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Verification Procedures

2012 Career Development Conference
1. The verification file for state conference has been posted to the NC DECA website.  It is imperative that the turn around time for this verification be very quick.  This file must be prepared for on-line testing.  Therefore, your verification e-mail must be received in our office no later than 5:00 PM Wednesday, February 8th.  If your verification is not received, your students will participate at CDC in the event listed.  No changes.

2. Log onto www.ncdeca.org and click on the Verification Process button.  The Excel file is very large; it may take a minute to open up on your computer.  
3. There are 44 tabs along the bottom of the workbook.  Click on each event’s tab to be sure the correct students/teams are entered into the correct event.  

a. Check each student’s name for the correct spelling.  This is the name that will appear on name tags and the name used in the award sessions.
b. Check each column to make sure the first name is in the “first name” column and the last name is in the “last name” column.

c. Check to make sure each student is registered in the correct event.  No student may change to a new event.  The changes must reflect your original registration form.
d. Send an NEW e-mail to linda.ray@dpi.nc.gov stating EITHER:  
· all correct 
· or corrections are listed below.  Do NOT send a new spreadsheet.  
4. Call Linda Ray at 919-789-9608 (home phone) if you have questions.
Thanks for your help in this process.  Tentative Testing Window is February 16-24, 2012.  This could change.  An e-mail will be sent to you with testing instructions as soon as the testing site is open.
