Unit 1 – Word Processing
Culminating Projects
List of required elements

	· Font Formatting
· Varied choice of font
· Horizontal alignment

· Line spacing

· Tabs


	· Pictures
· Indents

· Bullets or Numbering

· Tables
· Borders


	· Textboxes
· Headers & footers

· Colour

· Shapes



Assessment

	Level / SpecificExpectation
	Repeat
	1 
(50-59%)
	2 
(60-69%)
	3 
(70-79%)
	4 
(80-100%)

	Individual And Group
WP1 - perform word processing tasks using common software features
	Did not use the techniques studied
	Properly uses some techniques (3-6)
	Properly uses several techniques
(7-9)
	Properly uses most techniques
(10-11)
	Uses 12 + techniques in a letter that exceeds expectations and captures the attention

	Individual And Group
WP2 - use word processing software to produce properly structured and formatted business documents
	Document is not in a sales-letter format.
	Uses the basis of the format, but does not achieve the goal of selling
	Document reformatted, but missing some critical elements
	Document has been reformatted into an effective sales letter
	The document is very well formatted in an eye-catching and interesting way in order to sell the service.


