Explore 1: Explore
Ask your student activities director what you need to do to establish a student organization on campus. Another route to establishing a chapter may be to look for an existing student organization on your campus to affiliate with. Some organizations, such as the “marketing club,” may not have a national/international affiliation. Collegiate DECA membership would benefit their organization and give you a strong base to build from.

What does it take?

Throughout the process of starting a chapter, you may be asked “What does Collegiate DECA require to form a chapter?”

1. Each chapter must have an advisor. (See Step 4: Support)

2. Each member and advisor must pay dues and there is no minimum number of members for your first year.

3. Each chapter must comply with the regulations of their state, provincial or territorial association to be an active organization.

What do you want to be?

When setting up an organization, it is important for the founders to recognize why their new

chapter should be started. Here’s an exercise to get you on the right path:

Why would you like to start a new organization?

A) Because there is no organization like it on campus for career-oriented students?

B) Because there is a strong major/program related to Collegiate DECA, but with little interaction among students?

C) Because there is an existing organization that would like international affiliation with an organization?

• If you picked A, your new chapter will follow the student organization model.

• If you picked B, your new chapter will follow the program model.

• If you picked C, your new chapter will follow the affiliation model.

Follow the guidelines for your model, and then proceed to Step 2: Recruit.

(A) Student Organization Model

Most Collegiate DECA chapters are started using the student organization model. Ask your student activities director (or equivalent) what you need to do to establish a student organization on campus. Some colleges need as little as a list of interested students, while others need founding members to complete many activities. Be sure to talk to your student activities director about how you can accomplish the tasks to start a student organization. And don’t forget to be enthusiastic about your endeavor—your enthusiasm will spread and you may receive assistance!

(B) Program Model

This model is one that closely relates to a particular program on campus. You may be a professor or student from a particular area of study, such as hospitality, marketing or finance, and want an organization with strong ties to your program area. Collegiate DECA can provide that sense of unity for your program. Follow the guidelines of your student activities office or the particular department on campus to establish a new student organization.

(C) Affiliation Model

If there is a marketing, business, leadership or career organization on your campus, explore the possibility of having them affiliate with Collegiate DECA. Membership will benefit their organization and give you a good base to start from.

• If you are a member of the organization and would like to affiliate with Collegiate DECA, set up a time at the next meeting to make a presentation to the members about the benefits of affiliating with Collegiate DECA.

• If you are not a member of the organization and would like to affiliate with Collegiate DECA, set up a meeting with the advisor and officers of the organization. Explain to them why you think Collegiate DECA would benefit the members of their organization.
Recruit Step 2: Recruit

Now that you know which model to use to start your new chapter, it’s time to find students, professors and supporters to help you out. When starting a chapter, it is important to put together a core group of people that will complete the tasks of founding an organization on campus.

Here’s how…

Begin identifying potential leaders from the following categories to help you establish your

Collegiate DECA chapter.

Classmates

No matter their classification, freshmen to seniors may be interested in joining Collegiate DECA. Look to classmates who take initiative in class—they are likely to take initiative in founding a Collegiate DECA chapter.

Don’t limit yourself to talking only to people in your business classes. Remember that most students have to take general courses, and you may find potential members in any class across campus.

Roommates

If you live in a dorm or an apartment, you know which students are active and involved.

Encourage them to help you start a Collegiate DECA chapter. Many chapters have started from friends made in on-campus housing. Your core group of members could be right next door!

Former DECA members

How about finding potential members who are already excited about Collegiate DECA?

Find DECA members on your campus! DECA members already know a lot about how

DECA works and how Collegiate DECA can continue their career success. Sign into the DECA College Connection and this online tracker will automatically e-mail you a list of former DECA members at your college (if available).

Recruiting Your Core Group

When you are recruiting people to work with you, make sure to touch on the reasons why you want to start a chapter. Chances are, these same reasons are why others would like to join. Get a list together of member benefits and start talking to your target market!

Starting a new organization is an exciting event, especially for student leaders. Look for people who are willing to contribute to the organization, not just people looking for another activity to list on their résumés. A strong core group of people will give you the support to establish your chapter.

