Grading Rubric – Word Processing Lab

Class:


Professor:


Notes:


Solution Filename:
Voice Studio Letter.doc

	Description
	Pts
	Your Score

	Open the document.
	4
	

	Change the font size for Leroy Peters in the letterhead to 24 points.
	4
	

	Underline the days of the week and format them with bold. 
	8
	

	Format the names of all the teachers with red and with a font style of your choice.
	8
	

	Format all occurrences of Leroy Peters with blue and with a font and font style of the student’s choice.
	8
	

	Delete block “Tasha is no longer teaching here … because her name did not begin with an L.”
	4
	

	Move the sentence “As you know, our classes meet from Monday through Thursday” so it is the first sentence in the third paragraph.
	8
	

	Move the block “Our expectations are that … to turn your cell phone off.” so it is the last sentence in the second to last paragraph.
	8
	

	The following sentence is inserted after the schedule: Performance fees are $50.00 per hour, and $35.00 per half hour to cover the cost of Jennifer Michaels, the pianist.
	8
	

	The following text is inserted at the beginning of the opening paragraph: Welcome to the Professional Studio of Voice. We look forward to a wonderful year together.
	8
	

	Musical notes clip art is inserted near the top of the letter and resized and formatted as needed.
	8
	

	Tag line below signature block is centered.
	3
	

	Spelling and grammatical errors are corrected.
	4
	

	Following errors are fixed: date added, colon added after “Dear Students”; first sentence in second paragraph starts with a capital; blank paragraph added between second and third paragraphs; and “Melodically” in closing starts with a capital.
	5
	

	Letter printed.
	4
	

	Web page created from letter with an appropriate title.
	8
	

	
	
	

	TOTAL POSSIBLE POINTS:
	100
	0


YOUR SCORE:  _______________







