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Dear Chapter Officer Candidate:

Congratulations on taking the first steps to become a DECA chapter officer! As a DECA chapter officer, you will represent the [School Name] DECA chapter, [Association Name] DECA association and DECA Inc. Please read this application thoroughly and consider your present and future time commitments.

Those with other obligations that may cause conflicts (i.e., sports or job) and those wishing to take on leadership merely for a college application are not encouraged to apply. Many students are interested in serving as a DECA chapter officer. Please ensure you are willing to show up, work to the best of your ability and be dependable before submitting your application.

If you can meet those criteria, I encourage you to take an active role in our chapter by running for a leadership position. It is a lot of hard work but also a fun and rewarding experience.

We will be selecting an officer team of [number] students. Candidates will not run for specific positions, but a spot on the team. Specific positions will be determined by the chapter advisor based on who will be the best fit for each position to meet the chapter's needs.

The screening process will encompass four areas to elect the best candidate. The percentage breakdown is as follows: Advisor Note: Edit to fit your chapter’s needs or add additional areas (such as a written exam).
· [bookmark: _Hlk143766257]Nominating Committee Interview – 35%
Members of the nominating committee could include current chapter officers, chapter members, school faculty, or community business professionals. Please dress professionally. Interview dates will be scheduled after the application deadline.
· Application – 25%
Please submit your application with all signatures and supporting documentation to [Advisor Name] by [date].
· Teacher Recommendation – 25%
You must have [number] teachers complete a teacher recommendations form on your behalf. Teachers should return forms in a sealed envelope to [Advisor Name] by [date].
· Chapter Vote – 15%
A chapter vote will occur after all officer candidates give a three-minute (maximum) speech at the [Month] chapter meeting. You may make a campaign poster or other campaign materials to bring to the meeting. Please dress professionally.

Late applications will not be accepted, and no candidate may run without a submitted application.

Please see [Advisor Name] if you have any questions about the chapter officer election process.

Advisor Name
DECA Chapter Advisor


CHAPTER OFFICER RESPONSIBILITIES

Officers are required to attend all meetings (both chapter and officer meetings). Officer meetings will be held before school, and officers must have reliable transportation to make these meetings.

Additional DECA chapter officer requirements: Advisor Note: Edit the below requirements based on your chapter’s criteria.
· Possess effective communication and leadership skills
· Be flexible and open to new ideas
· Communicate regularly with the chapter advisor
· Model ethical behavior and have a positive attitude
· Have reliable transportation
· Must be passing all classes during your officer term
· Participate in all fundraising activities and community service projects
· Participate in all DECA promotional events
· Contribute and interact with DECA chapter social media platforms
· Attend summer chapter officer leadership activity
· Recruit [number] members and [number] business professionals
· Submit and pay chapter membership by the first day of school
· Participate in DECA Month activities
· Attend the Fall Leadership Conference
· Assist with DECA’s Chapter Campaigns submission
· Assist with chapter competition preparation

Any officer unable to meet these requirements will be removed from their position.


CHAPTER OFFICER POSITIONS AND DESCRIPTIONS

Advisor Note: See the DECA Chapter Leader Team module from Elevate for additional officer positions. The number of positions needed should be determined by the size and needs of the chapter.

President: Practices the “Entrepreneurial” and “Management” elements of DECA’s Mission Statement. Responsible for connecting with charted association officers and establishing chapter vision, management and organization that ensures each chapter officer has the training, support, accountability and resources to deliver a powerful DECA experience to each DECA member. 
· Must be a senior with at least two years of DECA involvement
· Lead and organize all officer meetings and chapter meetings
· Oversee chapter activities
· Responsible for chapter goals and program of leadership for the year
· Support and communicate with all officers
· Manage the chapter’s participation in DECA’s Membership Campaign
· (List chapter-specific duties)

Vice President of Leadership: Practices the “Emerging Leaders” element of the DECA mission. Responsible for all non-competitive event career and leadership activities.
· Must have at least one year of DECA involvement
· Oversee all community service projects
· Responsible for chapter leadership training
· Manage the chapter’s participation in DECA’s Community Service Campaign
· (List chapter-specific duties)