Keeping In Touch

Once you have organized a core group of founders, be sure to contact national officer to let them know you have started the process of establishing a chapter. 

Organize
Now that you have recruited a core group of members to help you establish your chapter, have a meeting to get your group organized and complete the necessary tasks.

Core Group Meeting Agenda

Introduction of Collegiate DECA to Core Group Members

It is important for your core group members to fully understand Collegiate DECA before they begin to explain it to others and establish the organization with school officials. Review the

Collegiate DECA Membership PowerPoint presentation to cover the scope of the organization.

Then discuss your vision for Collegiate DECA on your campus. What will you be known for? What types of members will you seek?

Organizing the Core Group

Starting an organization takes a lot of work, and you will be asking the members of your core group to accomplish a lot of tasks over the next few weeks. Discuss how you want the

chapter to be organized and then assign officer titles accordingly to create ownership within the group (see sample models on next page). Be sure to collect e-mail addresses and

phone numbers to keep track of each other’s progress. Below are the main functions that need to be performed by the organization. Other functions may be added as you progress, but these should get you started:

1) Overall leadership—coordinate other chapter functions and ensure that the goals of the

chapter are met.

2) Keep track of current members, send updates to members, organize meetings and maintain

up-to-date records with the school.

3) Keep track of the bank account, including membership dues; organize fund-raisers.

4) Organize new membership recruitment activities and orient new members to the

organization.

5) Coordinate social, professional and community service activities for the organization.

Here are two sample models, both encompassing the functions outlined on the previous page:

Hierarchy Model: 

Function-based Model:

President (1)


President (1)

Vice President (4) (5) 

Vice President of Administration (2)

Secretary (2) 


Vice President of Membership (4)

Treasurer (3) 


Vice President of Finance (3)

Vice President of Activities (5)

Most new chapters find success with the function based model, because it is easily adapted to the needs of the organization.

Making a Name for Yourself

After a bylaw change, at the 49th International Career Development Conference in April 2010, all chapters and associations involved with the organization will fall under one name – Collegiate DECA.
Delegating Tasks

Divide up the following tasks to the members of your officer team:

a. Writing a constitution (CD)

b. Participating in the student organization fair

c. Working with the student activities department to fulfill requirements for organization recognition

d. Researching school funding available for attendance at events such as the Collegiate

Leadership Academy, state conferences and the International Career Development Conference.

e. Developing a marketing plan (see Step 6: Promote)

f. Opening a bank account with a private bank or within the college (CD)

g. Finding an advisor (see Step 4: Support). Your new officer team is ready to roll, and your main task is to continue to support their work. As the leader of the new chapter, it is your responsibility to ensure that these tasks are completed.

Support
Each chapter must have at least one person, usually a professor or instructor, to serve as the chapter advisor. Check with the student activities department for their guidelines for who can be an advisor on your campus. Collegiate DECA only requires that this person is recognized by the sponsoring college as the official advisor.

Role of the Advisor

The amount of time invested by the advisor depends on how the chapter is operated. Ideally, the student leaders should perform most of the tasks. The advisor serves as liaison between the students and the faculty of the college, a mentor for career development and a resource for chapter activities. 
Finding an Advisor

Securing an advisor is a great opportunity for your officer team to solidify Collegiate DECA on your campus. Before you go on the search, make a brief list of the main activities you would like your advisor to participate in. This can include activities such as a bi-weekly meeting with officers, conferences, community service projects and anything else you feel is important for the advisor to take part in. The key is to make sure that your officer team takes on the operational tasks of the chapter, and the advisor has the opportunity to advise you on these functions.

When you are on your search, keep in mind that the advisor does not necessarily have to be a professor or instructor (unless your college requires it). Personnel from your college admissions office or student leadership offices may be interested in being a part of Collegiate DECA.

There are many ways to go about finding an advisor, so check out the list on the next page and see which ideas will work best for your search.

• Ask the student activities office if they have any ideas for possible advisors. These people

usually hear from faculty and staff who are interested in being part of a student group.

