres,. ondence to your chapter
advisor. The chapter secretary should
set up a correspondence file for each
officer at your school.

‘The Duties of Each Chapter Officer
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11. Make it a point to know 3s much as
¥oii caii about ali the areas of vocationai
education within your school,
particularly some of the activities of the
other vocational education youth
organizations.

12. If you have the opportunity to visit
another chapter, find out as much as
possible about the group before you
visit, and always the
outstanding activities conducted by the
group. At all times, you must avoid
sarcasm and outright criticism. Make it
a point to meet the individuals in charge
and compliment them o~ their work.
You should make an effort to be helpful
to the members and officers wherever

possible,

President

Any organization designed to be of lasting value to its members
must have competent and aggressive leadership. Duly elected
officers provide the leadership for the local DECA chapter. Every
officer should be elected on their ability to meet the reguirements
and perform the duties of the office to which elected. Below are
listed some of the duties and responsibilities of officers generally
elected to lead the local DECA chapter.

Preside over and conduct chapter meetings in accordance with
accepted parliamentary procedure

Keep discussions on the subject

See that time limits are observed

Select and appoint members to serve on committees

Represent the chapter at special school events and before civic
clubs and other out-of-schoo! organizations

Coordinate and guide the efforts of ail chapter officers

Serve as ex-oﬂ'icF(:n member of chapter committees

Consult regulafrl v:kith advisor on the progress of the chapter's

of Wo

Determine the need for and call any necessary special chapter
meetings

10. Promote energetic activity on the part of chapter members

through the display of their own enthusiasm
11. Conduct themselves at all times in a manner that reflects credit
upon the chapter
12. Counsel with other chapter officers concerning their duties
and responsibilities
.3
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Vice President

Secretary

Treasurer

ties
2. Preside over chapter and executive committee meetings in the
of the president
3. Assume the full duties and responsibilities of the president
should they be absent for a long period or leave the chapter

permanently

4. Coordinate and guide the efforts of all chapter committees;
thus, serving as an ex-officio member on all chapter
committees

1. Assist the president in the discharge o his/her duties and
respon.s?bili

Take notes and prepare adequate minutes of each regular and
called meeting of the chapter

Answer all incoming chapter correspondence

Keep a proper file of copies of all outgoing and incoming
correspondence

Prepare all necessary chapter records

any and all permanent records of the chapter

Be responsible for the posting of items of common interest and
benefit on the classrcom and/or school bulletin boards

Read letters and/or other communications at chapter meetings

Keep a proper record of votes cast--especially on important
issues

Be prepared at every regular meeting to give the chapter
information about any unfinished business or any new
business which is before the chapter for the first time

10. Have available at each regular meeting: minutes of previous

meetings, a record of committees and their past reports, the

chapter's Program of Work, and a copy of the constitution

mdml?‘.ws and a copy of a state and national DECA

PN AR W

v

1. Receive and account for all funds which come into the chapter
treasury

2. Assist in the preparation or' a statement of estimated receipts
and expenditures for the year

3. Keep financial records neat, accurate, and up-to-date

4. Collect all individual, state, and national chapter dues and be

responsible for their disbursement to the state and/or national

treasurers

S. Pay out funds on anthorization of the chapter

6. Protect the financial reputation of the chapter by secing that its
oblifations are met premptly

7. Help plan and execute the ways and means of providing for
chapter income

8. Assist in preparing monthly statements of receipts and

expenditures
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Historian/
Reporter

Parliamentarian

L d

Seek, gather, and classify all chapter news
Prepare articles for publication in school and local newspapers

3. Contact and acquaint the editors of school and local

newspa with the aims and purposes of Marketing
_Edum:g_ n

Keep a cumulative fil:‘ of clippings, pictures, charts, copies,
special programs, efc.

Work wich the secretary in preparing and selecting materials for
the bulletin board

Prepare and collect news and feature articles of statewide
and/or national interest and submit them to the state
newslﬂti:; :il;l maghzine q

Assist &+ g, collecting, preparing and arrangi
malergls for chapter exhibits to be used for pu%ll,i'ugty

Submit interesting articles, projects, etc., to national and state
DECA publications

Be able tc use a camera

Be interecied in and willing to help other chapter members
unde.~and the fundamental purposes of parliamentary law

Be prepared to advise the pres’ ling officer and other chapter
members on points of parliamentary procedure

Have reference material pertaining to acceptable parliamentary
procedure available to refer to should the need arise

Be ever alert and call the chair's aiteaiica to significant
irregularities in procedure

Be prepared to explain any irregularity and its effect on the fair
ar equal rights of all chapter members.
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Leadership Development

It is important for the f%l‘owth of each chapter to have a well-qualified and
dependable group of officevs, With capable officers, the business of the chapter
will be conducted in the proper parliamentary fashion, an effective program of
work which includes all members will be developed and implemented, records
and minutes will be up-to-date and complete, good publicity will be forthcoming,
and all members will grow professionally.

A good leader must have certain qualities which can be learned by the average
person if that person works on these qualities intelligently. These qualities are
also highly desirable in everyday life. The qualities of a leader s~e as follows:

1. A good leader respects the rights and dignity of others. A leader realizes that
every person can make worthy contributio:s.

2. A leader is willing to accept responsibility and do his/her part through work
within the group.

3. A leader is able to work and get along with people in a friendly and peaceful
manner. A leader must be streight-forward, agreeable, and industrious. The
leader praises where praise is due, and he/she has sensitivity to the basic
trends and moods of the group.

4. A leader is able to communicate thoughts and feelings in a clear and
understandable manner as well as verbalize the ideas of the group.

S. A leader is well-informed on matters which concern the group. He/she arrives

at a decision only after having an opportunity to secure and study pertinent
information.

6. A leader is confident in him/herself; he/she possesses integrity and also shows
trust for his/her fellow group members.

7. A leader is optimistic and enthusiastic; he/she believes that group actien can
overcome obstacles and solve problems. He/she works within the group with
"zest" and enjoyment.

8. A leader is open-minded. A leader does not claim to have all the answers;
he/she seeks the opinions of the group and accepts and supports them if they
seem best for the group. However, he/she is willing to compromise on
issues.

9. A ieader has strength of conviction. A leader will "take a stand" and be
counted, he/she can be convinced otherwise if evidence is presented that leads
to the need for a change,

10. A leader will show initiative in get‘ti;n"g the group started through sound and
. careful planning. A leader proceeds with the group discussion with
knowledge rather than with reckless abandon.




Has faith in people and wants
to work with them.

Has poise and confidence.
Speaks in a clear voice and
enunciates words clearly.

Carefully preplans his/her
program so the meeting moves
with dispatch.

|| Shows interest and alertness
by his/her own attitude, mind,
body and countenance.

Is democratic in dealing
with DECA members.

Is fair and impartial--
doesn't take sides when he/
she is presiding.

Is patient, optimistic and
gives credit for work done.

Is sensitive to the individual
and recognizes individual
differences.

Acts as a helper, umpire

and moderator so that all are
encouraged to share in the
work of DECA.

Shows a sense of humor to
relieve the tension of a
\serious meeting.

Takes the job for the "honor"
that he/she can get out of it.

Fails to understand what his/her

example means to the other DECA

membe;s

Lets everything go until the
last minute, then just hopes
everything will work out.

Seems bored, is not alert,
whispers to other members and
appears disinterested.

Dominates, imposes opinions,
and forces others to depend
upon him/her.

Shows what side he/she is on
before getting the facts into
the open.

Is impatient, sarcastic,
pessimistic, critical and takes
the work of others for granted.

Doesn't notice a loss of interest
and fails to watch the group to
detect boredom and weariness.

Cares about the business in
general and does not consider
individual differences.

Has no humor in a meeting. The
business is the most important

thing, not the people.
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OFFICER AGREEMENT l
As of the DECA chapter, I
agree to perform all of the responsibilities of this office and maintain at least a(n) grade in
my Marketing Education class.

1. Provide leacership that motivates members to accomplish the chapter's goals.
2. Bea good listener.

3. Conduct rnyself at ail times in a2 manner that reflects a positive image upon our DECA chapwr
and Marketing Education.

4. Promote enthusiasm among chapter members through enthusiastic behavior.

5. Represent the chapter when called upon. Wear a DECA blazer when appearing before groups
and be well groomed.

6. Promptly handle all responsibilities. Place a copy of my activities in an actvities file.
7. Remain positive at all times.

