New Mexico DECA

Chapter Management Project
Purpose

The purpose of the Chapter Management Project is to promote management team members and chapter involvement by developing organizational creativity, time management, team cooperation, and managerial skills.

Objectives

The Chapter Management Project provides and opportunity for chapter management team representatives to:

1. Promote chapter unity and participation.

2. Plan chapter activities.

3. Encourage participation in causes that are beneficial to the community.

4. Support activities that encourage vocational understanding.

5. Provide students with a vehicle to develop management skills.

The Chapter Management Project will allow chapter management team members to develop a program of work and document the produced activities.  The project is designed to encourage teamwork, leadership, organization, and time management.  Management team members are encouraged to creatively present their chapter accomplishments using the DECA Diamond as a guideline.

One to three members of the DECA management team are eligible to take part in the participant(s) interview.  All management team representatives present must respond to questions.  The project may begin at any time after the close of the previous year’s State Conference and run to the beginning of the next State Conference.

Participant Instructions

All of these guidelines are your instructions.  Read everything carefully, including the Judge’s instructions and the two evaluation forms.

The major emphasis of the notebook is chapter and management team members’ involvement based on the areas of leadership development, social intelligence, civic consciousness, and vocational understanding.

Guidelines for the Format of the Notebook

Your written entry must follow these specifications.  Refer also to the Checklist and the Evaluation Form.  The Statement of Assurances must be signed and submitted with the entry.  The entry must not exceed fifty (50) numbered pages.

Title page.  The first page of the written entry is the title page, and will list the following information in order:

CHAPTER MANAGEMENT PROJECT

Name of DECA Chapter

School address

City/State/ZIP

Name(s) of management team representative(s)

E-mail addresses of representative(s)

Date

Table of Contents.  The second page is the table of contents.  Participants are allowed to organize information in any given order as long as it coincides with their individual theme.

Body of the written entry.  Participants are allowed to organize the information within the subject body in a way that best highlights their accomplishments.  The body of the written entry starts with Section I, Introduction and continues in the sequence outlined here.  The first page of the body is numbered 1 and all following pages are numbered in sequence.  Page numbers continue through Section VII, Evaluation of Program of Work.  Follow this outline when you write your entry.  Points for each section are included on the Written Entry Evaluation Form.

I. INTRODUCTION

A. Membership Information

B. Chapter Constitution

C. Chapter Statement of Goals

D. Personal Statement from every management team member

II. LEADERSHIP DEVELOPMENT

A. Information supporting the development of leadership skills by the management team members

B. Information supporting the development of leadership skills by the chapter members

III. SOCIAL INTELLIGENCE

A. Activities sponsored by the chapter that encourage social intelligence

B. Activities organized by the chapter that encourage social intelligence

C. Programs sponsored by the chapter that encourage social intelligence

D. Programs organized by the chapter that encourage social intelligence

IV. CIVIC CONSCIOUSNESS

A. Chapter support of projects that are beneficial to the Chapter’s community

B. Chapter development of projects that are beneficial to the Chapter’s community

V. VOCATIONAL UNDERSTANDING

A. Acquisition of knowledge in the field of Marketing

B. Acquisition of knowledge in fields related to Marketing

VI. PROMOTIONAL ACTIVITIES

VII. EVALUATION OF PROGRAM OF WORK

Guidelines for the Participant Interview

1. The interview will be limited to 15 minutes or less.

2. The interview will account for 30 points.

3. The management team representatives will not spend more than 10 minutes at the beginning of the interview to sate the goals of the Chapter and any other information they deem important.

4. The judge(s) will spend the remaining 5 minutes questioning the management team representatives.  (See Interview Evaluation Form.)  Each management team representative must respond to at least one question posed by the judge(s).

5. The management team may bring a copy of their manual to the interview.  Participants may use as visual aids only posters, mounted charts, tables and photographs.  Only visual aide that can be easily carried to the presentation by the actual participants will be permitted, and the participants themselves must set up the visuals.  Participants are allowed to make use of a personal or laptop computer they provide.  No set-up time will be allowed.  No sound may be used.  If participants use a personal computer, they must bring their own battery power pack, as electrical power will NOT be supplied.  No other materials may be brought to or used during the presentation by the participants.

Checklist Standards

In addition to following the outline above, when preparing your written entry you must observe all of the following rules.  The purpose of these rules is to make competition as fair as possible among participants.  Refer to the Written Entry Checklist.

1. The entry must be submitted in an official DECA three ring binder.  No markings, tape or other materials should be attached to the binder.

