Registration Instructions & Procedures
You will use the “2012 Registration” tab in the Excel File to complete your school registration.  A “Sample Registration” sheet is included for you.  Consult the NC DECA Handbook for further information and instructions for completing all remaining NC CDC registration requirements.   All registration is electronic.

Steps to complete the “2012 Registration” form for your school:
1. Complete all registration data.  DO NOT use all caps.
2. Indicate all events each student is to compete in during the conference.  Do not jeopardize your students’ participation in events by incorrectly completing the registration form.

3. Special instructions for ALL Events with Multiple Participants:

Indicate participants with a number after the Event Code for all events that are eligible for one to three participants.  See the sample registration form.  Examples:

Team Examples:
FTDM1, FTDM1, FTDM2, FTDM2

Written Examples:
HOR1, HOR1, HOR2, HOR2, HOR3, HOR3, IBP1, IBP2, IBP2

Chapter Events:
PRP, CSP, (can have a maximum of three participants per chapter/school registration)  

4. Across the top of the form are three separate categories (advisor information, number conference attendees, Conference Toys and ACC Basketball Tickets).  Please make sure you have completed all fields.
5. Save the file as:  Your School Name 2012.xls…………….Example:  Eastern2012.xls

6. E-mail the file the NC DECA office:  linda.ray@dpi.nc.gov
7. You do not need to print a hard copy of the electronic registration or financial statement to mail to NC DECA.  We will use your electronic copy that we have printed here in the office.  Print required documents needed for payment by your individual school. E-mail a copy of the registration to your Board Chair.
8. If you have not received an e-mail directing you to check the website for verification from Linda by Feb 7, e-mail linda.ray@dpi.nc.gov
Mail all necessary forms and checks directly to NC DECA Office:


NC DPI – NC DECA


Pam O’Brien


6358 Mail Service Center

Raleigh NC  27699-6358 
Remember, NC DECA does not accept personal checks.  School or unit checks only.
Teachers do not have to function as the test administrator and may secure another faculty member to administer/proctor competitors during the on-line testing.
