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What is the Purpose of the 
Written Entry Checklist?

• Advertising Campaign, 
Entrepreneurship and 
Financial Statement 
Analysis each have a 
unique checklist

• Ensures fairness
• Maintains a level/equal 

playing field for all 
competitors

• Allows for consistent 
evaluation by judges



What are Penalty Points?

• Points deducted from a written report 
because the report did not follow the 
criteria established on the Written Entry 
Checklist.



1. The Written Statement of 
Assurances must be signed and 

submitted with the entry. 15 Points
• Advertising Campaign, 

Entrepreneurship and 
Financial Statement 
Analysis each have a 
unique Statement of 
Assurances

• Completely fill out and 
sign the form

• Hole punch and place in 
front of the folio



2. Entries must be submitted in an 
official Collegiate DECA written event 
folio. Two copies submitted. 5 Points

• Place the entire written 
report, Statement of 
Assurances, table of 
contents, appendix, etc. 
in a folio.

• Available from DECA 
Images

• Submit two copies for 
ICDC



3. Title page information has been 
provided as requested. 5 Points

• Be sure to include all of 
the requested 
information on the event 
title page
– Event title
– Chapter name (School 

name)
– Participant name(s) and 

address(es)
– Advisor name and 

address
– Date



4. Limited to the number of pages 
specified in the guidelines. 5 Points/Page

• One page will be counted for each 8.5 x 
11 inch panel or fraction thereof 
(foldouts, brochures, etc.)

• 10 pages max



5. All pages are numbered in 
sequence. 5 Points

• A page number will not 
appear on the title page

• However, the title page 
does count as one of 
the maximum ten (10) 
pages allowed.

• The page following the 
title page will be 
numbered “2”.



6. Major content must be at least 
double-spaced. 5 Points

• Title page, table of contents, 
bibliographical references, appendix, 
long quotes, footnotes, and lists may be 
single-spaced

• Material in charts or tables may be 
single-spaced



7. Entry must be typed/word processed. 
5 Points

• There should be no handwritten 
corrections

• Only charts and graphs may be 
handwritten

• No handwritten page numbers



8. The body of the written entry follows 
the sequence outlined in the guidelines. 

5 Points
• Each major section 

should be 
addressed and titled

• Additional 
subsections are 
permitted



9. Varies by Event

• Advertising Campaign – Documentation of 
media rates not provided for all media 
references. 10 Points

• Entrepreneurship – Franchise documentation 
not provided (if the business is a franchise). 
10 Points

• Financial Statement Analysis – Appendix has 
been included to show calculations. 5 Points



10. Varies by Event

• Advertising Campaign – Media-only 
Appendix includes material other than 
specific media documentation. 10 
Points

• Entrepreneurship – Franchise-only 
Appendix includes material other than 
franchise documentation. 10 Points

• Financial Statement Analysis – N/A



Common Reasons Penalty Points 
are Assigned

• Not using the current year’s event 
guidelines
– Guidelines change from year to year

• Not signing the Statement of 
Assurances

• Leaving out major sections in the body 
of the written entry
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