8. Make myself available as necessary to promote the objectives of DECA and the Marketing
Education program.

9. Promptly meet all financial responsibilities of membership in the DECA chapter.
10. Participate in all DECA activities.
11. Meet with other DECA officers monthly for planning and evaluation of chapter activities.

12 Execute all specific duties of this office.

Chapter Advisor Date

Officer Date
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and Training of DECA Officers

© Ection

Election of Officers

Once your chapter has decided how it will be

anized, the next step is the election of
ofticers. The x’ollowins isa
SUGGESTED METHOD that could be used for
this proress.

1) Discuss with all members the duties and
responsibilities of cach officer. You may want to
distribute the handout, "The Duties and
Responsibilities of Each DECA Officer", which
follows, ar you may want to develop one
appropriate for your DECA chapter organization.

2) Seek nominations for each office. You may
want to have students complete an application
such as the district officer candidate application
which can be found in the NC-DECA
Handbook.

3) Organize a screening and nominating
commuitee(s) to intcrviegw those students wanting
to run for office. They may also want to
consider the results of a test on DECA. You may
want to give "DECA Orientation Quiz" found in
this guide. The state officer section of the NC-
DECA Handbook Las examples of scresning
and nominating questions which could be used.

4) The next step would be to have those students
who make it through the screening and
nominating commuitee to give campaign
speeches. ¢ chapters may want to consider
wdeo-tapmﬁdspeeches and showing them to each
Marketing Education class.

S) After the election, an installation ceremony
should be conducted. A sample ceremony is
included in this guide. The ceremony could be
held in conjunction with the initiation of new
members, parent's night, etc.

Trairing DECA Officers

Once elected, your new DECA officers need to
be involved in some type of training program.
Don't exdpect every officer to be familiar with
his/her duties and responsibilities just as soon as
they are elected. Training could be held for just
your chapter’s officers, or a district-wide training
session could be held for all chapter officers in
the district. If your district doesn't hold such an
activity, why not consider having your new
officers hold one. It would be a great 'eadership
opportunity for them!

Topics to be covered in the training o7’ new
D officers could include making first
impressions, giving speeches, developing
enthusiasm among chapter members, etc.
Masters for handouts follow which you may
want to use in training newly elected DECA
officers. Topics include duties and conduct of
chapter officers, chapter officer resporsibilities,
characteristics of leaders, and leadership
development.

Running for District or State
DECA Office

Your newly elected officers may want to consider
running for district or state office. Encourage
them to do so! Each DECA chapter is entitled to
run two candidates for district ogca They must
complete a district officer application, take a test
on DECA, be interviewed by a screening a
nominating committee, and give a campaign
speech.

Each DECA chapter is also entitled to run one
candidate for state office or two candidates if
your school Las two district officers. Students
may run for president of the State Association or
for the office of vice-president representing yor
DECA region.
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One of the most difficult tasks chapter officers have is to schedule chapter meetings
and encourage members to be in attendance. One way of assuring that at least a
quorum is present is to be certain your meeting is short, to the point, and involves
everyone. The officers should not try to dominate the meeting, but should be there
to maintain order and harmony and show support for the members. Meeting times
will vary at your sckool as will the frequency of vour meetings. The dates and times
of all mectings should be decided upon prior to completing your Program of Work
and these dates and times posted.

The follcwing is a suggested agenda (order of business) for a chapter meeting.
Every chapter should have an established order of business and follow it at all
regular meetings. Members then know what to expect and can participate more
effectively. The following order is suggested for regular meetings but i, of course,
subject to modification and change to better fit the needs of your particular chapter.
The following agenda can be used as an example of a "model DECA meeting."

1. Call to Order
Pledge, DECA Creed
Reading and Approval of Minutes
Treasurer's Report
Committee Reports
7id Business
New Business

Program (optional)

A A U O R

Adjournment
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'@ Chapter Officer Responsibilities

I
in Conducting A Chapter Meeting
The Presdine o

1. Begin the meeting on time. Members will be there if they know the meeting will begin at the
specified time.

Be sure a quorum is present before beginning the business portion of the meeting.

w

Always keep the meeting under control. Limit the debate on the part of any one individual in
the interest of keeping the meeting on the subject. Use the gavel of authority when necessary.

Conduct your meeting according to parliamentary procedure.

Be impartial at all times.

Recognize any member who wishes to speak.

Do not permit discussion until a motion is made, seconded, and stated by the chair.

® N o L

State motion clearly and belore taking a vote, be surs that all understand what the question is
‘ upon which they are voting.

9. Amnounce the vote and the result of the vote.

10. Require all remarks to be addressed to the chair. Don't permit members to discuss the question
among themselves nor address questions or remarks to each other.

11. Close the meeting on time.

The Secretary

1. Be sure and take down the minutes of ALL meetings--formal, informal, and called meetings.
Your record is important.

2. Record in your minutes what is DONE and what is SAID.

3. Always record the exact wording of motions, whether they are carried or lost in the voting and
make a record of who made the motion.

4. If you can't get ive exact wording of the motion, you have every right to halt the proceedings
long enough to do so by requesting the presiding officer to have the motion repeated slowly
en-ugh for you to make a record of it.

5. Your minutes should always show the names of members who have been appointed to
committees--with the name of the chairperson if any was designated.

‘ 6. Minutes are important enogh to be written in a permanent minute book not on small pieces of

per. Any corrections which are made in the minutes as read shouid appear in the margin. A
gaAMPLB K{INUTES PAGE APPEARS ON THE NEXT PAGE.

>
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Sample Minutes of
A DECA Chapter Meeting

(Place) (Date)
The regular meeting of the Ourtown chapter of the MEETING
NC £ snociation of DECA, held in the marketing
classroor was called to order at 2:30 p.m., by the
presider., _ewey Diamond, on September 25, 19--.
Pledge of Allegiance to the Flag was led by May Lee. PLEDGE
The following guests were introduced: Mr. Ronald GUESTS
Smith, Personnel Director of Mason's and Ms. Jan
Long, State DECA secretary.
Thirty members were present. ROLL CALL
The treasurer reported a balance of $567.34. TREASURER'S REPORT
Membership chairperson, Alice Rowe, reported two COMMITTEE REPORT
new members, Bess Slim and Charles Warren.
An invitation was read from the Othertown DECA CORRESPONDENCE
Chapter to attend their installation on October 8, 19--.
The motion by Alton Grant "that a new camera be NEW BUSINESS
purchased for the chapter historian" was adopted.
(Give details of progr.m if one is presented--title, PROGRAM
name of speaker, etc.).
Meeting of all officers was announced for Sept. 29, ANNOUNCEMENTS
Marketing classroom, 7:00 a.m.
Meeting was adjourned at 3:30 p.m. ADJOURNMENT
Signed:
(DECA Chapter Secretary)

55




€@ Suggested Officer installation

Staging: In the center of the stage, piace a table with four lighted
candles upon it in diamond-shaped formation to represent the four
points of the DECA Diamond. If possible, use a floral centerpiece
representing DECA's colors--blue and gold. Display the DECA banner
prominently, either in the background or across the front of the table.
The outgoing officers should sit on the right side of the stage (from
auidence viewpoint), with the incoming officers on the left and

opposite their corresponding officers. One other candle is lit for the
installing officer to use during the ceremony. Each newly elected
officer is holding & candle which will be lit during the ceremony. You

may also want to make a copy of the following part for the installing
officer.

Installing Officer: "Fellow members of DECA, it is my pleasure at this
time to present your new officers--duly elected and entrusted with ike
administration of this organization during the coming year. Will the
vice-presidents-elect please come forward."

"You have been chosen as the vice-presidents of this DECA chapter by
your fellow members. They have, thus, demonstrated their confidence
in your ability to assume leadership functions of this organization. It
shall be your duty to assist the president whenever called upon to do so
and to serve as chairpersons of chapter committees. If you are willing
to assume these responsibilites please raise your right hand and repeat
after me this pledge: I understand fully/ the responsibilities of the
office of vice-presient/ and hereby promise to accept and fuifill these
responsibilities/ to the best of my abililty." Installing officer lights
their candles, and they step back.

"Will the president-elect please step forward."

"Mr./Madam president-elect, you have been chosen by the chapter
members of the _ DECA chapter to lead this
organization for the coming year. In electing you president, we have
indicated our faith in your qualities of leadership, responsibility,
diplomacy, and intelligence and hereby entrust you with the future
administration of this chapter."