2. Sheet protectors may be used but information will not be permitted to be removed from protector during judging.

3. The body of the written entry must be limited to 50 numbered pages, including Section I and continuing through Section VII, but excluding the tile page and table of contents.  

4. The pages must be numbered in sequence, starting with Section I and continuing through Section VII.  The title page and the table of contents will not be numbered.  Do not attach any material after the last numbered page.

5. All claimed accomplishments must be substantiated.

6. Color photos and attachments are permitted but must be mounted on 8-½ inch x 11-inch paper.

7. Judges will be instructed to ignore attempts to achieve an advantage due to the quality of word processing or graphics equipment available.

8. All materials presented in the book can be no larger than 8-½ inch x 11 inch.

9. Artwork and photographs may be used throughout the book as appropriate.  Judges will be instructed to ignore attempts to achieve an advantage due to artistic skill.

Judging the Written Entry

Please familiarize yourself with all the guidelines fore starting to evaluate the written entry.  Each judge is to assess penalty points on the Written Entry Checklist—but these penalty points will be deducted only one time.  Your job is to complete the Written Entry Evaluation Form.  As you evaluate the written entry, please be sure to:

1. Place the name of the participant team and its identification number in the upper right-hand corner of the evaluation form.

2. Circle the appropriate score for each section.

3. Write the score given in the space provided in the right-hand margin.  No score circled or extended means the project will receive a zero for that area.

4. Ignore attempts to achieve a competitive advantage due to the quality of word processing or graphics equipment available.

5. Ignore attempts to achieve a competitive advantage due to superior artistic skill.

6. Double-check to ensure that you have scored every category.

7. Total your score if asked.  The series director will double-check all addition.

8. Circle you assigned judge designation letter (a-H) at the bottom of the evaluation form.

The Written Entry Evaluation Form follows the outline shown in the section entitled Guidelines for the Format of the Written Entry, which explains in detail what should be discussed in each section.  As you read, try to evaluate whether the team worked together.  Other questions you should ask yourself are, “How much was gained from the activities?  Did the management team members try to achieve their Chapter Goals?  Did these activities really happen?”

A maximum score, “Exceptionally Well Done,” means that, in your opinion, the information is presented in an effective, creative way; in effect, nothing more could be expected of management team members and the material has been presented in an in imaginative way.  Other factors to be considered include proper documentation of activities and teamwork of management team members.

A “Well Done” rating means that the information is presented well.  Though there may be a few minor problems or omissions, they are not significant.  Creativity, however, is not present to any great degree.  Management team members have documented events well.

An “Adequately Done” score meant that the information is presented adequately.  It meets minimum standards of acceptability.  Information has problems or omissions that are significant to the project.  Creativity is used moderately and activities are documented adequately.

A “Little Value” score means that the information is presented poorly.  The project has major flaws and/or omissions that are highly significant to the project.  Activities and events are documented inadequately and a theme of teamwork is not present.  Creativity is not apparent in the presentation of the project.

A “No Value” score means that the information presented is of no value.  It is presented in such a way that it does not help the project at all.  This score can also be given to activities that are not substantiated or documentation that appears false.

It may help to go through several entries before actually starting to score the notebooks.  Take notes on a separate piece of paper if you wish to ask the writer about specific areas of the project during the interview.

Judging the Interview

Each participant team will appear for a 15-minute interview with you.  You may refer to the written entry, or to your notes, during the interview.

Please place the participant team’s name and identification number in the upper right-hand corner of the Interview Evaluation Form.

During the first 10 minutes of the interview (after introductions) the management team representatives will explain the Chapter Goals and any other information they deem important.  Allow the chapter representatives to complete this portion without interruption, unless you are asked to respond.

During the final 5 minutes, you may question the management team representatives.  The first three questions must be based on the Interview Evaluation Form (parts II, III and IV).  You must address at least one question to each management team representative.  To ensure fairness, you must ask each participant team the same three questions:

1. One question regarding the teamwork of the management team members.

2. One question regarding how the project relates to the four points of the DECA Diamond (Leadership Development, Social Intelligence, Civic Consciousness, and Vocational Understanding).

3. One question regarding what the management team representatives have gained as a result of the participation in the Chapter Management Project. 

You should prepare these three questions after you have evaluated the written entries, but before the interview starts.

After asking the same three questions of each team, you may ask any other questions that seem appropriate, based on your notes or on the written entry itself (you may refer to the written entry during the interview).  At the end of the interview, thank the management team representatives.  Then complete the Interview Evaluation Form making sure to record a score for all categories.  The maximum score for the interview is 30 points.  You may be asked to complete the recap section and total your combined score for both the written entry and the interview.  The series director will double-check all addition.  Remember to circle your judge designation letter (A-H).