Vice President of Career Development: Practices the “Careers” element of the DECA mission. Responsible for chapter participation, preparation and performance in competitive events.
· Must have at least one year of DECA involvement
· Oversee all mock competitive event sessions and practice tests
· Assist DECA members with preparation for district, association and international competitions
· Responsible for helping chapter members pick a competitive event
· Assist the chapter advisor with chapter competitive events training
· Manage the chapter’s participation in DECA’s Ethical Leadership Campaign
· (List chapter-specific duties)





Vice President of Marketing: Practices the “Marketing” element of the DECA mission. Responsible for initial member recruitment, branding and promotions.
· Must have at least one year of DECA involvement
· Maintain the chapter's social media accounts
· Create flyers and promote special events
· Assist the chapter advisor with DECA membership recruitment: students, professional members, alumni members.
· Manage the chapter’s participation in DECA’s Advocacy Campaign
· (List chapter-specific duties)

Vice President of Finance: Practices the “Finance” element of the DECA mission. Responsible for chapter budgeting, accounting and fund development efforts.
· Must have at least one year of DECA involvement
· Keep records of all DECA financial transactions
· Oversee chapter fundraisers
· Update the chapter financial spreadsheet weekly 
· (List chapter-specific duties)

Vice President of Hospitality: Practices the “Hospitality” element of the DECA mission. Responsible for connecting members to a welcome, value-filled, fun educational experience.
· Must have at least one year of DECA involvement
· Plan DECA Month activities
· Responsible for DECA bulletin board
· Organize special events (banquets, holiday activities, etc.)
· Communicate with other school organizations
· Manage the chapter’s participation in DECA’s Promotional Campaign
· (List chapter-specific duties)


CHAPTER OFFICER APPLICATION

Advisor Note: You may wish to make this an electronic form and add an essay or project potential candidates must submit with their application.

Candidate Name:		
Phone Number:		
School Email Address:		
GPA:		
Graduation Year:		

1. Please list the top 3 positions that best fit your skills and abilities.
1st Choice:		
2nd Choice:		
3rd Choice:		

2. Why would you prefer your top choice of the specific officer position you chose? Explain any plans or ideas that would fall under that position.






3. Why do you want to be a DECA chapter officer for [School Name] DECA?






4. What do you believe are the most important responsibilities of a chapter officer?








5. Do you hold (or have held) any other leadership positions? What are they?





6. What business courses have you taken?





7. List any other commitments and responsibilities you will have during the school year (work, AP classes, dual enrollment, sports, clubs, etc.) Include the time commitment for each.






8. What specific ideas or goals do you have for our chapter to recruit and retain members?






9. What have you already done to prove you will be an effective chapter officer and will be committed to our chapter members and DECA?






10. How do you plan to prioritize your obligations while serving as a chapter officer?






*Please attach any additional documents you feel would support your application.


CHAPTER OFFICER CANDIDATE AGREEMENT

I, ______________________________, will do my best to uphold the office to which I am elected. I will remain actively involved and committed to DECA for the entire school year. Holding an office in [School Name] DECA comes with responsibility; I will do my best to fulfill all my duties and reach my goals to be and represent [School Name] DECA.

I have read all the responsibilities and expectations of holding an officer position at [School Name] DECA, and I will uphold all responsibilities and expectations. 

I understand that chapter officers have many obligations with DECA meetings, events, and conferences. I understand that I am expected to attend all meetings, events and conferences for the entire school year.

I also recognize that I will have to work on chapter projects, which means balancing my other commitments to ensure I handle all my responsibilities.

Finally, I recognize my position as a DECA officer as a leadership role, and I will strive to set a good example for my fellow DECA members, respect all DECA members, advisors, and school staff, and represent [School Name] DECA to the best of my ability.

I understand I may be removed from my officer position if I fail to meet expectations or do not fulfill all my responsibilities.

					
Candidate Printed Name		Candidate Signature		Date	

PARENT/GUARDIAN AGREEMENT

I, ______________________________, hereby approve of my child, ______________________________, running for and becoming a [School Name] DECA Chapter Officer for the [2023-2024] school year. I realize they are responsible for their officer duties and will encourage them to uphold them to the best of their ability. I understand that my child is required to be at all events and attend chapter and officer meetings on time. I understand that unapproved absences from official DECA functions will result in my child being removed from the officer team.