"As president you will preside over all of the meetings of this chapter
and be responsible for our progress during the coming year. We will
look'to your leadership in all endeavors. If you are willing to accept
this responsibility, please raise your right hand and repeat after me: I
understand fully/ the honor and responsibilities which have come to me
as president/ of the DECA chapter/ and do
solemnly and sincerely promite/ to accept and fuifili these
responsibilities/ to the best of my ability,"

The installing officer then lights the candle of the president-elect and
presents him/her with the gavel--handle first. The newly elected
president is now in charge of the meeting.
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Presentation of Emblem Ceremony

The following ceremony may be used to initiate new DECA members. It may be used as a separate
ceremony or as part of the officer installation ceremony.

- Speaker No, 1--The Diamond is the official emblem of DECA--The diamond, a
- precious stone, denotes brilliance, strength, character, and beauty. These

attributes should be reflected in the lives of our members. The colors of the
diamond are blue and gold. Blue suggests sincerity, it suggests that we should be
true to ourselves and it is the color of the heavens above us; it encourages us to
reach upward. Gold sugﬁjwts to us the crowning success which comes to those
who live wisely and usefully. The DECA emblem is worn by over 200,000 DECA
members throughout the United States.

%ﬁ:ﬂkﬁxﬁn.Z-The first of the four major points of the Diamond represents
OCATIONAL UNDERSTANDING. The Marketing Education graduate is

Prepared to take his/her place in the business world with an understanding of the
operation of marketing businesses and the opportunity for further accomplishment
in the field of marketing.

Speaker No. 3--The second point represents CIVIC CONSCIOUSNESS. T'he
Marketing Education stucent learns to recognize his/her obligations to the
community in which he/ske Lives through studying community needs, and
planning worthwhiie projects, and serving on committees designed to create a
better place to live,

Speaker No, 4--The third point represents SOCIAL INTELLIGENCE. The
Marketing Education student fias an opportunity to develop socially. Many social
events during the year grovide ample opportunity for the student to gain an
understanding of what is socially acceptable.

Speaker No, 5~The fourth point represents LEADERSHIP DEVELOPMENT. The
Marketing Education student has an opportunity to participate in msany activities in
which heghe can learn to assume responsibilities and serve in the capacity of both
follower and leader.

Speaker No, 6--The wrapped package in the center of the Diamond is symbolic of a
Jjob wil done. It is only natural that the central theme would be one from the
merchandising field. It symbolizes the satisfaction that a salesperson feels after
completing a sale. It also symbolizes the cooperatisi: of the school

tion, teachers, parents, and merchants in assisting the Marketing
Education student in acquiring a well-rounded education in preparation for life.

VOCATIONAL UNDERSTANDING, CIVIC CONSCIOUSNESS, SOCIAL
INTELLIGENCE, LEADERSHIP DEVELOPMENT...These four points surround
the package of satisfaction, signifying a job well done. It is through practice of
these points and perseverance tha. we as DECA members may take our rightful
place in the business world and in the field of marketing.
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President: You have heard the explanation of our insignia. As members of DECA
yOu are expecied t0 suppori ihe activities of our organization, to cerry out the
duties assigned to you and, by diligent attention to your work, to qualilfy for
leadership by meeting the high standards set in work experience, in schoo! work,
and in your character,

You are now prepared to take the vows of membership in our organizstior., As
you reneat these vows, think of the meaning of the words you say 2ad resolve to
do you oest to live by them. Please repeat after me:

"I solemnly pledge myself/ to carry out to the best of my ability/ all of the duties
and rmf,mibﬂiuw of :membership in the chapter of

DECA./ I fully accept the purposes/ of this organization,/ and promise to uphold
its ideals/ in my per5 ~al life and in my husiness actvities/ I realize the
importance of wou.ii~ cooperatively/ I will so conduct myself’ . %at I shall
reflect honor upon the organization,/ and I will at all times/ eiideavor to maintain
--*sh standards of personal integrity."

I nuw declare you to be members of the Chapter of DECA,
with all the rights and privileges of membership.
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'@ Parliamentary Procedure Gu

(

de

Purposes

Basic
Principles

The majority of students who join a local DECA chapter soon discover that
there can be no orderly meeting unless the chapter members agree to follow
cerain rules. There has to be some kind of systematic way for individual
chapter members to take ]gart in discussions These rules of organization are
known as tparliaxm:mmy w. Parliamentary law once referred to the customs
and rules for conducting business in the Enélish Parliament. Much of the same
L kind of laws are used in the United States Congress. Today, organizations of
all kinds follow the rules of parliamentary law in their proceedings. In schools,
parliamentary law is observed in clubs, groups, and organizations. Even
though student organizations need not follow all the rules of parl*amentary law,
a knowledge of the basic rules are of great importance in the ord.tly conduct of

a meeting.

In order to maintain harmony within the chapter meeting, proper parliamentary
procedures need to be used. Parliamentary procedures can become very
confusing and in most cases, will not be used in depth at your local meetings.
When used correctly, parliamentary procedure can make your meeting more
controllable and, therefore, more meaningful. The material that follows
outlines only the most basic rules of parliamentary procedure. If you would be
intcresgcd in learning more about parﬁamcn tary procedures secure a copy of

—

1. Itenables a chapter to transact business with speed and efficiency

2. It protects the rights of each individual (both those in the majority and those
in the minority)

3. It preserves a spirit of harmony and cooperation in a group.

1. Discuss only one subject at a time
There should be full and free debate
. Every member has rights equal to every other member

> w o

The majority rules and the rights of the minority are respected

1. Main Motions
a. Idea for consideration, "I move that ...."
b. Only one motion can be considered at a time

2. Subsidiary Motions
a. Their Eeurpose is to modify or dispose of the main motion
b. Must be related to questions before the group
c. Must be voted upon, before voting on main motion
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Progress of a
Motion

Amendments

. Privilege Motions

a. No connection with main motion
b. “hey are eniitled to immediate consideration
c. Can set aside, temporarily, business before the group

. A member rises and addresses the presiding officer. "M/ Madam

Chairperson...."

. The member is recognized.
3. The member proposes a motion, "I move that ....."

. Another member seconds the motion

a. "I'second the motion."

b. If no one seconds the motion, the chairperson will say "Is there a
second?"

c. If there is no s2>cond, the motion is lost.

5. The presiding officer states the motion.

. Group discusses or debates the motion

a. All remarks should be audressed to the chair and be of an iinperson..!
nature
b. Maker of the motion has first opportunity for debate
c. A trhnr.emberﬂ that has not spoken has claim to the floor over one that has had
e floor

d. The chairperson knows tk . feelings of the members. He should alternate
between individuals.

. Presiding officer takes a vote

a. "Is there any further discussion....."
b. "Silence, there is no further discussion....."
c. "Allin favor say 'Aye’; those opposed say 'No'."

. Announce the results of the vote

a. "The motion passses."
b. "The motion fails.”

. Amendments are proposed to make changes in the main motion.
. They must have a bearing on the subject.
. They can take the following forms:

a. toinsert

b. toadd

c. tostt sut

d. to strike out and insert
. to substitute

. The member says "I move to amend the motion by ...."
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Methods of
Voting

Types of
Votes

Summary of
Motions

1. Voice Vote: "Aye and Nay"--used for majority of votes
Show of Hands: Used for smali groups
Roll Call: Secretary checks attendance as well as the vote

General Consent: Chair states that "If there is no objection, we will...."

“oA woN

. Ballor: Used for secret voting; each person writes his decision on a piece of
paper

1. Majority--at least one more or a number greater than half the vote cast
. Plurality--the most votes cast regardless of majority

. Two Thirds Vote--2/3s of the vote cast

S W N

. Tie Vote--same number for and against; in this case, the motion is lost unless
chairperson is able to cast deciding vote

How to Introduce New Business--The main motion

How to Secure a Counted Vote--Call for division of the house
How to Modify, Change, or Improve a Motion--Motion to amend
How to Enable More Careful Consideration--Refer to committee
How to Stop Discussion--Call for previous motion

How to Delay Action--Table the motion, postpones vote

How to Enforce the Rules--Rise to a point of order

How to Make Requests--Rise to point of informaticn
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| e Planning A Proaram of Work

e
t———

DECA chapter sctivities complement, supplement, and strengthen the instruction
provided in the Marketing Education program. Combined with classroom
struction and cooperative or project vocational application experiences, DECA
activities round out and enricl: the total instructional program,

A beneficial well-rounded program of student activities does not just happen, it
must be developed. Development of a Program of Work requires sound
thinking and careful pianning. "What, when, where, who, and how" are
important questions which must be considered well in advance. In order to geta
broad view of the whole proposed program, it is necessary that the entire plan

be put on paper.
Essentials .\ a 1. A challenging program of activities
of
Work 2. Capable officers
3. Intsrested members
, 4. Distributed responsibility shared by all members
) 5. Proper equipment and records
‘ 6. A knowledge of DECA on the part of every member
Guidelines for 1. Itis an outline of activities covering a definite period
a Program of

Work 2. Itincludes specific goals, ways and means of reaching them, and adequate
provisions for checking on accomplishments

3. Itshould be well-rounded and carefully worded

4. It should be based primarily on the needs of the members and the
organization, with consideration given to the needs of the school and the
community.