We hope you are impressed by the quality of these management team representatives and their chapters.  If you have any suggestions for improving this project, please mention them to your series director.  We thank you for your assistance!

Competitive Event Checklist

Written Entry Checklist 

Participant(s):___________________________

Event Name________________
I.D. Number:____________________________

Please refer to Format Guidelines for the Written Entry

for a more detailed explanation of these items.
Penalty


Points

Page

Checked 
Assessed
No.

1. The Written Event Statement of Assurances must 
be signed and submitted with the entry. 

_______ 
15
 
_____

2. Entries submitted in an official DECA written event 
folio.






_______ 
5 

_____

3. Sheet protectors may not be used. 


_______ 
5 

_____

4. Limited to the number of pages specified in the 
guidelines (plus the title page and the table of 
contents). 





_______ 
5 (per page) 
_____

5. All pages are numbered in sequence starting 
with the executive summary. 



_______ 
5 

_____

6. Major content must be at least double-spaced 
(not space-and-a-half). Title page, table of 
contents, executive summary, bibliography, 
appendix, footnotes, long quotes, material in 
tables, figures, exhibits, lists, headings, sample 
letters, forms, etc., may be single-spaced. 

_______ 
5 

_____

7. Entry must be typed/word processed. Handwritten 
corrections will be penalized. Charts and graphs 
may be handwritten. 




_______ 
5 

_____

8. Paper is 81/2 inches x 11 inches. No fold-outs, 
attachments, tabs used. 



_______ 
5 

_____

9. The body of the written entry follows the sequence 
outlined in the guidelines. Additional subsections 
are permitted. 





_______ 
5 

_____

Total Penalty Points Assessed _____

A check indicates that the item has been examined.

A circled number indicates that an infraction has been noted.

A page number indicates the location of the infraction.
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Written Entry Checklist

Participant Team:

Please refer to the Guidelines for the Format of the Written Entry for

a detailed explanation of these items.






Exceptionally






        Well
Well
Adequately
Little
  No
  Points






       Done
Done
   Done

Value
Value
Awarded

I. INTRODUCTION

A. Membership Information
4
3
     2

1
0
_____

B. Chapter Constitution
4
3
     2

1
0
_____

C. Chapter Statement of Goals
4
3
     2

1
0
_____

D. Personal Statement
4
3
     2

1
0
_____

II. LEADERSHIP DEVELOPMENT

A. Variety of activities concerning 
4
3
     2

1
0
_____

            leadership development

B. Adequate documentation of events
4
3
     2

1
0
_____

III. SOCIAL INTELLIGENCE

A. Variety of activities concerning 
4
3
     2

1
0
_____

     social development

B. Adequate documentation of events
4
3
     2

1
0
_____

IV. CIVIC CONSCIOUSNESS

A. Variety of activities concerning 
4
3
     2

1
0
_____

      social responsibility projects,                          





            activities, or events

B. Adequate documentation of events
4
3
     2

1
0
_____

V. VOCATIONAL UNDERSTANDING

A. Variety of activities concerning 
4
3
     2

1
0
_____
             vocational experience

B. Adequate documentation of events
4
3
     2

1
0
_____

VI. PROMOTIONAL ACTIVITIES
5
4-3
     2

1
0
_____

VII. EVALUATION OF PROGRAM OF WORK
5
4-3
     2

1
0
_____

VIII. APPEARANCE AND WORD USAGE

A. Attractive layout, neatness,
4
3
     2

1
0
_____

           grammar, spelling, word usage

B. Creatively presents Chapter and
4
3
     2

1
0
_____

      team members activities and events

C. Properly uses the DECA Diamond
4
3
     2

1
0
_____

          as an outline for the notebook


                                                                 Written Entry Total Points (maximum 70 points):
_____
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Interview Evaluation Form

Participant Team:

Excellent
Good
Fair
Poor
  Points













Awarded

I. Opening Presentation
6

5—4
3—2
1
_______

II. Question regarding the team work of the
6

5—4
3—2
1
_______ management team members

III. Question regarding how the project relates to
6

5—4
3—2
1
_______ 
        the four points of the DECA Diamond                    




          (Leadership Development, Social Intelligence,            




                   Civic Consciousness, and Vocational                     




     Understanding)

IV. Question regarding what the management
6

5—4
3—2
1
_______        team representatives have gained as a                         





     result of the participation in the Chapter                       




      Management Project

V. Overall impression of the management team
6

5—4
3—2
1
_______ representatives and their chapter’s                        



             accomplishments


                                                                 Interview Total Points (maximum 30 points):
_______

1
1

