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	INF1030:  WORD PROCESSING 1:  FINAL PROJECT ASSESSMENT

	Document Production

Students demonstrate appropriate software functions in preparing the following formatted and publishable documents:
	Expert/Master

Exemplary work — you are up for promotion.


	Proficient,

Consistent work that exceeds standards. It’s bonus time!


	Competent

Your work meets standards, but leaves room for improvement.
	Limited

Your work must improve — you are on probation.


	No Evidence
STOP. CHECK IN.
Discuss action plan with your teacher.
	Marks

	Final Project 1:  Letter
Criteria:

· Contains all required parts of a letter
· Demonstrates proper layout and formatting
Content:
· Communicates clearly using proper spelling and grammar

	· Contains all required parts of a letter

· Professional layout and formatting

· Free of spelling, grammar, and typographical errors 

· Letter is professionally written and the message is clear
	· Contains all required parts of the letter

· Proper layout and formatting

· Free of spelling, grammar, and typographical errors 

· Letter is carefully written and the message is clear
	· Contains all required parts of a letter 

· Acceptable layout and formatting

· Contains one or more spelling, grammar, or typographical errors 

· Letter needs minor editing to make the message clearer.
	· Required parts of a letter are missing

· Limited or incorrect layout and formatting 

· Documents contain multiple spelling, grammar, or typographical errors 

· Letter needs substantial editing and its message is unclear
	
	Layout and formatting
/10

Content

/5

Total possible marks
/15

	Final Project 2: Career Connections Report
Criteria:

Layout and Formatting:
/10
· Margins: 1” top and bottom; 1.25” left and right 

· Line spacing at 1.5 or 2  

· Appropriate font type and size

· Uses titles and headings

· Includes page numbering

Career connection 
/25
· Personal inventory /5
· 3 career profiles /15
· Connection between personal inventory and occupations /5
Content
/5
· Communicated clearly and professionally
· Free of spelling errors

	· Professional layout and formatting 

· Makes strong and informed personal  connections to career pathways

· Content is logically organized and professionally written

·  Free of spelling, grammar, and typographical errors 


	· Proper layout and formatting

· Makes  informed personal  connections to career pathways

· Content is well organized and carefully written
 
· Free of spelling, grammar, and typographical errors 


	· Acceptable layout and formatting

· Makes personal  connections to career pathways

· Content is organized 

· Contains 1 or more spelling, grammar, or typographical errors
	· Limited layout and formatting 

· Limited personal  connections to career pathways

· Content needs substantial editing and message is unclear

· Contains multiple spelling, grammar, or typographical errors 


	
	Layout and formatting
/10

Career connection

/25
Content

/5

Total possible marks

/40


	Final Project 4: Report Title Page 

Criteria:

· Appealing layout and formatting /5
· Use of word Art and graphics  /5
· Required title page information /5


	· Professional layout and formatting 

· Professional  use of word art and illustrations

· Contains all required title page  information
	· Proper layout and formatting

· Proper use of word art and illustrations

· Contains relevant  title page information
	· Acceptable layout and formatting

· Acceptable use of word art and illustrations

· Contains some  title page information
	· Limited layout and formatting

· Limited use of word art and illustrations

· Limited title page information
	
	Layout and formatting
/5

Word art and graphics
/5

Required information

/5

Total possible marks

/15

	Final Project 3: Tables

Criteria:

· Create and organize data into a table

· Merge cells and shading


	· Initiative has been taken to improve the look and create a professionally appealing table
	· The table has been suitably recreated
	· The table has been produced with basic formatting 
	· The table has been produced with difficulty or it was unable to produced  
	
	Create and organize data in a table
/10

Merge cells and shading

/5

Total possible marks
/15



	Comments:


	/85

Total possible marks