5. It should represent the combined thinking of a majority of the members

6. New chapters should not undertake an elaborate program for the first year;
however, it must present a challenge to the members
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Developing a
Program of
Work

1. Review as a total chapter the possible activities in which the chapter might
participate

2. If you are a new chapter or have never done a Program of Work, secure
copies of programs of work from ocher chapters and review them for
ideas. If you have had a Program of Work in prior years, review those
programs at chapter mectings

3. Decide on two or three activities that will definitely be included

4. Develop a"laundry list" of other possible activities

5. Appoint a Program of Work committee if one is not already designed for
each section of the program, and turn over the preliminary materials as
listed to this group

Have the committee on Program of Work report back to the chapter

Put the total Program of Work in writing

Check the Program of Work with school authorities and others concerned

© 0 N o

Adopt the Program of Work when satisfactory, appoint permanent
commmittees to be responsible for each major division, assign duties to
them and set to work on it.

10. Mo‘xvn",to;; and evaluate progress being made to accomplish the Program of
ork.

The Program of Work carried on at the local level is the most importan; phase of
the entire chapter structure, Itis at the local level that the greatest amount of
member participation takes place. The state and national organizations are
dependent upon the local chapters. The total DECA organization should be
viewed as a pyramid with the local chapters providing the firm foundation.

On the following pages you will find examples of Pmﬁ'ams of
Work. The second example is developed around the North
Carolina Roses' Chapter Activities Award. These are only
examples; develop specific activities for your DECA chapter. A
copy of a worksheet that could be used in developing the details
for a Program of Work is also presented.

'
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((SAMPLE PROGRAM OF WORK )

AUTUMN

SEPTEMBER

. DECA orientation

Election of officers

Pmpan;mf parucxp. b

tion for participation

in District Leadership
Conference

Cnollect local, state, and
national dues

6. Order DECA pins, officer

jewelry, DECA sweat

shirts, etc.

tl i

Ll

7. Plan F of Work

8. Hold social and recreational
activity

9. Hold teacher recognition
activity

OCTOBER

1. Attend District Leadership

Conference
e

[ CA projects

3. Stage installation of

g cers; invo%vc a%dmm’

usinesspeople,

school administration

4. Hold DECA open house

5. Meet with DECA
advisory committee
6. Send in article to school
newspaper, DECA
Images, local
newspaper

NOVEMBER

1. Conduct chapter fund-
raising project
2. Begin preparation for
participation in DECA
competitive events
3. Send in article to New
Dimensions

JANUARY

1. Finalize district competitive
events plans-—select
participants

2. Complete DECA written
events

3. Plan National DECA Week
activities

4. Select student for state
officer candidate

EEBRUARY

1. Attend district competitive
events conference

2. Conduct DECA Week
promotion activities

3. Continue with school-wide
and community promotion

WINTER

1. Sponsor a needy family
for Christmas
2. Decorate the
classroomy/school for
holidays
. Have a DECA Christmas
Party for a local
children's home or
similar agency
4. Send Christmas cards to
employers and other
Marketing Education
supporters

w

A

SPRING

MARCH

1. Attend state DECA
conference

2. Send in article to school and
community newspapers
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AERIL

1. Assist chapter advisor with
mmﬁtxpmt of fuu}re

Development Conference
4. Plan employer-employee
function

MAY

L
2.

3.
4,
5.

Hold employer-employee
function,

Plan a social event to
welcome new i
Education students

Organize/plan alumni
activities for

Evaluate DECA activities
for the year )

Recognize outsianding
DECA members on

Awards Day
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@ Program of Work (Example #2)
1

?glp?ts]..m Conduct 2 swim party for second year Marketing Education students with planned program of
activities including goal setting session. SOCIAL INTELLIGENCE

50 pts. Conduct an orientation meeting for all new Marketing Education students before school begins.
CHAPTER ORGANIZATION

30 pts. Local, student-initiated recruitment activities. PROGRAM PROMOTION

SEFTEMBER

40 pts. Chapter members participate in District Leadership Conference (Two points for each member
attending, 40 pts. maximum) LEADERSHIP DEVELOPMENT

20 pts. List of all local chapter officers mailed to state DECA Advisor by deadline date including home
addressees, training station, and employer's name. LEADERSHIP DEVELOPMENT

10 pts. Organize an alumni chapter. CHAPTER ORGANIZATION

' 30 pts. Community news article, PROGRAM PROMOTION
‘ 30 pts. Prepare a monthly calendar for each chapter member. CHAPTER ORGANIZATION

30 pis. Conduct monthly execu*ive council meeting with planned agenda and minutes. CHAPTER
ORGANIZATION

OCTOBER

15 pts. Presentation by training sponsor on any of the marketing instructiona! areas VOCATIONAL
UNDERSTANDING

50 pts. Organize and implement a chapter initiation and officer installation ceremony. CHAPTER
ORGANIZATION

40 pts. Conduct a fall c:*>ntation dinner for parents to explain the Marketing Education program. SGCIAL
INTELLIGENCE

10 pts. Chapter members participate in DECA Southemn Regional Conference ( two points for each
member attending) LEADERSHIP DEVELOPMENT

40 pts. DECA membership dues submitted to state advisor by deadline date. CHAPTER ORGANIZATION

30 pts. School newspaper article. PROGRAM DEVELOPMENT

30 pts. Community newspaper article. PROGRAM DEVELOPMENT
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30 pts.
40 pts.

30 pts.
15 pts.

30 pts.
25 pts.

50 pts.
30 pts.
25 pts.
20 pts.
30 pts.

30 pts.
15 pts.
10 pts.
40 pts.

30 pts.
25 pts.

50 pts.
20 pts.
50 p's.
30 pts.
30 pts.

40 pts.

30 p}s.

"DECA Images" aricle. PROGRAM PROMOTION
Article for "New Dimensions”. PROGRAM PROMOTION
District officers participate in district officer training session. LEADERSHIP DEVELOPMENT

Presentation by training sponsor on any one of the marketing instructional areas. VOCATIONAL
UNDERSTANDING

Community newspaper article,. PROGRAM PROMOTION

Present a formal program before a civic group. PROGRAM PROMOTION

Operate gift wrap center at shopping center. VOCATIONAL UNDERSTANDING
Christmas party for chapter members. SOCIAL INTELLIGENCE

Conduct civic consciousness project. CIVIC CONSCIOUSNESS

Send employers and chapter supporters Christmas cards. SOCIAL INTELLIGENCE
School newspaper article. PROGRAM PROMOTION

Complete a business sponsored inventory project. VOCATIONAL UNDERSTANDING
Presentation by training sponsor on any one of the marketing instructional areas. VOCATIONAL
UNDERSTANDINC

Give presentation concerning Marketing Education to civic group. YOCATIONAL
UNDERSTANDING

"New Dimensions" article. PROGRAM PROMOTION

"DECA Images” article. PROGRAM PROMOTION

Participate in school cle2n up campaign. CIVIC CONSCIOUSNESS

Participate in ski trip. SOCIAL INTELLIGENCE

Visit children's ward. CIVIC CONCSIOUSNESS

Participation in a radio interview about Marketing Education and DECA. PROGRAM
PROMOTION

Recognition of National DECA Week. PROGRAM PROMOTION

Post DECA Billboard. PROGRAM PROMOTION

Chapter members participate in DCEC. (Two points for each member attending, 40 maximum)
LEADERSHIP DEVELOPMENT
Community newspaper article. PROGRAM PROMOTION
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@ DECA Chapter Commitiees

A DECA chupter's Program of Work should be planned and executed through

€0 All chapter members should serve on at least one committee. One
possibility is that each class have an equal amount of representation on the
committees so that the entire chapter is participating in the formulation of chapter
activities. Another option is for the different committees to be formed within the
various classes to aid with scheduling the meeting times of the committee. Big

events or programs are usually headed by a general chairperson. The DECA chapter
president in selecting the committee chairperson, looks for a person that can: do those
things acceptably. It becomes his/her job to appoint committee members and assign
the specific duties and responsibilities and then follow up to insure the carrying out
of the tasks assigned. After the committees have been appointed, a roster should be
developed listing committee members and the purposes of each committee for
distribution to chapter members. A sample committee roster is presented on the next
page. It can be adapted to the committees established by your chapter.