					
Parent/Guardian Name		Parent/Guardian Signature		Date	


CHAPTER OFFICER CODE OF PROFESSIONAL CONDUCT

As the elected representatives of the student members of [School Name] DECA, officers assume and accept a high degree of responsibility to conduct themselves in a manner that brings credit to themselves, the organization and the members.

By signing this Chapter Officer Code of Professional Conduct, individual officers agree to abide by the policies described below and to assume responsibility for their conduct while serving as a chapter officer. The specific areas of violation are listed to provide guidance to the officer and are not to be considered all-inclusive.

	Category 1 | Professional Responsibilities and Standards



As a chapter officer, I will:
· complete and submit all tasks and assignments on time and correctly formatted.
· attend and participate in all called meetings, conferences and events.
· comply with all conference rules and regulations, including curfews, dress codes, etc.
· abide by the chapter officer dress code while representing [School Name] DECA.
· maintain consistent communication with teammates, chapter DECA members and [Advisor Name].
· follow instructions given by [Advisor Name].
· not use tobacco products.
· not use profanity or other vulgar or inappropriate language or behavior.
· not lie, cheat or steal.
· not consume or possess alcoholic beverages.
· not engage in any activity that may be perceived as violating the rules of conduct for the function I am attending as a chapter officer (follow the higher standards of conduct of either the function or the [School Name] DECA Officer Code of Conduct).

If other situations arise that are not covered by the Code of Conduct, I will use my best judgment in the situation. Above all, I will act in such a way that I will reflect positively on DECA.

Violations of the Professional Responsibilities and Standards may result in removal from office.








	Category 2 | Conduct Unbecoming a Chapter Officer



As a chapter officer, I will not:
· violate the law, including but not limited to:
· consuming or possessing alcoholic beverages or other controlled substances.
· theft or other felony crimes.
· represent someone else’s work as my own.
· engage in any manner of sexual conduct/harassment or other activities that may discredit [School Name] DECA and DECA Inc. (includes written or verbal comments and all forms of physical contact).
· discriminate against others.

Violations of Conduct Unbecoming a Chapter Officer will result in removal from office.



I understand and agree to this [School Name] DECA Code of Professional Conduct.

					
Candidate Printed Name		Candidate Signature		Date	



I have read the above and understand this code of conduct as it pertains to the [School Name] DECA officer candidate.

					
Parent/Guardian Name		Parent/Guardian Signature		Date	


TEACHER RECOMMENDATION FORM

Thank you for completing this recommendation form. Please be honest so we can select the best possible candidate. Only the DECA Advisor should see the completed form. Please return this recommendation in a sealed envelope to [Advisor Name] in room [#] or place it in their mailbox by [date].

Student Name:		
How long have you known this student? 		
Do you currently teach this student? 		
If not, when did you teach this student? 		

Please rate this student on a scale of 1–10.
With 10 being the best possible (above 90% of students at school).

	Characteristic
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	N/A

	Responsibility
	
	
	
	
	
	
	
	
	
	
	

	Work Ethic
	
	
	
	
	
	
	
	
	
	
	

	Promptness/Preparedness
	
	
	
	
	
	
	
	
	
	
	

	Ability to Be a Team Player
	
	
	
	
	
	
	
	
	
	
	

	Communication Skills
	
	
	
	
	
	
	
	
	
	
	

	Time Management Skills
	
	
	
	
	
	
	
	
	
	
	

	Ability to Honor Commitments
	
	
	
	
	
	
	
	
	
	
	

	Initiative
	
	
	
	
	
	
	
	
	
	
	

	Teachable and Open to Correction
	
	
	
	
	
	
	
	
	
	
	

	Attitude Working with Others
	
	
	
	
	
	
	
	
	
	
	

	Attitude Working with Adults
	
	
	
	
	
	
	
	
	
	
	

	Positive Role Model
	
	
	
	
	
	
	
	
	
	
	

	Leadership
	
	
	
	
	
	
	
	
	
	
	



If you have any other comments, positive or negative, that you feel are relevant, please provide them here.
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


					
Teacher Name		Teacher Signature		Date	
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