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Ontario Competitive Event Checklist

	Event:
	
	Participants:
	

	Chapter:
	
	
	

	
	
	
	


Notes: 

· Refer to the DECA Guide – Format Guideline for the Written Entry for greater detail

· Entries submitted without a signed Written Statement of will not be evaluated

· Entries with penalty points totaling 40 or more will be disqualified

	Guidelines
	Maximum Penalty
	Penalty Earned*
	Page # of Penalty

	1. The Ontario Competitive Event Checklist submitted
	5
	
	

	2. No use of sheet protectors/binders/folders.
	5
	
	

	3. Entry adheres to number of pages specified in guideline (not including the title page and table of contents) 
	5/page

[Max. 15]
	
	

	4. Pages are numbered in sequence starting with the executive summary
	5
	
	

	5. The body of the written manual is in 12-point font. 
	5
	
	

	6. The typeface is in font type Arial.
	5
	
	

	7. All margins are 1”.
	5
	
	

	8. Major content is double-spaced

[Single-Space Exceptions: title page, table of contents, executive summary, bibliography, appendix, footnotes, long quotes, material in tables, figures, exhibits, lists, headings, sample letters, forms, etc.]
	5
	
	

	9. Entry is typed/word processed. Charts and graphs may be handwritten. 
	5
	
	

	10. No handwritten corrections.
	2/correction

[Max. 20]
	
	

	11. Paper is standard letter size: 8 ½” x 11” with no foldouts.  Appendix items may be landscape.
	5
	
	

	12. Decorative artwork is scanned [i.e. not cut and pasted] 
	5
	
	

	13. Entry follows exact sequence outlined in guidelines.
	5
	
	

	14. Page numbers of each section appears in the table of contents.
	5
	
	

	15. Each main section is titled exactly as it appears in the guidelines. Additional sections are allowed. 
	2/section

[Max. 10]
	
	

	16. No spelling and grammar errors.
	2/error

[Max. 10]
	
	

	17. No missing pages/sections/subsections.
	20
	
	

	TOTAL PENALTY POINTS EARNED
	


	*A check mark indicates no penalty earned for a particular item.


	Checked by:
	