Specific responsibilities of most committee chairpersons include the following:
1. Appoint committee members and ¢l them together in a meeting.

2. Appoint a secretary to take notes during the committee meeting,

3. Explain the over-all task or problem to be handled by the committee.

4. Ask for suggestions from the group.
5

- After suggestions are made, summarize each and have them fully
discussed.

L4

Have group reach a decision.

7. Be sure the committee understands what has been decided by
izing,

8. Thank members of group for their help and participation. Ad journ
meeting,

9. Review notes on the meeting with committee secretary.

19. Produce report of cornmittce in duplicate and give one copy to DEC~.
president,

11. Be prepared at future DECA meeting to make orai rep~ * on what
committee accomplished.




DECA CEAPTER COMMITTEES

19--/19-- SCHOOL YEAR

CHAPTER ACTIVITIES AWARD COMMITTEE

Chairperson:

PURPOSE: To select the necessary activities for the
chapter to accomplish throughout the year and yresent these
activities to all chapter members for approval. The
committee members are also responsible for making sure

| all activities are completed and recording all information to
be sent to the state DECA advisor.

PROGRAM COMMITTEE

Crmmittee Members:

Chairperson:

PURPOSE: The program committee is responsible for

meeting throughout the year. The committee members
make all contacts and introduce the program.

BENEVOLENT ACTIVITIES COMMITTEE

scheduling a professional program for each monthly chapter

Committee Members:

Chairperson:

PURPOSE: The benevolent committee is responsible for
} planning chapter activities for helping people in the

'involved.

PUBLICITY COMMT{TEE

community who are unable to help themselves. Committee
.members design the events and all chapter members become

Committee Members:

PURPOSE: The publicity committee is responsible for
writing up all special events and activities accomplished by
the chapter. These articles may be submitted to school or

| local newspapers, or state and national DECA publications.
Committee should collect all publicity.

t
RECREATION COMMIT TEE

Chairperson:

PURPOSE: The recreadon committee is responsible for
planning all social activities for chapter members. The
drganization of each event is done by committee members
while all chapter members help to implement and to
participate in the events.

Committee Members:
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~ PROGRAM OF WORK
Activity Page of
EXPENSES
START STUDENTS gy
DATE gng SUBACTIVITIES PERSON(S) Description/

IN CHARGE | INVOLVED | Amount
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Prcraoting DECA

Public Relations for Marketing Education and DECA

Public Relations Efforts for Specific Groups

Public Relations with Parents of Marketing Educaticn Students
Pubiic Relations with Marketing Education Employers

Sample Letter to Training Sponsors

Public Relations with Various Other Groups

Planning and Publicizing DECA Special Events

Checklist for Planning Special DECA Events

9. Planning DECA Chapter Activities

10. Special Events to Publicize Marketing Education and DECA
11. Outline for Presentation of Marketing Education

12. Sample Mayor's Proclamation

13. Broadcast Media Tips
14. Sample Radio Scripts

ONDGO A WD

J
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Public Relations for iiarketing
Educatior and DECA

Overview

Principles of
Public
Relations

Goals of a
Public
Kelations
Program

The public relations component of a Marketing Education program can be
dsfined as the total of all impressions made on the public by anyone connected
with the Marketing Education program. Thus, your public relations program
will be affected by everything you do, everything you say, eveiything you
write, and evecything you leave undone, insaid *unwritten. Any Marketing
Education program must develop good public reluuons if the procgramis to be a
success in the scuonl  vith business, and in the community.

. 4. public relations program must stress the positive.
2. Public relations must be continuous. Plans should be 1aade for a year so that
the effectiveness of the Marketing Education program is communicated
thr  hout the year.

3. Public relations must be honest in both intent and execution.

4. Public rel-“jons should cover all phases of the Marketing Education program.

This inclu ses classroom-related mstruction, on-the-job training, DECA, the
local advisory committee, and parental involvement.

5. Public refations must be simple in meaning and concetption. All segments of
the public, including those who have no krowledge o marketing, mu'.%e
able to understand what is being said about the Marketing Education

Prog-um.

6. The Marketing Education program must be intrinsically sound. Public
relations can only be as good as the program from which they originate.
Public relations is not intended to and can never take the place of well-
planned, well-operated, and well-coordinated Marketing " iducaticn

programs.

7. The Marketing Education program either has good public relations ¢ - bad
public relat™~ ~s. There is no such thing as NO public relations!

1. To promote and improve the Marketing Education program.

2. To foster student interest in Marketing Education.

2. To create a favorable image in the eyes of businesses, students, parent:.
teachers, administrators, counselors, school board members, politicians,

and civic/professional organizations.

4. To emphasize the need and value of the Marketing Education program to
students, the school, and the business community.

5. To promote Marketing Education to prospecti-/e employers.
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C Public Relations Efforts

For Specific Groups

Marketing
Education
Students

Other Students

School
Personnel

Parents and

Parent
Organizations

Public relations begin in the classroom. Students who have seen what
Marketing Education is doing for them, and graduates who know how valuable
it has been for them are the basis for good public relations. Some suggestions
for the classroom include:

a. Have a well-planned instructional program

b. Show sincere effort to help students

c. Give individual respoasibili“es and show confidence in student's ability to
succeed

d. Be enthusiastic

Other students can be reached by using some of the following ideas

a. Report activities of class and DECA to school newspaper
b. Soonsor assembly program about Marketing Education. Let students
articipate.

c. Publicize success of students and DECA

d. Use bulletin boards and exhibits

e. Keep the classroom neat and attractive

f. Amange for other students and faculty to visit classioom

ﬁ. Plan career-day activities to show opportunities in marketing occupations
. Maintain an attractive display window

A good werking relationship with faculty, counselors, administrators, and state-
level personnel is desirable. They should understand that the classroom
represents ony a part of the Marketing Educaiton program. Let them know of
the coordination, supervising, and follow-up of students on the job, the

surveys, advisory committee meetings, and the numerous other duties involved.
Specific suggestions for involving these members of the school staff include:

a. Invite members of faculty, counselors, and administrators to participate in the
glzssroom activities. Let them serve as custmers, job interviewers, and
judess,

b. Invite them to serve in some capacity at district DECA competitive events.

c. Invite them to employe.-employee functions.

d. Ask for their recommendations in: student selection.

e. Offer to speak to other classes on marketing.

f. Assume your share of faculty responsibility.

g Be professional. Report to wock on time. Avoid asking for special favors.
Follow school rules.

h. Participate in school programs and social events.

. Arrange for contacts with pareris on a regular basis to report on progress of
students. Parents should not be allowed to think contacts are mauc only if
students are having difficulty.

b. Invite parents to installations, open house, and other special events.

¢. Join and participate in Nf:rrent-tcacher organizations.

d. Present programs on Marketi: 3 Education at parents' organization meetings.

Use students whenever possible.
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Businessmen,
Labor and
Trade

Associations

a. Invite representatives to serve on advisory comunitter ;.

b. Invite representatives to present talks or give classroom instruction.

c. Solicit their help in obtainiig teaching aids.

d. Ask them (o participate in survey projects sponsored by DECA.

e. Invite them to employer-employee functions.

f. Keep them informed on DE(CA and class projects.

g. Join and participate in civic and business organizations, the Chamber of
Commerce, Lions, Jaycees, etc.

h. Present programs on Marketing Education at civic and business
organizations, using students whenever possible.
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Public Relations With Parents o
Marketing Education Students

Parent orientation activities provide the opportunity for you to promote
Marketing Education and to inform parents about the structure and operation of
the program. A parent orientation can be approached in numerous ways. The
following are suggested ideas for orientation activities.

One way to handle such an orientation session would be to have a meeting in thie
classroom or in a banquet event. This type of format can be incorporated with
the instailation of officers and initiation of new members. Information on
DECA installations and initiations are included in this guide.