They can also give you suggestions of where to look for an advisor.

• Meet with the dean or equivalent in the area which you are planning to organize your chapter. If you plan to focus on marketing, set up a meeting with the dean of the business school or chair of the marketing department and have your officer team make a presentation about Collegiate DECA. This person can give you suggestions for who may be interested
in being an advisor. You can also ask for permission to give a short presentation in the next department meeting or send a letter/e-mail to the entire faculty in that department.

With your officer team already selected and the process underway, you will show organization and initiative.

• Find out who the new professors on your campus are for this year. They are usually not affiliated with a group right away, and this will be a perfect opportunity for them to grow with your new chapter.

• Asking your current professors is a spectacular way to find an advisor. If your professor is unable to participate, he or she may be able to suggest someone else. Faculty know their colleagues pretty well, and may be able to give you an idea of who would be interested.

• Hold a breakfast and invite the faculty and staff of a department or college. At the breakfast, casually meet the faculty one-on-one and introduce them to Collegiate DECA. The invitation could say something like “Stop by for breakfast between 8 a.m. and 11 a.m. on

Wednesday and meet with the new student organization, Collegiate DECA!” Have brochures or handouts ready, and be sure to follow up with the interested faculty.

• Stop by the admissions office, or admissions department for a particular program area, and tell them about your new endeavors with Collegiate DECA. Demonstrating the link between your new organization and more than 180,000 high school students may be interesting to them from a recruiting perspective. Explain that they can be further involved with DECA when they support Collegiate DECA. Once you have located a potential advisor, be sure to keep that person included in the continuing process of starting a chapter.

Establish

Establishing on Campus

Many campuses run their organizations differently, so it is important that you follow the guidelines set by them to be established as an official organization. For instance, some colleges and universities only require that you fill out a form with a list of officers and an advisor. Others require many forms, workshops and details to be completed. Here are some requirements that you may encounter:

• obtaining approval by student government or other group

• establishing a bank account (CD)

• electing officers

• establishing a minimum membership

• attending workshops to learn the processes for reserving meeting space, organizing events on campus, etc.

• establishing a mailbox on campus

• obtaining an office for the chapter officers

• Web access, e-mail address and Web site permission

Having satisfied all the requirements set forth by your school to start a new organization, it is time to return to the student activities office to officially establish your chapter. Once you are set up, it is important to stay in contact with this office in case you have questions throughout your first year. The student activities office can also benefit you by showing your organization how to receive funding from your college. As soon as you are officially established, be sure to move forward with requests for funding. This may be through the student government, the college activities fund, or a particular department with which you are involved.

Establishing with Collegiate DECA

Once your chapter is established on campus, complete an Initial Membership Roster and collect the appropriate amount of membership dues. Refer to your national officer for the total amount of dues and the processing procedures for your state, province or territory. Membership dues with Collegiate DECA on an international level are $10 per member (including students, advisors, professional and alumni members) per year. The annual membership year is from July 1 to June 30. Therefore, a member joining in the fall or spring will be a member for the remainder of that school year. States, provinces and territories may also charge dues for being a member of that association. Your chapter can also collect a fee from members if you would like to establish funds for operating expenses, socials and other functions. For example, a chapter may charge an additional $5 in dues to cover expenses of the chapter. Other chapters may charge an additional $15 and also give each member a t-shirt. It’s your decision on how much you decide to charge each member, but keep in mind that you need to keep the dues at a price that students are willing to pay. It’s OK to send your Initial Membership Roster with only a few members. Collegiate DECA has no minimum requirement for membership your first year. You can always add more members at anytime throughout the year by using an Additions Membership Roster. 
• A congratulatory letter from the Executive Director of DECA Inc.

• Membership cards and membership pins for each member and advisor

• The Collegiate DECA Guide (a publication of guidelines for competitive events, management institutes, membership, leadership and recognition programs, and other special activities)

• Membership Recruitment and Retention Guide

• Certificate of Affiliation—presented onstage at the Opening Session of the International Career Development Conference.

Now that you are established with your college and with Collegiate DECA, it’s time to get out there and promote your success!