Suggested Agenda:
Call To Order DECA President
Pledge/Invocation Marketing Education Student
Introduction of Guests Marketing Education Student
Welcome School Administrator
What is Marketing Education? Marketing Teacher Coordinator
What is DECA? DECA State Officer
What will your son or daughter

gain from Marketing Educaton? Marketing Education Gradua.e
Course Expectations and Evaluations Marketing Teacher Coordinator
Installation of Officers (optional) Past DECA officers
DECA Creed Marketing Education Student
Close DECA President

Othier program ideas for parent oricntation could include any of the ollow ng:

1. On-going slides of studcnts on-{“2-job, i class, and participating in DECA
activities

2. Finished attractive displays
3. Show film/slide presentations on Markefing Education and/or DECA
4. Ask alumni to share their experiences in the program

5. Show student demonstration of in-class activities such as sales
demonstrations, joo interviews, or other role-playing situations

6. Invite members of the Advisory committee or employers to be on hand to
share their experiences with the Marketing Education program to parents

7. Invite the state Marketing Education consultant to share examples of
Marketing Educatior: "success stories” with parents

Follow through on this activity by sending cut appropriate thank you notes and
news releases.
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IToxt Provided by ERI

| ERIC

Public Relations with Marketing
Education Employers

Employer public relations encompasses a large variety of
activities from which to choose. The foliowing are some
suggested employer public relations activities:

1. Send them a thank you letter acknowledging their support for
hiring your student (sent within a week after employment is
secured)

2. Send them a Christmas card or letter to wish them a joyous
holiday season and a prosperous new year

3. Conduct a beginning of the school year orientation breakfast,
luncheon, or tea

4. Issue invitations to attend various activities throughout the
year such as competitive svent meetings for DECA

5. Invite them to speak to your ciasses on a topic of their area of
expe.tise

6. Notify them of seminars that might be advantagacus to them
or their employees

7. Send them a calendar of upcoming events {ME, DECA,
School). See exhibit which follows.

€. Hold an emplover appreciation banquet
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TO: Training Sponsors
FROM: Marketing Education Teacher-Coordinator
RE: Calendar of Year's Activities

As our new school year begins, we would like to express our a iation to you for your vziuable
contribution as we begin our partnership in the training of Marketing Education students for careers
in marketing businesses. Our goal is to discover and to develop the best qualities of students so
that upon graduation these young people will be well-qualified employees and useful citizens.

As you ma{ know, the Marketing Education program consists of three parts: (1) the actual job
training, (2) the classroom phase, and (3) the DECA program. Once we discover the student's
career objective, we provide means of growth in that area through the planning of classroom
instruction which relates to his/her particular job and career objective.

DECA provides a program of student activities and is designed to develop future leaders. The main
foals are to establish social intelligence, vocational unaderstanding, civic consciousness, and

cadership development. The competition that the student experiences in DECA activities helps
him/hr to relate to the competitive situations found daily in our free enterprise system.

During the current year, there will be social and competitive activities for Marketing Education
students. Some, but not all, will involve your student trainee. We have informed our students that
their first loyalty is to their joo; however, we fsel that you are also interested in their total
devcloFment. Therefore, we ask for your cooperation in providing the gg)ommity, whenever
possible, for your student-trainee to attend and to participate in these DECA functions. Ctudents
are instructed to notify you at least ore waek nrior to these furctions in order that adjustments can
be made. Job training is a vitai part of this program and student loyalty to his/her employer is

! greatly emphasized. Only with your understanding and cooperation will the student participate in
DECA activities.

Thanking you ir: advance for your cooperativ..

Enclosure: Cai=ndar
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ublic Relations With
various Other Groups

Administrators

Counseiors

Teachers

Guest
Speakers

Ideas for prompting the support of various other groups for the Marketing
Education program are listed below.

Request advice for improving and promoting the program
Introduce important visitors

Invite to employer appre-ciation functions

Invite to other special events

Provide informativ : materials about the program on a periodic basis
Invite into the classroom

Recognize for services rendered

Provide with informative materials about the Marketing Education

program
Host a counselor to lunch periodically
Ask to participate in DECA activities
Invite to Advisory Committee meetings
Invite a counselor on & rotating basis to accompariy you on
coordinaticn visit
Keep them informed of student achievements
Introduce to important visitors
Invite into the classroom
Invite to DECA speical events
Invite to employer appreciation functions
Recognize for services rendered

Be an active faculty member

Use team teaching, call upon staff members to pres’ at expertise to
your students, be willing to reciprocate

Invite other classes into Marketing Education classroom to listen to

Involve in DECA activities when possible and appropriate
Consider their suggestions in the relection of students
Recognize for services rendered

Provide them with information about Marketing Education before
they arrive

Have a student host greet thein and guide them to the ME classroom

Introduce them to various people at school--administrators,
counselors, etc.

Shcw them the school facility, especially the Marketing Education
classroom laboratory

UDemonstratc interest in their presentations with appropriate questions

n their departure escort them to an appropriate exit
Fc?l? ow up their presentation with appropplgtoc thank-you letters
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Civic/Social/ Speak to their groups
Professional Solicit their cooperation in acquiring teaching materials
Groups invite them into ciassroom
Recognize for services rendererd

Students ISJponsor an ACTIVE DECA chapter

se plast and present cooperative education students as promotional

tools -

Cooperate with other student organizations in scheol-wide projects

Foster a cooperative relationship with local businesspeople through
newsletters, displays, and projects

Publicize the awards and achievements of students

Have a Marketing Education Student of the Month

Encourage lgtudrents to participate on the staffs of school paper and
yearboo

Advisory Consult their advice on curriculum offerings

Committee Invite ic aitend classes and DECA meetings

Invite to employer appreciation functions and introduce them

Confer with on ways to acquire equipment, publications, additional
training stations, etc.

Recognize for services rendered
Non Teaching Be courteous and friendly; win their approval of the program
Personnel Introduce to important visitors

Keep office informed of your intinerary
Take a personal interest in them and their work

Recognize for services rendered
Businesses Ask to participate on the Advisory Committee
Other Than Invite to present a talk or give classrocm instruction on subject or a
Training particalar area
Stations Prov'e with descriptive brochures about the ME program

Solicit their help in obtaining teaching aids
Ask to participate in service projects sponsored by DECA
Recognize for services rendered

e
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P[g’r:ning and Publicizing

DECA Special Evenis

A special event is a valuable public relations tool for reaching many publics. Some activitics which
might be developed into special events are: dances, initiation and installation ceremonies, banquets,
conferences, exhibits, luncheons, socials, sen.inars, tours, and workshops.
Some goals you may wish your special event to achieve are:
1. to convey a positive image of your Marketing Education program
to dramatize an idea or the DECA philosophy
to raise funds for the organization's use or for donation
to create or maintain membership unity
to alter opinions/motivate corresponding action
to recruit new members into the Marketing Education program
to publicize Marketing Education goals and DECA activities

N os woN

o

to educate or inform students

A special event brings your Marketing Education program and DECA chapter greater exposure to
your publics, and the leadership learned by the students involved in creating and carrying out the
project is in kcﬂaing with the goals and expectations of Marketing Education and DECA. Finally,
tae impact of all the publicity received tends to reinforce M..eting Education and DECA as a
progressive force in the community. Although public relations may not be the primary reason for
sponsoring a event, publicity can be a major reward € the program. You shou:d build
publicity into the program throughout the planning and implementation of the event.

Step One: Establish Committees

/5t the initial planning stages chapter officers should establish and chair necessary committees
which would probably include the following--

1. Coordinating committee to tie together the various efforts of the committees as well as make
final decisions

2. Program committee which will be responsible for the content of the event; invites and works

with speakers
3. Arrangements committee which coordinates the physical needs of the event

4, Hos(f)itality committee which prints and issues invitations, prepares name tags, greets members
and guests, and acts as a hosthostess for the event

U
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5. Publicity committee to invite the media, issue press releases, assist reporters attending, arrange
press interviews with speakers, guests or prominent members

6. According io the nature of a given event, additional committees may be needed: audio visual
equipment, awards/prizes, reservations, etc.

Step Two: Estimate A Budget

Before any money is spent or obligations incurred, revenues and expenses shouid be estimated and
recorded. A system of payment should be organized. Budget categories may include food, rental

of meeting room, photography processing, transportation, awards, door prizes, postage,
decorations, programs, etc.

Step Three: Hold Committee Meetings

Committee heads need to be up-dated on a periodic basis. These can serve to stimulate committee
workers. Cover such itemns as:

--is the committee on schedule?

--is the committee within the budgst?

--are there major problems?