Promote
 6: Promote

Get together with your officer team and advisor to decide on a game plan for promoting Collegiate DECA on your campus. It is important to take one step at a time. You can try a few ideas during your first recruitment period. As you progress and see what works on your campus, you can add more activities. The following is a basic marketing plan to guide you:

What Will You Promote?

Decide on which aspects of Collegiate DECA will be important to prospective members on your campus. Think of a few different levels:

Chapter

What types of activities will you do to enhance the career development of your members?

What types of community service projects will you participate in?

What kinds of social activities will there be for members?

How will members raise funds to participate in activities such as leadership conferences and competitions?

State/Provincial/Territorial (where applicable)

What state/provincial/territorial activities will you participate in?

International

Will you be going to the Collegiate Leadership Academy and the International Career Development Conference?

When you think of what you will promote, it is best to think of one activity per area that you will focus on. For instance, if you decide to do seven different community service projects a year, along with a lot of other activities, the prospective members may be overwhelmed. Show your focus and commitment to a few activities, and tell the future membership that they will have a say in the new activities once you are ready to expand. Your best advantage over existing organizations is that you can promote the fact that the founding student members will have a large say in the future of the organization.

How Will You Promote Collegiate DECA?

Since Collegiate DECA is an official organization on your campus, your group will most likely have many opportunities to promote your membership development efforts. Be sure to abide by all campus regulations for hanging signs, passing out flyers and conducting all other recruitment activities.

Decide Which Ways You Can Promote Collegiate DECA Effectively on Campus

If you have a majority of students walking through the same section of campus during lunchtime, be sure to have a table set up. If you have night classes that are popular, be sure to have information available at night. Are you a member of another organization on campus? How did you get to be a part of it? Model your recruitment process after what has been successful on your campus—of course with a little Collegiate DECA excitement added to it! Also, be sure to ask your advisor or competition coach for ideas that have been effective on campus in the past.

Ideas for Membership Recruitment

Here are ideas used by many current and new chapters to recruit members:

• Set up a table at the student organization fair. Hand out brochures and sign people up for more information.

• Post signs in the freshman dorms with the “Join DECA in College”
• Ask your advisor to encourage his or her students to attend an information meeting. Ask your professors for a few minutes at the beginning of class to talk about Collegiate DECA.

• Get an article in the school newspaper about your new organization—include your meeting times.
• With the permission of the professor, post meeting times and locations in each business/ marketing-related classroom.

• Send an e-mail to former DECA members at your college or university. Log on to the DECA College Connection for information on the former DECA members at your school.

• Make t-shirts for your current members to wear on the days of your chapter meetings.

• Send invitations to prospective members through the campus mail or via e-mail. An invitation to join a new professional organization on campus may intrigue them.

How Will You be Organized?

Before you execute your promotional strategies, be sure to secure a meeting place for a few informational meetings. Talk to the student activities office to secure a meeting room for two or three different times—it is best to meet at different times to accommodate all class and work schedules. Promote these two or three meetings about Collegiate DECA, inviting people to attend. After this first week of meetings, you can start a regular meeting schedule on a weekly, biweekly or monthly basis.

Informational Meeting Agenda

At your informational meeting, it is important to communicate why you started the Collegiate DECA chapter on your campus and how students can benefit from membership in the organization. Be sure to create a professional, but friendly, atmosphere by greeting students, having printed information available, and possibly serving refreshments. Here is a sample agenda to follow:

1. Welcome and introduction by Officers and Advisor

2. Pass around a sign-in sheet to collect the names and e-mail addresses of the students present at the meeting so you can contact them in the future.

3. Explain the benefits of joining Collegiate DECA with the use of the Membership PowerPoint presentation (available online and CD).

4. Share your vision for Collegiate DECA on your campus.

5. Demonstrate how members will be able to contribute to the founding of the new organization and building Collegiate DECA traditions at your college.

6. Questions and Answers

7. Wrap up by inviting them to the next meeting or activity.

Once you have recruited new members, be sure to collect dues and update your online membership roster.