--are there new and interesting developments?
--does the committee need more help

Step Four: Publicize the Event

Before the event, determine your target public accordirg to the event's goals. Then select the
most effective media to reach your target publics. A press release should be sent out at least one
month prior to the event which gives the date, time, location, nature and objectives of the event.
You may want to extend special invitations to those media representatives you feel woald be
particularly interested in your event.

After the event send polite, <hort thank-you notes to those media representatives who attend.
P.epare a follow-up releas= summarizing the event and distribute to allp media. Try to inciude an
appropriate photograph.
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Checklist for Planning
Special DECA Events

1. What type of event will be held?
2. Committees needed:

Program/planning
Invitations
Decorations
Publicity
Entertainment
Reception
Clean-up, etc.

3. Date and time event to be held?
4. Theme
5. Who shall be invited?
Principal
Other administrators
Counselors
Businesspersons
Qther staff members/tcachers
Alumni
State DECA officers
District/state Marketing Educ2£on personnel
Adviscry commiitee members
Spouses of guests
6. What should be included in the program?
7. Printed programs
8. Printed invitations (mailed at least 2-3 weeks prior to the activity)
9. Where event wiil be held?
10. Eow shall the event be financed?
11. Procedure for welcoming the guests.
12. If a head table is being used, who should be seated there?
13. Speaking responsibilities: Topics/Tim2 on agenda that the speaker will use
14. Seating chart
15. School approval

16. Follow-up thank you leuers

17. News releases
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Planning DECA Chapter Activities

DECA chapter activities and projects should be developed around the four points of the DECA
Diamond--Civic Consciousness, Leadership Development, Vocational Understanding, and Social
Intelligence. In addition, other chapter activities will need to be developed to successfully organize
the DECA chapter and promote the DECA program.

LIVIC CONSCIOUSNESS

Activities in this area are designed to develop the members' awareness of the value of being active
in civic projects. Civic activities are conducted by chapters to serve the school and the community.
Frojects range from campus improvement campaigns to participation in community-wide charity
events. Many chapters sponsor or co-sponsor activities with the March of Dimes, Muscular
Dystroi)hy Association, Heart Fund, United Way, and others. Activities of tt .ature offera
valuable service to the community and develop respect for the local DECA chapter.

LEADERSHIP DEVELOPMENT

Leadership develo“i)mcnt activities are designed to provide opportunities for members to participate
as both leaders and followers. Such experiences enable memggrs to develop comrpetencies directly
related to management, communications, human relations, and sales. Competitive activitive, DECA
conferences, and DECA groject participation are all avenues which develop the leadership potential
of chapter members. Such activities provide the "proving ground" for students to test their
knowledge, skills, and ability with those of others. Recognizing individual achievement is only

one objective of DECA competitive events and projects.

YOCATIONAL UNDERSTANDING

This category is designed to encourage participation in activities which wi't increase the members'
understanding and competence in marketing and/or free enterprise. Most chapters provide meetings
to enlighten their members' knowledge of various aspects of marketing. Guest speakers, panel
discusgions, and films are frequentiy scheduled for meetings, and many chapters take field trips to
study spec.fic problems relating to their classroom instruction.

SOCIAL INTELLIGENCE

Social activities are also a vital part of the DECA program; such uctivities demonstrate the social
competencies necessary to succeed in the field of marketing. Chapters should provide recreation
for their members. One of the original philosophies of DECA, as true today as ever, is to piovide
social activities to make up for the school functions members miss because of off-cumpus training.
Socials can 2lso be used to acquaint others with Marketing Education and DECA. Social activities
beconie an important finishing touch to professional meetings.

CHAPTER ORGANIZATION

There are various activities which will need io be corapl :d to insure the successful operation of
the cl;gftcr. Examples of activities wou!d include the proper submission of dues to state and
national organizations, developing a Program of Work, participating in advisory committee
meetings, etc. Also, projects involving the raising of funds may be necessary to provide for the
successful operation of the chapter.

M MOTION

In addition, activities should e planned and implemented to promote your chapter's involvement in
any of the above activities and projects. Newspaper articles, radio and TV programs, recogaition
of DECA Week, and student recruitment activities are just some of the activities chapters rnay
initiate to promote the DECA program.
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Special Events to Publicize
Marketing Education and DECA

The following activities are dcsi%ned to help you
organize and out a successful promotion of
your Marketing Education program and DECA
ckapter. Many of these suggcsted activities may
be used during National DECA Week.

1. Sponsor a bation lift-off; small ones carrying
messages or hot air balloon with outside
message.

2. Invite speakers to classes.

3. Invite successful alumni to speak to an

identified group about the advantages of

%\hda:k;ting Education. What has it done for
em

4. Post announcements of activities on door to
the Marketing Education room and in the
school's daily bulletin or for daily PA
announcements.

5. Sponsor an open house for parents, other

students, and faculty. Have students provide
demonstrations of what types of activities
transpire in the Marketing Education classroom.

6. Send letters tc parents telling of studenis’
progress at training stations, in the class, and the
DECA chapter. Pazents enjoy hearing from
teach:ers about the success of their son/daughter.

7. Either the coordinator or the students, or a
combination of both give a speech at a regular
monthly/seekly meetng of a civic organization,

8. Have the stucents conduct an "on-the-street”
vocationally related interview asking people their
views on vocational education. This could also
be conducted on the campus of the schuol asking
for the reactions of the staff and students. This
could serve as a recruitment aid for your

program.
9. Publish a newspaper supplement.

10. Contaci local businesses and mall
associations to have marquee announcements.
Most schools have marquees, too, on which you
could post announcements.

11. Sponso. an Inter-Vocational Student
Organization Activity.

12. Conduct a student exchange day in which
the students in your program would trade
vocational classes with another student. This
could be done for several days so that a student
would have the opportunity to experience more
than just one other program.

13. Conduct a posier contest for who can design
the best poster depicting Marketing Education in
action.

Congratuldtions

”»

14, Featur: the catstanding accomplishments of
a student or a series of siudenis.

15. Recognize outstanding/successful alumni
through news articles.

34
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16. Ask a local newscaster or reposter to come to
a vocational education facility to do a news

feature.
17. Identify students whose parents have
graduated from a vocational program.

18. Present certificates of service or appreciaiton
for cooperation and assistance to worthy
community citizens.

etters to

the Editor _w

=

19. Release news articles stressing civic leaders’
support.

20. Photograph students with elected officials or
legislators.

21. Distribuie to those training stations of ycur
students a "We Employ Marketing Education
Stude ts" sign for display.

22. Sponsor marquee display, highlighting
"Marketing Education."

23. Conduct 2 TV talk show inte-view.

24. Have a proclamation signed by the school
dictrict superintendent, your school's principal,
the mayor, or governor.

25. Publish an editorial statement or editorial
cartoon :n a local newspaper.

26. Team current students with potential ones to
explain program.

27. Prepare a fact sheet on economic return from
nrogram graduates to local cominunity.

[’é@@ﬂnnuuncingfﬁ%

28. H:ing vanners and signs throughout wie
school and comm inity prociaimining National
CECA Weck.

29. Show films and videotapes .. scut the
Marketing Education program and DECA.

SMOVILS

30. “ponsor a continental breakfast for school
faculty.

31. Construct an exhibit or window display
aroun National DECA Week.

32. Sponsor trade fair on your campus for
students to show what they can learn in
Marketi .g Educaticn.

?13. Set up tablgs in shopping ceutc;\zsar with
yers, posters, buttons supporting Marketing
Educaé):n/DECA.

= -

AT

34. Encourage a local popular radio station to air
forum featuring Marketing Education students.

35. Prcga:c stuffers about Marketing Education
and DECA and ask local businesses to include
these in their February customer billings.

36. Encourage radio and TV stations to run
gublic service announcements recognizing
ational DECA Week.
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Seek support of group

W

How is the training station selected for cooperative work
students?
Ability to provide training consistent with student's
career objective
Ability to provide variety of supervised learning
experiences
Willingness to cooperate with student trainee and
coordinator to develop and follow a training plan
Willingness to participate in periodic evaluations of
student-trainee
Willingness to accept responsibility for training

What curriculum units are covered in the classroom?

. How does classroom instruction correlate with on-the-job

training and DECA?

Give examples of project your DECA chapter has completed in
the past.

. How do parents become involved or provide support to the

Marketing Education program?
Provide transportation on field trips or DECA activities
Being chaperones

. How can businesspeople ﬁgrtinvolved?

Serving as a mem
A or state level
ppear as t speaker
Serve as ajg:degse in DECA activities
Tell others about Marketing Education program
Provide finacial support for DECA--sponsor state DECA
competitive events, etc.

of the Advisory Committee on local

. Encourage their involvement
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Sample Mayor's Proclamation

WHEREAS, the Congress of the United States and the State of North Carolina have recognized
the growing and imperative need for Vocational Education and have provid=d broader concepts of
vocational, career, and manpower education to prepare individuals for work; and

WHEREAS, Through the increased emphasis in reaching out to prepare individuals to enter
egxﬁloymgnt, many programs ares now available to assist individuals in reaching their occuaptional
goals; an

WHEREAS, The American Vocational Association, by representative assembly, has established
the second week of February as "Vocational Education Week" and is supported by North Carolina
vocational groups in this endeavor; and

WHEREAS, That week in February has been set aside by proclamation of the governor of North
Carolina as Vocational Education Week; and

WHEREAS, The ultimate success of this endeavor rests with each and every individual who is
concerned with providing training opportunities through a comprehensive educational curriculum
for all students; and

WHEREAS, Vocational Education serves secondary and postsecondary school youth, as well as
adults, assisting them to determine and reach their occupational goal;

NOW, THEREFORE, I » Mayor of the City of
do hereby proclaim February _ , 19 ,as
VOCATIONAL EDUCATION WEEK
in the City of , and urge all citizens of this great community to visit their

local schools and make themselves better acquainted with the vocational education services offered
by these institutions to benefit each citizen.

IN WITNESS WHEREOF, I have hereunto
set my hand and caused the Seal of the City of
(Seal) to be affixed this
day of February, 19 .

Mayor
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Broadcast Media Tips

90

FOR RADIO

Get submission guidelines from program
director.

Time spot announcements. Use simple,
descriptive words that form pictures, give
dimension and color. Radio reaches only the ear
and the listener must be able to sketch in his/her
own mind the picture you are trying to create.

Submit several copies of all material on paper that
doesn't rattle—-and make sure the last one is as
legible as the first. Prepare outline/sample
questions in advance for interviews. 'I‘FPE
EVERYTHING.

Get instructions on the proper distance from the
microphone that you are to ‘sgeak Speak with
conviction; tell it like it is. Avoid any extraneous
noise.

Conclude with a special appeal for action. for
example: support DECA, visit local marketing

program, efc.

FOR TELEVISION

Make first contact 4-6 weel s ahead of the event.
Submit all progrem copy to +e contact person as
far in advance as possibie.

Check with the fprogram or news director on the
kind of slides, films, videos, and photographs
which can be used to best "demonstrate” your
message. Make sure copy is written to
accompany such visual aids. Provide one slide
or photograph for each 10 seconds of time.

Personal appearance will be of vital importance to

the success of your presentation. You should

wear a DECA blazer, bu: if this is not possible,

wear suits or dresses in color (neither black nor

white photographs well). Avoid contrasting

&a}ttems. Keep jewelry simple and uncluttered.
omen should avoid heavy makeup.

Possibilities for Presentations

--interviews, panel discussions, and
demonstrations related to DECA's competitive
event program, specific DECA projects
comiletcd by your chapter, National DECA
Week etc.

--short videotaped "features”

--§pot announcements accompanied by slide
presentations

--"personality" spots on DECA officers and
award winners

--DECA related news stories

--editorials
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Possible scripts for radio spots appear below. You will probably want .5 develop spots that are
specific for your community, but these should serve as a guide.

The state of North Carolina is observing National DECA Week
February to . This is the time for young people to
investigate the many rewarding careers available in marketing,
merchandising, and management. Check with your Marketing
Education teacher-coordinator at (name of school) to learn how you
can combine classroom learning, club activities, and practical business
experience for a successful career in marketing.

Young people who are wondering what career to pursue should check
into Marketing Education training. Marketing Education is the popular
high school course that offers training in marketing, and provides the
opportunity for on-the-job training. Check with the Marketing
Education teacher at your school to learn more about this exciting plan.
Do it NOW--during National DECA Week, February to

If you like to work with people, you should investigate Marketing
Education training--the school course that prepares you for careers in
marketing, merchandising, and management. Ask the Marketing
Education instructor at your school how this interesting subject will
help you train for a satisfying, well-paid career.

D-E-C-A, which spells DECA stands for the Distributive Education
Clubs of America and involves over two hundred thousand young
people who are enrolled in Markeing Education classes. They are
studying part time and working part time, as they prepare for careers
in marketing. Ask the Marketing Education coordinator at your local
high school how YOU can get in on this exciting program.

This week Station is happy to salute National DECA Week.
DECA--which stands for the Distributive Education Cubs of America.
DECA is an educational youth organization which plays a vital part in
the school's Marketing Education program. DECA members are
planning careers in marketing, management, and merchandising. If
you are interested in an exciting and rewarding career, check with the
Marketing teacher-coordinator at your local high school.
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Activities

1. Word Search
2. Word Search Key
3. Quiz: DECA Orientation
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Frederick Williford

New Dimensions
supervisory

Word Search

Find the words below in the puzzle and circle them.
master employee

diamond
gold
marketing
vocational

officers

advisor

blue
chapter

CBCE
DECA
tagline
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. The official publication of the N. C. Association of DECA is

10.

11.
12.

Quiz: DECA Orientation

. The four points of the DECA Diamongd stand for:

a
b.
c.

d

The DECA tagline is
Define the following:
a. DLC
b. DOT
c. DCEC
d CDC
Where will the State Career Development Conference be held this year?

Where will the National Career Development Conference be held this year?

The N C Association of DECA is divided into how many districts?
In which district is your DECA chapter located?
The colors of DECA are and

Nat_ion;ll DECA is divided into - regions. North Carolina is located in what
region?

What is the name of the national DECA publication?
List any five DECA competitive events that members may enter on the district or state level.

a.

o.

C.




(matcamG )

13. FBLA

14. DECA

15. HOSA

16. FHA

17. VICA

18. FFA
a. I'm enrolled in vocational agriculture and I'm a member of what vocational student organization
b. I'menrolled in home economics and I'm a member of what vocational student organization
c. I'm enrolled in health occupations and I'm a member of what vocational student organization
d. I'menrolled in accounting and I'm a member of what vocational student organization
e. I'mearolled in marketing and I'm a member of what vocational studcnt organization
f. T'menrolled in drafting and I'm a member of what vocational student organizaticr
TRUE/FALSE

T F 19. To protect the rights of each individual is one of the purposes of parliamentary
procedure.

T F 20. A package is located in the middle of the DECA Diamond.

T F 21. Any student enrolled in any Marketing Education class is eligible for membership in
local. state, and national DECA.

T F 22. North Carolina was among the original charter member states of DECA.

['iu
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The fcllowing materials may be beneficial in orienting students to DECA and
Rgﬁcipation in competitive events. They are available from DECA Related
terial

Studer+ Training Guid

Includes sample role play evet.s, sample tests, competencies in easy check-off format, and
preroration tips for competition. Available for each £ the following occupational categorics.
(Cost, $5.00 each)

Apparel and Accessories Marketing, ME
Apparel and Accessories Marketing, SL
Finance and Credit Services

Food Marketing, ME

Food Marketing, SL

General Merchandise Retailing, SL
General Merchandise Retailing, ME
Advertising and Display Services

Mock Series Handbooks
Includes sample events used at previous National DECA Conferences. A handbook is available in
each of the following occupational cawegories. (Cost, $8.00 each).

Apparel and Accessories Marketing
Finance and Credit Services

Food Marketing

General Merchandise Retailing
Advertising and Display Services

Comprehensive Exams

Sample exams used at previous National DECA Conferences. Available for each of the
occupational categories. Cost of each test is $5.00. Tests are also available on software for Radio
ShacleM, and Apple Computers Jor each occupational series. Cost of each disk is $15.00.

1ng
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National Competitive Written Event Wi i

Each year National DECA publishes the winners ot the previous year's written event competition.
(Cost, $7.00 each)

Below are listed other materials which could be beneficial to organizing and operating a successful
DECA chapter.

Utilizing Entrepreneurial Events ($7.50)

Leadership Development/Officer Training Haudbook ($15.00)
The Merit Awards Program Handbook ($6.00)

Merit Awards Program, Transparency Series ($10.00)

A Program of Action for DECA Activities ($3.50)
Introduction to DECA, Transparency Series ($15.00)

Guide for DECA Chapter Officers ($6.00)
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